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“Despite the best efforts of dedicated and gifted nuns, I never learned to diagram a sentence, something they 
believed was of paramount importance. Yet I have made my living by writing and speaking. You learn a language 
by listening and speaking. You learn how to write by reading.”—Roger Ebert 
 
“The brain needs to be learning new things all the time. The great thing about art, whether it’s paintings or music or 
theatre or opera or a book, is that the brain has to engage at a level of challenge and unfamiliarity. When the brain 
encounters anything really new—and art is new ways, slant ways, of looking at the familiar—then the brain has to 
re-fire its neurons, make synaptic connections. Brain death is to reduce everything to the level of the known. You 
have to keep taking yourself by surprise.”—Jeanette Winterson (Source: 
http://www.popmatters.com/pm/features/article/56143/jeanette-winterson/) 

 
“Deliberate practice is characterized by several elements, each worth examining. It is activity designed specifically 
to improve performance, often with a teacher’s help; it can be repeated a lot; feedback on results is continuously 
available; it’s highly demanding mentally, whether the activity is purely intellectual, such as chess or business-
related activities, or heavily physical, such as sports; and it isn’t much fun.”—Geoff Colvin, Talent Is Overrated: 
What Really Separates World-Class Performers from Everybody Else 
 

Is Grammar Important? 
 

“[Thomas] Hodson recalled one day when an attorney was making a case before the court and used the non-
word ‘irregardless’ in his argument. [U.S. Supreme Court Chief Justice William] Rehnquist always leaned way back 
in his chair because of his back problems, but when the attorney said ‘irregardless’ a second time, the chief justice 
‘catapulted’ up in his chair and told the attorney that he should use ‘regardless’ or ‘irrespective,’ but not 
‘irregardless.’ Hodson said. The attorney was naturally flustered, having been corrected for his grammar, and then 
referred to one of the judges by the wrong name. That brought Rehnquist out of his chair again as he admonished the 
attorney one more time. 

“Hodson noted that the attorney did eventually win his case, but he felt bad for him as he was probably making 
the biggest legal argument of his career and was being corrected during the argument for poor grammar.” 
 
Source: Nick Claussen, “Scripps director recalls his time working for William Rehnquist.” The Athens News. 26 
September 2005 <http://www.athensnews.com/issue/article.php3?story_id=21668>. 
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Introduction: ENG 308J 
 

Topic, Purpose, and Readers 
 
I wrote this Study Guide to ENG 308J for the students taking my Junior Composition course. It 
is the textbook that I will use to teach you about writing.  
 
ENG 308J is Advanced Rhetoric and Composition; therefore, it should not be merely a rehash of 
ENG 151 (although it can cover some of the same material), but should instead introduce new 
kinds and topics of writing. These are the papers you will write in this course: 
 
 Resume and List of References and Job-Application Letter 
 Problem-Solving Letter 
 Set of Instructions with Original Visual Aid(s): at least 24 steps 
 Famous-Plagiarist Research Paper with a Works Cited List (MLA)  
 Argument Research Paper with a Works Cited List (MLA)  
  
Plagiarism 
 
All students are expected to write their own papers. Plagiarism or other academic misconduct 
may result in a failing grade for the course plus referral to OU Judiciaries.  
 
How to Use This Guide 
 
Except for the Introduction, Conclusion, and Appendixes, this guide is organized by day. 
Coordinate your use of this guide with the schedule you received on the first day of class. For the 
third class of the quarter, read the section titled “Class 3.” You are welcome to read ahead if you 
wish, but please don’t get behind in the reading. You may even want to scan the entire guide 
during the first week of the quarter, then read it word for word during the rest of the quarter.  
 
Benefits for You, the Readers 
 
This guide contains much information that will help you to learn more and to get better grades. It 
contains much information about what I expect from the major assignments of the course. For 
example, sample copies of successful communications such as Resumes, Lists of References, 
Letters of Job Application, Problem-Solving Letters, and Research Papers appear in this Study 
Guide. During some classes, I will pass out sample copies of successful Sets of Instructions. 
 
Expectations 
 
Teachers expect students to be competent, responsible, and pleasant. You can show that you are 
competent by writing and proofreading well. You can show that you are responsible by attending 
every class, handing in all work on time and by often participating in class. You can show that 
you are pleasant by never looking bored in class. 
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Information about the Author 
 
My name is David Bruce, and I have been teaching composition at Ohio University since 1980.  
 
E-Mail 
 
Occasionally, I will send e-mail to all of my students, using their Ohio University e-mail address. 
If you use a different e-mail address and don’t often check your OU e-mail account, you should 
have your OU e-mail forwarded to your other e-mail address. If you ever need to send me e-mail, 
put the course in the Subject line: ENG 308J. That way, I will know that your e-mail is not 
SPAM, and I will read it. If you merely put something like “Hi” in the Subject line, I will 
probably think that your e-mail is SPAM, and I may not read it. 
 
Time 
 
Every clock at Ohio University seems to have a different time. To know the correct time, go to 
<http://www.time.gov/timezone.cgi?Eastern/d/-5/java>. That is the time we will use in this 
course. 
 
Dropping Courses 
 
If you wish to drop this or any other course, please drop it quickly so other students can add it. 
 
Can I Revise my Major Assignments for a Higher Grade After They Have Been Graded?  
 
No. Why? 
 

1) You need to do new reading and new work, not revise old papers. 
2) Some students waste my time by deliberately handing in bad papers just to see if bad 
papers will get a good grade. 
3) Some students will deliberately hand in bad papers and let the teacher mark them, then 
ask to revise them because that way, they can get the teacher to do a lot of their work for 
them. 
 
 

Writing Tutors 
 
Mosst universities have writing tutors. At Ohio University, the Academic Advancement Center 
offers tutors to help you with your writing. Often, they are available at Alden Library, 2nd floor. 
Call the Academic Advancement Center for more information.  
 
Advice for Students 
 
Of course, I will be grading your papers and marking them. Often, I will give you handouts about 
common writing errors you make. To become a better writer, do these things: 
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1) Identify the errors you make over and over, then learn to avoid making them and learn 
how to correct them when you make them. For example, if you constantly misuse the 
apostrophe, learn how to use it correctly. 
2) Study the handouts about common writing errors. If you make a common writing error 
in a paper, I am likely to give you a handout about it. 
3) Learn to avoid making common writing errors because you will probably be writing 
for the rest of your life. 

 
Developing Intelligence 
 
Intelligence is not just something that we are born with; it is something that can be developed. 
By challenging yourself to do better, by developing good study skills, and by bouncing back 
after setbacks, you can develop your intelligence. The alternative to working hard to develop 
your intelligence is this: If you don’t use it, you lose it. 
 
Fair Use 
 
This communication uses information that I have downloaded and adapted from the WWW. I 
will not make a dime from it. The use of this information is consistent with fair use: 
 

§ 107. Limitations on exclusive rights: Fair use 
Release date: 2004-04-30 

Notwithstanding the provisions of sections 106 and 106A, the fair use of a 
copyrighted work, including such use by reproduction in copies or phonorecords or by 
any other means specified by that section, for purposes such as criticism, comment, news 
reporting, teaching (including multiple copies for classroom use), scholarship, or 
research, is not an infringement of copyright. In determining whether the use made of a 
work in any particular case is a fair use the factors to be considered shall include— 

(1) the purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes;  

(2) the nature of the copyrighted work;  
(3) the amount and substantiality of the portion used in relation to the copyrighted 

work as a whole; and  
(4) the effect of the use upon the potential market for or value of the copyrighted 

work.  
The fact that a work is unpublished shall not itself bar a finding of fair use if such 

finding is made upon consideration of all the above factors. 
Source of Fair Use information: 

<http://assembler.law.cornell.edu/uscode/html/uscode17/usc_sec_17_00000107——000-.html>. 
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Class 1: What are Some Common Kinds of Writing? 

 
Definition of Practical Writing 

 
Much of this course will focus on practical writing. Practical writing can be defined in many 
ways, but it has two major characteristics: 
 

1) It gives information that is meant to be used, not read for enjoyment. 
2) It is not writing that has as its audience the teacher. (Of course, I will be grading your 
practical papers, but their audience will be someone other than myself; for example, the 
audience of your Resume, List of References, and Letter of Job Application will be a 
prospective employer. Another example: the audience of your Problem-Solving Letter 
will be someone with the power to implement your recommendation and solve or help 
solve the problem. A third example: The reader of your Set of Instructions will be 
someone who does not already know how to perform the procedure you are writing 
about. If you are writing about how to open the store where you work, the reader of your 
Set of Instructions will be an employee who does not yet know how to open the store.) 

 
In this course, we will define practical writing broadly as writing that is done in the workplace 
(by people who have careers in your major area of study) or as writing that is intended to help 
get you a job or as writing that is intended to get something done (such as solving a problem). 
 
Examples of Practical Writing 
 
• Resumes, Lists of References, and Letters of Job Application. These, of course, are 
informational documents that are intended to persuade a prospective employer to interview you, 
then to give you a job. 
• Problem-Solving Letters. For example, if you are aware of a problem in the world, you could 
write a letter to someone with the power to solve that problem. In your letter, you could identify 
the problem and make a recommendation that would solve or help solve the problem. 
• Instructions. For example, Instructions on how to close the store or how to operate a piece of 
machinery. 
 
Major Formats of Practical Writing 
 
Memo, Letter, and Book (the Book format is used for manuscripts that are long enough to be 
bound). The Book format usually has a cover page, a title page, and a table of contents. 
 
Why Should You Learn to Write Well? 
 
At many companies, writing ability is used to determine who gets hired. For example, at some 
companies you will be asked to sit down in front of a computer and write a memo as part of the 
job-application process. That memo will help the prospective employer determine if you can 
write well. In addition, the ability to write well helps some employees to earn raises and 
promotions. 
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In January of 2008, The Today Show aired a segment saying that 50% of college graduates move 
back home with their parents after graduation. Of course, those college graduates usually suffer a 
loss of privacy. Given that writing is a job skill, one way to help ensure that you won’t have to 
move in with your parents after you graduate is to work hard to develop your writing skills. 
 

Your Introductory Memo Assignment (Homework #1) 
 
In your introductory memo, which is due during Class 3, tell me your non-grade goals for this 
course and tell me how to contact you during the quarter. In addition, tell me something 
interesting about someone you met the first day of class. Type your memo. For example: 
 

To: David Bruce 
From: Joe College (8-10 a.m. MW, ENG 308J; Homework #1) 
Date: Today’s Date 
Re: Introduction of Myself 
 
I am a junior in the College of Education, and my career goal is to teach science to junior 
high students. My major non-grade goals in this course are to learn how to increase my 
chances of getting a job in my field by writing a good Resume, List of References, and 
Job-Application Letter, and to learn how to write a Set of Instructions for a science 
project so clearly that my junior high students will have no trouble doing the project.  
 
The best way to contact me during the quarter is through e-mail. My address is 
jc123456@ohio.edu, and I check my e-mail at least twice daily.  
 
In my personal life, I am completely and utterly disgusted by a society that wants me to 
watch more TV, eat more fast food, run up more credit-card debt, and react to advertising 
the way Pavlov’s dogs reacted to a bell. That is why I killed my TV when I was in the 
10th grade and started reading books and learning to play and write music (guitar and 
keyboards). I also fall in love on a regular basis. 
 
On the first day of class, I met Bob Smith, who was a United States Marine. He had to 
take a wilderness survival course that taught him that bugs are a very good source of 
protein if you are trapped without food behind enemy lines. As part of the course, Bob 
and some other soldiers parachuted into the wilderness, where they made good use of 
their problem-solving skills. As they parachuted into the wilderness, they looked around 
and noticed a road in the distance. Once they dropped to the earth, they used their 
compasses to find the road, and then they walked into a town and ate pizza. 
 
In conclusion, I want to say that I am looking forward to this course, and I think that it 
will help me to do meaningful work in my career (and put money in my pocket, which I 
am not opposed to as long as the money is honestly earned) as well as help me to do other 
kinds of writing. 
 

Note: When writing your memo, don’t begin every paragraph with “I.”  
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Class 2: Introduction to On-the-Job Writing; E-Mail 
 

Answer Your Reader’s Questions: 
What Do I Have to Do for the Automobiles Case? 

 
Imagine that you work for a small company that provides automobiles for its employees. 
Recently, the company has discovered that it has two problems. The automobiles it owns are 
starting to break down and they are not environmentally friendly. That means that the company 
is starting to rack up big repairs costs. In addition, the president of the company is 
environmentally aware and wants to do something good for the environment. Because of this, 
you have been asked to investigate two makes of automobiles—one electric and one hybrid—
and write a report to your boss, Mike Moore, giving him the information you find about the two 
makes of automobiles. Mr. Moore will use the information you find to make a recommendation 
about which make of automobile to buy. 
 
Brainstorm a list of at least 10 questions that Mr. Moore will want to have answered so that he 
can make an informed recommendation based on solid evidence. Of course, one question that he 
will want to have answered is how much each make of automobile will cost. 
 
As you think about questions to ask, think about why a new make of automobile must be 
purchased. What questions do that reason suggests about repair costs for the automobiles and the 
effect on the environment of the automobiles? 
 
As you think about questions to ask, avoid unimportant questions. Do you think that Mickey 
Moore will be interested in the color of the automobiles? 
  
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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The Reader’s Questions: Resume and Job-Application Letter 
 
For the purposes of your first major assignment, we will assume that the reader of your Resume 
and your Job-Application Letter has certain questions that must be addressed if your Resume and 
Job-Application Letter are to succeed in getting you the job you want. Answer these questions: 

•  How do I contact you? 
•  What exactly do you want to do? (On your Resume you must have a job objective.
 Many employers will decline to spend time matching you with a job.) 
•  Do you have the required knowledge? 
•  Do you have experience in this or a similar job? 
•  What responsibilities have you had? 
•  Do your activities/interests show that you would be a pleasant and compatible
 employee? (Many employers want to know that you can get along with other people
 and that you can talk about more than work and school.) 
•  How can I get more information about your qualifications? (You will need a List of 
 References.) 

 
How Do I Best Write E-Mail? 

 
An Important Thing to Remember 
If you ever send your teacher an e-mail message, put the name of the course in the subject line so 
your teacher knows that the e-mail is not SPAM. 
 
Advantages: 
•  E-mail gets messages to readers quickly. 
•  The writer doesn’t have to go to a mailbox. 
•  The reader need not be in the office when you send e-mail. 
•  E-mail is a good way to ask a professor a question and get a quick response. 
•  E-mail is cheap (once you have bought the computer). 
 
Disadvantages: 
•  Some people are swamped with e-mail, so they may delete your e-mail without reading it. 
 Noam Chomsky is one of those people. If you want to send him a message that he will read, 
 send him a letter. 
•  It’s easy to send e-mail when you are angry, then realize after you have cooled off that you 
 should not have sent the e-mail.  
•  Some people are willing to write insulting things in e-mail that they would never say face to 

face. 
•  E-mail is not private. Your boss can end up reading the e-mails you have written. E-mail can 

also end up as evidence in a court of law. 
•  When computers are down, you can’t check your e-mail. 
• Some people don’t have e-mail or don’t check it regularly. 
•  Some people don’t forward their e-mail to an account they check regularly. 
•  SPAM. 
•  Unless you indicate the topic effectively in the subject line, your e-mail may be deleted 

without having been read. 
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Advice for Writing E-Mail 

 
1. Write only brief e-mails. 
•  Include only information that is directly related to your topic. 
•  Stick to one topic.  
•  If you want to write about two topics, send two e-mails. Or use headings in your e-mail. 
•  Write short paragraphs. (Many e-mail paragraphs are only one sentence long.) 
•  Between paragraphs, put blank lines. 
 
2. Always write a specific subject line. 
•  Specific subject lines can help make sure that your e-mail gets read. Many people receive 
 hundreds of e-mail messages a day, and they delete many or most of them without reading 
 them.  
•  Don’t simply write, “Hi.” That sounds like the subject line of SPAM. 
 
3. Check the content of e-mail before you send it. 
•  Never send e-mail when you’re angry. 
•  Don’t cause hate and discontent in the reader unless that is your intention. 
 
4. Proofread e-mail before you send it  
•  Proofread all your communications, including e-mail. 
 
5. Remember that other people may end up reading your e-mail. 
•  Employers have the right to look at all employee e-mail that is on or sent through a company 

computer—so don’t e-mail jokes and criticisms about your boss to other people. 
•  E-mail is sometimes used as evidence in lawsuits. 
•  Sexist and racist jokes should not be made in e-mail—or in normal conversation. 
•  Even if you delete an e-mail message from your computer, it almost certainly will be saved on 
 a large computer hard disk. 
•  Delete anything that you do not want to be forwarded to other readers. 
 

Work 
 

• Some people are, quite simply, competent. In 1929, Laurel and Hardy made the short 
comedy film “Liberty,” for which a three-story building was constructed. At one point, the 
comedy team was working 200 feet above ground, but a wooden platform below them was 
supposed to provide them safety. Mr. Laurel expressed concern about the height the comedy 
team was in, so to prove that they were safe Mr. Hardy jumped down on the wooden platform. 
However, the wood was made of flimsy sugar pine, and he fell through the platform. Fortunately, 
a competent crewmember named Thomas Benton Roberts, who had unsuccessfully complained 
about the flimsiness of the safety platform, had gone to the trouble of putting up a safety net 
below the safety platform—something he was not required to do. Instead of falling 200 feet, Mr. 
Hardy fell only 20 feet. He was shaken by the fall, but he quickly went back to work. 
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Class 3: What is The Reader-Centered Writing Process? 
What are the Activities of Writing? 

 
Homework #1 Due Today:  
• Hand in a typed 1-page memo (To: David Bruce) introducing yourself to me and telling me 
how I can contact you.  
• See Class 1 for an example of how to do this homework assignment. 
• Write the class and the time the class meets in parentheses by your name. For example:  
 

To: David Bruce 
From: Jane Student (10-11 a.m. MTWR, ENG 308J; Homework #1) 
Re: Introductory Memo 
Date: Today’s Date 

 
Homework #2 Due in Class 5 

 
Homework #2: Hand in a typed 1-page memo (To: David Bruce) telling me the job for which 
and the organization to which you will be applying. In the “Re:” line, you can write something 
like this: “The Job I Will Be Applying For.” 
 

• When you write your Job-Application Letter, to whom will you mail it? 
• Which job title do you want? 
• Is this an internship or an entry-level position? 
• What is the name of the organization? Where is it located? 
• What praise can you give the organization? 
• What are the goals of the organization? 
• How will this job help you get your dream job later? (Or is this your dream job?) 

 
Notes: 
• DO NOT GIVE ME A COPY OF YOUR JOB-APPLICATION LETTER and/or RESUME. 
Show up for an optional conference if you want me to criticize them. 
• Single-space your memo, and double-space between paragraphs. Do not indent the paragraphs. 
• Remember to use a hyphen to connect words when you are putting two or more words together 
to create an adjective that appears before the noun it modifies. For example: 

I am applying for an entry-level job. 
I need hands-on experience. 
Note: The words “part-time” and “full-time” always have a hyphen. 

• If you can, attach a copy of the advertisement for the job. 
• See example memo on next page. 
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Example Memo: Homework #2 
 
To: David Bruce 
From: Alison Student (9-11 a.m. MW; Homework #2) 
Date: April 3, 2010 
Re: The Job I Will Be Applying For 
 
The purpose of this memo is to tell you the job and organization for which I will be writing my 
Resume, List of References, and Job-Application Letter. 
 
Job for Which I Will Be Applying  
I will be mailing my Resume, List of References, and Job-Application Letter to the Columbus 
Speech and Hearing Center. It is located one mile from my house in Columbus and is a non-
profit organization that serves people across Ohio by providing audiology services, speech-
language therapy, and a program for the Deaf. Its Web site provides its goal: “Our mission is to 
help all people improve communication and vocational independence...for life.” I want to work 
as a volunteer for the Speech-Pathology section of their organization. This would be an excellent 
opportunity for me this summer because it is the exact field of work that I want to eventually 
apply for, but I currently do not hold the license needed to apply for an actual job as a Speech 
Pathologist. This will add another important qualification to my Resume when I apply for my 
dream job because it will show that I have had real experience observing and working in the field 
already.  
 
Praise of Organization 
The Columbus Speech and Hearing Center was accredited by CARF International in 2009 for 
their Comprehensive Program for the Deaf. This level of accreditation is the highest possible 
award that an organization can receive. I will be able to use this to praise the organization for its 
achievements.  
 
Explanation 
I want to quickly explain the reason that I use a capital “D” for the word “Deaf.” I learned in my 
sign language class that the capital “D” in “Deaf” signifies the Deaf community and people who 
are a part of their culture, and that a lowercase “d” in “deaf” signifies simply the medical term 
for having hearing loss. According to my professor, it might be offensive to use “deaf” instead of 
“Deaf” when describing their community, so this is why I want to capitalize the “D” in my 
memo and in my Job-Application Letter. 
 
[Note by David Bruce: Alison Student shows an excellent understanding of the reader of her 
memo (me). She realizes that I might not understand why the word “Deaf” is capitalized in her 
memo (and later in her Job-Application Letter), and so she explains that here.] 
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How I Use the Reader-Centered Writing Process? 
 

1. Use a writing process that focuses on the reader. 
 
A good writer thinks about the reader and makes the reader’s job easy. 
 
•  Setting Your Goals: Determining the goals of the communication. 
•  Planning: Figuring out how to write the communication so that it meets its goals, and  

doing research. 
•  Drafting: Creating the text and/or visual aids. 
•  Evaluating 

•  Checking: In checking, you do your own evaluating. 
•  Reviewing: In reviewing, you ask someone else to evaluate your draft. 
•  Testing: If you use a performance test to test a Set of Instructions, you give the 
 Instructions to the reader and have the reader perform the procedure while you 
 watch. This can help you figure out how to improve your Instructions. 

•  Revising: Rewriting the communication so that it can better meet its goals. (Note that
 revision must be followed by another evaluation.) 
 
2. Know the final result you are trying to accomplish. 
 
In many kinds of writing, including on-the-job and persuasive writing, it helps to know before 
writing which specific results you are trying to obtain.  
 
•  For example, if you write a Resume, you want the reader to think that you are good at a
 particular kind of job.  
 
•  If you write a Job-Application Letter, you want the reader to think that you are a good
 applicant for a particular job at a particular organization.  
 
•  If you write a Problem-Solving Letter (or memo), you want the reader to accept your 
 recommendation for solving this problem.  
 
•  If you write a Set of Instructions about how to perform a procedure, you want the readers of 

that Set of Instructions to be able to perform that procedure by using your Instructions.  
 
•  If you write an Employee Manual for a small business, you want the employees to know the 

policies and procedures of that small business. 
 
•  If you write an Opinion Piece for a newspaper, you want the readers of that newspaper to 
 seriously consider (or even accept) your opinion.  
 
In a few kinds of writing—free writing, diaries, journals, and other kinds of exploratory 
writing—it is not necessary or even desirable to have in mind the final destination of your 
writing journey. 
 



 

 

20 

 

3. Talk with your readers. 
 
•  In real life. If your boss has asked you to write a communication, you can ask the boss to 
 explain the purpose of the communication. That way, you can ensure that the communication 
 will meet the needs of the reader. 
 
•  In your imagination. Sometimes you can’t talk with the readers. In that case, put yourself in
 the place of the readers. If you are writing a Set of Instructions, go through each step, asking
 yourself if the readers will be able to understand that step. (Better: Use a performance test, 
 which we will talk about later, to see if the user can understand the steps.) 
 
4. Tell your readers how your information is relevant to them. 
 
•  Begin your communication with a sentence that explains its relevance to the readers’ goals
 and interests. 
 
•  Explain the significance of facts from the readers’ point of view. 

 
5. Answer the readers’ questions. 
 
If you leave the readers’ questions unanswered, you can make your writing less effective than it 
otherwise could be.  
 
•  Readers of a Resume will want to know the answers to these questions: Which particular job
 do you want? What are your educational qualifications? What kinds of work experience do
 you have? Do your activities help make you a qualified job applicant? Are people who know
 you willing to vouch for you? 
 
•  For example, if you write your landlord recommending that a leaky roof be fixed, you may
 write, “This repair need not be expensive. It will probably cost less than $300.” Of course, the
 landlord is likely to think, “What makes you think that?” If you are able to provide good
 reasons for why the repair is likely to cost less than $300 (for example, perhaps you have
 fixed leaky roofs in your summer job and that is how much the company you worked for
 would charge for the repair, or perhaps you have called a company for an estimate), the
 landlord may be willing to make the repair. 
 
•  Readers of a Set of Instructions will want to know the benefits of knowing how to do the 

procedure. They will want to know the scope of the Set of Instructions: Does it cover 
everything? Does it assume that the readers know a few things not covered by the Set of 
Instructions? 
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At Work, You will Write for Practical Purposes 
 
At work, you will want something to happen as a result of what you write.  
•  Another example: If you need a job, you can take action by writing a Resume, a List of 
 References, and a Job-Application Letter. You hope that as a result of writing these 
 communications, you will be interviewed by one or more prospective employers.  
•  For example, if you are a chemist who discovers that a certain plastic will NOT make a good 
 container for an oven-cleaning product, you want your boss to make the correct decision—
 which is to NOT use the plastic as the container—after reading your report.  
•  An example not related to work: If your apartment needs a few minor repairs, you can take
 action by writing a letter to your landlord. You hope that as a result of your writing the letter,
 your landlord will make the repairs to your apartment. 
 
Writer-Centered Writing Process 
 
A writer-centered writing process makes writing easy for the writer. It does not make reading 
easy for the reader. In a writer-centered writing process, the writer is concerned only about him- 
or herself and does not consider the writing’s effect on the reader. 
 
Reader-Centered Writing Process 
 
In a reader-centered writing process, the writer considers the reader at each step of the writing 
process. The writer defines the goals of the communication, then creates the communication in 
such a way that it affects the reader so that the communication’s goals are met. 
 
In this course, you will learn how to use a reader-centered writing process. 
 

Additional Advice 
 
1. Help your readers focus on key information quickly. 
 
•  State important information early.  
 
•  When relevant, state recommendations early. (If you think the reader will have a negative
 reaction to a recommendation, it’s best to state your supporting evidence first, then state 
 your recommendation.) 
 
•  When relevant, use lists. In your lists, place the most important in formation first. For 
 example, when you describe your job qualifications in your Resume and in your  
 Job-Application Letter, state your most important qualifications first. 
 
•  When relevant, use headings. Headings help reveal how a communication is organized. 
 
•  If information is irrelevant, delete it.  
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2. Establish your credibility. 
 
Let the reader know that you are a trustworthy source and that any statements you make are 
likely to be accurate.  
 
•  By writing a List of References and enclosing it with your Resume and Job-Application
 Letter, you establish credibility by letting the reader know, “These people know me and my 
 work, and they are willing to vouch for me.” 
 
•  Let’s say that you write a landlord about several minor repairs that need to be made to your 
 apartment. Let’s further say that you offer to make the repairs for free as long as your landlord 
 provides the necessary materials and tools. You will need to show that you are capable of
 making the repairs. You can do that by saying that you used to make exactly those kinds of
 repairs in your summer job. You may further establish your credibility by giving your landlord
 the telephone number of your summer manager to call and ask about your competence to
 make those kinds of repairs. 
 
•  If you are writing an Employee Manual for a small business, you can establish credibility by 
 saying that you are the owner of the business (if you are) or by saying that you have worked at 
 the business for x amount of time. 
 
3. Provide supporting evidence. 
 
An opinion or statement by itself is not usually persuasive. What can be persuasive is good 
evidence or reasons that back up the opinion or statement or request.  
 
•  If you write in a Job-Application Letter, “I am a very responsible person,” the reader may or 
 may not believe you. But if you write, “As treasurer of the synchronized swimming club, I 
 handled all financial transactions, including depositing monies and writing checks,” the reader
 is much more likely to think that you are responsible. 
 
•  For example, if you say to a smoker, “Stop smoking,” the smoker may very well ignore you. 

However, if you say, “Excuse me, but I have asthma and your smoking makes it difficult for 
me to breathe. Please stop smoking,” the smoker is much more likely to put out his or her 
cigarette.  

 
4. Emphasize the benefits for the readers. 
 
If the readers will benefit from what you recommend or suggest, the readers are more likely to 
accept your recommendation or suggestion. 
 
•  If your Resume, List of References, and Job-Application Letter make the readers think that
 you will be a very good employee for the readers’ organization, the readers are more likely to
 hire you. (So when you are looking for a job, emphasize what you can do for the organization,
 not what the organization can do for you. In other words, emphasize how the organization will 
 benefit if it hires you; do not emphasize how you will benefit if you are hired.) 
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•  If you are writing a Set of Instructions, member of your target audience will be much more 
 likely to read the Set of Instructions if you point out that they will save time by following the 
 steps carefully instead of trying to figure what to do on their own. 
 
5. Respond to the readers’ potential objections. 
 
Think about objections that the readers are likely to make to what you are saying, then rebut 
those objections.  
 
•  If you don’t have relevant work experience yet, the reader of your Resume and Job  
 Application Letter will be inclined to reject you for the job unless you can show that you 
 would be willing to work very hard for the organization. One way to do that is to show that 
 you have worked hard in these areas of your life: non-relevant work experience, education, 
 and activities. 
 
•  If you write a landlord about making repairs to your apartment, the landlord is likely to object 
 that the repairs will be expensive. You should rebut this objection, perhaps by arguing that 
 making the repairs is less costly than letting the small problems grow into big problems. For 
 example, a small leak in a roof can lead to extensive (and expensive) water damage inside an 
 apartment complex and can lead to a collapsed ceiling. 
 
6. Proofread carefully. 
 
Careful proofreading can help establish credibility. 
  
•  If you write a sloppy Resume and Job-Application Letter, the prospective employer may think 
 that you would do sloppy work for the organization. 
 
•  If you write a sloppy letter asking your landlord to let you make some repairs to your
 apartment, the landlord may think that you would do sloppy work when you make the repairs. 
 
•  If you write a book that consistently misspells the name of the person you are writing about, 

people may decide not to read your book. 
 
•  If you are an English instructor writing a textbook for a course, numerous typos in the 
 textbook may make students think that you don’t know what you are trying to teach. 
 

How Do I Not Antagonize Co-workers? 
 
1. Be friendly. 
If you can, open the communication with a compliment. 
 
2. Think win-win. 
If you both work for the same organization, you both want the organization to succeed. 
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3. Give evidence backing up your claims. 
Evidence is very convincing. 
 
4. Tell the readers how to get help or more information. 
Tell the readers that you will be happy to answer their questions. 
 
5. Thank the readers. 
At the end of the communication, you may wish to thank the readers for their time and 
consideration. 
 

What are the Activities of Writing? 
 
The writing process can be broken down into several activities, but this particular breaking down 
works well for on-the-job writing and for persuasive and argumentative writing: 
 
Decide to Write 
 
You can have several reasons for deciding to write something. 
•  You need a job, so you decide to write a Resume, List of References, and Job-Application
 Letter. 
•  An irritating but easily solved problem exists at work, so you decide to write a memo to a 
 manager in which you identify the problem, then tell how to solve it. 
•  Your apartment needs several minor repairs, so you decide to write your landlord a letter to 

tell him or her about the needed repairs and recommend that the landlord make them. 
•  Your teacher tells you that a writing assignment is due Monday, so you think, “There goes my 
 weekend.” 
 
Define Goals 
 
Before writing, you should know what you are trying to accomplish by writing that 
communication. (This applies to on-the-job, persuasive, and argumentative writing, but not 
necessarily to journal and diary writing.) 
•  By writing a Resume, List of References, and Job-Application Letter, you hope to convince
 the prospective employer that you will be a capable, responsible, and pleasant employee and
 to convince the prospective employer to interview you. 
•  By writing a landlord a Problem-Solving Letter about repairs that are needed in your 

apartment, you hope to convince the landlord to make those repairs. 
•  By writing a Set of Instructions about how to clean the kitchen of a restaurant properly, you 

hope to convince the employees of a restaurant to clean the kitchen properly. 
 
Plan 
 
You should plan how to give the reader the information the reader needs and to persuade the 
reader to act the way you wish the reader to act. 
•  You can persuade a prospective employer that you are responsible by saying such things as 

you have held a responsible position in a job, a club, or a fraternity or sorority. You can 
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persuade the reader that you are responsible by saying that you had perfect attendance at a 
particular job or that you won the Employee of the Month Award. You can persuade the 
reader that you are responsible by listing specific job duties and responsibilities in your 
Resume.  

•  To convince a landlord that a problem with a leaky roof really exists in your apartment, you
 can enclose in your letter a photograph of water damage resulting from the leaky roof. 
• To convince a restaurant employee to read and follow your Set of Instructions about cleaning 

the restaurant properly, you can stress the importance of food safety and the potential dangers 
of serving unsafe or unclean food to diners. 

 
Draft 
 
In drafting, you create the communication. In addition to writing the text, you may decide to 
create visual aids. Page layout is also important when drafting. 
 
Evaluate 
 
When you evaluate the communication, you decide what works well and what doesn’t work well, 
and you decide how to fix what doesn’t work well. Evaluating includes proofreading. Of course, 
as you proofread, you can make changes to the draft. 
 
Revise 
 
•  When you revise, you fix what doesn’t work well in your communication. Of course, you may 
 rewrite some sections, then evaluate them and revise them further if needed. 
•  Each time you revise a communication, it is necessary to re-evaluate the communication to 
 correct any new errors and to see if the revision has been successful. If necessary, you will 
 revise the communication yet again, and then re-evaluate that revision. Do this until the 
 communication will be successful in achieving its goals. 
 
Deliver the Communication 
 
If the communication turns out well, you should deliver it to the reader. 
•  You can enclose the Resume, List of References, and Job-Application Letter in an envelope
 and mail it. 
•  You can enclose your Problem-Solving Letter in an envelope and mail it. 
•  If you wrote a Set of Instructions that can be used at work, you can give a copy to your
 manager. 
•  After writing an Employee Manual, you can give the manager of the organization a hard copy 
 and e-mail the manager an electronic copy. 
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Class 4: Resume, References, Job-Application Letter 
Project: Assign the Project; Ethics 

 
What Do I Have to Do for the Resume, References and  

Job-Application Letter Assignment? 
  
Teacher’s Expectations 
 
What are your teacher’s expectations for the Resume, List of References, and Job-Application 
Letter? 
• You will start writing your paper at least four days before the peer review. 
• You will spend at least five hours on your paper. 
• You will revise your paper at least once. 
• You will bring good, complete, typed drafts to the peer review session. 
• You will get feedback on your paper during the peer review session. 
• You will get feedback on your paper from at least one other person outside of class. 
• You will proofread your paper at least three times. 
• You will run a spelling check on the final draft of your paper. 
 
Benefits 
 
This assignment will give you the opportunity to write a very good Resume, List of References, 
and Job-Application Letter or to improve your already existing Resume, List of References, and 
Job-Application Letter. You will learn a few persuasive techniques that you may not have 
learned in other courses. 
 
Assignment Information 
 
This assignment is to write a Resume (with References) and Job-Application Letter in each of 
which you explain how your education, work experience, and activities have qualified you for 
the job you want. All Resumes and Job-Application Letters must be “real.” That is, they must be 
directed to a real job (whether or not there is currently an opening) and a real organization, and 
you aren’t allowed to make up stuff that would look good on your Resume. Your Job-
Application Letter must be directed toward a real organization. The purpose of this assignment is 
to enable you to write a good Resume, List of References, and Job-Application Letter that will 
enable you to get an internship now or a job after you graduate or experience that will help you 
get your dream job later.  
 
In some careers, you aren’t yet qualified to get an internship or an entry-level job. For example, 
in some careers, such as education or physical therapy, you need a license to practice. In these 
cases, you can write a letter asking to acquire observation hours at a certain school or at a certain 
clinic. You may also write a letter asking to do volunteer work at a school or clinic. You can also 
think about related jobs such as working at a summer language camp if you wish later to teach a 
foreign language. 
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Audience 
 
The readers of your Resume, List of References, and Job-Application Letter will be people at an 
organization that has a job that you want. It is up to you whether you actually mail these 
documents. 
 
Important Restrictions 
 
•  Your Resume must contain sections for Job Objective, Education, Experience, Activities (or 
 Interests), and References. If you wish, the References may appear on a separate page. 
•  Your Job-Application Letter must show some knowledge of the organization to which you are 
 applying, and it must praise the organization. In addition, your letter must describe how your 
 Education, Experiences, and Activities (or Interests) have helped qualify you for this job at
 this particular organization. 
 
The Reader’s Questions 
 
For the purposes of this assignment, we will assume that the reader of your Resume and your 
Job-Application Letter has certain questions that must be addressed if your Resume and Job-
Application Letter are to succeed in getting you the job you want. Answer these questions: 

•  How do I contact you? 
•  What exactly do you want to do? (You must write a job objective. Many employers 
 will decline to spend time matching you with a job.) 
•  Do you have the required knowledge? 
•  Do you have experience in this or a similar job? 
•  What responsibilities have you had? 
•  Do your activities/interests show that you would be a pleasant and compatible
 employee? (Many employers want to know that you can get along with other people
 and that you can talk about more than work and school.) 
•  How can I get more information about your qualifications? (You will need a List of 
 References.) 

 
Resume Requirements 
 
• You must have a job objective on your Resume. (But see note below.) 
 
Note: Job objectives are very important especially when you are looking for a job at a large 
organization with a Personnel Department—the people in Personnel will want to know 
immediately which job you are applying for. However, occasionally you may feel that you don’t 
need a job objective when you apply for a job at a certain organization. In that case, you may 
hand in a Resume without a job objective AS LONG AS YOU WRITE AND HAND IN A JOB 
OBJECTIVE ON A SEPARATE SHEET OF PAPER—I want you to show me that you can 
write a good job objective. Of course, your job objective will be graded as part of your Resume 
grade. 
 
• You must write about education, work experience, and activities in your Resume. 
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• Your References may appear on the Resume or on a separate “List of References” sheet. 
 
References Requirements 
 
• If your References appear on a separate page, the top of that page should look like this: 
 

Your Name 
Address 

Telephone Number 
E-mail 

 
References 

 
 Under the word “References,” your References will appear. 
 
•  You must have at least three References. These can be part of the Resume or they can be on a 
 separate “References” page. If your References appear on a separate page, at the bottom of 
 your Resume, you may write one of the following lines: 
 
 References See enclosed sheet. 
 References Available upon request. 
 

Writing either of these two lines is optional; however, one advantage of doing so is that the 
reader knows that your Resume has come to an end. One disadvantage of writing either of 
these two lines is that it will take up space that perhaps could be better used to list more 
qualifications.  

 
It’s better to enclose your References (“See enclosed sheet”) because the reader may not wish
to spend time writing or calling you to get your References. Job-seekers write “Available upon 
request” when they already have a job and don’t want their co-workers to know that they are  

 looking for another job until another company expresses serious interest in them. 
 
•  Because you are a student at Ohio University, prospective employers will expect you to have at 

least one Ohio University professor (in your major or an area of study relevant to the job you 
are seeking) as a reference. In addition, you will need at least one employer or former  
employer as a reference. 

 
•  Don’t list your father or mother (or other close relatives with the same last name as you) as 
 References. 
 
Job-Application Letter Requirements 
 
•  No form letters can be written for your Job-Application Letter. You must show that you know 
 something about the organization that you are asking for a job. Don’t use something that 
 Kinko’s or some other business wrote for you. 
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•  Your Job-Application Letter must contain information that shows that you know something 
 specific about the company or business you are applying to, and it must describe your
 education, work experience, and activities. 
 
•  If your letter goes on to a second page, this header should appear on the second and all
 following pages: 
 
 [name of person to whom [page number] [date] 
 or organization to which  
 you are writing] 
 
 For example: 
 
 William Johnson 2 September 13, 2011 
 
 IBM 2 March 1, 2011 
 
 Remember this header, for I require that you use it on the second and following pages of all the 
 letters and memos you write in this course. 
 
• If you don’t have the name of a person to write to, use the name of the organization instead. 
 
A Note About Appearances 
 
Your Resume, List of References (if on a separate sheet), and Job-Application Letter should look 
like they belong together. That means that their appearance should be somewhat similar. Don’t 
use one font for your Resume, a different font for your List of References, and a third font for 
your Job-Application Letter. Instead, use the same font for all pages. The contact information at 
the top of your Resume and the contact information at the top of your List of References should 
be and look exactly the same. Don’t have one address on your Resume (perhaps your home 
address) and a different address on your Job-Application Letter (perhaps your school address).  
 
A Note About Listing Relevant Skills 
 
Is it possible for you to list specific skills in your Resume? For example, if you are applying for a 
job in a laboratory, you could list specific laboratory skills that you possess. Or if you are 
applying for a job in a professional music studio, you could list specific music-editing equipment 
that you can operate and specific music-editing computer programs that you can use. If it is 
relevant for you to list specific skills, have you done so? 
 
A Note About Activities 
 
I require students to write about activities in their Resume and Job-Application Letter because I 
realize that activities can be very helpful in getting jobs. Often, students have more responsibility 
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in their activities than in their jobs. In addition, activities show that a student is well rounded and 
can get along with other people. Therefore, I require students to write about activities. 
 
What should you do if your activities are poor? Think about better activities you can participate 
in. Find out about clubs that are relevant to your major at Ohio University. Find out when the 
club will meet this quarter. If you plan to join the club this quarter, you have my permission to 
list it on your Resume. In addition, you may join a professional organization connected to your 
future career. I will count that as an activity. Also, many students’ activities involve working 
with computers. If you have a very good personal WWW page or have built your own computer, 
you may wish to list such things as your activities. You can list your WWW page along with 
your e-mail in your Resume. 
 

Ethics 
 
Ethics will be a concern in your professional and personal life. At times, you may have to decide 
if a certain action you are thinking of doing or a certain communication you are thinking of 
writing is moral. Therefore, it is a good idea to know some ethical rules and how to apply them 
to real life. 
 
Mama Bruce’s Ethical Rules 
 
The rules of ethics are T-shirt simple, and chances are, your mother is an expert in ethics. I know 
that my mother was. Here are Mama Bruce’s T-shirt-simple ethical rules: 
 

• If you are allowed to do it, everyone (in a similar position to yours) should be allowed 
to do it. 
• Treat other people the way that you want to be treated. 
• Do actions that have good consequences. 

 
Mama Bruce’s Ethical Questions 
 
Along with the ethical rules go ethical questions. These are questions that a person can ask when 
determining whether an action that person is thinking of doing is moral: 
 

• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 

 
Applying the Rules to Real Life 
 
Of course, ethics systems should give the correct answer to the easy questions. For example, is 
murder moral? All would agree that murder is immoral, but consider how you can use Mama 
Bruce’s ethical questions to determine whether murder is moral. Let’s say that you are 
wondering whether it is morally permissible to murder someone. As an exercise to foster ethical 
thinking, how would you answer the following questions as applied to murder? 
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• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 

 
Other Moral Questions  
 

• Are students morally obligated to attend class on a regular basis? 
• If a student signs up for a conference with the teacher, is the student morally obligated 
to either show up for the conference or to cancel the conference in advance?  
• Are students morally obligated to read the books for a course? 
• Are students morally obligated to avoid plagiarism? 

 
How Do I Recognize and Avoid Plagiarism? 

 
An E-Mail from a Student 
 
Dear Professor Bruce, 
 
First, I hope your summer is off to a great start. Second, I am e-mailing you in regards to the 
final grade report for your ENG 308. I wanted to inquire as to why it was reported as an "F". 
When I spoke with you at the conclusion of the quarter you informed me that as long as I 
completed all the make-up memos and wrote a strong final paper I should still be fine in the 
course. The only repercussion you informed me of was the late instructions paper. You informed 
me that I would receive AT THE LEAST a passing grade. I am extremely concerned as this is 
detrimental to my GPA. I am strong student and have performed well on all assignments 
omitting the absences. This is a shock to me and find it to be a mistake. I would like to solve this 
and clarify the mix up.  
 
Very Sincerely, 
 
 
My E-Mail to the Student 
 
You plagiarized in your Research Paper. 
 
This is the Web site of the article you plagiarized: 
http://www.associatedcontent.com/article/82342/every_american_should_volunteer.html?cat=9 
 
Because of the plagiarism, your grade for the paper and for the course is F. 
 
You will be hearing from Judiciaries later. I have given them a copy of the paper and of the 
article you plagiarized. 
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An Article from the Web 
 
We Americans should participate in giving back to their communities and their country by 
supporting each other every year. In 2002, President Bush made his Call to Service in an attempt 
to encourage more Americans to volunteer and make a difference in the lives of others. When 
Americans volunteer, Our Nation is strengthened one person, one neighborhood, one community 
at a time. Our President shouldn't have to ask us to do these things just like your mom, your 
spouse, and your boss shouldn't have to ask you to do the little things that are expected of us all. 
In fact, I think, we the people, should get together and propose a bill that would make 
community service mandatory for every American. 
 
In 2004 and 2005 about 3 out of every 10 Americans volunteered to make a difference. It would 
be unrealistic if that statistic was changed to 10 out of 10. In reality, it should be. Imagine if you 
lived with five people in a fairly large house. Would it be fair if only two people did the cleaning 
and the maintainence on the house? Of course not! Every occupant within the household should 
have to pitch in and help the group as should every American in our wonderful country. Income 
tax is mandatory among Americans. Why should community service be any different? 
 
A Student’s Plagiarized Paper 
 
More Americans should participate in giving back to their communities and their country by 
supporting each other every year. In 2002, President Bush made his Call to Service in an attempt 
to encourage more Americans to volunteer and make a difference in the lives of others. When 
Americans volunteer, our nation is strengthened one person, one neighborhood, and one 
community at a time. Efforts such as this are inspiring and important. However, our President 
shouldn't have to ask us to do these things just like your mom, your spouse, and your boss 
shouldn't have to ask you to do the little things that are expected of us all. In fact, I think, we the 
people should get together and propose a bill that would make community service mandatory for 
every American. 
 
Moreover, in 2004 and 2005 about three out of every ten Americans volunteered to make a 
difference (National Service). It would be unrealistic if that statistic was changed to ten out of 
ten. In reality, it should be. Imagine if you lived with five people in a fairly large house. Would it 
be fair if only two people did the cleaning and the maintainence on the house? Of course not! 
Every occupant within the household should have to pitch in and help the group as should every 
American in our wonderful country. Income tax is mandatory among Americans. Why should 
community service be any different? 
 
An Important Note 
 
This is plagiarism because the student took a large section of an article and merely changed a 
few words and added a sentence. Also, the student did not use quotation marks when quoting 
word for word. In addition, the student did not cite the source. The citation “(National Service)” 
refers the reader to a Web site that is NOT the source of the information the citation is supposed 
to be for. 
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Plagiarism Executive Summary 
 
• If you are quoting someone else’s work word for word, use quotation marks and cite the 

source. 
•  If you are paraphrasing an idea by someone else, cite the source. (It’s not enough just to put
 the source in a bibliography; you must make clear which idea is paraphrased.) 
•  If you are paraphrasing someone else’s work, cite the source. (It’s not enough just to put the 
 source in a bibliography; you must make clear which part of your communication is a
 paraphrase of someone else’s work.) 
•  If you are using someone else’s graph, drawing, or other visual aid, cite the source. (A good 
 place to cite the source is immediately underneath the visual aid.) 
• If you are using the idea of someone else, give credit to that person, even if the idea does not 
 come from a print or an on-line source. (If you are writing a communication about how to 
 solve a problem and you are using a good idea that Maria from Accounting had, mention in 
 your communication that this idea is Maria’s.) 
•  Giving credit where credit is due at work can be fairly simple. For example, you can write in a 
 memo, “Maria from Accounting had a good idea that I think we should use.”  
•  Engaging in plagiarism can get the plagiarist in a heap of trouble both at Ohio University and
 at work. Depending on the severity of the plagiarism, possible punishments are a grade of F
 for the communication, a grade of F for the course, and referral to Judiciaries (and possible
 expulsion from Ohio University). Plagiarism at work can result in the plagiarist being fired
 and/or sued. 
•  If a student uses someone else’s words without using quotation marks, that student is 
 still plagiarizing even if the student cites the source. 
 
Note: See the appendix titled “Academic Honesty” for more information. 

 
Two-Year-Old Hero: “Mommy Ouch” 

• In September 2007 in Oak Harbor, Whidbey Island, Washington, a two-year-old girl called 911 
after the mother fell unconscious to the floor. Erika Miller was playing with her two-year-old 
daughter, Alana, when she felt a migraine headache coming on.  Erika said, “Usually, I can take 
care of it with medication, but I was out of the medication I normally use for that.” She did take 
some painkillers, but they were ineffective. She said, “I remember feeling a little bit dizzy. Took 
two or three more steps and hit the floor.” Alana went to a coffee table, on which was a phone, 
and dialed 911. Petty Officer William Cummings, who works at Naval Air Station Whidbey 
Island, said, “While she was on the phone, she said, ‘Mommy ouch.’” Mr. Cummings went to the 
Millers’ home, where he found Erika on the floor, shivering, and Alana getting a blanket for her. 
He called paramedics, who took Erika to a hospital. Erika, who is a volunteer for the Red Cross, 
said, “I was shocked to hear my two-year-old had the ability and knowledge to call 911. She’s 
got a very big vocabulary in English and German.” She had earlier shown Alana how to call 911 
but was unsure how much Alana could remember: “I had shown her a few months ago, ‘This is 
what you do when there’s a big ‘ouie.’” Erika now has the medication she needs. She said about 
Alana, “I’m so proud of her.” 
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Class 5: Resume, References, Job-Application Letter 
Project: Resumes 

 
Homework #2 Due Today: Hand in a typed 1-page memo (To: David Bruce) telling me the job 
for which and the organization to which you will be applying. In the “Re:” line, you can write 
something like this: “The Job I Will Be Applying For.” 
 

• When you write your Job-Application Letter, to whom will you mail it? 
• Which job title do you want? 
• Is this an internship or an entry-level position? 
• What is the name of the organization? Where is it located? 
• What are the goals of the organization? 
• What praise can you give the organization? 
• How will this job help you get your dream job later? (Or is this your dream job?) 

 
Notes: 
• DO NOT GIVE ME A COPY OF YOUR JOB-APPLICATION LETTER and/or RESUME. 
Show up for an optional conference if you want me to criticize them. 
• Single-space your memo, and double-space between paragraphs. Do not indent the paragraphs. 
• Remember to use a hyphen to connect words when you are putting two or more words together 
to create an adjective that appears before the noun it modifies. For example: 

I am applying for an entry-level job. 
I need hands-on experience. 
Note: The words “part-time” and “full-time” always have a hyphen. 

• If you can, attach a copy of the advertisement for the job. 
 
Example Memo 
 
To: David Bruce 
From: Taylor Lifeguard (8-10 a.m. MW; Homework #2) 
Date: September 14, 2011 
Re: The Job I Will Be Applying For 
 
This memo is to inform you about the company to which I will be sending my Resume, List of 
References, and Job-Application Letter.  
 
Job for Which I Will Be Applying 
 
I have chosen to send my Resume, List of References and Job-Application Letter to WMUK-FM 
in Kalamazoo, Michigan. This is an affiliate radio station of National Public Radio (NPR) and it 
is owned and operated by Western Michigan University. The station is looking for a full-time 
journalist to coordinate the use of the Web and social media for news and audience interaction as 
well as to report and produce for stories on-air, focusing on arts and culture. They are looking for 
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someone who is proficient in the use of social media in the professional world and familiar with 
audio recording equipment, editing software, news writing, and audio production.  
 
Praise of the Organization 
 
WMUK was the first Kalamazoo station to broadcast in stereo at 39,000 watts. WMUK was one 
of the original stations that banded together with others like it to form what we know today as 
NPR. Today, WMUK is on the air 24/7, and provides music, culture and news to Southwestern 
Michigan. 
 
Why I Chose to Apply 
 
I have work experience at WOUB, the Athens public radio/tv station, in radio reporting, social 
media, and online news. I have also worked at WBLU which is the public radio station serving 
Twin Lake and Muskegon, MI as an affiliate of Blue Lake Fine Arts Camp. There I worked with 
children and taught them to produce their own radio show. Additionally, I spent my summer 
doing a social media internship with Campus Crusade for Christ and have experience using these 
new media tools in the professional world. I believe that these three experiences have qualified 
me for this job position, making the decision to apply fairly easy. Additionally, I feel that I am 
well versed in the realm of arts and culture and would love to work in a position that would 
allow me to promote these entities each day. I don’t know if this position is my dream job, but it 
could definitely benefit me. Finally, I grew up in Michigan and would love nothing more than to 
return there to work full-time.  
 
 
 
Remember that you have to write a Resume, References, and Job-Application Letter for a 
real job at a real organization. It is up to you whether you actually mail these documents. 
 
Do not write fiction. Apply for a job or internship or shadowing experience or volunteer 
experience that you can actually get this upcoming summer or break. If you need a 
master’s degree to get an entry-level job, do NOT pretend that you have a master’s degree. 
Instead, apply for a job that you are actually qualified for. Example: Let’s say that you are 
a painting major and eventually you want to teach painting at a university, a job for which 
you will need a master’s degree. You aren’t qualified for that job, and you won’t be 
qualified for it for a few years, so don’t write a Resume, List of References, and Job-
Application Letter for that entry-level job. Instead, find a summer camp that emphasizes 
the arts and write for a job as a camp counselor and painting instructor at the camp. Or 
you can write for an internship at an art museum or an internship at an art gallery or 
perhaps a job as an instructor in a program that teaches art, but not for college credit. 
Another example: You obviously are not a medical doctor now, and so you can’t get a job 
as a medical doctor, but you would benefit from working in a doctor’s office as office help. 
That would help familiarize you with the paperwork a doctor’s office has to deal with and 
you would learn a lot of medical terminology as well as day-to-day events in the life of a 
medical doctor. 
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Overview of Resumes and Letters of Job Application: Reader Analysis 
 
Because so many juniors and seniors are currently writing Resumes and Job-Application Letters, 
now is a good time to learn some tips for making these communications effective. 
 
Of course, you must understand who will read your Resume and Job-Application Letter. If you 
are writing to a big organization with a Personnel department, your Resume and Job-Application 
Letter will be read in three stages, assuming that your job application is not rejected in an early 
stage. 
 
In the first stage, your Resume and Job-Application Letter will go to the Personnel department. 
Here, the communications will be read quickly as the people in Personnel reject many of the job 
applicants. If 100 people are applying for one job, the people in Personnel will attempt to reduce 
the number of job applicants to seriously consider to perhaps ten. People in Personnel may spend 
only one minute reading each set of Resumes and Job-Application Letters. Your Resume must 
have headings (“Objective,” “Work Experience,” “Education,” “Activities,” “References”) to 
help the reader locate important sections quickly. Your Resume should be written with short 
phrases and bulleted lists to enable the reader to quickly scan the Resume and see that you are 
qualified.  
 
People in Personnel will probably simply scan the Job-Application Letter to ensure that the job 
applicant knows how to use a conventional business letter format and has proofread the letter. 
Errors in spelling, grammar, and punctuation are good reasons to reject the job applicant as they 
show lack of attention to detail. (Many people can scan a document and see at least some of 
these errors without carefully reading the letter.) A very short Job-Application Letter may be 
rejected because one purpose of the Job-Application Letter is to show that the job applicant can 
write well; very short letters can’t show that. Be aware, however, that sometimes people in 
Personnel will read the Job-Application Letter—especially if writing is an important part of the 
job you want. 
 
Because the Job-Application Letter will be scanned so quickly, a job objective should appear in 
the Resume. After all, people in Personnel usually don’t have time to read your Job-Application 
Letter to find out which job you want.  
 
If your Resume and Job-Application Letter get past the Personnel department, they will be sent 
to the department where you wish to work (for example, Chemical Engineering, Biological 
Research, or Accounting). In stage two, decision-makers in the department where you wish to 
work will carefully read all Resumes and Job-Application Letters sent to them. Like people in 
Personnel, they will be attempting to reject several job applicants. After reading perhaps ten 
Resumes and Job-Application Letters, decision-makers in the department where you wish to 
work may decide to interview only the four best job applicants. 
 
For these readers, you must list specific skills in your Resume. For example, rather than simply 
saying that you know several computer languages, you must list specific computer languages you 
can use in programming.  
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In your Resume, it’s also a good idea to include a section on your activities in addition to 
sections on education and work experience. Your activities help show that you are a well-
rounded individual who can get along with other people.  
 
References are very helpful in showing that good people will vouch for you. Include your 
References so that no one has to contact you to get them; many people don’t have the extra time 
to do that. 
 
Although your Job-Application Letter may go first to the Personnel department, its true readers 
are decision-makers in the department where you wish to work. Be aware that in the Job-
Application Letter, you can do several things that you cannot do in a Resume.  
 
In addition to showing that you can use a conventional business letter format and can write well, 
your Job-Application Letter should show that you have knowledge of the organization where you 
wish to work. If you write about an honor the organization has recently won or about another 
accomplishment by the organization, decision-makers at the department will know that you are 
serious about working there. If possible, write specifically about the department where you wish 
to work. 
 
In your Job-Application Letter, you can also write about why you want to work at the 
organization and you can show enthusiasm for the particular job you want. Decision-makers at 
the organization will know that if they bring you in for an interview, you probably aren’t going 
to look around and discover that you don’t want to work there. In addition, you can write about 
how your education, work experience, and activities have prepared you for this particular job in 
this particular organization. You can’t do that in a Resume, which is basically a list of data that 
can be sent to 500 different organizations. 
 
If you get past the second stage, you will be brought in for an interview. This is the third and 
final stage. Before the interview, the people meeting with you will look at your Resume and Job-
Application Letter again for ideas about questions they wish to ask you. Be prepared. If you 
wrote in your letter that you’re a problem-solver, be prepared to speak about a couple of 
problems you have solved. 
 
If all goes well, you will be the one person who gets the one job. 
 

 
How Do I Use Your And You’re? 

 
your = possessive form of you 

Ex: Your coat is in that closet. Ex: Your car is at the carwash. 
 
you’re = contraction of you are 

Ex: You’re standing in the rain. Ex: You’re an incredibly sensitive woman. 
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How Do I Write a Resume and a List of References? 
 
How to Decide Which Job to Write a Resume and Letter of Application For 
 
Ask yourself these questions: 
 

•  What is your dream job? (You may not be qualified for your dream job yet, so look also 
at the next question.) 

 
•  What job can you get this summer—or winter break—that will help you to get your 
 dream job later? 

 
Search the WWW for internship possibilities. (Anyone want to intern for David Letterman or at 
Ben and Jerry’s?) 
 
You may want to check out these sites: 
 

www.ajb.dni.us (America’s Job Bank, sponsored by the U.S. Department of Labor) 
 
www.monster.com (a commercial site) 

 
What is the most common pattern used by college students to organize a Resume? 
 
It is organized by Contact Information, Job Objective, Education, Work Experience, and 
Activities, followed by References (perhaps on a separate page). 
 
Why should you include a job objective in your Resume? 
 
People in Personnel don’t have time to look at your Resume and match you with a job the 
company has open. If your Resume doesn’t have a job objective, it is likely to be rejected 
immediately. Many students can’t write a good job objective because they don’t know a goal 
that they can help the organization to achieve. Doing research and knowing that goal can help 
you stand out from the crowd of job applicants. 
 
What are the characteristics of a good job objective? 
 
A good job objective will do these things: 
 

1.  Say what you want (e.g., “A middle- or high-school social studies teaching position”). 
 
2.  Mention one or two qualifications (e.g., “where I can use my knowledge of the subject 
 and educational methods”). 
 
3.  Identify a goal that you can help the organization to achieve (e.g., “to teach students
 the importance of good citizenship”). 
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For example:  
 

A middle- or high-school social studies teaching position where I can use my knowledge 
of the subject and educational methods to teach students the importance of good 
citizenship. 
 
To be a caseworker for an organization in which I can use my knowledge of the criminal 
justice system and psychology to rehabilitate juvenile offenders. 

 
In what order should I list my jobs? 
 
Jobs are listed in reverse chronological order, which means that your most recent job will be 
listed first. Occasionally, your most recent job will not be your most impressive job—the one 
that is related job experience. For example, during the summer you may have had an 
internship that is directly related to your future career, but now that you are back at Ohio 
University, you are working at an ordinary job in a cafeteria. In that case, you can emphasize 
your internship (and list it first) by putting it in a section called “RELATED WORK,” while 
your other job or jobs are listed in an “OTHER WORK” section, if they are listed at all. If 
you have worked at many jobs, you don’t need to list them all. Simply choose the one or ones 
that will help you get the job you want. 
 
What are three reasons you should include References with your Resume? 
 
1.  Many employers want References with the Resume because it saves time that would be 
 spent contacting you to get your References. 
 
2.  If your References are included with your Resume, it’s easier for the company to contact 
 the References. 
 
3.  Good References help show that you are qualified for a job. They help to beef up your 
 Resume. They show that other people are willing to vouch for you. 
 
Assume that you work for a company that is hiring. You have two Resumes and Job-
Application Letters in front of you, and you are aware that the two job applicants are equally 
well qualified. One job applicant enclosed a List of References. You contact those 
References, who all say good things about the job applicant, and so you hire that job 
applicant. You send the other job applicant a rejection letter and are happy because you did 
not need to waste time contacting the other job applicant’s References. 
 
Who should be my References, and how many should I have? 
 
Since you are a student, one Reference should be a professor. Another Reference should be 
someone for whom you have worked. Have at least three References. (After you have been in 
the job market for a few years, you won’t have to have a professor as a job reference; instead, 
all three—or more—References will be people for whom you have worked.) 
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Why should your Resume end with either your References or with a line such as 
“References: See enclosed sheet” or “References: Available upon request”? 
 
Although ending your Resume with these words is optional, these words form a fitting 
conclusion to your Resume so the reader won’t look for another page.  
 
Almost always, you should include your References with your Resume or put them on your 
Resume. The one time you should not is when you have a job, you are looking for another 
job, and you don’t want your supervisors and co-workers to know you are looking for 
another job until you have a serious indication of interest from another organization that may 
wish to hire you. 
 
Why Do We Write the Resume and Job-Application Letter Early in This Course? 
 
Writing the Resume and the Job-Application Letter will help us go through the reader-centered 
writing process quickly in this course. During the rest of the course, we will go through the 
reader-centered writing process in much more detail. As you recall, the reader-centered writing 
process consists of these steps: 

• Setting Goals 
• Planning 
• Drafting 
• Evaluating 
• Revising 

 
Setting the Goals of Your Resume—Determining the Final Result 
 
The final result you desire from your Resume is to be invited to interview with the organization. 
If the interview goes well, you hope to be offered a job with the organization. 
 
Setting Goals—Understanding Your Readers 
 
What are the three stages of people reading your Resume? 
•  Stage One: People in the Personnel Department will quickly scan your Resume and look 
 especially for reasons to reject you. 
• Stage Two: People in the department to which you are applying will carefully read your 
 Resume, List of References, and Job-Application Letter. They will look especially for 
 your qualifications for their job. 
•  Stage Three: Before the interview, people in the department to which you are applying  

will carefully read your Resume, List of References, and Job-Application Letter and 
formulate questions to ask you. 

 
Planning—Deciding How You Want Your Resume to Affect Your Readers 
 
You want your audience to perceive you as capable, responsible, and pleasant. Employers 
will want you to get along with other employees. 
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Drafting—Answering the Questions of Your Readers 
 
Readers’ Question: How do I contact you? 
 
To answer this question, include your name, address, and telephone number. If you wish, you 
may include information for both your home and your school addresses and telephone 
numbers. You must include your area code because your Resume can be mailed to many 
different organizations all across the country or world. If you wish, you may include your e-
mail address, and if it is relevant, you may include your personal WWW site. 
 
What is wrong with this phone number?  
 

 598-3425 
 
Readers’ Question: What exactly do you want to do? 
 
You must have a job objective because employees in the Personnel Department will probably 
not take their time to match you with a job. They will probably think that since you don’t 
have a job objective, you don’t know what you want to do, and they will probably reject your 
job application for that reason. I recommend that you not mention the name of the company 
you wish to work for in your job objective. By convention, you can mail the Resume to many 
different organizations. Also, be sure that the reader knows what you want to do.  
 
Say what you can do for the organization, not what the organization can do for you. (In other 
words, emphasize how the organization will benefit if it hires you; do not emphasize how 
you will benefit if you are hired. This will be especially important when you write your Job-
Application Letter.) Mention a goal that you can help the company to achieve. 
 
What is wrong with these job objectives? 
 

To work as a computer programmer at IBM. 
 
To work at a mid-sized clothing retailer in the Midwest. 
 
A position where I can extend my knowledge of nutrition and sports studies. 
 

Here are examples of good, reader-centered job objectives: 
 
A summer engineering internship in which I would use my knowledge of plastics and 
aerodynamics to help a team of aerospace engineers design high-quality components for 
commercial aircraft. 
 
An entry-level position in which I would use my knowledge of nutrition and physiology 
to develop individualized nutrition and exercise programs to enable elite competitive 
athletes to achieve peak performance. 
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An entry-level position as a computer programmer in which I can use my knowledge of 
accounting and business to develop and maintain software systems which provide 
efficient, easy-to-use control of inventory, ordering, and billing for mail-order companies. 
 

Q: Is it a good idea to name a specific organization in your objective? 
 
A: By convention, the Resume can be sent to 500 different organizations, so normally a specific 
organization is NOT named in the objective. However, conventions can change over time, so if 
you would like to name a specific organization in the objective, feel free to do so. Of course, be 
very careful not to put a Resume for IBM into an envelope that will be sent to Apple Computer. 
 
Readers’ Question: What kind of education do you have for the job? 
 
In this section, mention Ohio University and say that it is located in Athens, Ohio. List the 
month and year you expect to graduate, and identify your major and minor. For most 
students, your education will be your most important qualification, so you will list it before 
you list your work experience and activities. Later, after you have been working for a few 
years, your work experience will be your most important qualification and so it will be listed 
before your education. 
 
Don’t mention your high school unless you have a good reason for doing so. 
 
Include a list of relevant courses or a list of relevant skills, or both. For example, if you are 
majoring in one of the hard sciences, you will have learned a number of laboratory 
techniques that may be relevant to the job you want. Listing relevant courses or relevant 
skills (or both) is an excellent way of showing what you have learned from your education. If 
necessary (because you have so many relevant skills), you may put them on a separate sheet 
of paper. 
 
Q: Should you list your G.P.A.?  
 
A: Yes, if it is good. In general, you should list your G.P.A. if it is 3.0 or above. 
 
What is wrong with this list of relevant courses? 
 

Science Courses: 
 
 Physics 251, 252, 253 
 Chemistry 121, 151 

 
Readers’ Question: What experience do you have for the job? 
 
List the name of the organization you worked for, its location, the dates you worked there, 
and your job title. Also list your duties and responsibilities for that particular job. When you 
list duties and responsibilities, try to list duties and responsibilities that are impressive and 
that are relevant to the job you want. When you list your duties and responsibilities, use 
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parallel structure. For example, you may begin each bulleted item with a past-tense verb. 
You must list at least one job, but you need not list all the jobs you have ever worked. List 
jobs that are relevant to the job you want and that are recent. 
 
What is wrong with this list of duties? 
 
 • Helped train new employees 
 • Took inventory 
 • Correspondence with customers 
 • Prepared loan forms 
 
Readers’ Question: What other activities have you engaged in that have helped prepare you 
for the job? 
 
What is wrong with not listing any activities?  
 
The problem with not listing activities is that you are missing a chance to show that you are 
compatible with other people. Your employer will want you to get along with the other 
workers and not make enemies. If you list activities, you show that you can work as a 
member of a group. 
 
Readers’ Question: How can I get more information about your qualifications? 
 
You will need to have at least three References. Because you are a college student, at least 
one of the References should be a college professor. In addition, at least one Reference 
should be someone for whom you have worked. You may have more than three References. 
List the References in order of importance. The Reference who will most impress the reader 
should be listed first. Include job titles, complete addresses, and telephone numbers with area 
codes. You may also include e-mail addresses. Don’t just say that someone is a professor; 
say what they are a professor of. If you don’t list a job title, prospective employers may think 
that your References are your friends. 
 
What is wrong with these References? 
  

Walter Samuelson Mark R. Howe Charles Higby 
6050 Bush Boulevard Assistant Professor Academic Advisor 
Columbus, Ohio 43220 124C Stocker Center Ellis 312 
(614) 376-1234 Ohio University Ohio University   
 Athens, OH 45701 Athens, OH 45701 
 (614) 657-6789 (614) 593-3456 
 

Drafting—Showing that You are Qualified 
 
•  List computer skills if they are relevant. 
•  List special skills such as CPR if they are relevant. 
•  List memberships in professional organizations if they are relevant.  
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•  List and describe a special course if it is relevant. 
•  List and describe volunteer experience if it is relevant. 
 
A few examples (using different styles): 
 
Special Fingerprint Analysis Bullet Striation Identification  
Skills  Crime Scene Sketch Crime Scene Grid  

 Interrogation Techniques Interview Techniques  
 Crime Scene Analysis Photography 
 
Special Skills Risk Factor Evaluation 
 Heart Rate and Blood Pressure Assessment 
 YMCA Fitness Tests 
 Ergometer Tests 
 Body Composition Tests 
 Muscle Fitness/Flexibility Tests 
 Calibration of Testing Equipment 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Lab  Chromatography Methods  
Experience Gel Electrophoresis Methods 
 Separations Methods 
 Quantitative Methods 
 Nuclear Magnetic Resonance Analysis 
 Infrared Analysis 
 
Certifications CPR for the Professional Rescuer 
 Adult CPR 
 Infant and Child CPR 
 American Red Cross: Lifeguarding with First Aid 
 Boy Scouts of America: Lifeguarding 
 
Note: Occasionally, someone’s relevant lab experience or lab skills (perhaps for forensics) 
will be so extensive that a complete listing will take up one page. In that case, put it on one 
page and make it an additional enclosure. Your envelope will include these items: 1) Letter 
of Job Application, 2) Resume, 3) List of References, and 4) List of Lab Experience. 
 
Evaluating—What Kind of Evaluating Can You Do of Your Resume and Letter? 
 
You can check it over by yourself, or you can have a peer and/or professor review it. 
 
Make sure that your Resume shows that you are qualified for the job you want. Do the best 
you can with the education, work experience, and activities you have—and figure out how to 
get more impressive education, work experience, and activities. Occasionally, I read a 
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Resume that lists the objective of being a business manager, and I think that it is not the 
Resume of someone who wants to be a business manager, but of someone who wants an 
ordinary summer job such as delivering pizzas or cooking hamburgers and French fries.  
 
As an experiment, cover up the objective on your Resume, then have a friend read the rest of 
the Resume and guess the kind of job you are applying for. If you want an entry-level job in 
the career you have been studying for, but your friend guesses that you want a job flipping 
hamburgers, you definitely need to revise your Resume to show that you are qualified for the 
job you want. 
 
You need relevant experience. If you don’t have relevant experience to list on your Resume 
now, get an internship quickly so that you have relevant experience to list the next time you 
revise your Resume. 
 
Revising—What Kind of Revision may be Necessary After Evaluation? 
 
Of course, the amount of revision needed depends on the result of the evaluation. Sometimes, 
a major revision is needed. Sometimes, a minor revision is needed. 
 
Advice 
 
•  Revise your Resume after each quarter. Each time you revise your Resume, think about
 what you can do to get relevant education, experience, or activities that you can use to 
 beef up your Resume. 
•  You need relevant experience. If you don’t have relevant experience to list on your
 Resume now, get an internship quickly so that you have relevant experience to list the next
 time you revise your Resume. (This advice is so important that I have repeated it.) 
• Work hard on your Resume, List of References, and Job-Application Letter. Write more
 than one draft. After they are graded, you will not be allowed to revise them for a higher
 grade. 
 
Should You Have More Than One Resume? 
 
If you are applying for more than one type of job—let’s say you are applying for jobs in 
accounting and in management—you should have more than one Resume. One Resume should  
emphasize your accounting qualifications; the other Resume should emphasize your management 
qualifications. 
 
Ethics and the Job Hunt 
 
To have an ethical Resume, List of References, and Job-Application Letter: 
 

•  Do not take sole credit for group accomplishments. 
•  Do not list qualifications you do not possess. 
•  Do not list job titles you have not had. 
•  Do not intentionally mislead the readers. 
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•  Do not list people as References who have not agreed to be References for you. 
•  Do not make up stuff to make you look good. 
 

Note: For the purposes of this course, you may list as References people who have not agreed 
to be References for you as long as they are likely to agree to be References for you. In real 
life, before mailing your Resume, List of References, and Job-Application Letter, you would 
get permission to use these people as References. 
 
Notes on Addresses and E-Mail Addresses 
 
A Note on E-Mail Addresses: E-mail addresses are optional, but if you list one, make sure that it 
is professional. If your e-mail address is drunkguy@hotmail.com or slackergal@hotmail.com, 
get a new e-mail address. 
 
A Note on Addresses: If you list two addresses in your Resume, it’s a good idea to let the reader 
know when you will be where. For example, you could write “Home Address (After June 15)” 
and “College Address (Until June 15).” This is optional. 
 
A Note on Jobs 
 
If your jobs are not relevant work experience, list just one job and use the extra space to list 
relevant qualifications. If your jobs are not relevant work experience, but your activities are 
relevant experience, you may list Activities before Work Experience. 
 
Notes on Answering the Reader’s Questions 
 
•  Make sure that the reader has enough information to understand your Resume.  
•  If you worked at a place called the Boathouse, identify what kind of business it is—restaurant, 
 gift shop, store that sells boats?  
•  If you use an acronym, make sure that the reader understands what it stands for. A good idea
 is to write out the name in full the first time you use it, then to use the acronym. For example, 
 if you write “OPIE” in your Resume, will the reader know what “OPIE” is? 
 
A Note on Relevant Courses 
 
It is OK to list courses you are taking this quarter, although you have not yet completed the 
courses. Good courses to list include composition courses. Listing relevant courses is a good way 
to indicate that you have some relevant skills.  
 
Show, Don’t Tell 
 
Don’t simply list a bunch of nice-sounding terms such as “problem solver” and “critical thinker.” 
A list of such terms can make the reader think that you need to fill up space because you lack 
qualifications. You need to show that you are these things. For example, under your 
duties/responsibilities for a job, you can write something such as “Solved the problem of 
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inadequate kitchen cleanup by writing a set of instructions to be used by the kitchen cleanup staff 
on the night shift.” This provides evidence that you are a problem-solver and a writer. 
 
A Note on Capitalization and Apostrophes—This note applies mainly to Job-Application 
Letters; occasionally, a Resume will capitalize some things that are not capitalized in a Job-
Application Letter. 
 
The below are correct: 

dean’s list  
 (use “dean’s list” in a Job-Application Letter; “Dean’s List” is OK for the Resume) 
Dean’s Scholarship 
grade point average 
bachelor’s degree 
master’s degree 
Bachelor of Science 
Bachelor of Health and Human Services 
School of Hearing, Speech, and Language Sciences 
College of Arts and Sciences 
Ohio University 
the university 
an university 
website or Web site 

 
A Note on Having a Separate List of References 
 
The contact information that appears at the top of your Resume and at the top of your List of 
References should be exactly the same. Simply copy the contact information in your Resume and 
paste it into your List of References. 
 
A Note on Templates 
 
Templates show a lack of originality and may reveal an unfamiliarity with computers. In 
addition, many Resume templates are poorly designed. Avoid templates when you write your 
Resume. 
 

Resume Writing 
by 

Career Planning and Placement 
 

What to Do 
 

• Do keep it to one page, no more than two. 
 
• Do remember to include a telephone number with area code and address with zip code in highly 
visible locations. 
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• Do make your career or job objective as specific as possible.  
 
• Do highlight your background, qualifications, and skills. This is an inventory of your abilities 
and past accomplishments. 
 
• Do describe accomplishments whenever possible, rather than simply listing duties performed. 
 
• Do use short phrases and action verbs when describing your skills and accomplishments. Avoid 
phrases such as “My duties included…” or “My responsibilities were….” 
 
• Do list meaningful activities in and out of college that assisted in developing your skills, 
whether or not they were paid work experiences. 
 
• Do write short clauses with no subject (no complete sentences or paragraphs); eliminate 
extraneous words and phrases and irrelevant information. 
 
• Do be sure you have no typographical errors. One mistake is too many. 
 
• Do pay attention to format. Does it have a professional appearance? Could someone scan it in 
30 seconds and still obtain essential information? 
 
• Do set one-inch margins (if you can) so you have visually appealing white space. 
 
• Do use appropriate headings to separate sections. 
 
• Do have your Resume critiqued by several people. 
 
• Do make sure your final Resume accurately represents you and your abilities. 
 

What Not to Do 
 
• Don’t let your Resume run to more than two pages. 
 
• Don’t try to list separate career goals in one career objective on a single Resume. 
 
• Don’t write, “I’m looking for any type of work that will allow me to use my education” or 
anything similar. (Do make your career or job objective as specific as possible.) 
 
• Don’t indicate a specific required salary. 
 
• Don’t go out of your way to state your religion, national origin, or political affiliation unless 
you think it will improve your chances of getting the job. (It is OK to say that you are a member 
of an organization that has “Democrat” or “Republican” or “Christian” or “Jewish” or “African-
American” or something similar in its name.) 
 
• Don’t attach a photograph. 
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• Don’t write an autobiography as part of your Resume. 
 
• Don’t compose two or three long paragraphs and call it a Resume. (Don’t use any paragraphs in 
a Resume.) 
 
• Don’t sell your work, volunteer, and/or extracurricular experience short. 
 
• Don’t offer information with little or no relationship to your job-performance potential. 
 
• Don’t lie about anything. 
 
• Don’t release a sloppy Resume with typographical errors and/or poor copy quality. 
 
• Don’t send your Resume anywhere without a cover letter. 
 
 

Problem-Solving 
 
• “I tell kids that there are a number of ugly truths about their lives, and one of them is that 

everything fades. If I’m with a group of fifth-graders, I’ll say, ‘There’s probably not one of you 
here who can tell me in detail what happened your first day of first grade, a very important day in 
your life, but it’s all recorded in your brain. It’s all registered there, and there is a way to save it, 
and that’s by keeping a journal. Journal-keeping is a way of saving your life, saving yourself for 
yourself, a gift to give yourself, a gift to give yourself ten years later.’”—young people’s author 
Bruce Coville 

 
A Hero 

 
• In just his second month as a police officer, Brian Bardsley saved the life of a little boy in a 

fire in a burning first-floor apartment on Chicago’s West Side. He crawled approximately 25 
feet, unable to see more than a few inches in front of him, but he found the four-year-old boy 
whom he knew was in the apartment. The boy wrapped his arms around Mr. Bardsley’s neck, 
and Mr. Bardsley carried him to safety. Diane Harris said, “I wish I could thank him. My 
grandson would have been a goner.” Mr. Bardsley, who used the training he had received as a 
firefighter in a previous job to make the rescue, said, “I’m very excited. I’m glad I got a chance 
to help someone. That’s why you go into this job.” In the same fire, firefighter Michael Oquendo 
used a sledgehammer to break through five rows of glass blocks to reach and rescue a man who 
was trapped in the basement and was breathing through a vent in the blocks. 
 
 
Note: For examples of effective Resumes, Lists of References, and Letters of Job Application, 
see Class 6 and the following pages. 
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Elaine M. Pauley 
 

E-mail: ep123456@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-1234 (614) 891-5678 
 
Objective A co-op position in Mechanical Engineering beginning in January 2011 in  
  which I can use my knowledge of engineering and computers to assist other  
  engineers to develop new technologies 
 
Education OHIO UNIVERSITY Athens, OH 
  B.S. Mechanical Engineering June 2012 
 
  GPA: 3.5/4.0 
 
  Global Learning Community 
  • 2-year certificate program 
  • Group project-based learning 
  • International Consulting Projects 
 
  Traveled with the Global Learning Community class to Guadalajara, Mexico,  
  to work with students from the Universidad de Guadalajara to help a school 
  for disabled children obtain information about new technology and autism 
 
Relevant Calculus 1-4  Differential Equations   
Courses Chemistry Statics   
 Strengths of Materials Thermodynamics  
 Metal Machining  Materials Science  
 Physics Dynamics  
 Public Speaking Advanced Writing and Rhetoric 
 
Honors Founder’s Award (Ohio University) 
  Dean’s List 
  Alpha Lambda Delta (Freshman Honor Society) 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Current BROMLEY DINING HALL Athens, OH 
Employment Server  9/09-present 
  • 7 hours of work/week 
  • Served food to students, replaced food as needed, cleaned work area 
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Elaine M. Pauley 
 

Resume 
Page 2 

 
Activities Pi Tau Sigma (Mechanical Engineering Honor Society) 2009-present 
  Tau Beta Pi (National Engineering Honor Society) 2009-present 
  Amnesty International  2009-present 
  Intramural Sports: volleyball, broomball 2009-2010 
 
References  Dr. Israel Jones 
 Professor of Mechanical Engineering 
 Ohio University 
 265 Stocker Engineering Center 
 Athens, OH 45701 
 (740) 593-1111 
 
 Dr. Greg Thomas 
 Director of Global Learning Community 
 Ohio University 
 Copeland Hall, Room 306 
 Athens, OH 45701 
 (740) 593-2222 
 
 Dr. Brian Roberts 
 Professor of Electrical Engineering 
 Professor of Global Learning Community 
 Ohio University 
 Stocker Engineering Center 
 Athens, OH 45701 
 (740) 593-3333 
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Elaine Pauley 
66 W. State St. 
Athens, OH 45701 
(740) 594-1234 
 
September 19, 2010 
 
Mr. Mark Smith 
Senior Research Engineer 
Equipment Development Department 
Battelle Memorial Institute 
505 King Avenue 
Columbus, OH 43201-2693 
 
Mr. Koenig: 
 
When I decided that I wanted to complete a Mechanical Engineering co-op in addition to my 
studies at Ohio University, I began to think about where I would like to work, and Battelle came 
to my mind. My hometown is Columbus, and I have heard many positive things about the 
accomplishments of Battelle. I decided to complete some additional research about Battelle 
online, and after exploring the website, I was excited to see the breadth of projects at Battelle. I 
was also really impressed when I discovered that Battelle is a research and design facility 
because I am very interested in that facet of engineering. Developing new technologies is 
something that I would like to work on in the future. Therefore, I would like to apply for a co-op 
position in Mechanical Engineering to begin in January. 
 
Currently, I am a junior working on my Bachelor of Science degree in Mechanical Engineering 
at Ohio University. I am learning engineering and physics concepts through the classes that I am 
taking. As of this summer, I have completed courses in chemistry, math, physics, strengths of 
materials, and statics, as well as computer programming. As my education is very important to 
me, I have excelled in my classes and I was recently inducted into Pi Tau Sigma and Tau Beta 
Pi, two engineering honor fraternities. I plan on being involved in both this year.  
 
In addition to my required classes, I am in the second year of a two-year program known as the 
Global Learning Community, which combines Business, Communication, Engineering, and 
International Studies. This program has given me the opportunity to work on several group-
consulting projects. For example, last December I traveled with the Global Learning Community 
class to Guadalajara, Mexico, to work with students from the Universidad de Guadalajara. I was 
part of a group of Americans and Mexicans who worked on helping a school for disabled 
children obtain the latest information about new technology in Spanish, as well as information 
about autism. The research was presented to the principals of several different schools. This year 
I will have the opportunity to travel to Thailand to complete a similar project. I feel that the 
Global Learning Community has given me a lot of experience working in groups, presenting 
information, and working with people from other countries. I believe these are important 
qualities for an engineer to have today, as good communication is necessary, and business is  
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Mr. Mark Smith    -2-  September 19, 2010 
 
taking place on the global level. Having a well-rounded education is important to me, and I feel 
that both my major of Mechanical Engineering and my participation in the Global Learning 
Community are helping me reach that goal. 
 
Besides the classes that I am currently taking, I work and take part in various activities. I work 
seven hours a week at the Bromley Dining Hall as a food server in order to help pay for my 
education. This has taught me how to get along with other employees and customers. Also, I 
recently became involved with the group Amnesty International that launches letter-writing 
campaigns in order to fight for human rights. Finally, I take part in intramural sports each year. 
These activities keep me busy and have taught me how to manage my time well. 
 
I would love to meet with you in person to talk about my qualifications. You can call me at (740) 
594-1234 or e-mail me at ep123456@ohio.edu. I hope to speak with you in the future, and I 
thank you very much for your time. 
 
Sincerely, 
 
 
 
Elaine Pauley 
 
Enclosure: Resume 
 
[Note: Because Elaine Pauley has a 2-page Resume with the References on the second page, she 
has one enclosure, so she needs to write “Enclosure: Resume” or “Enclosure,” which of course 
she has done. If she had a one-page Resume with a separate List of References, she would have 
written “Enclosures: Resume and List of References” or “Enclosures.”] 
 
[Note: The reader will need to know when you can work. Don’t simply write that you want an 
internship. Let the reader know that you want an internship beginning in a certain month. At 
least, let the reader know whether you want an internship over summer break or over winter 
break. Engineering students, of course, may want co-op positions for a certain quarter.] 
 
[Note this good transition: “In addition to my required classes, I am in the second year of a two-
year program known as the Global Learning Community, which combines Business, 
Communication, Engineering, and International Studies.” This sentence provides a transition 
from a description of the writer’s general education to a description of a special course of study.] 
 
[Note: Elaine Pauley could have written a one-page Resume with a separate List of References. 
See the following pages for what they would look like. Of course, if she had done this, she would 
write “Enclosures” instead of “Enclosure” at the end of her Job-Application Letter.] 
 
 



 

 

54 

 

Elaine M. Pauley 
 

E-mail: ep123456@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-1234 (614) 891-5678 
 
Objective A co-op position in Mechanical Engineering beginning in January 2011 in   
  which I can use my knowledge of engineering and computers to assist other   
  engineers to develop new technologies 
 
Education OHIO UNIVERSITY   Athens, OH 
  B.S. Mechanical Engineering  June 2012 
 
  GPA: 3.5/4.0 
 
  Global Learning Community 
  • 2-year certificate program 
  • Group project-based learning 
  • International Consulting Projects 
 
  Traveled with the Global Learning Community class to Guadalajara, Mexico,  
  to work with students from the Universidad de Guadalajara to help a school  
  for disabled children obtain information about new technology and autism 
 
Relevant Calculus 1-4  Differential Equations   
Courses Chemistry Statics   
 Strengths of Materials Thermodynamics  
 Metal Machining  Materials Science  
 Physics Dynamics  
 Public Speaking Advanced Writing and Rhetoric 
 
Honors  Founder’s Award (Ohio University) 
  Dean’s List 
  Alpha Lambda Delta (Freshman Honor Society) 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 
 
Current  BROMLEY DINING HALLAthens, OH 
Employment Server  9/09-present 
  • 7 hours of work/week 
  • Served food to students, replaced food as needed, cleaned work area 
 
Activities Pi Tau Sigma (Mechanical Engineering Honor Society) 2009-present 
  Tau Beta Pi (National Engineering Honor Society) 2009-present 
  Amnesty International  2009-present 
  Intramural Sports: volleyball, broomball 2009-2010 
 
References  See enclosed sheet 
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Elaine M. Pauley 
 

E-mail: ep123456@ohio.edu 
Current Address: Permanent Address: 
Until Nov. 15 After Nov. 15 
66 W. State St. 644 Vancouver Dr. 
Athens, OH 45701 Westerville, OH 43081 
(740) 593-1234    (614) 891-5678 

 
Dr. Israel Jones 

Professor of Mechanical Engineering 
Ohio University 

265 Stocker Engineering Center 
Athens, OH 45701 

(740) 593-1111 
 

Dr. Greg Thomas 
Director of Global Learning Community 

Ohio University 
Copeland Hall, Room 306 

Athens, OH 45701 
(740) 593-2222 

 
Dr. Brian Roberts 

Professor of Electrical Engineering 
Professor of Global Learning Community 

Ohio University 
Stocker Engineering Center 

Athens, OH 45701 
(740) 593-3333 
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 Class 6: Resume, References, Job-Application Letter 
Project: Job-Application Letters  

 
How Do I Write a Job-Application Letter? 

 
Remember that you have to write a Resume, References, and Job-Application Letter for a 
real job at a real organization. It is up to you whether you actually mail these documents. 
 
Advertisements for Jobs 
 
Always study very carefully the advertisement for the job you want. The advertisement can help 
you do some important things: 
 

1)  Your job objective can be taken word for word or almost word for word from the 
 advertisement. (I do not consider that to be plagiarism.) The organization will state 
 what it wants someone to do. Your job objective should state that you want to do 
 exactly that. 
 
2)  The advertisement can help you decide which content to put in your Resume and Job- 

Application Letter. If the advertisement stresses computer skills, you should stress  
  computer skills in your Resume and Job-Application Letter. If the advertisement 

stresses communication skills, you should stress communication skills in your 
Resume and Job-Application Letter. If the advertisement says you need a reliable car 
and car insurance (for an internship as a photojournalist), say that you have a reliable 
car and car insurance (if you do).  

 
Information from Friends and Other Contacts 
 
Your friends may be wonderful sources of information for you. If you are applying for an 
internship or entry-level job in a department in an organization where a friend previously 
worked, see if the friend can let you know what you will do in the internship or entry-level job. If 
the friend says that you will use Microsoft Office in the internship or entry-level job and you are 
very knowledgeable about Microsoft Office, then state in the Resume and Job-Application Letter 
that you are very knowledgeable about Microsoft Office. The same advice applies to other 
knowledge and skills that the friend says you will need and use. You can also ask professors in 
your major or ask other contacts for advice. In addition, you may be able to e-mail the 
organization directly and find out what knowledge and skills you will need and use in the 
internship or entry-level job. When you find out what knowledge and skills you will need and 
use in the internship or entry-level job, then if you have that knowledge and those skills, be sure 
to mention them in your Resume and Job-Application Letter. If you don’t have that knowledge 
and those skills, take steps to acquire them. 
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Plagiarism 
 
In this course, you need to avoid plagiarism. If you were to take a sentence or two word for word 
from someone else’s Resume or Job-Application Letter, you would be plagiarizing. Fortunately, 
you can say the same thing in your own words and avoid plagiarism. For more information about 
plagiarism, see Class 4 and the appendix titled “Academic Honesty.” 
 
An Effective Organization for Job-Application Letters 
 
 1st:  Show that you know something about the organization you are applying to. Praise the 
   organization. Say who you are. Say what you want. 
 2nd: Write about your strongest qualification (probably your education) and show how it is 
   relevant to the job you want. 
 3rd: Write about your other qualifications (probably your work experience and activities)  
   and show how they are relevant to the job you want. 
 4th: Show enthusiasm for the job in your conclusion. Ask for an interview. Give your  
   telephone number. 
 
When is it proper to give a Job-Application Letter to a prospective employer? 
 When you first contact an employer through the mail. 
 
A Job-Application Letter can be regarded as a written substitute for what? 
 An interview. 
 
What can you convey in a Job-Application Letter that you can’t convey in a Resume? 
 •  A sense of your personality. You get along with other people, and you have an interesting,  
 well-rounded personality. 
 •  Why you are interested in this particular job and organization. You are enthusiastic about  
 working in this job and for this organization. 
 •  Your perception of the relationship between your qualifications and the particular job you  
 are after.  
 •  That you can write well, using complete sentences and paragraphs, and that you can 
 correctly use the business-letter format. 
 
What is wrong with writing a form letter? 
 In a form letter, you can’t show specific knowledge about the organization. 
 
At which stage will your letter be read? 
 Will it be read in the first stage? Probably not, but it will be read in the second stage. 
However, people in Personnel will at least glance at the letter to make sure that you know how to 
use the business-letter format. They will also glance at it to see if they can find a reason to reject 
you as a job applicant. For example, if they see a few spelling errors in the letter as they glance 
over it, they may decide to reject you. 
 
What is wrong with not using a conventional business-letter format? 
 Employers want you to know how to use a conventional business-letter format. 
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Setting Your Goals 
 

What is the final result you desire from writing your Resume and Job-Application 
Letter? 
 
Resume: Concentrates on persuading the reader that you would be good at the type of job 
you want. For example: Your Resume concentrates on persuading the reader that you will 
be a very competent accountant. 
 
Job-Application Letter: Concentrates on persuading the reader that you would make a 
positive contribution to the particular organization to which you are applying. For 
example: Your Job-Application Letter concentrates on persuading the reader that you will 
be a very competent employee at this particular organization. 

 
Planning 
 

Do research to answer the prospective employer’s questions and learn about the 
organization. 
 
Prospective Employer Questions: 

 •  Why do you want to work for this organization instead of another organization? 
 •  How will you help this organization to succeed? 
 •  Will you work well with the other employees and the persons with whom we do  
 business? 
 •  Can you write well, and can you use a conventional business-letter format? 
 •  When can you start? 
 

How Do I Write The Introduction of a Letter Of Job Application? 
 
1. Show that you know and like the organization to which you are applying for a job. 
 
2. Say who you are. 
 
3. Say what you want. 
 
Q: What is wrong with these kinds of introduction? 
 
 I wish to apply for a position as ________. I am a senior at ______________. 
 

When I started college, I did not know what I wanted to do as a career. 
 
A: When writing your Job-Application Letter, show that you know something specific about the 
organization you are writing to. By doing research and giving specific praise to the company, 
you answer the reader’s question, Why do you want to work for this organization instead of 
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another organization? Also, don’t start lots of sentences (or paragraphs) with “I” and don’t have 
many short, simple sentences in a row. Show that you have a sense of direction in your life. 
 

How Do I Write the Qualifications Section (Probably Two or Three 
Paragraphs Long) of a Letter of Job Application? 

 
•  Stress what you can do for the organization, not what the organization can do for you. The 
 prospective employer is looking for an employee who can help the organization. (In other 
 words, emphasize how the organization will benefit if it hires you; do not emphasize how 
 you will benefit if you are hired.) 
 
•  When writing your Job-Application Letter, you need to write about your Education, Work 
 Experience, and Activities.  
 
1. Describe—in detail—the qualifications you have that result from your education. 
 
•  By writing about Education, you answer the reader’s question, How will you help this 
 organization to succeed? 
 
Examples:  
 
•  In addition to taking science courses, I have taken courses that will help me interact with my 
 future dental patients. These courses include psychology so I can relate to the nervousness and 
 anxiety of patients going to the dentist as well as communication courses so I can interact with 
 my patients effectively and allow them to understand what their health status is. 
 
2. Describe—in detail—the qualifications you have that result from your work experience. 
 
•  By writing about Work Experience, you answer the reader’s question, How will you help 
 this organization to succeed? 
 
3. Describe—in detail—the qualifications you have that result from your activities. 
 
•  By writing about Activities, you answer the reader’s question, Will you work well with my
 other employees and the persons with whom we do business? 
 

How Do I Write the Conclusion of a Letter of Job Application? 
 
1. Tell the reader how to get more information about your qualifications. 
 
2. Put your telephone number and/or e-mail address in your conclusion. 
 
3. Say what you want—an interview. 
 
4. Express enthusiasm for the job. 
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5. Thank the reader. 
 
Q: What is wrong with this kind of conclusion?  
 I would like to meet with you at your earliest convenience. Please let me know when this is 
 possible. 
A:  It is pushy. The employer, not you, will decide whether an interview is possible. 
 
Q:  How can you show enthusiasm for the job you want? 
A:  You can tell the employer that this is the kind of job you have worked four years at OU to 
 prepare for. 
 
Q:  Why is it important to include your telephone number and/or e-mail address in your 
Job-Application Letter? 
A:  Your Job-Application Letter may become separated from your Resume. Also, in the  
 Job-Application Letter, you may tell the prospective employers the best time to call you. 

 
A Note About Two-Page Resumes 
 
You can write a two-page Resume if you wish. If you do, follow these rules: 
•  Make sure that your name, “Resume,” and “Page 2” appear on the second page of your 
 Resume. 
•  Put your References on the second page of your Resume instead of in a separate list. 
 
A Note About Lists 
 
Whenever you list things, list them in order of importance. Therefore, when you list your 
qualifications—education, work experience, activities—put your most important qualifications 
first. When you list your duties and responsibilities under your work experience and activities,  
list your most important duties and responsibilities first. When you list your References, list your 
most important Reference first. 
 
Graphic Designers, Artists, and Other Visually Creative People 
 
If you are a graphic designer or artist, you will not use a template, as the use of a template will 
show a lack of originality in someone who should be very original. (Actually, no one should use 
a template.) Instead, you will design a Resume and Letterhead that will display your skills as a 
graphic designer or artist. 
 
If you are a graphic designer or an artist, your Resume, List of References, and Job-Application 
Letter should be works of art. Choose your fonts, typefaces, and page design carefully. 
 

Funny Dangling Modifiers 

Flying over the African landscape, the herd of zebras ran swiftly. 

Covered with hot melted cheese, we ate the spaghetti sauce. 
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Avoid Dangling Modifiers 
 
Dangling modifiers are dependent structures that are related to the wrong word in a sentence.  
 
For example, in the following sentence, the writer is saying that he or she is “a Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings, I would assume challenging assignments to provide exposure to 
various career options. 

 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

A Fortune 200 company and the world’s largest producer of automotive and industrial 
coatings, PPG Industries allows interns to assume challenging assignments to provide 
exposure to various career options. 

 
In the following sentence, the writer says that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
 

As an engineering student at Ohio University, the majority of our curriculum is centered 
on three important areas in engineering: development, drafting, and design. 

 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

As an engineering student at Ohio University, I study in particular three important areas 
in engineering: development, drafting, and design. 

 
More Funny Dangling Modifiers 

 
Smashed beyond repair, Davis looked at his car after the accident. 
 
The hunter hid in a tree waiting for a deer to come along with a gun. 
 
Dangling in the water, the fish watched the worms on the hooks. 
 

Use Hyphens When and Where Needed 
 
When you put two or more words together to form an adjective that comes before the noun it 
modifies, use a hyphen or hyphens to connect the words together. 
 

I am applying for a problem-solving position in your chemical department. 
I have used my problem-solving skills to increase profits and decrease costs at SSI Industries. 
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Last Monday was a two-pots-of-coffee-and-three-packs-of-cigarettes day. 
Your internships give students hands-on experience. 

 
However, when the adjective follows the noun it modifies, no hyphen is needed. 
 

The road was well paved. 
The basketball team was well coached. 

 
Note: Some word combinations always use a hyphen: 
 

I am applying for a part-time position in your chemical department. 
I am applying for a full-time position in your chemical department. 

 
Also note that no hyphen is needed with -ly words. 
 

The extremely drunk student worshipped at the porcelain altar. 
An incredibly strong student broke the world record. 

 
• Bob Ferguson owned a shoe-repair shop in Akron, Ohio, and his shop was notable for its 

window displays. When a friend suggested that he put a bunny in the window for Easter, Mr. 
Ferguson displayed a mannequin dressed as a Playboy Bunny. 

 
• When Chris Rock was still early in his career as a stand-up comedian, his father asked him 

how good he was. Chris replied, “I’m one of the best in the country.” His father knew him well, 
and he knew that Chris was not lying. 

 
• Early in her career—basically before she had a career and while she was still a housewife—

Phyllis Diller did a show at the Alameda Naval Air Station, where she was a hit and for which 
her pay was a 30-pound live turkey. She left it tied outside her apartment that night, and the 
next morning a couple who lived near her made her an offer: “We’re farm people, so we’ll kill it 
and share it with you.” Ms. Diller accepted the offer, and each family got 15 pounds of turkey. 

 
• Actor Elliott Gould was friends with comedian Groucho Marx when Groucho was old. 

Groucho, of course, insulted friends as well as enemies. Once, Mr. Gould replaced a burned-out 
light bulb over Groucho’s bed, and Groucho told him, “That’s the best acting I’ve ever seen you 
do.” Mr. Elliott considers that “the best review I’ve ever had and probably will ever have.” The 
two men really were close—Groucho even let Mr. Elliott shave him with an electric razor. 

 
• In 1973, African-American tennis star Arthur Ashe played in a tournament in South 

Africa, which then practiced a form of segregation known as apartheid. Before he would play in 
the tournament, Mr. Ashe demanded that the audiences watching it be integrated. 

 
• As an 11-year-old gymnast, Shannon Miller finished second (behind Wendy Bruce) in the 

all-around competition in the Alamo Classic. Afterward, the pre-teen Shannon signed 
autographs for her adoring fans. In fact, when her father, Ron, went up to talk to her, other 
parents grew angry at him because they thought he was cutting in line. 
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Thank-You Letters 
 
After interviewing with an organization, send it a thank-you letter. This has many advantages: 

1.  You can express interest in and enthusiasm for the job. 
2.  You can mention some of your strong points. 
3.  You show that you understand proper etiquette. 
4.  The letter will remind the interviewer who you are—often at a time when the 
 interviewer is deciding whom to hire. 

 
Do these things in a thank-you letter: 

1.  Thank the interviewer for his or her time. 
2.  Express enthusiasm for the job and the organization. 
3.  Mention your strong points. 
4.  Mention what you learned from the interview—mention something positive about the 
 organization or mention that you have one of the skills that the employer is looking 
 for, or mention both. 
5.  Tell the reader how to contact you if he or she needs more information. 

 
Note: The thank-you letter need not be very long. 
 
Should I Use Staples?  
 
Don’t use staples on your Resume or your Job-Application Letter or both.  
 
Sample Job-Application Letters, Resumes, and List of References  
 
On the next few pages appear some sample Job-Application Letters and two versions of a 
Resume and References. All Resumes, References, and Job-Application Letters are excellent. 
 
• Note especially this excellent transition sentence in the first letter: “In addition to the education 
that I have been receiving at Ohio University to become a teacher, I have worked as a swim-
lessons instructor and at a child daycare center.” The transition is from her education to her work 
experience.  
 
• Note also this second excellent transition sentence in the first letter: “Besides my work 
experience, I have also volunteered my time to bowl with mentally and physically handicapped 
people through the ATCO organization.” The transition is from her work experience to her 
activities. 
 
• Note also the amount of space at the bottom of the Resume and the first page of a two-page 
Job-Application Letter. That amount of space should be approximately one inch. A two- or three-
inch bottom margin on a Resume indicates a serious lack of qualifications. 
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Kristy L. Quickly 
30 Station St. Apartment Z 
Athens, OH 45701 
(740) 589-4444 
 
January 18, 2011 
 
Dr. Richard Ross 
Superintendent, Reynoldsburg High School 
6699 E. Livingston Avenue 
Reynoldsburg, OH 43068 
 
Dr. Ross: 
 
Several months ago, I met with Dr. Rosalie Romano, an Assistant Professor of Education at Ohio 
University. She was very much impressed with your school and informed me about the 
democratic educating principles that are the foundation behind it. Your school truly puts your 
students and their education first, which is vital to providing the young people of today with an 
empowering educational experience. I believe in these same democratic ideals and I feel I would 
be a valuable asset as a middle- or high-school social studies teacher in the exceptional learning 
environment that you and your staff have created at Reynoldsburg High School. 
 
Currently, I am a junior working toward my Bachelor of Science degree in Education at Ohio 
University and am majoring in secondary education with a concentration in social studies. I am a 
member of the C.A.R.E. program (Creating Active and Reflecting Educators), which shares the 
same basic educational philosophies that are exhibited at your school such as creating an 
empowering learning environment. C.A.R.E. has also provided me with the opportunity to learn 
about the importance of democratic education in a classroom setting, and I have been fortunate 
enough to practice these ideas first hand in a classroom. I have already taught over 150 hours in a 
middle- and high-school learning classroom and have taught several lessons in addition to my 
student teaching. I have taken forty-four credit hours of education courses, while also earning 
forty-nine hours toward my concentration in the social sciences. Before I graduate in June, I will 
have earned ninety-two credit hours in social studies, which will make me very knowledgeable 
in my field of study. 
 
In addition to the education that I have been receiving at Ohio University to become a teacher, I 
have worked as a swim-lessons instructor and at a child daycare center. Both of these jobs have 
provided me with valuable experience, which I will carry with me when I become a teacher. 
They have allowed me to use my knowledge about how children learn best and how to interact 
with them on a student/teacher basis to make learning effective and fun. Besides my work 
experience, I have also volunteered my time to bowl with mentally and physically handicapped 
people through the ATCO organization. Before working with ATCO, I had never interacted with 
physically and mentally challenged people on a personal basis and did not know what to expect. 
I now realize that mentally and physically handicapped people deserve to be treated equally and  
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Dr. Richard Ross    -2-   January 18, 2011 
 
also deserve the best possible education we as educators can offer them in the public-school 
system. 
 
I would welcome the opportunity to meet with you in person to talk about my qualifications. You 
can call me at (740) 589-4444 in the evenings, and I hope that I may look forward to speaking 
with you. 
 
Sincerely, 
 
 
 
Kristy L. Quickly 
 
Enclosures 
 
 
[If you have only one enclosure (for example, a two-page Resume with the References listed on 
the second page), write “Enclosure.” If you have two or more enclosures (for example, a one-
page Resume with a separate List of References), write “Enclosures.”] 
 
[Ms. Quickly will be graduating in June, so the reader knows that she is applying for a teaching 
job that would begin at the beginning of the next academic year.] 
 
[For some jobs, you may need to have enclosures such as clips of articles you have written for 
newspapers or newsletters. In such cases, mention in the letter that you are enclosing some clips, 
and write the word “Enclosures” at the bottom of the letter even if your References are part of 
the Resume.] 
 
[For grading purposes, you do not need to hand in the clips. Just hand in the Resume, 
References, and Job-Application Letter.] 
 
[The Association of American Colleges and Universities recently asked employers who hire at 
least 25 percent of their workforce from two- or four-year colleges what they want institutions to 
teach. The answers did not suggest a narrow focus. Instead, 89 percent said they wanted more 
emphasis on “the ability to effectively communicate orally and in writing,” 81 percent asked for 
better “critical thinking and analytical reasoning skills” and 70 percent were looking for “the 
ability to innovate and be creative.” “It’s not about what you should major in, but that no matter 
what you major in, you need good writing skills and good speaking skills,” says Debra 
Humphreys, a vice president at the association. (Source: Kate Zernike. “Making College 
‘Relevant.’ The New York Times. 29 December 2009 
<http://www.nytimes.com/2010/01/03/education/edlife/03careerism-t.html?em>.)] 
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KRISTY L. QUICKLY 
 

30 Station St. Apartment Z 
Athens, OH 45701 

(740) 589-4444 
quicklyk123456@ohio.edu 

 
Professional A middle- or high-school social studies teaching position where I can use my  
Objective knowledge of the subject and educational methods to teach students the importance 
 of the social sciences 
 
Education Ohio University; Athens, OH  June 2011 
 Bachelor of Science in Education G.P.A. 3.71 
  

• Education courses include child development, several methods courses, how to 
teach students with exceptional needs, multi-cultural courses, and how to incorporate 
technology in a classroom 
• Social studies courses include several in history, political science, geography, psychology, 
economics, and sociology 
• Completed several courses such as public speaking and writing to enhance communication 
skills 

 
Honors Dean’s List—seven quarters 
 Academic Superiority—two quarters 
 Golden Key National Honor Society 
 
Work Canal Winchester Swim Club; Canal Winchester, OH 2009-Present 
Experience Lifeguard and Swim-Lessons Instructor 
 • Taught children the fundamentals of swimming 
 • Ensured the safety of all patrons 
 • Completed procedures to open and close the pool 
 
 Faith United Methodist Educare; Canal Winchester, OH 2008-2009 
 Teacher’s Aide 
 • Planned and carried out age-appropriate activities for children 
 • Was responsible for the safety of the children under my care 
 • Used my knowledge about child development to create a stimulating learning environment 
 for the children 
 
Activities C.A.R.E. Partnership Program, College of Education 2009-Present 
 Member 
 • Learned the importance of creating an empowering learning environment  
 • Experienced over 150 hours in a classroom 
 
 ATCO Program  2009-Present 
 Volunteer 
 • Assisted with bowling and other activities for mentally and physically  handicapped 
 people 
 
References See enclosed sheet 
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KRISTY L. QUICKLY 
 

30 Station St. Apartment Z 
Athens, OH 45701 

(740) 589-4444 
quicklyk123456@ohio.edu 

 
References 

 
Steve Donahue 

Principal 
Canal Winchester High School 

300 Washington Street 
Canal Winchester, Ohio 43110 

(614) 833-2156 
 

Dr. Rosalie Romano 
Assistant Professor of Education 

Ohio University 
McCracken Hall, Room 342 

Athens, Ohio 45701 
(740) 593-4960 

 
Polly Sandenburgh 

Director 
Center for International Studies 

Ohio University 
Burson House, Room 104 

Athens, Ohio 45701 
(740) 593-4960 

 
Kimberly Clark 

Manager 
Canal Winchester Swim Club 

9665 Slough Road 
Canal Winchester, Ohio 43110 

(614) 837-1033 
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KRISTY L. QUICKLY 
30 Station St. Apartment Z 

Athens, OH 45701 
(740) 589-4444 

quicklyk123456@ohio.edu 
 
Professional A middle- or high-school social studies teaching position where I can use 
Objective my knowledge of the subject and educational methods to teach students 
 the importance of the social sciences 
 
Education Ohio University; Athens, OH  
 Bachelor of Science in Education 
 June 2011  
 G.P.A. 3.71 
  

• Education courses include child development, several methods courses, 
how to teach students with exceptional needs, multi-cultural courses, and 
how to incorporate technology in a classroom 
• Social studies courses include several in history, political science, 
geography, psychology, economics, and sociology 
• Completed several courses such as public speaking and writing to 
enhance communication skills 
 

Honors Dean’s List—seven quarters 
 Academic Superiority—two quarters 
 Golden Key National Honor Society 
 
Work Canal Winchester Swim Club; Canal Winchester, OH, 2009-Present 
Experience Lifeguard and Swim-Lessons Instructor 
 • Taught children the fundamentals of swimming 
 • Ensured the safety of all patrons 
 • Completed procedures to open and close the pool 
 
 Faith United Methodist Educare; Canal Winchester, OH, 2008-2009 
 Teacher’s Aide 
 • Planned and carried out age-appropriate activities for children 
 • Was responsible for the safety of the children under my care 
 • Used my knowledge about child development to create a stimulating 
 learning environment for the children 
 
Activities C.A.R.E. Partnership Program, College of Education, 2009-Present 
 Member 
 • Learned the importance of creating an empowering learning environment  
 • Experienced over 150 hours in a classroom 
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KRISTY L. QUICKLY 
 

Resume 
Page 2 

 
 
Activities ATCO Program, 2009-Present 
Continued Volunteer 
 • Assisted with bowling and other activities for mentally and physically 
 handicapped people 
 
References   Steve Donahue 

Principal 
Canal Winchester High School 
300 Washington Street 
Canal Winchester, Ohio 43110 
(614) 833-2156 
 
Dr. Rosalie Romano 
Assistant Professor of Education 
Ohio University 
McCracken Hall, Room 342 
Athens, Ohio 45701 
(740) 593-4960 
 
Polly Sandenburgh 
Director 
Center for International Studies 
Ohio University 
Burson House, Room 104 
Athens, Ohio 45701 
(740) 593-4960 
 
Kimberly Clark 
Manager 
Canal Winchester Swim Club 
9665 Slough Road 
Canal Winchester, Ohio 43110 
(614) 837-1033 
 

[A note on the second page of a Resume. Your name must appear on the second page as well as 
on the first page.] 
 
[Note: Ms. Quickly’s Education courses are teaching courses in the College of Education.] 
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Maureen Hanes 
366 Richland Ave. 
Apartment 5308 
Athens, OH 45701 
(740) 566-8888 
 
January 14, 2011 
 
Dr. Jeff Caffee, Director 
Advanced Materials Applications 
Battelle Memorial Institute 
505 King Avenue 
Columbus, OH 43201-2693 
 
Dr. Caffee: 
 
Several months ago, I was researching online for possible summer internships when I came 
across Battelle’s website. After exploring the site, I was very much impressed and surprised to 
find a company with such an extensive and vast industry. I immediately became interested in the 
Advanced Materials Applications activities involving polymer materials and synthesis. As a 
chemistry major involved in organic research, I feel getting the chance to work with the 
professional staff in the Battelle laboratories would be a fantastic experience where I could build 
and develop my skills as a chemist. I would be eager to work in a position beginning this June 
with the Advanced Materials group in exploring and synthesizing novel organic molecules. With 
Battelle, I feel an internship would be a wonderful opportunity where I can contribute my skills 
in a challenging work environment. 
 
Currently, I am a junior working toward my Bachelor of Science degree in Chemistry at Ohio 
University. Through taking several different chemistry courses, I feel I have gained a thorough 
understanding of the methods, techniques and skills it takes to be proficient in a laboratory. I 
demonstrated my knowledge and ability this past summer when I obtained an internship in my 
field at Ohio University. During the summer, I researched in an organic chemistry lab and 
performed several experiments involving the synthesis of azirines. In order to know what product 
I had formed, I was required to know how to use Nuclear Magnetic Resonance Imaging and 
Infrared Spectroscopy. At the same time, I was busy learning safety measures and techniques for 
the general chemistry lab that allowed me to become qualified for a laboratory teaching assistant 
position at Ohio University. At present, I am taking a course in spectroscopic methods which 
will further my knowledge in reading and understanding spectroscopic data in the forms of Mass 
Spectroscopy, IR, both carbon and proton NMR, and UV-Vis. 
 
In addition to my educational qualifications, I have worked as a peer mentor for general 
chemistry learning communities. This leadership position gave me the opportunity to 
demonstrate and share my knowledge of chemistry with younger students and inspire them to do 
well in their class. Through this and other group activities such as softball and band, I have 
honed my communications skills by learning to express my ideas and opinions clearly to others.  
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Dr. Jeff Caffee, Director  -2-  January 14, 2011 
 
By participating in a very demanding marching band program at college, I have learned the true 
meaning of the term “hard work.” Determination and discipline have motivated me not only to 
do well in the band, but to be successful in life as well. In addition, I feel I am a very driven 
person and will always strive to accomplish my goals. 
 
I would be more than happy to meet with you in person to talk about my qualifications. You can 
call me at (740) 566-8888 or e-mail me at mh123456@ohiou.edu. I hope that I may look forward 
to speaking with you, and I thank you for your time. 
 
Sincerely, 
 
  
 
Maureen Hanes 
 
Enclosures: Resume and References 
 
 
[Note: Enclosures can be of various kinds. If you want a job as a newspaper reporter, you would 
enclose samples of your writing. If you want a job doing creative work, you would enclose a few 
samples of your creative work from your portfolio. If you do these things, mention the 
enclosures in the conclusion of your letter.] 
 
 

How Can You Make a Non-Relevant Job Seem Relevant? 
 
Stress things such as learning time-management skills. Stress things such as learning to work 
with the public or with other people. Stress things such as written communication. Stress things 
such as solving problems. This example stresses communicating orally with other people: 
 
Working with the public has always been a pleasure of mine. Being a salesman has only 
reinforced that job because on a day-to-day basis I must communicate with customers, solve 
problems, sell people the right equipment for the job they intend to complete, and satisfy every 
customer. I hope I can use this experience to benefit your company if I become a member of 
your excellent staff. 
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Eric Jones 
216 W. Mill St. 
Athens, OH 45701 
201-533-3333 
 
April 5, 2011 
 
Lisa Jordan, Director 
ReliaGene Technologies, Inc.  
5525 Mounes St., Suite 101 
New Orleans, LA 70123 USA  
 
Ms. Jordan: 
 
DNA analysis has always sparked my interest, especially the research and development of new 
methods to complement the current standard of DNA analysis. When I saw ReliaGene’s job 
opening, I knew this would be my chance to engage in the research and development of new 
DNA methods. I am very intrigued by the recent method developed by ReliaGene: Y-Plex. I am 
eager to use my knowledge in forensics chemistry and cellular and molecular biology to gain a 
summer internship position beginning in June. 
 
Currently, I am a junior at Ohio University working toward my Bachelor of Science degree in 
Forensics Chemistry as well as Cellular and Molecular Biology. I just recently started research 
under one of the biochemistry faculty members to gain experience in DNA analysis as well as to 
learn other standard biochemical techniques. I have completed 49 hours of chemistry, including 
chemical separations, DNA typing, and biochemistry. In addition, I have completed courses in 
general genetics, forensics biology, a series of law classes specifically tailored to forensic 
chemists, as well as an ethics class. In my laboratory classes I have been instructed on GC, LC, 
GC/MS, Gel Electrophoresis, and TLC. Before I graduate in November of this year, I will have 
also completed Special Topics in Forensics Chemistry, Biotechnology, Toxicology, and 
Spectroscopic Methods.  
 
In addition to my education, I have gained valuable experience working at a hospital as a 
phlebotomist. I have learned to work with others interdepartmentally as well as 
intradepartmentally. I have also learned valuable skills in using a fully automated specimen-
routing system and the importance of properly identifying patients and specimens and making 
sure all information is correctly entered. 
 
Furthermore, I have learned many life skills while participating in my extracurricular activities. 
As the president of the Ohio University Sailing Team, I have learned to be patient, communicate 
clearly and concisely to members, manage people, and delegate when a task is too big for one 
person to do. In the other groups I have participated in, I have learned to work as a member of a 
team. 
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Lisa Jordan -2- April 5, 2011 
 
I look forward to meeting with you to further discuss my qualifications if you are willing. You 
can call me at (201) 533-3333 or e-mail me at em123456@ohio.edu. Thank you for your time. 
 
Sincerely, 
 
 
 
Eric Jones 
 
Enclosure 
 
 
[Note: The writer avoided a widow and orphan at the bottom of page one of his letter and at the 
top of page two by having at least two lines of body text, not one. One line of body text would 
have been a widow or orphan.] 
 
 

Work 
 

• Ballet stage managers sometimes have strange duties. While dancing in Jerome Robbins’ 
Tyl Eulenspiegal, Tanaquil Le Clercq released a helium-filled balloon into the air. Unfortunately, 
during the rest of the concert, the balloon lost helium and eventually made an appearance in a 
Pas de Trois, thus forming the fourth member of a quatre. After that mishap, the stage manager 
was given the job of shooting the balloon with a BB gun after the curtain closed on Tyl 
Eulenspiegal. 

 
• When John F. Kennedy was elected President, he wanted Robert, his brother, to serve as 

Attorney General of the United States, although he knew that he would be accused of nepotism. 
However, when he announced his choice to the media, he first explained his brother’s 
qualifications for the job, and then added, “Besides, I see no reason why Bobby shouldn’t get a 
little experience before he goes out to practice law.” 

 
• J.R.R. Tolkien, author of The Lord of the Rings and creator of the wizard Gandalf, served as 

a soldier in World War I, and one of his sons, Michael, served as a soldier in World War II. At 
one point, Michael transferred to the Royal Air Force from the Army, and while filling out a 
form that asked for his father’s occupation, he wrote, “WIZARD.” 
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Randy W. Hartal, Jr. 
123456 Paint Rd. 
Athens, OH 45701 
(740) 416-6666 
 
January 21, 2009 
 
Mr. Jesse Cartman, Coordinator 
Governor’s Internship Program  
Office of the Governor  
77 S. High St.  
30th Floor  
Columbus, OH 43215 
 
Mr. Cartman: 
 
Over the past two years, I have been closely following Governor Ted Strickland’s efforts to 
reform the educational system of Ohio’s public schools. I have been particularly impressed by 
his “Conversation on Education” forums across Ohio that were used to solicit input from Ohio 
citizens on how best to solve the educational inadequacies in the state. Having attended a public 
school in rural southeastern Ohio, I have held an interest in Ohio’s educational requirements and 
funding formula since I was in high school, and as a college student I have researched this topic 
from both legal and economic perspectives. Having the opportunity to work with the Governor’s 
Legislative Affairs staff during this upcoming period of drafting and revising education-reform 
legislation, as well as various other bills, would be a terrific opportunity for me to apply my 
knowledge of state law and my research in the areas of Ohio’s school funding and the No Child 
Left Behind Act, as well as to gain and develop new legal writing skills that will be needed as I 
pursue a law degree. I am excited about the prospect of working in Governor Strickland’s 
administration, and I would love to start a summer internship in the Legislative Affairs office this 
June.  
 
Presently, I am a senior Political Science major at Ohio University. After graduation in June, I 
plan to enroll in law school this fall. Although it is still early in the admissions cycle, I have 
received multiple acceptances including the University of Cincinnati Law School, West Virginia 
University Law School, and the University of Illinois Law School. I believe that my research 
abilities, which I have developed through work on my undergraduate honors thesis and Political 
Science coursework, will be a strong asset for the work that is currently being done in the 
Legislative Affairs office. While working on my undergraduate thesis, I reviewed thousands of 
pages from the Congressional Record and have become accustomed to the legal language in 
legislation and the passage procedures. Moreover, I have also taken classes that were focused on 
the legal system of Ohio and have studied the state’s budget in my Economics courses. In 
particular, I have researched the issue of Ohio’s school funding formula in both my Political 
Science and Economics coursework. 
 
In addition to my educational qualifications, I currently work as a licensed real estate sales agent 
in the state of Ohio. In this job I have been held to the standards of professionalism set by the  
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Mr. Jesse Cartman, Coordinator -2- January 21, 2009 
 
Ohio Real Estate Commission and have learned to manage multiple tasks in a fast-paced work 
environment. I have also been able to sharpen my communication and management skills 
working as a regional coordinator of a state senate race this past fall. Particularly through this 
experience I have learned to effectively communicate and work with elected officials and their 
aides. Being able to communicate effectively was essential during my three years as a member of 
the Ohio University marching band, just as mutual cooperation and discipline were as well. I 
believe all of these skills and qualifications will enable me to do great work as an intern for the 
Governor’s office. 
 
I would take great pleasure in meeting with you in person to discuss my qualifications and 
answer any questions you may have. Please feel free to contact me at (740) 416-6666 or e-mail 
me at rh1123456@ohio.edu. I hope to that I may speak with you soon, and I thank you for your 
time. 
 
Respectfully,  
 
 
 
Randy W. Hartal, Jr. 
 
Enclosures: Resume and References 
 

 
Work 

 
• Gioacchino Rossini used to boast about his procrastinating abilities, which caused music 

managers to tear their hair as they waited for him to finish composing a piece of music. In a 
letter, Mr. Rossini boasted, “In Italy, in my time, all the managers were bald at thirty.” For 
example, Mr. Rossini composed the overture to Otello only after being locked in a room with a 
little food while a manager waited for the music. While composing the overture to La Gazza 
Ladra, Mr. Rossini was watched by four men. These men took each page of the overture as it 
was written, then threw it to the copyists, who were waiting in a downstairs room. According to 
Mr. Rossini, the four men had orders to throw him downstairs if he failed to deliver the overture. 

 
• When author Lucy Grealy, author of Autobiography of a Face, was a skinny little girl, she 

used to work at a stable owned by a Mr. Evans in exchange for being able to ride the horses for 
free. She earned that right both for her work and for helping Mr. Evans whenever one of the 
amateur riders who paid to ride a horse complained when the horse wouldn’t go. Mr. Evans 
would point to Lucy and say, “I bet this skinny little girl could get this horse to go.” She would 
climb into the saddle and because she knew how to ride, unlike the amateur paying customers, 
she would get the horse to fly. 
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Class 7: Resume, References, Job-Application Letter 
Project: Checking and Reviewing 

 
Who Will Get the Job? 

 
1. The job applicant who writes general qualifications like this: 
 
In addition to my science courses, I have taken courses that will help me interact with my future 
dental patients. 
 
Or the job applicant who writes specific qualifications like this:  
 
In addition to taking science courses, I have taken courses that will help me interact with my 
future dental patients. These courses include psychology so I can relate to the nervousness and 
anxiety of patients going to the dentist as well as communication courses so I can interact with 
my patients effectively and allow them to understand what their health status is. 
 
2. The job applicant who writes general qualifications (unsupported by evidence) like 
these: 
 
Summary of Qualifications 
• Hard worker with pleasant personality. 
• Problem-solver with excellent oral and written communication skills. 
 
Or the job applicant who provides evidence of qualifications like this:  
 
Work Canal Winchester Swim Club; Canal Winchester, OH 2006-Present 
Experience Lifeguard and Swim-Lessons Instructor 
 • Taught children the fundamentals of swimming 
 • Ensured the safety of all patrons 
 • Completed procedures to open and close the pool 

• Never missed a day of work and was never tardy 
• Wrote employee manual for lifeguards, including safety procedures 
• Wrote manual for performing pool-maintenance procedures 
• Assisted lifeguards in renewing Red Cross certifications 
• Taught water-rescue procedures to lifeguards 
• Named Employee of the Month twice 

 
3. The job applicant who writes a Job Objective like this: 
 
Objective To acquire an internship in which I will learn valuable skills that will help me in 

my career. 
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Or the job applicant who writes a Job Objective like this: 
 
Objective To acquire an internship for an organization in which I can use my knowledge of 

the criminal justice system and psychology to rehabilitate juvenile offenders. 
 
4. The job applicant who writes this in a letter: 
 
I am required to have 100 observation hours in my major, and I would like to get them at your 
clinic. 
 
Or the job applicant who writes this in a letter: 
 
By allowing me to observe at your clinic, you will be helping to educate a future speech 
pathologist who is willing to work hard to gain the necessary skills and education needed to 
succeed at this profession. 
 
Note to my students: Many professionals want to help train and educate future professionals. 
This is actually a benefit for them, although you must make clear that you are willing to work 
hard at those tasks that you are allowed to do. 
 
5. The job applicant who misspells a few words? 
 
Or the job applicant who does not misspell any words? 
 
Checklists: Use the checklists in today’s reading to make sure you have good drafts for the Peer 
Review. 

 
Work 

 
• Some companies are gay-friendly. When Microsoft was recruiting Jon Henderson, a gay 

program manager now in its Developer Division, it asked, “Can I send your lover a bottle of 
wine or some flowers to help you make your decision?” And when an executive at Xerox made 
anti-gay statements, the company did not force him to take diversity-training workshops—it 
forced him to give the diversity-training workshops. 

• Carl Jung was once asked by a patient to set up a session at a certain time. However, Dr. 
Jung replied that he did not have time to see him. Later, at the time the patient had asked for an 
appointment, he saw Dr. Jung relaxing on Lake Zurich. When he accused Dr. Jung of insincerity, 
Dr. Jung replied, “I really don’t have time to see you because I am keeping an appointment I 
have set up with myself. It is one of the most important appointments of my day.”  

• Mickey Mantle’s father worked in the zinc mines of Commerce, Oklahoma, and he wanted 
Mickey to escape that fate by playing baseball. When Mickey was one day old, his father put a 
baseball in his hand. When Mickey was four years old, his father put a bat in his hands. When 
Mickey was five years old, his father began to pitch curve balls to him. Mickey escaped the zinc 
mines and made a career out of playing for the New York Yankees. 
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How Do I Check Papers? 
 
The Writing Process 
 
•  Setting Your Goals: Determining the goals of the communication. 
•  Planning: Figuring out how to write the communication so that it meets its goals, and  

doing research. 
•  Drafting: Creating the text and/or visual aids. 
•  Evaluating 

•  Checking: In checking, you do your own evaluating. 
•  Reviewing: In reviewing, you ask someone else to evaluate your draft. 
•  Testing: If you use a performance test to test a Set of Instructions, you give the 
 Instructions to the reader and have the reader perform the procedure while you 
 watch. This can help you figure out how to improve your Instructions. 

•  Revising: Rewriting the communication so that it can better meet its goals. (Note that
 revision must be followed by another evaluation.) 
 

Advice for Checking Papers 
 
1. Make sure that your writing doesn’t insult the reader—unless that is your goal in 
writing the communication. 
 
Groucho Marx was a famous insult comedian, and often people asked him to insult him. 
Unfortunately, this meant that he could not insult people he really wanted to insult. He would 
insult them—and mean it—but they would laugh and then tell their friends, “Do you hear 
what Groucho said to me?” 
 
2. Make sure that your writing won’t create hate and discontent in or for your 
organization. 
 
You do not want to create hate and discontent between departments or between the 
organization and its clients. 

 
3. Check immediately after the creative phase of writing—and later. 
 
Let time pass before you check a second time. It is a good idea to proofread immediately 
after writing something, but it is also a good idea to let some time pass before you proofread 
it a second time. The problem with proofreading immediately is that you know what you 
meant to write, so it is easy to read a draft and think that you have said what you meant to 
say. 
 
After you write something, check it. For example, after you write an e-mail or a short memo 
or letter, read it and correct obvious errors. Then, after time passes, check it again. In the case 
of a short e-mail, you may simply wait a minute, then check it again. In the case of a longer 
document, you may be able to wait a day, then check it again. 
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Sometimes, when you are in the creative phase of writing and turning out page after page, 
you may want to let the checking go until later. However, you should always check your 
work before having it reviewed—and after the review and revision. 
 
4. If your communication is short and you won’t bother anyone, read it out loud. 
 
Read your draft out loud. If you have written a short draft, and if you will bother no one by 
reading it out loud, do so. This can help you catch missing or repeated (the the) words, and if 
a sentence sounds funny, you need to look at it to see if it needs to be revised.  
 
5. Check your draft—format, content, and spelling, grammar, and punctuation—three 
times. 
 
Check the Format: Check your communication to make sure that you are using the correct, 
conventional letter, memo, book, or research-paper format. 
 
Check the Content: Check your communication to make sure that you have included all 
essential information and made the persuasive points you wish to make. 
 
Check the Spelling, Punctuation, Grammar: Check to make sure that you are not making 
mechanical errors.  
 
5. Proofread your draft three times. 
 
Especially for important documents, it is a good idea to proofread three times.  
 
6. Check everything that looks odd. 
 
For example, you ought to double-check names that look odd to be sure that they are spelled 
correctly. 
 
7. Check even short communications. 
 
Even short e-mails ought to be proofread before you send them. 
 
8. Use computer aids such as spellcheckers—but be aware that they can’t do 
everything. 
 
For example: 
 

I have a spelling checker,  
It came with my PC 
It plane lee marks four my revue, 
Miss steaks aye can knot sea. 
 
—By Jerry Zar, Dean of the Graduate School, Northwestern Illinois University 
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An owed in rime two my come pewter spell check her 
  
Eye don’t no what eyed ever due 
Without my spell check her. 
It ketches awl of my miss takes 
Wen eye miss spell a word. 
It also entertains me 
Fore eye must confess 
It sometimes makes suggestions 
That our really quit a mess. 
 
—By Beth Quinn 

 
9. Use reference sources as needed. 
 
•  If you aren’t sure how to spell a word, look it up in a dictionary. 
•  If you aren’t sure how to use proper grammar or punctuation, look it up in an English 
 handbook. 
• If you aren’t sure how to write “PowerPoint” (yes, it has two capital P’s and no space), bring 
 the program up on a computer and look at how the name is spelled. 
•  If you aren’t sure how to spell an organization’s name or a brand name, Google it and go to 
 the official website. 
 
10. Attack your weaknesses. 
 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given or will give you about common errors in 
grammar and punctuation. (Collect the handouts in a 3-ring binder or a 2-pocket folder.) Make 
up flashcards to help you learn to avoid common errors. Try not to make the mistakes you have 
made previously. It’s up to you to learn this; your teacher can’t learn it for you (and your teacher 
gets tired of marking the same mistakes over and over on student papers). 
 
11. If you can, make your document a work of art.  
 
Be aware that you can learn to write better by making your communication better than merely 
competent. By making revisions that improve your document, you are learning to write better. 
For example, by making lists parallel in a draft, you are learning to use parallelism. 
 
Good Advice 
 
•  Always run the spelling checker before you quit your word-processing program. 
•  Proofread your draft both on the computer and on paper. 
•  Proofread both immediately after writing and after some time has passed. 
•  If you can, get one or more reviews by someone who knows grammar and punctuation
 well. 
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•  Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. Learn to use 
 the apostrophe (or whatever) correctly. Working-class people often don’t know how to use 
 the apostrophe correctly (check out signs around Athens); middle- and upper-class people 
 usually know how to use the apostrophe correctly. Knowing how to use the apostrophe 
 correctly is a job skill. 
 

Resume Checklist 
 

 1.  Do you spell your name correctly? (Don’t laugh. I have received Resumes with  
  the name of the writer misspelled.) 
 
 2.  Is your name, address and telephone number emphasized? Do you include your area 
  code? 
 
 3.  Are your headings emphasized? 
 
 4.  Is your Resume attractive with 1-inch margins and good use of white space? 
 
 5. Do you include a reader-centered job objective? (If you don’t think your Resume needs a  
  reader-centered job objective, put the reader-centered job objective on a separate sheet of  
  paper. I want to make sure that you know how to write a reader-centered job objective.  
  After all, you will probably change careers at least once during your lifetime.) 
 
 6.  Do you include your expected date of graduation in your education section? 
 
 7.  Do you include a list of relevant courses? (Be sure to list the name, not the number, of 
  each course. “Marketing 358” won’t mean much to the reader, but “Professional Selling”  
  will.) 
 
 8.  Do you have education, work, and activities sections? 
 
 9.  Do you have at least three References? (These may be on a separate “List of References”  
  page. If they are, “References: See enclosed sheet” should be stated on the bottom of the  
  Resume, if you have room.) If you have a separate List of References, your name and  
  contact information must be listed at the top of the list, and your name should be   
  emphasized more than the word “References.” 
 
 10.  Do you include your References’ telephone numbers (with area codes)? 
 
 11.  Do you identify your References (so the employer doesn’t think they are drinking   
  buddies)? 
 
 12.  Do you spell all words correctly? Do you use parallelism as needed?  
  This list is parallel (notice the past-tense verbs): 
   • Opened and closed the store. 
   • Trained new employees. 
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   • Ensured food safety. 
   • Wrote financial reports. 
 
 13.  Do you identify skills from the jobs you worked? Do you include volunteer experience if  
  relevant? Do you list skills that show you are qualified for the job you want? Do you list  
  memberships in professional organizations, if relevant? Do you list computer skills, if  
  relevant? 
 
 14.  Do you use bullets (•) as needed? (On most computers, you can create a bullet by 

pressing the ‘OPTION’ and the ‘8’ keys at the same time. To create an EM space after a 
bullet,  press the ‘OPTION’ key and the space bar at the same time.) 

 
 15.  Do your columns line up evenly? (If your columns look even on your computer screen, 

but print jaggedly, then you are probably using spaces to line up your columns. Get rid of 
the spaces and use tabs instead.) 

 
 16. If you have a two-page Resume, do your References appear on the second page? (You  
  should  not both have a lot of space at the bottom of the second page and have your  
  References on a separate page.) 
 
 17. If you have a two-page Resume, do you have your name, the word “Resume,” and “Page 

2” centered at the top of the second page? (In your Resume, do not use the header that is 
used for the second page of a letter or memo.) 

 
 18. Do you have a 1-inch margin at the bottom of the first page of your Resume (whether it is 

a 1-page or a 2-page Resume)? If you have more than a 1-inch bottom margin, use the 
extra space to list more qualifications. 

 
 19. If you have lots of work experience but no relevant work experience, you should list just  
  one job and use the extra space to list relevant qualifications. Did you do that, if relevant? 
 
 20. Is it possible for you to list specific skills? For example, if you are applying for a job in  
  a laboratory, you could list specific laboratory skills that you possess. Or if you are  
  applying for a job in a professional music studio, you could list specific music-editing  
  equipment that you can operate and specific music-editing computer programs that 
  you can use. If it is relevant for you to list specific skills, have you done so? 
 
 21. Do you double-space, not triple-space, between the major sections of your Resume? If 
you   triple-space, you will seem to lack qualifications, so double-space and use the 
extra room    to list computer skills 
or other relevant qualifications. (Check to make sure that Microsoft  Word is not adding 
extra space between paragraphs. Go to Format>Paragraph and make   
sure that “Space After” is set to 0.) 
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Job-Application Letter Checklist 
 

 1.  If possible, you should have the name of a real person to whom you address your letter. 
In the address, put the job title of the reader and the organization for which the reader 
works. In some cases, you may have to use the name of the organization (e.g., IBM) 
instead of the name of a real person. 

 
 2. Do you place the comma after the city (not the state) in the addresses? For example, this 

is correct: Athens, OH 45701. 
 
 3.  Do you clearly identify the job you want? 
 
 4.  Do you show that you know something about the organization to which you are 

applying? Do you have specific praise for the organization? If you mention a contact 
person (perhaps someone who has praised the company) in your first paragraph, do you 
give the person’s full name? 

 
 5.  Do you show how your education qualifies you for the job? 
 
 6. Do you show how your experience qualifies you for the job? 
 
 7.  Do you show how your activities and/or interests qualify you for the job? 
 
 8.  Is your conclusion non-pushy?  
 
 9. Do you include your telephone number (with area code) and/or e-mail address in your  
  conclusion? 
 
 10.  Does your letter indicate your personality: competent, responsible, interesting, and  
  enthusiastic? 
 
 11.  Are all the words spelled correctly and do you use good grammar and punctuation? 
 
 12.  Do you remember to focus on what you can do for them, not on what they can do for 

you? (In other words, emphasize how the organization will benefit if it hires you; do not 
emphasize how you will benefit if you are hired.) 

 
 13.  Do you avoid widows and orphans? The glossary at 
 <http://www.designtalkboard.com/glossary/fonts/typography.php> says this: 
 

 - A widow occurs when the last line of a paragraph from the previous page  
 flows onto the top of the next page. 
 

   - An orphan occurs when the first line of a new paragraph starts at the bottom  
   of a page. 
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 For example, if the first line of a paragraph appears at the bottom of a page and the rest 
 of the paragraph appears on the next page, the first line of the paragraph is an orphan. 
 You may correct this orphan by moving the first line of the paragraph to the top of the 
 next page. 

 
 14. Do you have the correct header on all pages following the first? (The header will have the 
  name of the reader, the date, and the page number. Make sure that the date on the second  
  and following pages matches the date on the first page. Special note for Winter Quarter  
  students: Be sure to use the correct year in the date.) 
 
 15. Do you have only one space between words? If you are using a computer, be aware that  
  most word-progressing programs have a FIND command, often located in the EDIT 
  menu. You can have the computer find all the places where you have two spaces in a row 
  in your communication. Note: After a period, you may use either one space or two. 
 
 16. Do you use a good style? Do you avoid having too many paragraphs or sentences in a 
  row that begin with the word “I”? Do you avoid having too many short, simple sentences 
  in a row? Do you vary your sentence length and structure? 
 
 17. Do you use a conventional business letter format? Do you have a date on your letter? Do  
  you have the word “Enclosure” or “Enclosures” (whichever is relevant) at the end of your 
  letter? 
 
 18. If you have a 2-page letter, you should have a 1-inch bottom margin at the bottom of the  
  first page. Do you? 
 
 19. Should you tell the reader when you want the internship or job (winter break, or summer  
  vacation)? Do you need to say when you can start (universities stop for breaks at different 
  times)? If you need to do these things, have you done them? (In the Resume, you can say  
  that you want a summer internship. In the Job-Application Letter, you can tell the specific 
  time during which you are available to work.) 
 
 20. Do you have a comma after the complimentary close (for example, “Sincerely,” or  
  “Sincerely yours,”)? 
 
 21. Do you capitalize only the first word of the complimentary close (for example,   
  “Sincerely yours,”)? 
 
More Advice 
 
Contact Person: When writing your Job-Application Letter, you may be able to mention a 
contact person in the introduction. For example, you may be applying for an internship that 
one of your friends has previously held. In that case, mention the contact person’s full name 
in the introduction and mention some praise that the contact person has given about the 
organization. 
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A Note About Time: You may need to state explicitly when you want a job or an internship. 
You may need to say that you want an internship over winter break starting on a certain date or 
that you want an entry-level job starting this summer on a certain date. 
 
A Note About Conflicting Advice: Chances are, I will say a few things about Resumes, Lists of 
References, and Job-Application Letters that will conflict with what you have heard from other 
people, including other professors and advisors. In my course, you will give me what I ask for; in 
the courses of other professors, you will give the other professors what they ask for. This is 
common sense—and it is thinking about the reader and giving the reader what he or she wants. 
In real life, you will do what you think is best, based on your real-life readers. For example, 
should you have a 1- or a 2-page Resume? Some readers prefer a 1-page Resume. Other readers 
say that if you have a lot of qualifications, then they want to read about those qualifications, so a 
2-page Resume is fine. To decide what you should do, you can call the organization and ask 
whether you should send in a 1- or a 2-page Resume. In other cases, you will have to use your 
best judgment. I will always try to explain why I recommend that you do something, and other 
professors and advisors will do the same thing. You will have to judge for yourself what is best 
for your situation and your readers in real life. 
 
Stapling: Do not staple together the pages of your Resume or of your Job-Application Letter or 
of any formal business letter. 
 
Skills: If you have a huge number of skills, such as specific lab procedures that are used in 
forensic chemistry, consider listing this on a separate sheet of paper (with your name, contact 
information, and a phrase such as “Lab Experience” at the top. Make it an enclosure with your 
Resume, List of References, and Job-Application Letter. (Do not list things such as “Good 
Communicator” or “Problem-Solver.” Those are things that you have to give evidence for, such 
as writing in a list of duties and responsibilities for a job something such as “Solved the problem 
of inadequate kitchen cleanup by the night shift by writing a set of instructions.”) 
 
A Note About Printers: Use a good printer to print your drafts—especially your final drafts. In 
real life, you should use a laser printer.  
 

“When a House is Burning as That One was, Every Second Counts” 
 

• In December 2004, a fire broke out at the house of a woman in Donald, central Victoria, 
Australia. A neighbor saw a woman lying on the floor amid the fire and rushed to rescue her. 
Country Fire Authority media spokesman John Tindall said, “He dashed into the house, grabbed 
her, and pulled her out, and he and a neighbour from the other side who is a nurse … performed 
CPR on her for about 10 minutes or so until the ambulance arrived. It was quite a brave thing to 
do under those conditions. When a house is burning as that one was, every second counts in 
terms of being able to save someone or not save someone.” The woman, who was in her 50s, was 
burned over more than 30 percent of her body. The woman’s daughter, who was in her 20s, 
managed to get out of the house, but she suffered from smoke inhalation. Both women were 
taken to a hospital. 
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How Do I Review Papers?  
 

What is a coach?  
 
A coach is someone who reviews your document, but who CANNOT force you to make changes 
to it. Your classmates are coaches. 
 
What is a gatekeeper?  
 
A gatekeeper is someone who reviews your document, and who CAN force you to make changes 
to it. For example, a lawyer can be a gatekeeper. If your company is suing another  
company, a lawyer for your company may review a letter you are planning to send to the other 
company. The lawyer may force you to revise the letter before you send it. 
 
What is an advantage of a review? 
 
Reviewers don’t know what you meant to write, so they read what you did write. When you 
write something, you know what you meant to write, so sometimes when you check your paper, 
you see what you meant to write, not what you did write. For example, I once wrote an anecdote 
in which a kind woman gave a homeless man “a plate of fried children.” And a cookbook once 
included as an ingredient “freshly ground black people.” Of course, the references were to fried 
chicken and black pepper. Usually, requesting reviews has benefits even when they aren’t 
required, so you should have both academic and on-the-job writing reviewed when that will 
benefit you. Constructive criticism helps the reader. The reviewer points out what the writer is 
doing correctly as well as points out how the writer can strengthen weak parts. 
 

Advice for Reviews  
 
In the Peer Reviews for this course, you will bring a draft of your communication, as will all 
other students. During class, you will exchange drafts and review them, making comments and 
suggestions about how to improve the draft. 
 
Both the reviewer and the writer should do these things: 
 
1. Discuss the purpose of the communication. 
 
•  Find out the purpose of the communication. Who is its audience? Why did the writer create it? 
•  For example, the reader of a Resume and Job-Application Letter is interested in learning about 
the skills of the prospective employee. Do the Resume and Job-Application Letter succeed in 
communicating that the prospective employee has the skills the employer is looking for? 
 
2. Discuss the purpose of the review. 
 
•  Find out the purpose of the review. Does the writer want the reviewer to look at something in 
particular? For example, if the writer is happy with the communication’s content, the writer may 
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ask the reviewer to focus on proofreading. Or the writer may wish the reviewer to look at the 
content of a particular paragraph. 
 
The writer should do these things: 
 
1. Bring a good draft—not a zero draft—to the review. 
 
•  A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a document. Zero drafts receive zero credit. Bring full drafts to 
the peer reviews. I don’t want the time of the peer reviewers wasted.  
•  Bring at least two copies of a typed, carefully proofread draft to conferences and to peer 
review sessions. 
•  Proofread your drafts before having them reviewed. 
 
2. Encourage the reviewer to carefully read your document and make criticisms and 
comments. 
 
•  If the only thing the reviewer does is glance at your document and say, “It looks great,” 
when actually it has glaring errors, you are not getting the help you need. 
•  The reviewer may not be able to explain what is wrong with a paper, but it may be useful 
to know that the reviewer thinks that something is wrong in a certain section. You may be 
look to look at the section and know what is wrong.  
 
3. Listen carefully to all suggestions, and don’t be defensive.  
 
•  If you are defensive, the person reviewing your draft may not make the next suggestion, 
which could be very helpful. 
 
The reviewer should do these things: 
 
1. Read and re-read each word of the other person’s document carefully—and look both 
for errors and for some things to praise. 
 
•  Read the draft more than once, carefully looking for errors each time so you can help the 
writer. 
•  You must do this in order to come up with good suggestions for improving the 
communication. 
 
2. Rank in order of importance the revisions you suggest. 
 
•  Talk about the most important things first in case you run out of time. 
•  Ranking in order of importance the revisions you suggest helps the writer decide which 
revisions will bring about the greatest amount of improvement in the least amount of time. 
•  Correcting misspellings and obvious grammatical and punctuation errors is always important. 
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3. Begin with praise (if you can), then make suggestions about improvements. 
 
•  Begin your comments with praise. “Start with, ‘I think it’s a masterpiece!’ then tell me what 
you think could be changed.”—Tom Robbins. 
•  For example, you may be able to say that the writer of a Job-Application Letter did a good job 
explaining how his or her education is relevant to the job the writer is seeking, and now the 
writer needs to do a better job explaining how his or her work experience is relevant to the job 
the writer is seeking. 
 
Both the reviewer and the writer should do these things: 
 
1. Discuss the suggestions. 
 
•  For example, if the reviewer suggests that the writer add some particular content and the 
writer doesn’t know why the reviewer is recommending that, the writer should ask, “Why do 
you think I should add this content?” 
•  For example, the reviewer can say, “I think that you should add this content because ….” 
 
2. If you have time, get and/or do more than one review. 
 
•  More than one pair of eyes can be very helpful in finding errors in your paper. 
 
Advice for Reviews 
 
•  Bring a full draft to peer review sessions and to conferences. If your draft is seriously 
 incomplete, the reviewer can’t make helpful criticisms. 
•  Bring a draft that you have proofread to peer review sessions and to conferences. If your draft 
 is sloppy, the reviewer will be distracted from other important considerations. Also, if the 
 reviewer simply identifies errors that you already know are errors, you are wasting your time 
 and the reviewer’s time. 
•  Bring two or more copies of your draft to class and to conferences. The reviewer can read
 (and perhaps mark) one copy; you can mark the second copy as the reviewer makes  
 comments. (Or you can give a clean copy to a second reviewer.) 
•  Take reviewing seriously. If all you do is glance at a draft and say it looks good, you aren’t 
 helping the reader, and you aren’t learning the job skill of reviewing.  
•  Get more than one review (several if you have time). Also, get reviews outside of class. 
 

Funny Dangling Modifiers 
 
Hanging on the wall, the art critic really liked the portrait. 
 
Baking in the oven, the mother and daughters waited for the cookies to brown. 
 
The woman walked the dog in a black dress and fishnet stockings. 
 
Covered in ketchup, George enjoyed the hamburger. 
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Class 8: Resume, References, Job-Application Letter 
Project: Peer Review 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects you to do these things: 
 
• Bring two copies of a complete, carefully proofread draft to the peer review.  
• Actively read the other person’s draft and seriously look for errors that the writer can correct. 
• Tell the writer something that he or she has done well. 
• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 
• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 
• Try to get at least two peer reviews. 
• If you have time after getting the peer reviews, look over and evaluate your papers. 
• Don’t ask the teacher, “Can we leave now?” 
 

Ethics 
 
An Ethics Question: Is It Ethical to Exaggerate on Resumes? 
 
• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 
 

Proofreading Tips 
 
The most important tip is to write your draft far enough in advance that you have time to 
proofread it. When you write a paper the day before it is due, all you can do (usually) is to read 
the paper over quickly to catch the biggest, most obvious errors. This is better than nothing, but it 
is best to write the paper early so that you can proofread it several times over more than one day. 
Another tip is to read a paper out loud if it is short and if you won’t bother anybody. In addition, 
it helps to have someone help you proofread your paper, as another person will come to your 
paper fresh.  
 
You can also use the FIND command of your word processing program to check such words as 
“you” and “your” to make sure that you are not writing “you” when you should be writing 
“your.” 
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What Do I Have to Do for the Peer Review? 
 
Is it Possible for You To List Specific Skills in Your Resume? 
 
For example, if you are applying for a job in a laboratory, you could list specific laboratory skills 
that you possess. Or if you are applying for a job in a professional music studio, you could list 
specific music-editing equipment that you can operate and specific music-editing computer 
programs that you can use. If it is relevant for you to list specific skills, have you done so? 
 
A Note on Job Objectives 
 
Job objectives are very important especially when you are looking for a job at a large 
organization with a Personnel Department—the people in Personnel will want to know 
immediately which job you are applying for. However, occasionally you may feel that you don’t 
need a job objective when you apply for a job at a certain organization. In that case, you may 
hand in a Resume without a job objective AS LONG AS YOU WRITE AND HAND IN A JOB 
OBJECTIVE ON A SEPARATE SHEET OF PAPER—I want you to show me that you can 
write a good job objective. Of course, your job objective will be graded as part of your Resume 
grade. 
 
A Note on Time 
 
You may need to state explicitly when you want a job or an internship. You may need to say that 
you want an internship over winter break or that you want an entry-level job starting this 
summer. It is a good idea to let the reader know the dates you are available to work and 
especially the date you can start working. 
 
A Note on Relevant Courses 
 
It is OK to list courses you are taking this quarter, although you have not yet completed the 
courses. Good courses to list include composition courses. 
 
Show, Don’t Tell 
 
Don’t simply list a bunch of nice-sounding terms such as “problem solver” and “critical thinker.” 
A list of such terms can make the reader think that you need to fill up space because you lack 
qualifications. You need to show that you are these things. For example, under your 
duties/responsibilities for a job, you can write something such as “Solved the problem of 
inadequate kitchen cleanup by writing a set of instructions to be used by the kitchen cleanup staff 
on the night shift.” 
 
A Note on Capitalization and Apostrophes—This note also applies mainly to Job-Application 
Letters; occasionally, a Resume will capitalize some things that are not capitalized in a letter. 



 

 

91 

 

 
The below are correct: 

dean’s list  
 (use “dean’s list” in a Job-Application Letter; “Dean’s List is OK for the Resume) 
Dean’s Scholarship 
grade point average 
bachelor’s degree 
master’s degree 
Bachelor of Science 
Bachelor of Health and Human Services 
School of Hearing, Speech, and Language Sciences 
College of Arts and Sciences 
Ohio University 
the university 
an university 
website or Web site 

 
A Note on Having a Separate List of References 
 
The contact information that appears at the top of your Resume and at the top of your List of 
References should be exactly the same. Simply copy the contact information in your Resume and 
paste it into your List of References. 
 
A Note on Templates 
 
Templates show a lack of originality and may reveal an unfamiliarity with computers. In 
addition, many Resume templates are poorly designed. Avoid templates when you write your 
Resume. Remember that you should show the prospective employer that you are capable of 
originality. 
 
What is a Peer Review? 
 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a Job-Application Letter. Zero drafts receive zero credit. Bring 
full drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a 
student who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want 
the time of the peer reviewers wasted. 
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What Do You Need to Bring to the Peer Review? 
 
•  Two typed copies of the second (or third) draft of your Resume. 
•  Two typed copies of the second (or third) draft of your List of References. 
•  Two typed copies of the second (or third) draft of your Job-Application Letter. 
•  An alert mind. 
•  If you have one, bring a copy of the job advertisement. 
 
Use the Checklists 
 
•  Use the checklists in the material for the previous class. 
 
Advice for Reviews 
 
•  Bring two or more copies of your draft to class and to conferences. The reviewer can read
 (and perhaps mark) one copy; you can mark another copy as the reviewer makes comments. 
•  Bring a full draft to peer review sessions and to conferences. If your draft is incomplete, the 
 reviewer can’t make helpful criticisms on all parts of your communication. 
•  Bring a draft that you have proofread to peer review sessions and to conferences. If your draft 

is sloppy, the reviewer will be distracted from other important considerations. 
•  Read the other person’s writing word for word. You won’t help the other person by simply 
 scanning his or her communication. 
•  Actively read the other person’s writing. Try to find as many mistakes as you can.  
•  Take reviewing seriously. If all you do is glance at a draft and say it looks good, you aren’t 
 helping the reader, and you aren’t learning the job skill of reviewing. Talk to the person whose 
 work you are reviewing and give that person good advice about revising his or her draft. 
•  Get more than one review (several if you have time). 
 

An Important Note 
 

• “If college graduates are more apt to get better first jobs, it is because established 
businesses and professions have grown accustomed to asking for degrees, which is also a 
convenient culling device. (The dot-com world has shown that such rules can profitably be 
broken, especially for first-rate programmers.) But a first job, while often important, is only a 
step in a career. According to all the evidence I have seen, promotions will soon be tied to 
performance, not on whether the candidate once took Anthropology 101.”—Andrew Hacker 
Source: <http://www.nybooks.com/articles/18995>. 
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The Most Important Things I Have Learned from Writing 
the Resume, References, and Job-Application Letter 

 
Note: In this section, “I” refers to you, the student. 
 
•   I learned the difference in the purposes of the Resume and Job-Application Letter: 
 Resume: Concentrates on persuading the reader that I would be good at the type of 
 job I want. 
  Letter: Concentrates on persuading the reader that I would make a positive contribution  
  to the particular organization to which I am applying. 
 
•  I learned to answer the questions of my reader. For example, the readers of a Resume, List of 

References, and Job-Application Letter will ask these questions:  
• How can I contact you? 
• Which job do you want? 
• How has your education prepared you for this job? 
• How has your work experience prepared you for this job? 
• How have your activities prepared you for this job? 
• How can I find out more information about your qualifications? 

 
•  I learned some techniques to use when checking a communication. (Checking is evaluation 

that the writer does of his or her own communication.) One technique is to check a 
communication more than once. The writer can check the format, content, and spelling, 
grammar, and punctuation. Another technique is for the writer to distance him- or herself 
from the communication. For example, after writing a communication, the writer may do a 
spelling check and proofread the communication, but the writer can also proofread the 
communication the next day, after some time has passed. Or the writer can read the draft out 
loud—this is a good way to find out where words are missing or are repeated. (In other 
words, this is a good way to find out where words are or are are repeated. Note: The mistakes 
in the previous sentence are intentional.) 

 
•  I learned some good techniques to use when reviewing. (Reviewing is evaluation that 

someone does of another person’s communication.) When I am the writer, I must be careful 
not to get defensive. I may disagree with the reviewer’s first comment, but the second 
comment may be very helpful. If I get defensive after the first comment, the reviewer may 
never make the second comment. When I am the reviewer, I should start with praise because 
the writer may feel overwhelmed if all I say is critical and because the writer needs to know 
what he or she is doing correctly. In addition, I must be generous with criticism. If all I do is 
glance at the communication and say it looks great (when it actually has glaring errors), I am 
not helping the writer. I will help the writer only if I point out the communication’s errors. 

 
•  I learned that I can revise my Resume, List of References, and Job-Application Letter after 

they are graded, but not for a higher grade. Revision is always a good idea, but my effort 
now needs to be devoted to the next assignment, which is the Problem-Solving Letter.  
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•  I learned how important it is to show I am skilled in my resume. This is especially important 
to show if I do not have relevant experience. I can show I am skilled in my Resume by 
writing one or more sections such as these: 

 
Special Fingerprint Analysis  Crime Scene Sketch 
Skills Bullet Striation Identification Crime Scene Grid  

 Interrogation Techniques Interview Techniques 
 Crime Scene Analysis  Photography 

 
Lab  Chromatography Methods  
Experience Gel Electrophoresis Methods 
 Separations Methods 
 Quantitative Methods 
 Nuclear Magnetic Resonance Analysis 
 Infrared Analysis 
 
Computer Matlab, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Literacy CAD, C++ 

 
Ethics: Is it ethical to exaggerate on Resumes? 

 
Let’s say that a student is writing a Resume, but is tempted to exaggerate on the Resume, doing 
such things as inflating job titles and taking sole credit for group accomplishments. Is such an 
action moral? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
The purpose of a Resume is to give your employer evidence that you are capable (you can do the 
job), responsible (you will do the job—no one needs to look over your shoulder every minute to 
make sure that you are working), and pleasant (you can get along with co-workers and clients). If 
you exaggerate or outright lie on your Resume, you may be able to get away with it—as long as 
other people don’t do the same thing. But if everyone exaggerates on their Resume, soon the 
employers will realize what is happening and they won’t believe your Resume. There is a 
contradiction here. The student forms the rule “I will exaggerate on my Resume so that I can 
have an advantage over other job applicants,” but if everyone does what the student is thinking 
of doing, then the student will be unable to get an advantage over other job applicants because 
the potential employers will not believe the student’s Resume. 
 
• Would you want done to you what you are thinking of doing to other people? 
 
If the student were an employer, would the student want potential employees to send him or her 
Resumes listing exaggerated credentials? Or would the student prefer to read honest Resumes? 
 
• What are the consequences of the action you are thinking about doing? 
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A possible consequence, of course, is that the student would get the job. It is also possible that 
the student will not be able to live up to the expectations created by the dishonest Resume. After 
all, a Resume can get the student a job, but competent job skills will result in keeping the job. I 
once had a student who took a course in writing computer programs. She did very poorly in the 
course, although a computer genius offered to give her and an acquaintance of hers the answer to 
the final. My student’s acquaintance took up the offer of the computer genius and received an A 
in the course, and she listed the course on her Resume although she had not learned computer 
programming. My student flunked the course the first time she took it, then she took it again and 
learned computer programming. Both my student and her acquaintance got jobs, but my 
student’s acquaintance was quickly fired because she didn’t know computer programming. 
Therefore, my student made a copy of her paycheck, wrote “Ha! Ha!” on it, and sent it to her 
acquaintance. 
 
Writing as Part of a Job Interview 
 
Writing is an important skill, and employers want to be sure that employees can write well. A 
Job-Application Letter can help tell them that, but of course a Job-Application Letter can be 
revised again and again. Some employers want their employees to be able to create an 
informative, persuasive, well-written memo quickly, so they will sit prospective employees 
in front of a computer during job interviews and ask them to write a memo on a topic the 
employer chooses. This way, the employer can evaluate the prospective employees’ true 
writing ability. 
 

Use a Colon to Direct Attention to a List  
 

• Wolfgang Amadeus Mozart once wrote an opera about the legendary lover Don Juan. His 
opera Don Giovanni includes an aria in which the lover’s conquests are enumerated: 91 in 
Turkey, 100 in France, 231 in Germany, 640 in Italy, 1,003 in Spain—in total, 2,065. However, 
since Don Giovanni’s number of successful seductions in his own opera is zero, this enumeration 
may be an exaggeration. 

• Dame Muriel Spark wrote such famous novels as The Prime of Miss Jean Brodie, but she 
occasionally suffered from poverty. During one lean period, she was supported financially by 
fellow novelist Graham Greene, but he made two conditions for his support: 1) She must never 
thank him, and 2) She must never pray for him. 

• Monty Hall grew up in an impoverished family. Although he was very intelligent, attending 
college did not seem to be an option for him until a man who was thought to be a playboy met 
him, was impressed by his intelligence, and wondered why he was delivering packages for a 
living. The playboy offered to pay his way through college on five conditions: “Number one, I 
want you to keep an A average. Number two, I want you to pay back every penny. Number three, 
I want you to report to me every month. Number four, I want you to do this for someone else 
some day. Number five, never tell anyone where you got the dough [money].” Mr. Hall 
graduated in 1945 from the University of Manitoba. 
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Class 9: Problem-Solving Letter Project:  
Assign the Project 

 
Due Today: Hand in Your Resume, References, and Job-Application Letter. 
 
Hand your communications in, using a 2-pocket folder. In the right pocket, place your final 
drafts of your Resume, References, and Job-Application Letter. In the left pocket, place your 
early drafts. On the upper right corner of your folder, write your name, course, and when the 
class meets. For example: Joe Student (9-11 a.m. MW). Write “final draft” on each final draft. 
(Note: Remember to include a Job Objective, either on the Resume or on a separate sheet of 
paper.) 
 

Problem-Solving: Strapless Gowns 
 

When Jerry Spinelli, author of the Newbery Medal-winning Maniac Magee, made plans to attend 
his ninth-grade prom, the girls were angry because they were not allowed to wear strapless 
gowns. They held a meeting with the principal, but they were still not allowed to wear strapless 
gowns. What can the girls do to wear strapless gowns at the prom even though the authorities say 
that they aren’t allowed to? More than one effective solution may exist. 

 
What Do I Have to Do for the Problem-Solving Letter Project? 

 
Teacher’s Expectations 
 
What are your teacher’s expectations for the problem-solving letter? 
• You will start writing this paper at least four days before the peer review. 
• You will spend at least five hours on this paper. 
• You will revise this paper at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on this paper during the peer review session. 
• You will get feedback on this paper from at least one other person outside of class. 
• You will proofread this paper at least three times. 
• You will run a spelling check on the final draft of this paper. 
 
Benefits of Writing The Problem-Solving Letter 
 
If you work hard on this assignment, you will learn some important persuasive techniques and 
you may be able to solve or help solve a problem that is important to you. In addition, if your 
letter turns out well and you mail it, you may be able to say in a job interview that you are a 
problem-solver—and back up the statement with the evidence that you solved a problem by 
writing this letter. (Don’t mention that you wrote the letter for a course you were taking.) In 
addition, you may be able to mention in your Resume and Job-Application Letter that you solved 
a particular problem, and you may be able to get a letter of recommendation because you solved 
a particular problem. 
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Assignment Information 
 
•  This is your chance to improve a part of the world. You will find a real problem that exists in 
the world, then you will come up with a solution and write a person with the power to solve the 
problem. Your letter will be focused on persuading the reader to accept your recommendation. 
To do so, you will present the benefits for the reader if the recommendation is implemented and 
the problem is solved, and you will anticipate and respond to objections that the reader is likely 
to raise. 
•  Obviously, you will use the letter format for your Problem-Solving Letter. Note: You will 
need to use a header listing the name of the reader, the page number, and the date on all pages 
after page one. 
•  Your letter will be between 500 to 1,000 words long (2-3 pages). Note: You must have at least 
two pages; you are allowed to have more than 3 pages (and more than 1,000 words). 
•  Your letter can be either solicited (someone has actually asked you to solve the problem) or 
unsolicited (no one has asked you to solve the problem). 
•  You must describe the problem in such a way that it is significant to the reader. (This is an 
important persuasive technique.) 
•  You must write about the benefits that will follow if your recommendation is implemented. 
(This is an important persuasive technique.) 
•  You must bring up at least one objection that the reader is likely to make, and you must rebut 
(that is, argue against) it. (This is an important persuasive technique.) 
• Excellent examples of Problem-Solving Letters appear in today’s reading and this Study 
Guide. 
 
Audience 
 
The readers of your Problem-Solving Letter will be a person at an organization that has a 
problem that you want to solve or help solve. It is up to you whether you actually mail this letter. 
 
Some Important Restrictions 
 
•  Your recommendation must concern a situation in which your letter can really bring about 
change. You must write a real person who has the power to solve the problem.  
•  Your recommendation must concern the way an organization operates, not just the way one or 
more individuals think or behave. However, you may write a landlord or landlady.  
•  Your recommendation may not involve a problem that would be decided in an essentially 
political manner. However, you may write a local politician about a local problem. 
• Don’t write a letter to me or about me. Also, don’t write your parents or your roommates. 
•  Do not plagiarize. If you quote word for word, use quotation marks and cite the source. If you 
paraphrase, cite the source.  
 
Sample Problem-Solving Letter Topics 
 
Letters Related to Work or Business.  
• You may write a letter describing a way to raise profits, reduce costs, improve safety, increase 
customer satisfaction, or raise morale at the business where you work.  
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• You may recommend that a business where you work upgrade its computer capabilities.  
• You may recommend ways to improve services at a coin-operated Laundromat. 
Note: If you write and mail a letter on this topic, you may have something impressive to talk 
about in a job interview. 
 
Letters Related to Student Organizations.  
• You may write a letter that recommends a detailed strategy for increasing attendance at the 
meetings of a club you belong to.  
• You may recommend that an organization sponsor a few social activities so that its members 
may get to know each other better. 
 
Letters Related to Ohio University or Other Schools.  
• You may write a letter that makes a recommendation that will solve a problem at Ohio 
University or your old high school. 
• You may make a recommendation that OU plant some trees along the bike path. (The Army 
Corps of Engineers moved the river years ago. It won’t allow trees to be planted on the 
riverbank, but I don’t see why trees can’t be planted along the side of the bike path that is away 
from the river.) 
• You may write about upgrading a computer lab with new equipment or programs.  
• You may write President Roderick J. McDavis about adding more bicycle racks on the campus.  
• You may write about adding more lights in unsafe areas of campus.  
• You may write about improving the curriculum. 
 
Letters Related to the Environment.  
• You may write a letter recommending that an organization recycle its aluminum cans. 
 
Letters Related to Housing.  
• You may write your landlord or landlady recommending that some much-needed repairs be 
made to your apartment or house. If you do this and you live in Athens, feel free to cite the 
Athens City Code, which is available online through Alice. If you are good at making home 
repairs, you may offer to do the work if the landlord will buy the materials. (If you offer to paint 
the apartment if the landlord buys the paint, you may wish to say that you will go with the 
landlord to pick the color—you don’t want to be stuck with a ugly green that resembles pea-soup 
vomit.)  
• Students often throw away good, usable items when they move. To help solve this problem, 
you may want to recommend that a big apartment building put a “free” table in its lounge. When 
students don’t want a good, usable item, they can put it on the free table and another student can 
take it and use it. 
 
Fund-Raising Letters.  
Note: As in all other letters, avoid plagiarism if you write a fund-raising letter. If you are quoting 
word for word from literature prepared by the organization, give credit to the source. 
• You may write a letter asking a business to buy an ad or make a donation.  
Note: At the end of a fund-raising letter, you will have to—among other things—tell the readers 
what to do next. For example, you may tell the readers that you will visit or call next week to see 
if the readers are willing to buy an ad or make a donation. This will let the readers know that 
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they should get ready for your visit or call. Or you may want to tell the readers that if they are 
willing to buy an ad or make a donation, then they should call a certain telephone number. 
 
Letters to a Bank or Credit Card Company.  
• You may write a letter about an unjust late fee you are being charged or about a mysterious fee 
you are being charged or about some other problem. Some of my students have been refunded 
late fees after writing and mailing a letter about this problem. 
 
Letters About WWW Pages.  
• You may write a letter offering to help a worthy organization by creating a WWW page for a 
club or a church or some other non-profit organization. 
 
Unacceptable Topics 
 
No Letters About Parking in Athens and at Ohio University. Athens and OU have huge reports 
already written about the parking problem. 
 
No Letters About Politics. You can’t write a letter to a Senator about terrorism. However, you 
can write a letter to an airport or business suggesting ways to make the facility more secure. You 
may also write the city mayor about the huge potholes on your street. 
 
One Effective Organization of a Problem-Solving Letter 
 
•  Introduction.  
Identify yourself, and build common ground with the reader. The common ground you build 
should relate to the problem you are trying to solve. (Common ground is something you have in 
common with the reader.) 
 
•  Transition.  
Make a smooth transition to the next part of your letter (you may wish to use the transition word 
“however”). You will have to decide whether to follow a direct pattern of organization (make 
your recommendation early) or an indirect pattern of organization (hold your recommendation 
until later in your paper—after you have described the problem). 
 
•  Problem. (This assumes that you will use an indirect pattern of organization.)  
Present the problem in such a way that makes it significant for the reader—but be careful not to 
offend or to antagonize the reader. 
 
•  Recommendation.  
Present the recommendation in such a way that the reader realizes that your recommendation will 
solve the problem—at least in part. Make sure that the recommendation will solve or help solve 
the problem. 
 
•  Objection(s).  
Show that you understand the objection(s) that the reader is likely to raise against your 
recommendation. 
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•  Rebuttal of Objection(s).  
Rebut each objection. Show that the objections are not as serious as the reader thinks. 
 
•  Benefits.  
Point out the benefits for the reader (or the reader’s organization) if he or she accepts your 
recommendation. 
 
•  Conclusion.  
Conclude the letter in a way that reaffirms common ground between the reader and the writer. 
Give your telephone number in case the reader wishes to call you to ask for more information. 
 
Note: You will need to have ALL of the above sections in your Problem-Solving Letter. 
However, you can vary the structure as needed for your particular topic. For example, you can 
write about several problems and make several recommendations. In some cases (as when 
someone has asked you to solve a problem), you may decide to state the recommendation in the 
first paragraph of your letter. 
 
Another Effective Organization of a Problem-Solving Letter 
 
•  Introduction.  

Identify yourself, and build common ground with the reader. The common ground you 
build should relate to the problem you are trying to solve. (Common ground is something 
you have in common with the reader.) 

 
•  Transition.  

Make a smooth transition to the next part of your letter (you may wish to use the 
transition word “however”). You will have to decide whether to follow a direct pattern of 
organization (make your recommendation early) or an indirect pattern of organization 
(hold your recommendation until later in your paper—after you have described the 
problem). 

 
•  Problem No. 1.  

(This assumes that you will use an indirect pattern of organization.) Present the problem 
in such a way that makes it significant for the reader—but be careful not to offend or to 
antagonize the reader. 

 
•  Recommendation No. 1.  

Present the recommendation in such a way that the reader realizes that your 
recommendation will solve the problem—at least in part.  

 
•  Objection(s) to Recommendation No. 1.  

Show that you understand the objection(s) that the reader is likely to raise against your 
recommendation. 
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•  Rebuttal of Objection(s) to Recommendation No. 1.  
Rebut each objection. Show that the objections are not as serious as the reader thinks. 

 
•  Benefits of Recommendation No. 1.  

Point out the benefits for the reader if he or she accepts your recommendation. 
 
•  Problem No. 2. (Include a transition to the second problem.)  

Present the problem in such a way that makes it significant for the reader—but be careful 
not to offend or to antagonize the reader. 

 
•  Recommendation No. 2.  

Present the recommendation in such a way that the reader realizes that following your 
recommendation will solve the problem—at least in part.  

 
•  Objection(s) to Recommendation No. 2.  

Show that you understand the objection(s) that the reader is likely to raise against your 
recommendation. 

 
•  Rebuttal of Objection(s) to Recommendation No. 2.  

Respond persuasively to each objection. 
 
•  Benefits of Recommendation No. 2.  

Point out the benefits for the reader if he or she accepts your recommendation. 
 
•  Conclusion.  

Conclude the letter in a way that reaffirms common ground between the reader and the 
writer. Give your telephone number in case the reader wishes to call you to ask for more 
information. 

 
Advice for Problem-Solving Letters: Important Persuasive Techniques 

 
1.  Describe the problem in a way that makes it significant to your readers.  
 
 The problem is probably a problem for you, but show that it is also a problem for the reader. 

G.K. Chesterton once said, “It isn’t that they can’t see the solution. It is that they can’t see 
the problem.” By making the problem significant to the reader, you will help the reader to see 
the problem. 

 
2.  Give yourself an effective role.  
 
 Present yourself as a problem-solver and as someone who wishes to help the reader achieve 

his or her goals. 
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3.  Make yourself credible.  
 
 Establish your credibility by mentioning your experience, if relevant, or by mentioning your 

education, if relevant. Mention any special qualifications you have to solve the problem. For 
example, if you have worked at the company that has the problem, you have credibility 
because of your experience. Some of the courses in your major at Ohio University may give 
you good ideas for solving a problem; if so, mention that you are studying this major at Ohio 
University. 

 
4.  Anticipate and respond to objections.  
 
 This means to think about the reader’s objections to what you recommend, then to show that 

the objections are not as significant as the reader thinks. 
 
5.  Emphasize the benefits for the reader of solving the problem. 
 
 Chances are, you will benefit if the reader solves the problem; however, the reader is more 

likely to solve the problem if the reader will benefit. 
 
6.  Don’t rip the reader apart.  
 
 This assignment is not about ripping your reader apart; it is a persuasive letter recommending 

ways to solve a problem. If you insult your reader, your recommendation won’t be accepted. 
Be professional. 

 
7. Be sure that you can do everything you promise.  
 
 If you say that you and your roommates will build a deck if the landlord gives you the 

materials, be sure that you and your roommates can and will build the deck if the landlord 
gives you the materials.  

  
 

“How Much Does He Need?” 
 

Long ago, Rabbi Abraham J. Twerski decided to go to medical school despite having a wife 
and two children (and a third child on its way). He managed to pay the bills, including tuition, 
for a while, but in the middle of his third year, he was no longer able to do so. In addition, he was 
deep in debt. However, his wife called him and told him that comedian Danny Thomas had 
pledged $4,000 to help him finish medical school. Mr. Thomas had met with officials from 
Marquette University, and they had told him about a Rabbi who needed financial help to get 
through medical school. Mr. Thomas asked, “How much money does he need?” Hearing the 
answer—$4,000—he said, “Tell your Rabbi he’s got it.” Mr. Thomas is a Christian, but he 
generously helped a Jew. Rabbi Abraham says, “Who would think of a less likely combination: a 
Lebanese Christian and a Chassidic Rabbi?” 
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Homework #3 Assignment Due Class 11 
 
Hand in a typed 1-page memo (To: Your Teacher) about your Problem-Solving Letter. In the 
memo, tell me briefly 1) about the problem(s) you will write about, and 2) what you will 
recommend to solve the problem(s). In addition, tell me 3) the reader of your Problem-Solving 
Letter. Be sure to use the proper memo format. Be sure to proofread your memo. 
Do NOT give me a copy of your Problem-Solving Letter. 
 
Sample Memo 
 
To: David Bruce 
From: Alison Goodstudent (3-5 p.m. MW; ENG 308J; Homework #3) 
Re: Topic of Problem-Solving Letter 
Date: April 15, 2010 
 
For my problem-solving letter, I will be writing to my landlord: Supreme Rentals. My three 
roommates and I have lived in the house for almost a year, and some repairs need to be made: 
 

1. The upstairs shower leaks constantly, raising our water bill. 
 
2. The railing on the back porch is broken, creating a safety hazard. Someone who does 
not know that the railing is broken could lean on it, fall, and be injured. 
 
3. The roof leaks, causing damage to the kitchen ceiling. 
 

The owner of Supreme Rentals is Don Wilson, whom I can praise for having replaced our 
refrigerator when the old one broke and could not be repaired. He is a good guy, and I feel that 
he will accept my recommendations. 
 
 
Sample Problem-Solving Letter 
 
For an excellent example of a Problem-Solving Letter, see the next two pages. 
 

 

A Life-Saving Yell 

A timely yell can save a life. In February 2010, a man attempted to abduct a nine-year-old girl in 
Fayette County, Georgia. The man approached the girl and asked her to help him hunt for his 
dog. She told him no and started running for her home. He then grabbed her coat and knocked 
her down. A man who was in a nearby van saw what was happening and yelled at the man to let 
the girl go. Hearing this, the would-be abductor ran away. The van driver did not stay around to 
be thanked; he also left. 
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Charles Adams   
89 Mill St. 
Athens, OH 45701 
 
September 28, 2006 
 
Tom Cullen, President 
Johnson Metal Products, Inc. 
426 State St. 
Northbend, OH 45248 
 
Dear Tom, 
 
I want to start off by thanking you for the employment opportunity you gave me in the summer 
of 2002. As you know, it was so great an experience that I worked for Johnson for the next three 
summers and over a holiday break. I can honestly say that working at Johnson was one of the 
most valuable experiences of my life. While there, I learned all the trades of the metal fabricating 
business. However, I believe a few things could make Johnson an even better company.  
 
While I was employed at Johnson, one of my responsibilities was to load and unload shipments 
in the shipping yard. I have identified three problems related to this area: 
 

1) One problem the truck drivers always complained about was how hard it was to find 
Johnson. I know a sign is out front, but it is barely visible to a passing truck. Even if the 
driver did happen to see the sign, he or she would not know where the shipping yard is 
located. If the truck drivers cannot find the sign, then possible customers driving by also 
cannot find the sign.  

 
2) The second problem the drivers complained about is the erosion that is occurring on the 

hill near the back of the property. After it rains, mud and sand slide down onto the gravel 
driveway and make it hard for trucks to back onto the loading bay and turn around.  

 
3) The third and final problem is occasional vandals and neighborhood kids cutting through 

the back lot. If one of these kids were to be hurt on the back lot, the result could be a 
lawsuit against Johnson. 
 

The problem of a good sign could be solved relatively easily. Workers could make the frame and 
base for the sign in the shop. Johnson would not have to cut back on day-to-day production. A 
few workers in the shop could make the sign when business is slow for a week or a few days. 
Another added bonus is the stockpile of parts Johnson carries. If we simply use materials from 
the stockpile to assemble the sign, we would not have to buy materials. The only real cost would 
come from hiring a painter or designer to put the logo for Johnson on the sign along with 
“Shipping in Rear” in letters that would be clearly visible to the truck drivers. Once the new sign  
is put up, the secretary and the rest of the staff in the office would not have to constantly answer 
the truck drivers’ questions of “Is this the right place?” and “Where do I go to unload?” 
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Tom Cullen, President  -2-  September 28, 2006 
 
My second suggestion involves the installation of a retaining wall to stop the erosion into the 
shipping yard. This idea will cost the company more money than it will to install the sign, but it  
will fix an important problem. Recently, Johnson has added revenue from good sales, so now 
would be a good time to make these repairs. A retaining wall will also have a few advantages. 
First, the retaining wall will make more room for supplies and trailers in the shipping yard. 
Second, the additional space created by the retaining wall will allow trucks to get in and out  
more efficiently. Finally, of course, it will solve the problem of the mud and sand sliding down 
onto the gravel driveway. 
 
My final suggestion deals with the shipping yard being used as a shortcut by neighborhood 
children. A retaining wall will give us enough room to extend the security fence. After the 
addition of the retaining wall, we can extend the security fence to close off the entire shipping 
yard and the rear of the building. This will keep neighborhood children from cutting through the 
shipping yard. As you know, the night guards have had to run neighborhood children off 
Johnson’ property after the children have been caught climbing on trailers and other equipment. 
The security fence will keep vandals off Johnson’ property, and it will keep children from getting 
hurt on Johnson’ property. If Johnson is not careful, a child could get hurt on Johnson’ property, 
and a lawsuit could be brought against Johnson. Extending the security fence will eliminate any 
possibility of this. 
 
My suggestions will benefit Johnson in many ways. People driving by will be able to easily read 
a sign that may bring in new business and will enable truck drivers to find the loading dock more 
easily. Installing a retaining wall and extending the security fence around the back will definitely 
make the shipping safer. Keeping the neighborhood children off Johnson’ property decreases the 
chance of a child becoming injured and a lawsuit being filed against Johnson. 
 
Thank you for the wonderful and valuable opportunity you have given me as an employee at 
Johnson. I have learned many priceless skills that will help me in my future endeavors. In 
addition, thank you for taking time out of your day to consider some of my suggestions for 
making Johnson a better company.  
 
If you have any questions about my suggestions, I would love to talk to you. Feel free to call me 
anytime at (740) 555-3421. 
 
Sincerely, 
 
 
 
Charles Adams 
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Questions: 
 
1. Does the writer open his or her letter in a way that encourages openness to his or her letter? If 
so, how? 
 
 
 
2. What are the problems that the writer describes? Are they described well? 
 
 
 
 
3. Does the writer make the problems significant to the reader? If so, how? 
 
 
 
 
4. Which solutions does the writer recommend? Would they solve or help solve the problem? 
 
 
 
 
 
5. Which objections does the writer rebut? Has he or she done a good job of rebutting them? 
 
 
 
 
6. What are the benefits of accepting the writer’s recommendations?  
 
 
 
7. Is the writer’s conclusion professional? If so, how? 
 
 
 
8. Has the writer written a persuasive letter? If so, how? 
 
 
 
9. Has the writer shown professionalism in his or her business letter? If so, how? 
 
 
 
Note: These questions can be asked about all of the Problem-Solving Letters that appear in this document. 
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Class 10: Problem-Solving Letter Project: 
Setting Goals and Analyzing Audience 

 
Problem-Solving: Gifts 

 
Comedian Fanny Brice (Barbra Streisand played her in the movie Funny Girl) had a favorite 
friend from her Ziegfeld Follies days: a woman nicknamed Penny. Fanny continued in show 
business and made big bucks, but Penny got out of show business. Fanny enjoyed buying Penny 
gifts of expensive designer clothing, but she worried that Penny would feel bad about accepting 
the gifts of clothing when she saw the labels and realized how expensive the designer clothing 
was. What can Fanny do to make Penny think that the gifts of clothing are not expensive? More 
than one effective solution may exist. 

 
How Do I Set the Goals for and Analyze the Audience of a Communication? 

 
The Writing Process 
 
•  Setting Your Goals: Determining the goals of the communication. 
•  Planning: Figuring out how to write the communication so that it meets its goals, and  

doing research. 
•  Drafting: Creating the text and/or visual aids. 
•  Evaluating 

•  Checking: In checking, you do your own evaluating. 
•  Reviewing: In reviewing, you ask someone else to evaluate your draft. 
•  Testing: If you use a performance test to test a Set of Instructions, you give the 
 Instructions to the reader and have the reader perform the procedure while you 
 watch. This can help you figure out how to improve your Instructions. 

•  Revising: Rewriting the communication so that it can better meet its goals. (Note that
 revision must be followed by another evaluation.) 
 
Audience Analysis: Muzak 
 

“There are so many songs out there that if I listened to just one I’d never know whether it 
was Muzak or not,” [Dana] McKelvey, who is twenty-six years old, and has the kind of soft, 
persuasive voice that would sound good on late-night radio, told me. “But I could tell if I listened 
to the flow of a few. The key is consistency. How did those songs connect? What story did they 
tell? Why is this song after that song, and why is that one after that one? When we make a 
program, we pay a lot of attention to the way songs segue. It’s not like songs on the radio, or 
songs on a CD. Take Armani Exchange. Shoppers there are looking for clothes that are hip and 
chic and cool. They’re twenty-five to thirty-five years old, and they want something to wear to a 
party or a club, and as they shop they want to feel like they’re already there. So you make the 
store sound like the coolest bar in town. You think about that when you pick the songs, and you 
pay special attention to the sequencing, and then you cross-fade and beat-match and never break 
the momentum, because you want the program to sound like a d.j.’s mix.” She went on, “For 
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Ann Taylor, you do something completely different. The Ann Taylor woman is conservative, not 
edgy, and she really couldn’t care less about segues. She wants everything bright and positive 
and optimistic and uplifting, so you avoid offensive themes and lyrics, and you think about Sting 
and Celine Dion, and you leave a tiny space between the songs or gradually fade out and fade 
in.” 

 
Source: <http://www.newyorker.com/fact/content/articles/060410fa_fact>. 

 
More Audience Analysis: Muzak 
 

 A business’s background music is like an aural pheromone. It attracts some customers and 
repels others, and it gives pedestrians walking past the front door an immediate clue about 
whether they belong inside. A chain like J.C. Penney, whose huge customer base includes all 
ages and income levels, needs a program that will make everyone feel welcome, so its 
soundtrack contains familiar and relatively unassertive popular songs like “Kind and Generous,” 
by Natalie Merchant. The Hard Rock Hotel in Orlando, which appeals to a more narrowly 
focused audience, plays “Girls, Girls, Girls,” by Mötley Crüe, and cranks up the volume. 
(Imagine how teen-agers would perceive the jeans and t-shirts at Abercrombie & Fitch—not a 
Muzak client—if those stores played country-and-Western hits.) Audio architects have to keep 
all this in mind as they build their programs. They also have to be aware of certain broad truths 
about background music: bass solos are difficult to hear, extended electric-guitar solos annoy 
male sports-bar customers, drum solos annoy almost everyone, and Bob Dylan’s harmonica can 
make it hard for office workers to concentrate. Audio architects also have to screen lyrics 
carefully. They removed the INXS hit “Devil Inside” from many of the company’s playlists after 
a devout Christian complained, and they are ever vigilant for the word “funk,” which almost 
everyone mistakes for something else. 

 
Source: <http://www.newyorker.com/fact/content/articles/060410fa_fact>. 

 
Important Questions for Setting Goals And Analyzing Audience 

 
• What is the major goal of your document? 
 
Why are you writing the document? What do you hope to accomplish by writing your document?  
 
If you are writing a Problem-Solving Letter, the major goal you hope to achieve is that your 
recommendation is accepted and the problem is completely or partially solved.  
 
If you are writing a Set of Instructions, the major goal you hope to achieve is that the readers are 
able to perform the procedure you are writing about. 
 
If you are writing a Letter to the Editor to complain about a politician’s vote, the major goal you 
hope to achieve is that the readers will understand why you think the politician’s vote is bad. One 
way to do that is to present evidence for why the politician’s vote is bad. 
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If you are writing a Memo about a new policy, the major goal you hope to achieve is that the 
readers obey the new policy. 
 
If you are writing an Employee Manual, the major goal you hope to achieve is that the readers 
will understand the policies and procedures of the company and that they will obey the policies 
and correctly perform the procedures. 
 
• Who will read your document, including those to whom it is not addressed? 
 
Sometimes people will read your document although it is not addressed to them. E.g., lawyers 
may read your document. 
 
Future Readers: They will read the communication in the future. If you think a communication 
will be read in the future, you may want to include background information that will make the 
communication intelligible to future readers. (You are a future reader of your diary, so be sure to 
include enough information that 20 years from now, you will remember the people and events 
you write about now.) 
 
Complex Audiences: For example, a complex audience can include people on all levels of the 
hierarchy: higher than you, on the same level as you, and lower than you. 
 
Remember that documents can appear in a court of law. 
 
• What are the roles of your target readers? 
 
Major roles include being decision-makers, advisors, and implementers. 
 
Decision-Makers: They make decisions. 
Advisers: They advise the decision-makers. 
Implementers: They follow orders. 
 
When you write a Resume and a Job-Application Letter, you are writing for decision-makers. 
They will decide whether to interview you. 
 
When you write a Problem-Solving Letter, you are writing for decision-makers. They must 
decide whether to solve the problem and whether to accept your recommendation.  
 
When you write a Set of Instructions, you are writing for implementers. They will follow the 
step-by-step directions you write.  
 
When you write an Employee Manual, you are writing for implementers. They will obey the 
policies and follow the step-by-step directions you write. 
 
• What are some other characteristics of your readers? 
 
Are they familiar with your topic?  
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Topics may include company inventory levels, a safety problem on the first floor, employee 
morale on the night shift, problems with computer software, etc. If your reader is unfamiliar with 
your topic, you will need to provide background information. 
 
Are they familiar with the specialized knowledge that you have? 
 
You will need to define or explain specialized terms that the reader does not know. This also 
includes other specialized knowledge that you have but the readers do not, such as computer 
knowledge. 
 
What is their relationship with you? 
 
 You will write to a boss differently from the way you would write to a subordinate. 
 
• How do you want to change your readers’ attitudes? 
 
In your next communication, how will you want to change your readers’ attitudes? You will 
always want the reader to think you are competent. Ways to do that include proofreading 
carefully, answering the readers’ questions, and providing evidence as needed. 
 
In your Resume and Job-Application Letter, you attempt to persuade the readers that you are 
capable, responsible, and pleasant. 
 
In your Problem-Solving Letter, you may need to persuade the reader that a problem that is 
significant to them exists. In addition, you need to persuade the reader that your recommendation 
will solve or help solve the problem. 
 
In your Set of Instructions, you may need to persuade the readers to follow your Instructions 
instead of trying to figure out everything on their own. One way to do that is to list the benefits 
of reading the Set of Instructions. 
 
• What are the important questions your readers will want you to answer? 
 
Once you know the readers’ important questions, be sure to answer them in your communication. 
 
For example, if you are announcing a new company policy, employees will want to know when 
the new policy goes into effect. 
 
• What is the context in which your readers will read your document? 
 
A landlord who recently wrote a large check to the Internal Revenue Service will probably not 
want to spend a lot of money on repairs. 
 
Advice: Ask others to help you understand your readers and the context in which they will read. 
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You may want to ask others for assistance. For example, the readers themselves can tell you 
what they need in a certain report. If you can’t talk to the readers, you may be able to talk to 
someone who has written this kind of report for those readers in the past, or you may be able to 
talk to someone who knows the readers well and knows what the readers will want in the 
communication. 
 
• How will your readers use the information you provide? 
 
If you ask the readers to do several things for you, you can help the readers by putting the tasks 
in a checklist. That way, the readers can check off each task as it is completed. 
 
If the readers need to compare two things, such as an electric and a propane forklift, the 
alternating pattern helps the reader most. If the readers need to look up information about one 
thing only, then the divided pattern helps the readers most. 
 
Divided pattern: Write about the electric forklift first, then write about the propane forklift. 
 
Alternating pattern: Alternate between descriptions of the forklifts, according to criteria such as 
cost, safety, warranties, etc. 
 
• Who are the stakeholders? 
 
Stakeholders are people who will be affected by the document—they will gain or lose because of 
what you write. Of course, the readers are stakeholders, but often people who are not your 
readers will have a stake in what you write. For example, if you have the responsibility of 
recommending a pesticide for your company to use, and you discover that two pesticides are 
equally cost effective, but that one is better for the environment, you should consider all the 
people who will be affected by your recommendation (including unborn generations) and 
recommend the pesticide that is better for the environment. 
 
Identifying all the stakeholders can be difficult. 
 
• Is your document ethical? 
 
Consider the effect of your document on the stakeholders. Will it affect them positively or 
negatively? 
 
An excellent way to get the answer to this question is to talk directly to the stakeholders, if 
possible. For example, the Department of Transportation will hold public meetings to discuss the 
possible route a new road will take. Citizens show up at the public meetings to support or oppose 
the new route. 
 
Consider the consequences of the communication. Will the consequences be good or bad? 
 
Consider the legality and morality of the communication. Is it breaking any legal or ethical rules? 
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• Is your document legal? 
 
What is legal and what is ethical are not necessarily the same. For example, at one time in the 
United States slavery was legal in several states. Still, ordinarily we want to do what is legal, 
especially in the case of just laws. If you ever do anything illegal, you should have a good reason 
for it. For example, abolitionists opposed slavery and many abolitionists helped slavers to escape 
to freedom. 
 
• Do any special circumstances or preferences need to be considered?  
 
For example, is morale low recently because of a lack of profit sharing?  
 
Some readers prefer a formal writing style, while other readers prefer an informal writing style. 
Some readers prefer short words to long words, etc. Some readers (such as your teacher) dislike 
the word “utilize.” They prefer the word “use.” 
 

Problem-Solving 
 
• When he was a child, John W. Mauchly liked to read in bed at night, but his mother wanted 

him to get his sleep, so she sometimes checked to make sure that his light was out. Therefore, he 
invented a special lamp to solve this problem. When his mother came up the stairs to check on 
him, the lamp automatically went out. When she went down the stairs after checking up on him, 
the lamp automatically came on again. As an adult, Mr. Mauchly became one of the co-designers 
of the ENIAC and UNIVAC computers. 

• Buddy and Vilma Ebsen were a famous brother-and-sister dance team during the 1930s. 
They danced to arrangements by Glenn Miller, who put a lot of brass into the arrangements. 
Sometimes, the brass players in small towns would object to playing the arrangements, so Buddy 
would ask his sister, “Would you go give them your brass-section smile?” 

• Comedian Joe E. Brown’s household was filled with milk drinkers—they drank 17 quarts a 
day. Because so many milk drinkers were in the family, there often wasn’t any left for Mr. 
Brown to have a glass late at night after returning home from work. His wife solved the problem 
by putting the sign “POISON—DON’T DRINK” on one bottle each day. 

• When African-American comedian Chris Rock joined the cast of Saturday Night Live, he 
noticed that when he wore such clothing as jeans and a T-shirt or sweats, the security guards 
would often ask him to show his ID. To solve that problem, Mr. Rock started dressing up in suits 
whenever he was around the set of Saturday Night Live. 

• Carl Reiner, creator, writer, and producer of The Dick Van Dyke Show, sometimes wanted 
an extra 15 seconds to save a good joke when an episode was a little too long. He once saved a 
good joke by going through an episode and cutting a single frame from each scene. 

 
Exercise 

 
Fill out the following worksheet for your Problem-Solving Letter. 
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Worksheet: Setting Goals, Analyzing Audience, and Thinking Ethically 
 
Topic, Purpose, and Final Result  
 
What are you writing? What is the communication’s topic? 
 
 
 
 
Why are you writing the communication (other than it’s a course requirement)? What is the 
communication’s purpose? 
 
 
 
 
What outcome (final result) do you desire? After the target audience reads the communication, 
what do you want to happen? 
 
 
 
 
Target Audience and Other Readers 
 
Who are your primary readers? Who is your target audience? 
 
 
 
 
What is your readers’ relationship to you? Do your readers know you? 
 
 
 
 
What are your readers’ job titles and responsibilities? Are your readers decision makers, 
advisors, or implementers? 
 
 
 
 
Who else might read your communication? Sometimes, people who are not in your target 
audience will read what you wrote. 
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How familiar are your readers with your subject? Do you need to provide any background 
information?  
 
 
 
 
 
How familiar are your readers with your specialty—knowledge you learned in your major? Will 
your readers be familiar with the words and concepts you use? 
 
 
 
 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
What events and circumstances influence the way you should write? For example, knowing that 
the reader has just written a large check to the IRS may make it difficult to persuade the reader to 
spend money. 
 
 
 
 
 
How will your readers use the information you provide? For example, if you are writing a Set of 
Instructions, you will want to use numbered steps and you will want to be sure that your Set of 
Instructions can lie flat (don’t use a binding that forces the reader to close the Sets of Instructions 
when not actually reading them) because readers will read a step, then perform the step, and then 
find and read the next step. 
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Readers’ Questions 
 
What are the important questions your readers will want you to answer in the communication? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
 

 

 
 
• Are there any other ethical considerations that you should take into account? (For example, 
effect on the environment? Effect on future generations? Does the action you are considering 
doing involve breaking any ethical rules that are important to you? Are your persuasive strategies 
ethical?) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? (For example, you will provide answers for all the readers’ important 
questions that you listed earlier, but are there any other questions you should answer?) What 
informative points do you need to make? How can you make it easy for the readers to use the 
information you provide? (For example, using headings makes it easy to find information.) Make 
notes about anything else you have learned from filling out this worksheet. (For example, how 
long should the communication be? Should the tone be formal or informal?) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 

 
Note: This Worksheet is based on the work of Paul Anderson, author of Technical Communication. 
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Amanda N. Jones 
350 Hunting Road 
Brecksville, OH 44444 
January 29, 2008 
 
Mr. Eddie Smith, Owner 
Eddie’s Creekside Restaurant 
8803 Brecksville Road 
Brecksville, OH 44444 
 
Dear Mr. Smith: 
 
As you know, I worked at your restaurant during my last three years of high school and over my winter 
break. I just want to start by thanking you for giving me such a positive work experience. From working 
at your restaurant for so long, I have developed many different friendships and responsible social and 
work skills that have helped me grow over the years. I enjoyed coming to work because your business 
was run so well. Because I have worked for you for so long, I feel I can give you my opinion about some 
issues that came up while I was there. These suggestions may help please your employees and customers, 
and they may improve the overall structure of your business.  
 
In my opinion, the biggest problem that occurred over the years was closing and opening the restaurant. 
When I first started working as a hostess, a lot of the servers would leave it up to the hostesses to do their 
closing work for them. The servers would not roll the correct amount of silverware, leaving the hostesses 
to have to do it for them when the restaurant was mobbed. This caused a lot of chaos and left the 
hostesses focusing on things other than the customers waiting to be seated. When I started serving, I 
found that some of the servers would just leave when their shift was up. Occasionally the servers would 
not wrap the line in the kitchen while others did not clean up the back servers’ station properly. This left it 
up to the closing servers, using more work and more time. I believe that we can solve these problems.  
 
First, you can have more than two servers come in and open the restaurant. If four servers come in an 
hour before the restaurant opens, it will ensure that all the jobs are done correctly before the customers 
arrive. A list can be made for each server who arrives in the morning to guarantee all duties are done. The 
list can then be signed by the employee and checked by the manager to make sure all the jobs have been 
done correctly. As for closing, you can have a manager walk around to make sure that each employee did 
their fair share in closing work before allowing them to leave. Again, another list can be prepared for each 
server with duties to complete before they leave to ensure everything is done properly. This will help 
satisfy each employee because all of the jobs will be distributed evenly and will avoid craziness during 
restaurant hours. I have enclosed sample to-do lists that can be handed out to each employee when they 
arrive. 
 
My next proposal to increase the efficiency of the restaurant would be to hand out monthly surveys to the 
customers. By doing this, you would be allowing the customers to give their input on how they think the 
restaurant is being run. For example, I have had numerous customers tell me that the blueberry pancakes 
should be permanently placed on the menu. If you were to hand out a monthly survey, you would be able 
to see what the customers like and dislike. I think the best way to get the surveys to the customers would 
be to place them in the book with their check. I have enclosed a sample survey to give you an idea of 
what to ask customers. This will improve the way customers view your business. If they know you are 
making changes because of their suggestions, they will feel that you are running your business to please 
the customers. The patrons may also give a suggestion about the service, allowing you to know how your  
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Eddie Smith, Owner -2- January 29, 2008 
 
employees are doing. If someone writes they did not feel they had good service, then you can talk with 
that employee to see what was going on. If you hand out the survey at the end of every month, you can 
then arrange to have monthly meetings giving your employees the heads up on how they are doing. A 
monthly meeting would also be a good idea because it will allow your employees to express their 
thoughts on how they feel things are going. This will help keep all your employees on the same page and 
keep the business running smoothly. 
 
My last suggestion is to keep watch to see how each of your employees is doing. If they are getting many 
positive comments on their service, they should be rewarded in some way. I am saying this because I 
worked there for over three years and was never given a raise. I had many different customers 
compliment my work to the managers, but I was never rewarded. I believe it should not be up to the 
employees to ask for a raise, but it should be given upon good work. I enjoyed my job, which was why it 
did not really bother me, but as I look back, I feel bad. I think that the best way to solve this problem 
would be to give a raise to employees every six months if they are doing a good job. By doing this, you 
are being fair to all your employees. 
 
My suggestions will help benefit Eddie’s Creekside in many ways. Making a list of opening and closing 
duties will help the restaurant run more efficiently at the beginning and end of the day. This is going to 
ensure that everything is done by the time the restaurant opens. By handing out monthly surveys, you are 
able to see how your customers think you are doing. If you are getting a lot of suggestions to change 
something about your menu, then it would be beneficial to your business to do so. Lastly, if you give your 
employees a raise every six months or so, you will be pleasing your staff and giving them motivation to 
do their job properly. This will also help keep fairness throughout your business so that everyone feels as 
though they are being treated the same.  
 
Thank you for giving me such a positive work experience over the years. I have learned the value of 
responsibility and gained many communication skills that I will use in my future accomplishments. It is 
still always a pleasure to come into the restaurant for breakfast on Sunday mornings to see all of the 
regular customers. In closing, I would like to thank you for taking the time to consider some of my 
suggestions about making Eddie’s Creekside a better company.  
 
If you have any questions about my propositions or would like to meet and further discuss my 
suggestions, feel free to call me anytime at (440) 499-9999.  
 
Sincerely, 
 
 
 
Amanda N. Jones 
 
Enclosure: Sample to-do list for opening and closing shifts, sample survey
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Opening Shift 
____ Turn lights and radio on 

____ Start coffee and make iced tea 

____ Unwrap the line in the kitchen 

____ Put the dressing in ice 

____ Check the stock 

____ Put jelly, cream, and sugar caddies on tables 

____ Put silverware on each table of section 

____ Cut up lemons and limes 

____ Write out daily specials on board 

Server______________________________ Manager____________________________ 

 

Closing Shift 
____ Wrap, change, and refill line 

____ Check jelly, cream, and sugar caddies 

____ Wipe down all tables and booths in section 

____ Clean back server’s station 

____ Dump iced tea 

____ Change and refill dressing and wrap 

____ Wash trays 

____ Turn off lights and music 

____ Bleach the sinks 

Server______________________________ Manager____________________________ 

 
Sample Survey: Please leave survey with server or leave at hostess stand. Thank you! 
 
1. What would you like to see changed in the restaurant? 
 
 
2. Is there anything you would like permanently on our menu? 
 
 
3. How do you feel your service was today? 
 
 
4. Any other suggestions? 
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Class 11: Problem-Solving Letter Project: 
Planning Persuasive Strategies 

 
Problem-Solving: Hunting 

 
Occasionally, farmers run into a problem during hunting season: Hunters mistake the farmers’ 
cows for deer, and they shoot them. How can farmers solve this problem? Come to class (on 
time) and find out. 
 
Homework #3 Due Today: Hand in a typed 1-page memo telling me the reader of your 
Problem-Solving Letter. Also, tell me briefly about the problem(s) and what you will 
recommend to solve the problem(s). Proofread carefully. Do NOT give me a copy of your 
Problem-Solving Letter. 
 
Problem-Solving Memo 
 
Today, you will hand in a typed 1-page memo (To: David Bruce) about your Problem-Solving 
Letter. In the memo, tell me briefly 1) about the problem(s) you will write about, and 2) what 
you will recommend to solve the problem(s). In addition, tell me 3) the reader of your Problem-
Solving Letter. Be sure to use the proper memo format. Be sure to proofread your memo. 
 
Did you remember to do these things: 
 
•  Tell David Bruce the topic of your letter? 
 
•  Tell David Bruce the reader of your letter? 
 
•  Choose a problem that concerns an organization? (You can’t write your roommate and 
 recommend that he or she take more showers or wash dishes more often.) 
 
•  Tell David Bruce (briefly) what you will recommend to solve or help solve the problem? 
 
•  Address the memo to David Bruce? 
 
• Put the hyphen in the phrase “problem-solving letter”? 
 
•  Avoid wordiness. For example, usually “there are, “ “there is,” and “it is” are wordy and can 
 be deleted. 
 
 Wordy: There are three problems that must be solved. 
 Not wordy: Three problems must be solved. 
 
 Wordy: There were holes in the walls. 
 Not Wordy: Holes were in the walls. 
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 Wordy: There are three recommendations I would like to make: 1) … 
 Not wordy: Here are my three recommendations: 1) … 
 
Example Memo 
 
To: David Bruce 
From: Ben Student (3-5 p.m. MW; ENG 308J; Homework #3) 
Re: Topic of Problem-Solving Letter 
Date: April 15, 2010 
 
For my problem-solving letter, I will be writing to the Top Performance Fitness Center in Shady 
Heights, OH. My letter will be directed to John Collins, who is the founder, owner, and CEO. 
This is the business where I worked part-time during the first two years I was out of high school. 
Top Performance is an independently owned and operated fitness club that also has an outdoor 
pool, tennis courts, workout room, group fitness room, and personal training center. It is a large 
building that seems to be constantly undergoing changes in order to better make use of the space 
it has available. In my two years of employment at Top Performance, I worked various jobs, 
from serving as an assistant personal trainer to building maintenance and everything in between. 
Perhaps my favorite title was operator of the facility’s new smoothie bar. Working in various 
areas of the club allowed me to see just about every inch of the building and its surrounding 
outdoor area, and it allowed me to develop an understanding of what the members liked and did 
not like.  
 
For the most part, Top Performance is excellently organized and run; however, I will make three 
recommendations to solve three problems. First, I will recommend keeping the upstairs fitness 
room stocked with fresh towels and disinfectant spray at all times. Second, the smoothie bar is in 
a poor location to make money. Right now, it’s practically hidden in the back of the club. 
Therefore, I will recommend that it be moved to a better location in the front of the club. Lastly, 
I will recommend having the growth of weeds and brush outside of the side door removed.  

 
Two Notes on Problem-Solving 

 
1.  You may be able to solve some problems yourself—at least partially—instead of waiting for 

a landlord to take care of them. For example, during winter many students’ apartments have 
low temperatures and high heating bills. You can save money by buying plastic to put over 
windows and by doing what you can to winterize your apartment. It’s very worthwhile 
spending $30 of your own money to winterize your apartment if you can save $120 or $200 
on your heating bill. In addition, if the lock on a door is not safe, you may want to invest a 
few dollars in a chain lock. 

 
2.  You may wish to keep writing Problem-Writing Letters after this assignment is over. If you 

write one short Problem-Solving Letter each week, you will get a very good education in 
solving problems. 
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A Question 
 
Why are so many short communications due in this course? Frankly, a college student ought to 
be able to write quickly and competently, turning out short communications that have correct 
format, good content, and correct spelling, grammar, and punctuation. Presumably, you will be 
doing this later on the job—without help from a professor or a writing center. 
 

Ethics 
 

Is it ethical to take credit for someone else’s idea when writing a problem-solving letter? 
 
Let’s say that an employee has been asked to solve a problem at work, and that Maria Smith in 
Accounting has a really good idea for solving that problem. Should the employee give Maria 
Smith credit for the idea when the employee writes a memo about solving the problem? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
• What are the consequences of the action you are thinking about doing? 
 

How Do I Plan My Persuasive Strategies? 
 

Advice for Planning Your Persuasive Strategies 
 
1. Emphasize the benefits for your readers. 
 
Many or most organizations have these goals: 
 

• Increase profits 
• Increase income  
• Reduce costs 
• Improve products  
• Keep employee morale high 
• Make work environment safer 
• Increase customer satisfaction  

 
In some cases, you may not be able to stress organizational goals in your Problem-Solving 
Letter, but you may be able to stress some other benefits for the person reading your letter. For 
example, people want to help, not harm, the environment, so if you are writing about 
implementing a recycling program for aluminum cans in your apartment complex, you can stress 
that this recycling project will help the environment. 
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2. Rebut your readers’ objections. 
 
For example, a landlord may think that your recommendation to fix the roof of your apartment 
will cost too much, but you may rebut the objection of cost by pointing out that a landlord will 
save money in the long run by making the repairs now or that the cost of the repairs will not be 
as high as the landlord thinks. 
 
Be careful not to mention an objection that is unlikely to occur to the reader. If you do, the reader 
may be persuaded by the objection. This means that the reader could reject your 
recommendation. 
 
3. Organize persuasively. 
 
You must decide when to state your recommendation: early or late in your letter. 
 
You may want to state your recommendation early in your document, then present your 
argument, evidence, or other information. This is the direct pattern of organization. If you have 
been asked to solve a problem, you can state your recommendation early in your document. Your 
reader(s) are already aware that a problem exists, and they want to know what you recommend to 
solve the problem. 
 
You may want to postpone your recommendation until after you have presented your argument, 
evidence, or other information. For example, if the reader is unaware of the problem, you will 
have to inform the reader about the problem before you make a recommendation. You can also 
make some of your arguments about why the problem needs to be solved before you make a 
recommendation. This is the indirect pattern of organization. Another example: When 
announcing a new smoking ban inside the buildings of a company that manufactures fitness 
exercise equipment, you should first explain why allowing smoking anywhere at any time is not 
a good policy for this company and why smoking will not be allowed in private offices and then 
you should announce the smoking ban. If you simply announce the smoking ban in the “Re” line 
or before making the above points, you will cause an unnecessary immediate negative reaction in 
the readers. 
 
Which pattern of organization should you use in your Problem-Solving Letter? This will depend 
upon your reader. If your reader is likely to feel threatened by your recommendation, use the 
indirect pattern and state your recommendation later. If your reader is likely to have a favorable 
reaction to your recommendation, use the direct pattern and state your recommendation earlier. 
 
4. State your qualifications.  
 
By all means, state your qualifications. For example, if you are writing about increasing profits at 
a company, you may establish credibility by mentioning how long you worked there. In some 
cases, your major at your university may help establish your credibility. 
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5. Persuade ethically. 
 
Strategies for employing ethical persuasive techniques: 
 
 1.  Don’t mislead or manipulate. (For example, by leaving out important information.) 
 2.  Think win-win. 
 3.  Argue from human values. (Point out the effect of a recommendation or decision on  
  humans, not just on profits.) 
 4. Consider all the stakeholders. 
 5.  Consider the effect the document can have on the environment and future generations. 
 

Good Deeds 

• In June 2005 off-duty police officer Vincent Schiavarelli was stabbed as he stopped a 
robbery at a Brooklyn Dunkin’ Donuts, quite possibly saving the life of a male shop clerk. New 
York City Mayor Michael Bloomberg said about Mr. Schiavarelli, “He’s with-it, smart, tough. 
This young officer, out of uniform, without a partner, didn’t hesitate to put himself in harm’s 
way to protect a fellow New Yorker.” Despite being stabbed in his left side, Mr. Schiavarelli 
recovered quickly. His relatives were proud of his heroism. Chris Manos, his uncle, said, “I’m 
proud of the kid. Here he’s off-duty, and he went to do the right thing, [to] help somebody.” His 
mother, Kathy, said, “I’ve been proud of my son since the day he was born.” When the would-be 
robber pointed a knife at the eye of the male shop clerk, Mr. Schiavarelli swung into action and 
tackled the would-be robber. Store manager Shalha Khairkhah about Mr. Schiavarelli, “He saved 
my employee’s life. I would like to say, ‘Thank you.’ I am sorry he got hurt.”  Mr. Schiavarelli 
said about all the publicity that followed his heroism, “It’s been a bit much, all the attention. I 
was just doing my job.” Mr. Schiavarelli graduated with a business degree from Mount St. Mary 
College in Newburgh, Orange County, in only three years. His mother said, “When he said he 
wanted to be a police officer, I was surprised. But I could tell it’s what he really wanted to do, 
and I said, ‘Go for it.’” The suspect in the stabbing and robbery was quickly captured. 

 

• In 2011, at Compton High School in Los Angeles, California, Allan Guei won $40,000 by 
winning a free-throw-shooting contest that was designed to reward good academic students who 
had earned at least a 3.0 gpa. However, Mr. Guei, a good student as well as a star basketball 
player who had been awarded a full scholarship to Cal-State Northridge, gave the money to the 
runners-up to use to go to college. He said, “I’ve already been blessed so much and I know we’re 
living with a bad economy, so I know this money can really help my classmates. It was the right 
decision.” Compton High School principal Jesse Jones said, “Allan is a great basketball player, 
but he is a better citizen than a basketball player. It’s truly a blessing.” Mr. Guei’s fellow student 
Donald Dotson said that Mr. Guei is “a very deep, intelligent, and warm person. He’s going to go 
really far in life. Because of what he’s done for us, God will bless him. That’s what life is all 
about: stepping forward to help other people.” 
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Shannon White January 31, 2008 
100 West Green 
Boyd Hall Rm. 324 
Athens, Ohio 45701 
 
Michael Smith, Dietary Manager 
Smithville Western Care Center 
4110 East Smithville Western Road 
Wooster, Ohio 44691 
 
Dear Mike,  
 
Thank you for allowing me to be a part of your wonderful staff at Smithville Western Care 
Center (SWCC) for the past six months. I have gained meaningful experience and exposure that I 
will never forget. While there, I have learned much about being a dietary aide and what it takes 
to be a part of a team. However, I believe that a few changes could be made in the Dietary 
Department that will provide SWCC with a safer environment for residents and employees.  
 
As you know, I was a part of the Dietary Department during my employment at SWCC and some 
of my duties were to load, deliver and retrieve carts that carried the residents’ meals. I have 
noticed that while taking a cart through the building, it is difficult to see what is around me 
because the carts are taller and wider than I am. The carts are also stainless steel, which makes it 
impossible to see in front of me. I am concerned about the safety of the residents and the other 
employees. In order to see around the cart, I have to continually shift my head to the extreme left 
and right to ensure the safety of the residents living there.  
 
In order to eliminate this problem, larger wheels, two clear plastic doors and a mirror on the top 
of each existing stainless steel cart could be added. This will create a safer and more comfortable 
environment for the staff and the residents.  
 
First, adding larger wheels to each existing cart will make it easier for employees, like myself, to 
control the cart. The current wheels are small in diameter and they swivel in undesired 
directions, due to bearing failure in the castor. This makes the cart difficult to handle when trying 
to make a smooth turn around a corner. The wider wheels will make the cart more stable, which 
would eliminate the chance of a cart tipping over. When employees take a cart through a 
doorway, metal strips on the floor cause an employee to have to lift one side of the cart. The 
larger wheels will prevent the employee from having to lift the cart. This could prevent serious 
back problems, which could result in lawsuits. Each wheel will cost $45.66, and I have enclosed 
an informational sheet about the new wheels to clarify which type of wheel I am suggesting.  
 
Second, adding two clear plastic doors to each existing cart would allow employees to view the 
resident’s slip on each tray, so that they may deliver each tray in a more timely manner. As the 
carts are now, the Dietary Aide must open the doors to see where to deliver the cart to. If the new 
doors were implemented, they could just look through the door to the slip on the tray and  
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Michael Smith  -2- January 31, 2008 
 
eliminate the chance of any germs entering the cart. The specifications of the doors that I am 
recommending are Food and Drug Administration (FDA) Compliant, which means that they are 
going to be more resistant to germs and bacteria than the current stainless steel doors. The new 
doors can also be scrubbed down to remove stains and spills, which show that the doors are also 
resistant to wear. Each door will cost $18.16, and I have enclosed an informational sheet about 
these doors so you may review any details that I have not covered.  
 
Finally, I recommend that SWCC add a mirror on the top of each cart. I think that the mirror 
would be most effective if it was mounted on the top left of each cart. This would make the job 
more efficient because it would take less time for an employee to take a cart to their destination. 
I realize that it is hard for residents to move out of the way when they see us coming towards 
them with a cart, because they are confined to wheelchairs. The employee would not have to stop 
the cart to look around and make sure no residents are in the way. The employee may simply 
look up into the mirror and their problem will be solved. This type of mirror will cost $70.23 
according to the informational sheet that I have enclosed. You will find other useful information 
here about the mirror.  
 
As an employee, my duty is to prevent any serious incidents from happening. The changes that I 
have recommended will benefit Smithville Western Care Center in more ways than one. I feel 
that making these important changes will create a safer and more effective work environment. It 
may seem as though this will cost too much, but I think the company will be saving money by 
preventing injury to employees and the residents. Therefore, there should be minimal chances of 
a lawsuit from ever happening due to this type of activity. 
 
A fourth enclosure is a spreadsheet showing the cost of updating each cart. If you choose to 
update only a few carts instead of all five, I have listed the price of each product along with the 
quantity needed. I hope you find this useful when making your final decision.  
 
If you have any questions, comments or concerns about my suggestions, please do not hesitate to 
contact me by e-mail at sw985704@ohio.edu or by phone at (614) 446-2152. Thank you again 
for the valuable experience I have gained from working at Smithville Western Care Center. In 
addition, thank you for taking the time to consider my suggestions. 
 
Sincerely, 
 
  
 
Shannon White 
 
Enclosures 
 
[Note that Shannon White has the word “Enclosures” at the end of her letter because she 
enclosed some informational sheets and a spreadsheet. You will not need to write “Enclosure” or 
“Enclosures” at the end of your letter unless in fact you have one or more enclosures.]  
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Class 12: Problem-Solving Letter Project: 
 Planning to Give Information to Readers 

 
Problem-Solving: Foreign Food 

 
Ballerina Nora Kaye ran into a problem while performing in a foreign country. She simply did 
not like a lot of the food served in the country. One day, she and a friend were invited to eat 
dinner by a citizen of the foreign country. How can Nora Kaye attend the dinner, yet decline to 
eat some of the food while still practicing good etiquette? More than one effective solution may 
exist. 

 
How Do I Plan to Give My Readers the Information They Need? 

 
The Writing Process 
 
•  Setting Your Goals: Determining the goals of the communication. 
•  Planning: Figuring out how to write the communication so that it meets its goals, and  

doing research. 
•  Drafting: Creating the text and/or visual aids. 
•  Evaluating 

•  Checking: In checking, you do your own evaluating. 
•  Reviewing: In reviewing, you ask someone else to evaluate your draft. 
•  Testing: If you use a performance test to test a Set of Instructions, you give the 
 Instructions to the reader and have the reader perform the procedure while you 
 watch. This can help you figure out how to improve your Instructions. 

•  Revising: Rewriting the communication so that it can better meet its goals. (Note that
 revision must be followed by another evaluation.) 
 

Advice For Planning To Give Your Readers The Information They Need 
 
Planning to give your readers the information they need will help you to enable your readers to 
locate, understand, and use the information and ideas they need from you. 
 
1. Answer your readers’ important questions.  
 
For example, if you are writing a Problem-Solving Letter about a problem at work, ask yourself 
whether your reader is aware that this particular problem exists. If your reader is unaware of this 
particular problem, you will need to present background information about the problem so that 
the reader’s questions are answered. 
 
For example, if you are writing Instructions about how to use a certain computer to create 
graphs, and if your readers have little knowledge of either computers or graphs, then you will 
have to do such things as explain computer terms and graphing terms that are unfamiliar to your 
readers. 
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2. Include any additional information your readers need. 
 
For example, let’s say that you are in charge of information about two models of hybrid 
automobiles that your company is considering buying. You discover that the manufacturer of one 
kind of is on shaky financial ground and may go bankrupt. This is information that the reader 
needs to know. 
 
3. Put the most important information at the top of the document. 
 
This helps to ensure that the reader will read it. 
 
4. Group together the items that go together. 
 
One principle of organization is to put related items together. If you are requesting information 
from someone, that information ought to be grouped together. If you request some information in 
the middle of a letter and then you request more information a few paragraphs later, it is likely 
that you will get only a part of the information you requested. Therefore, if you want the reader 
to perform a series of tasks for you, such as gathering a few pieces of information, put the tasks 
in a checklist. That way, the reader can check off each task as he or she performs it, thus 
ensuring that no task goes undone. 
 
5. Decide whether you need visual aids and/or enclosures. 
 
Often, visual aids and/or enclosures are helpful to the reader.  
 
For example, to show your landlord the extent of water damage to the ceiling caused by a leaky 
roof, you may enclose a photograph of the water damage to the ceiling. Be sure to write 
“Enclosure” at the end of your letter. (If you enclose two or more photographs, be sure to write 
“Enclosures” at the end of your letter.) 
 
One type of visual aid is a table. If you are recommending that you be allowed to make repairs to 
your apartment, donating your labor as long as the landlord buys the materials, you should 
enclose an itemized list of the materials—and their cost—that you will need. The table would 
include a grand total. The table could appear within your letter, or it could be an enclosure.  
 
One of my students was injured when she stepped into a hole caused by a missing brick in a 
walkway. To solve the problem, she wrote Facilities Maintenance at Ohio University and 
enclosed a map showing the location of the hole she had stepped into. This helped the 
maintenance workers to locate the hole to fix it. (She wrote “Enclosure” at the end of her letter.) 
 
A few of the sample Problem-Solving Letters in this document have enclosures. Look at them 
and see how useful to the reader they are. 
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6. When possible, discuss the goals/organization of your document with its intended reader. 
 
Outlining can be helpful as a way to check organization with a boss or other authority figure (or 
reader) before you begin to write a document. You can outline a document, then show the outline 
to a boss or other authority figure (or reader) and ask if anything should be added or deleted. 
This can be especially helpful before drafting long documents. 
 
A Note on Outlining 
 
If outlining will not be useful, don’t outline. Most short communications don’t need to be 
outlined; however, many longer communications should be outlined. Be aware that an entire 
communication need not be outlined. If one part of a long communication is difficult for you to 
organize, you may outline only that one part. 
 
Outlines are useful when you are part of a writing team. The team may work to outline a long 
paper, then decide who will write which sections. 
 
A Note on Parallel Structure 
 
You may be able to use parallel structure in your list of recommendations, if you have one. 
Begin each recommendation with an imperative verb: 
 

1. Move one of the dumpsters on the other side of the parking lot … 
2. Place more trash cans in the … 
3. Send out more memos … 
4. Put up security cameras … 
5. Hire a security guard on weekends to … 

 
The ellipsis (…) simply means I left some words out. However, I typed enough words for you to 
understand (I think) what I mean by parallel structure. 
 
A Note on Research 
 
If you are writing a landlord about a house or an apartment in Athens, you may want to quote the 
Athens City Code, especially if the house or apartment is in violation of the code. You may find 
the city code online at <http://www.athenscitylawdirector.com/includes/AthensCityCode.asp>. 
(An easy way to find it is to go to Ohio University Libraries’ ALICE and search for “Athens City 
Code” as keywords.) If you quote the Athens City Code, you will be giving the landlord useful 
information. In addition, you may be subtly making a persuasive point: If you want, you can get 
the landlord in trouble by reporting the violation(s). (Don’t write that you will report the 
violation unless you think it is necessary; this should be a non-confrontational letter.) 
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Rebecca Pseudonym 
1234 Main St. 
Zanesville, OH 45701  
(740) 123-4567 
 
September 29, 2009 
 
Eric Longville, Owner 
Long’s Retreat Family Resort 
50 Bell Hollow Rd. 
Zanesville, OH 45701 
 
Dear Eric, 
 
As the season begins to come to a close, I hope that everything is going well for you. I am 
already looking forward to beginning my fifth summer of employment at your thriving business, 
Long’s Retreat Family Resort. Your business provides a great place for high school and college 
students looking for summer employment because of the flexible scheduling and numerous 
opportunities to meet new people.  
. 
As I was reflecting on this past summer and its success, I thought of a few improvements that 
would make this campground even more successful. I have noticed no recycling system in use 
and employees are not wearing hats and gloves when handling food, which is a violation of state 
health codes. In this letter I will propose some simple solutions to these problems that will keep 
this business running smoothly and efficiently. 
 
With over 600 campsites, half of those being used by seasonal guests, this campground produces 
a lot of trash. A large percentage of that waste is a collection of recyclable materials such as cans 
and bottles. To help eliminate all of this trash from being dumped in a landfill, I would like to 
propose the idea of placing recycling bins/cans at various spots within the campground. Some 
examples of where the bins could be placed include at the swimming area, shelter houses, 
concession stands, beside the go-karts, at the kiddie area, and anywhere else trash cans are set up. 
I have researched different types of recycling cans and my recommendation is a 55-gallon bin 
that costs $69 plus tax and shipping. Additional information about this recycling bin can be 
found in the enclosure that follows. 
 
Not only could bins be placed within the campground, but I would also like to ask seasonal 
guests to begin recycling. The recyclables could be collected by employees once a week during 
the routine trash routes and dropped off at the local recycling center. If you would like to propose 
the idea of having the recycling center pick up the items after they have been collected within the 
campground, you can contact the local recycling center, Highland Recycling and Litter, at (937) 
393-4080. You can supply recycling bins at the campground for campers who wish to 
participate. I have also researched recycling bins, and my recommendation will cost $16.95 per 
bin plus tax and shipping according to the enclosure that follows.  
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Eric Longville  -2- 29 September 2009 
 
I understand that incorporating a recycling system would require you to purchase recycling bins, 
but I am certain that you will see that this is an investment that will have great benefits for this 
rapidly growing campground. By recycling, the campground will be improving the local 
environment by preventing all of this waste from entering landfills. This will also be a great 
marketing strategy for the business as more and more people begin to adapt the “go green” 
theme. The campground’s website and brochures could be updated to show that Long’s Retreat 
is doing its part to help eliminate the amount of waste on our planet by providing a recycling 
system to its visitors. This will help attract more visitors and in turn increase profits. Also, the 
money that is collected from selling the aluminum will help pay for the recycling bins that were 
purchased and in time become purely profit.  
 
The abundance of waste is not the only problem plaguing this campground. Another problem 
that needs corrected is in the concession stands located in the swimming area and in the game 
room. Many of the employees are violating state health codes by not wearing gloves and hats 
while preparing food. By not following these regulations, the employees make the company look 
unprofessional and put it at risk for not passing inspections.  
 
A simple solution to this problem would be posting signs in the kitchen area. These signs will 
serve as a reminder to employees that while handling food they must have on gloves and a hat. If 
employees continue to break the health code, the manager can remind or give warnings to the 
employees. Stressing the importance of following the health codes at staff meetings would also 
be helpful. These are all things that can be done to fix this problem quickly and easily.  
 
I understand that reminding employees can become tedious work, but I believe that it will be 
worth it in the end. The state health codes will not be in violation, and customers will be pleased 
with the professionalism of your employees. Health inspectors will also be impressed by the 
effort put into these small reminders.  
 
With a little effort these minor problems can be fixed and Long’s Retreat can continue to thrive. I 
would like to thank you for taking the time to consider my recommendations. If you have any 
questions or concerns, feel free to contact me at (740) 123-4567. I would be happy to discuss my 
recommendations with you.  
 
Sincerely, 
 
 
 
Rebecca Pseudonym 
 
Enclosure: Recommended Products 
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RECOMMENDED PRODUCTS 
Product Description Price 

 

 
Large Capacity 
Recycling Can 

MegaBin 

 
• Plastic recycling can 
• Heavy duty 
• 55 gallon 
• Can and bottle lid 
• Withstands 300 lbs of 

weight 
• Size: 41"h x 22"d 
• Weight: 8 lbs. 

 
 

*Each pack contains 2 
MegaBins 

• 1 pack: $138.00 
o $69.00 ea. 

 
 
 
 

 
Recycling Tote 

ToteCycle 

 
• Extremely durable 
• Lightweight 
• Stackable 
• Size: 16"h x 20"w x 14.5" 

deep 
• Weight: 2 lbs 

 

*Each pack contains 3 
ToteCycles 

• 1 pack: $56.85 
o $18.95 ea. 

• 2-5 packs: $52.50 
o $17.50 ea. 

• 6 or more packs: $50.85 
o $16.95 ea. 

 
*The information above can be found at http://www.recyclingbin.com/.  
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Class 13: Problem-Solving Letter Project: 
Revising and Interviewing 

 
Problem-Solving: Apartment 

 
You live in a large apartment building, and you have a problem with drunks banging on your 
door at night because they think that your door is their door and they are trying to wake up their 
roommates to let them in. What can you do to solve the problem? More than one effective 
solution may exist. 

 
Advice For Revising 

 
1. Always make your document at least competent.  
 
You must always make sure that you have no errors in important statements; however, you must 
also correct spelling errors and other proofreading errors. These things help to make your 
document competent. 
 
When revising, make first the revisions that will result in the greatest amount of improvement in 
the least amount of time. Do this in case you run of time.  
 
2. If you can, make your document a work of art.  
 
Be aware that you can learn to write better by making your communication better than merely 
competent. By making revisions that improve your document, you are learning to write better. 
For example, by making lists parallel in a draft, you are learning to use parallelism. 
 
3. Pay special attention to your writing when you are new on the job. 
 
When you are new on the job, people who have not met you will judge you by your writing, so 
everything you write, including routine e-mails, should be well written and well proofread. 
 
Sometimes, when you are new on the job, you may discover that company VIPs read a memo 
that you thought was routine. For that reason, you should carefully proofread everything and you 
should make a special effort to find out the audience for whom you are writing. (Of course, you 
should do these things all the time, not just when you are new on the job. However, you are most 
likely not to correctly identify the audience when you are new on the job.) 
 
4. Make the reader’s job as easy as possible. 
 
As always, you need to make the reader’s job as easy as possible. Organization ranks high when 
revising. Every sentence may be correct in a communication, but if the organization is poor, the 
effectiveness of the communication can be severely harmed. For example, in a memo that 
requests information, if one paragraph requests some information, then a later paragraph requests 
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additional information, the reader may read the communication, set it aside, come back to it later, 
and send the information requested in the earlier paragraph, forgetting about the later paragraph 
that requested additional information. In such a case, you will want at least to keep related 
paragraphs together.  
 
As always, you need to make the reader’s job as easy as possible. If you are requesting that 
information be sent to you, put the information request in a checklist. Say that you need some 
information, and say which information you need in a checklist (either numbered or bulleted). 
That way, as the reader gets each piece of information, he or she can check it off the checklist. 
 
As always, you need to make the reader’s job as easy as possible. If you are giving someone your 
schedule, put the schedule in the form of a table. That way, the reader can look up a date, then 
read across the table to see where you will be on a certain date, or what you will be doing on a 
certain date. 
 
As always, you need to make the reader’s job as easy as possible. To make it easy for the reader 
to see how a communication is organized, use headings. 
 
As always, you need to make the reader’s job as easy as possible. Organization ranks high when 
revising. One way to organize is to put the most important information first in a communication. 
Go from what is most important to what is least important. 
 
5. Revise after reviews and/or tests. 
 
The purpose of getting reviews of your work and/or testing your work is to enable you to revise 
your work well. If you don’t correct the problems you have discovered through reviews and/or 
tests, you have wasted your time getting reviews and/or tests. (Performance tests are useful when 
you write a Set of Instructions. You can get a performance test of your Set of Instructions by 
asking someone to follow your Instructions as you watch. This will help you to determine if you 
left any steps out and will help you to find ways to improve your Instructions. It is very easy to 
leave out an important step.) 
 
6. Proofread carefully—and get reviews. 
 
Proofread three times. 
 
Always run the spelling checker before you quit your word-processing program. 
 
Proofread short memos and e-mails as well as longer communications. 
 
Proofread your draft both on the computer and on paper. 
 
Proofread both immediately after writing and after some time has passed. 
 
If you can, get one or more reviews by someone who knows grammar and punctuation well. 
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Always proofread three times before you give a copy to a reviewer. 
 
Always proofread three times before delivering finished copies to the reader. 
 
Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. Learn to use the 
apostrophe (or whatever) correctly. Working-class people often don’t know how to use the 
apostrophe correctly (check out signs around Athens); middle- and upper-class people 
usually know how to use the apostrophe correctly. Knowing how to use the apostrophe 
correctly is a job skill. 
 
Not proofreading results in a lack of credibility. If your reader learns you can’t proofread well, 
will the reader think that the content of your paper is likely to be good? 
 
 

Writing Isn’t Brain Surgery 
 

• Robert Cormier, author of The Chocolate War and I Am the Cheese, points out that brain 
surgeons have to get it right the first time, but authors can work to make a first draft better. 
Revise! 
 

“You Don’t Do Things Right Once In A While; You Do Them Right All The Time.”  
—Vince Lombardi 

 
• Too often, some students will work hard on major papers, but they will turn in sloppily 

written memos. I wish that these students had had Vince Lombardi as a coach. 
 

A Good Deed 
 

• In June 2005 in Lincoln, England, two young women used their stiletto high heels to kick in 
a door and rescue an elderly woman from a burning house. Hannah Oxby, age 20, and Emma 
Richardson, age 19, heard shouting in the street. They ran outside their home and saw smoke 
coming from a neighbor’s house. They climbed over a garden fence, kicked in a wooden door, 
ran upstairs, and helped the resident, an old-age pensioner, get outside to safety. Miss Oxby said, 
“People were telling the lady to get out because the house was on fire. She was just coming out 
of her room. She thought we were burgling her at first, but we were saying, ‘Get out of the 
house,’ and we helped her downstairs.” 
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Short Memo Assignment: Interview About On-the-Job Writing 
(Homework #5; Due Class 19) 

 
Interview a person who does the kind of writing that you will do later on the job. For example, if 
you plan to teach English to high school students, interview a high school English teacher. If you 
plan to work in a chemistry laboratory, interview a chemist who works in a laboratory. If you 
plan to sell farm machinery, interview a person who sells farm machinery. Ask the person these 
questions: 
 

1. How much time per week do you spend writing on the job? 
 
2. What kinds of writing do you do on the job? 
 
3. How important is it to be able to write well in your job? 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
5. What advice would you give a person who is currently taking a course that is intended 
to prepare him or her to write well? 
 

Be sure to ask these questions, but feel free to think of additional questions to ask; for example, 
if the person you are interviewing does a lot of writing each week, you may want to ask this 
question: How do you handle all the writing in a week so you don’t feel overwhelmed? Or you 
could ask: What is unique about writing for your job? Here are some other possible questions: 
 

• Optional: What is an example of something that you have written recently that has resulted in 
effective action? 
 
• Optional: What kinds of papers should I have in my writing portfolio to show prospective 
employers? For example, if I have a Set of Instructions in my portfolio, what would be some 
good topics for that Set of Instructions?  
 
• Optional: About your profession, what do you know now that you wish you had known when 
you started? 
 
• Optional: How can I improve my writing? 
 
• Optional: Which mistakes in other people’s writing really bother you at work? 
 
• Optional: What are the top three skills needed to be successful in this career?  
 
• Optional: What are some typical mistakes in communication made by people who are new to 
the job? 
 
• Optional: Do you have any job-hunting tips for me? 
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Write a short memo in which you report on the results of your interview. Use the memo format, 
and direct the memo to your teacher (To: David Bruce). In the introduction, tell your teacher 
whom you interviewed and why. In the body of the memo, list the questions you asked and 
summarize the answers you received. Put the questions in bold so that they stand out. The memo 
will be due in Class 27. 
 

Dashes and Hyphens 
 
Interview question number 4 above uses dashes. Please be aware that dashes and hyphens are 
different. A hyphen is shorter. 
 
 Dash — Hyphen - 
 
To make a dash on a Macintosh, simultaneously press these keys: shift—option—hyphen. 

 
If you can’t figure out how to make a dash on your computer, use the Help menu. If that doesn’t 
work, use two hyphens to represent a dash. 
 
 Dash -- 
 

How Do I Interview People? 
 
Often the best way to gather information you need for an on-the-job communication is to talk 
with someone who has special knowledge of the topic or situation you are writing about. For 
example, if you are a reporter writing about sports, these are two good sources at Ohio 
University: 

 
• Eric Wagner: a sociologist, Dr. Wagner understands much about the Sociology of 
Sports. 
 
• Charles Alexander: a historian (another Charles Alexander is an engineer), Dr. 
Alexander has a deep knowledge of the history of baseball.  
 

Advice for Interviews 
 
Before the Interview  
 
1. Select a person to interview who will be informative. 
 
2. Write your questions ahead of time. 
 
•  Do this before you set up the interview because if you telephone the interviewee, he or she 
 may want to do the interview over the telephone right then. 
 
•  See the Interview Report Assignment in this section for some good questions to ask at the 
 interview. Of course, you may ask additional questions of your own choosing. 
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3. Arrange the interview. 
 
•  If possible, interview the interviewee face to face. You can also arrange a time for an 
 interview over the telephone or interview someone by using e-mail. Interviewing someone by 
 e-mail has a disadvantage in that the interviewee will be doing much of the writing for you. 
 To learn to write well, you yourself must write. 
 
•  Before going to the interview, review your questions to make sure that will get you the 

information you need. (It’s always a good idea to brainstorm questions more than once.) 
 
During the Interview 
 
1. Let the interviewee do most of the talking. 
 
This is important. You are there to learn from the interviewee. 
 
2. Even if you are recording the interview, take notes. 
 
I once interviewed Athens, Ohio, Municipal Court Judge Douglas Bennett for The Athens NEWS. 
Because I had a tape recorder, I didn’t take any notes. Unfortunately, when I got home and tried 
to write the article, I discovered that the batteries in my tape recorder were weak and so all I 
heard as I played back the tape was a low hum. I had to call Judge Bennett and reschedule the 
interview. 
 
After the Interview 
 
1. Thank the interviewee for his or her time. 
 
Do this in person or on the telephone, if either of these is how you are interviewing the 
interviewee. This shows that you understand good etiquette. 
 
2. Write a short thank-you note or e-mail in addition to thanking the interviewee verbally. 
 
Of course, if you are interviewing the interviewee by e-mail, you will probably not be able to 
thank the interviewee verbally. 
 
Note: For a sample interview report, see the following pages. 
 
 
SAMPLE INTERVIEW REPORT 
 
See the following pages. 
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To:  David Bruce 
From:  Jessie Fanning (ENG 308J, 11-12 MW; Homework #5) 
Date:  October 9, 2007 
Re: Interview for On-the-Job Writing 
 
I interviewed my mother, Monika Fanning, about on-the-job writing. She is a Massage Therapist 
who specializes in Chronic Pain. Massage therapy is somewhat similar to physical therapy, in 
which I plan to make my career, so this information should be beneficial to me. I asked her these 
questions regarding on-the-job writing: 
 
1. How much time per week do you spend writing on the job? 
I spend about ten minutes per patient, and the number of patients varies from week to week. In 
special cases where a referral is made to a chiropractor or an insurance company, I will need to 
write a SOAP note, so that will lengthen the time spent writing for that specific patient. 
 
2. What kinds of writing do you do on the job? 
I record clinical information on my patients before and after performing their massage. Before 
the massage, I record their complaints, current problems, special requests, or anything I pick up 
on during the clinical interview. After the massage, I add further notes as to what I found upon 
actual palpation of their musculature, as well as my treatment and any instructions I may have 
given to the patient. 
 
These notes may have to be transposed into a SOAP note and submitted to insurance if requested 
(mostly Worker’s Compensation claims), to a court of law if the patient is in litigation, or to a 
chiropractor or physician if the patient is referred on. A SOAP note consists of the following: 

 
S - Subjective  
Statements made by the patient about how he or she feels and the details of how any 
accident or injury may have occurred. This information should include the date of injury, 
place of injury, and if any popping, clicking, weakness or other sensation was felt.  
 
O - Objective  
Statements made by me stating how the patient looks including obvious deformity, 
swelling, bruising, palpable muscle tension, palpable scar tissue, palpable trigger points 
in the muscles, etc. If possible, the individual muscles involved should be named (i.e., 
palpable fibrous tissue was found overlying the rhomboid muscles). I do also give an 
overall statement about how the massage proceeded and what I found upon palpation or 
massage of muscle groups. I go on from here to explain the various treatment massage 
techniques that were given to each area.  
 
A – Assessment  
Statements made by me after the massage of my findings about the condition of the 
patient (i.e., patient has rigid musculature of his neck after automobile accident). 
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David Bruce -2- October 9, 2007 
 
 
P - Plan  
Statements made here would include when the next massage was to be scheduled, any 
suggestions given to the patient such as icing, elevation, etc., as well as any comments 
the patient may have as they leave. This helps tell me for the next visit what 
strengthening, stretching or other things the patient may have been working on and how 
this has helped their problem.  
 

3. How important is it to be able to write well in your job?  
It is extremely important. My patients return for continued treatment of a specific problem or 
perhaps multiple symptoms such as in the case of fibromyalgia. My writing should be extremely 
accurate so that correct payment for a specific problem may be paid or a physician or 
chiropractor may get a clear picture of what I saw when caring for the patient. Many times an 
insurance company simply wants to know if the patient had an increase in pain and palpable 
findings after an auto accident, or if when you saw him or her prior to the accident no symptoms 
were present in the area of question. 
  
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
Absolutely. You may be a good practitioner of massage, but if you communicate poorly to your 
patient (i.e., talk too much, inappropriately, or not at all), then he or she may not return for 
additional massage therapy or report to the referring physician that you seemed uninformed or 
unprofessional. My raises and promotions are on the basis of customer and referring physician 
satisfaction and continued referral of new patients. If my written and oral communications are 
presented in a clear, concise, and professional manner, that is a direct reflection on my education, 
experience, and overall skill as a massage therapist. Many times, a patient will return not because 
they have continued pain, but because you listened to them. Listening is also a very important 
communication skill. Focusing entirely on the patient is extremely important. I see a patient for 
over an hour, so I see them longer than any other medical practitioner in their life. I must be very 
careful also to obey all Ethical Codes and Practices.  
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
Focus on detailing your communication in a way that cannot be easily misunderstood. Don’t 
generalize; be specific. Name the muscle or muscles you are referring to, not just “upper arm.” 
Use good sentence structure and perfect spelling. Be professional and to the point.  
 
6. Which mistakes in other people’s writing really bother you at work? 
I do not deal much with the writings of other people in my current line of work. However, in my 
past while working at a hospital, my biggest gripe was with run-on sentences, the misuse of 
commas, and spelling mistakes.  
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Stapling 
 

Do not staple together the pages of your Resume or of your Job-Application Letter or of any 
formal business letter, including the Problem-Solving Letter. 
 

Sample Problem-Solving Letter 
 
The writer of the Problem-Solving Letter on the next few pages uses the following elements for 
their Problem-Solving Letters. 
 
•  Introduction. Identify yourself, and build common ground with the reader. The common
 ground you build should relate to the problem you are trying to solve. (Common ground is
 something you have in common with the reader.) 
 
• Transition. Make a smooth transition to the next part of your letter (you may wish to use the 
 transition word “however”). You will have to decide whether to follow a direct (make your 
 recommendation early) or an indirect (hold your recommendation until later in your paper—
 after you have described the problem and made some arguments about why the problem 
 should be solved) pattern of organization. 
 
•  Problem. (This assumes that you will use an indirect pattern of organization.) Present the 
 problem in a way that makes it significant for the reader—but be careful not to offend or to 
 antagonize the reader. 
 
•  Recommendation. Present the recommendation in such a way that the reader realizes that your 
 recommendation will solve the problem—at least in part. Make sure that the recommendation 
 will solve or help solve the problem. 
 
•  Objections. Show that you understand the objections that the reader is likely to raise against
 your recommendation. 
 
• Rebuttals of Objections. Respond persuasively to each objection. 
 
•  Benefits. Point out the benefits that will follow for the reader if he or she accepts your 
 recommendation. 
 
•  Conclusion. Conclude the letter in a way that reaffirms common ground between the reader
 and the writer. Give your telephone number or e-mail address in case the reader wishes to call 
 you to ask for more information. 
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Andrea Jones 
1 Community Dr.  
Apartment 404 
Smith, OH 45771 
 
April 20, 2005 
 
Lakeland Towers 
Leasing Office 
36 N. McKinley Ave. 
Smith, OH 45771 
 
Lakeland Towers: 
 
I am a junior here at Ohio University, and I have been a resident in apartment building 37 
(Davis) for the past two quarters. During these past two quarters, I have enjoyed my stay at 
Lakeland Towers; however, I have also noticed several problems. The problems I have 
encountered in my time living here include safety issues as well as the cleanliness of the 
building. Our main door to our apartment does not have a firm lock. We have had several 
problems with drunks trying to break into our apartment because they mistake our apartment for 
theirs. The lock barely holds when they are pounding on the door, and my roommates and I do 
not feel safe with the current lock.  
 
Additionally, the cleanliness and sanitation of the building is of great concern. During the 
weekends the elevators become trashed. Urine, vomit, and beer cover the floor of the elevator, 
and beer cans line both the elevator floor and the stairwells. Also, the floors in the stairwells are 
frequently covered with a sticky liquid. 
 
These problems can be solved quite easily. I have taken it upon myself to provide you with a list 
of recommendations to increase safety and sanitation in the complex: 
 

1. Install a better lock on our apartment with a deadbolt and a chain.  
 
This quick solution would solve our immediate safety issues within our own apartment. 
However, updating the locks on everyone’s apartment would increase security even 
more.  
  
2. Hire a Security Guard to monitor the floors, elevators, and stairwells on nights when 
large gatherings are likely.  
 
The Security Guard would help cut down on the amount of trash in the building as well 
as help protect the residents. 
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Lakeland Towers  -2-  April 20, 2005 
 
3. Hire staff to clean the elevators and stairwells even on the weekends.  
 
The elevators and stairwells are not cleaned everyday. I believe they should be. If you 
hire additional staff to clean on the weekends, the stench and the trash would diminish. 
 
4. Install security card slides at the entrances of the buildings in order to decrease the 
amount of vandalism and destruction to the building.  
 
I know that several apartment complexes such as University Commons use this system 
and even some of the dormitories such as Johnson and Reed. The security card slide 
prohibits non-residents from entering the building without a resident letting them in.  
 
5. Install security cameras in the elevators, the stairwells, and on the floors.  
 
The security cameras would increase the safety within the buildings and help catch 
violators so that they can be prosecuted. 

 
I understand that several of my recommendations are rather expensive and time consuming; 
however, the cleanliness of the building as well as the safety of your tenants should be of great 
concern. I believe that if you follow my recommendations, the amount of vandalism and 
destruction of property would diminish because you would not only be able to prevent much of 
the destruction, but you would also be able to prosecute those committing the crimes. 
 
After all, the poor sanitation of Lakeland is not fair to the residents who are not involved with the 
destruction, yet have to deal with these problems. It is embarrassing to bring guests up to our 
apartment because of the conditions of the elevators and stairwells. No one enjoys stepping onto 
the elevator floor when it is covered with a liquid that smells of urine, vomit, and beer. In 
addition, when my parents come to visit, they are appalled by the conditions.  
 
Furthermore, the safety of your tenants should be of your highest concern. Allowing anyone and 
everyone to enter the building is dangerous, especially when the locks, including our lock, are 
not very strong. Moreover, I am worried that someone could slip and fall on the liquid-covered 
floor, or someone could cut their foot on glass, or someone’s apartment could be broken into 
because of the poor locks. Accidents such as these could result in possible lawsuits for Lakeland 
Towers.  
 
By increasing security in the building and by improving the cleanliness and sanitation of the 
building, Lakeland Towers will not only benefit, but also the residents of Lakeland will benefit. 
Lakeland currently has the reputation of being the party complex and being dirty. I know many 
students who refuse to even consider living in Lakeland because of its reputation. By cleaning up 
its facilities, Lakeland will be able to reach an even wider group of students.  
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Lakeland Towers  -3-  April 20, 2005 
 
Additionally, by improving the sanitation of the building, you will decrease the risk of 
cockroaches and other bugs from inhabiting the building and at the same time reduce pest-
control costs. When the building appears clean and nice, people will respect it. However, when  
trash is everywhere and urine, vomit, and beer are on the floor, no one will respect the facilities, 
and, in fact, more people will be willing to contribute to the destruction.  
 
Maintaining the cleanliness of your facilities as well as the safety of your tenants should be a 
priority for Lakeland Towers. I am sure that you would want your tenants to be safe and to live 
in a clean and healthy environment. With all of these problems in mind, please consider my  
recommendations for improving the safety and cleanliness of building 37 (Davis) as well as all 
the other buildings of Lakeland Towers. 
 
If you have any questions, comments, or concerns, feel free to contact me at (740) 592-8888. I 
would welcome the opportunity to discuss any of the problems or any of my recommendations 
more in depth. Thank you for your time and consideration. 
 
Sincerely,  
 
 
 
Andrea Jones 
 
[Note: Ms. Jones’ list of recommendations uses parallel structure. Each recommendation begins 
with an imperative verb. This is good style and good writing.] 
 
[Note: Ms. Jones carefully organizes her list of recommendations from least expensive to most 
expensive. If she began the list with a very expensive recommendation, the reader may stop 
reading because of concerns about costs. This is good analysis of the audience of this letter.] 
 
[Note: When Ms. Jones writes about “urine, vomit, and beer,” she uses parallel structure. She 
always puts these terms in the same order: She always puts “urine” first and “beer” last. This is 
good style and good writing.] 
 
[Note: One characteristic of a good Problem-Solving Letter is that it uses evidence as needed to 
convince the reader that a problem exists or that a recommendation will solve or help solve the 
problem.]
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Problem-Solving Letter Checklist 

 
 1.  Does your letter concern a real problem? Is your letter directed to a real person with the 

power to solve the problem? If relevant, do you use a job title for the person you are writing 
in the address section? If possible, you should have the name of a real person to whom you 
address your letter. In some cases, you may have to use the name of the organization (e.g., 
IBM) instead of the name of a real person. 

 
 2.  Do you use a standard business letter format with complete addresses for you and your 

reader? 
 
 3. Do you place the comma after the city (not the state) in the addresses? For example, this is 

correct: Athens, OH 45701. 
 
 4.  Is your letter at least two pages long, with the correct header (name of reader, page 

number, and date) on the pages following the first? 
 
 5.  Is your letter single-spaced, with double spaces between the paragraphs? 
 
 6.  Do you have a colon after the beginning salutation, if you refer to Mr. So-and-so or Ms. So-

and-so? (This is a formal business letter.) Do you have a comma after the beginning 
salutation, if you use only the reader’s first name (Dear Jack, or Dear Mary)? Do you use the 
reader’s job title, if relevant? 

 
 7.  Do you establish common ground at the beginning and end of your letter? 
 
 8.  Do you make a smooth transition (perhaps using the word “however”) to the problem? 
 
 9.  Do you describe the problem in a way that it is significant for the reader? 
 
 10.  Do you acknowledge (and rebut) at least one objection likely to be raised by the reader? 
 
 11.  Do you create an effective role for yourself (as a team member, or as a problem solver, or 

both)? 
 
 12.  Do you end your letter professionally? (Give your telephone number, and offer to answer 

any questions the reader may have—plus thank the reader for the reader’s time.) 
 
 13.  Do you avoid offending the reader? Remember that in this letter, you are not to insult the 

reader. You are to write persuasively so that your recommendation is accepted.  
 
 14.  Do you point out the benefits of accepting your recommendation? 
 
 15.  Do you avoid having too many paragraphs or too many sentences in a row begin with “I”? 
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 16.  Have you avoided wordiness? 
 
 17.  Have you avoided dangling modifiers? 
 
   Dangling Modifier: By following my recommendations, the problem will be solved. 
   No Dangling Modifier: By following my recommendations, you will solve the problem. 
 
   Note: “By following my recommendations” modifies what follows it. 
 
 18.  Have you avoided comma splices? 
 
19.  Do you avoid widows and orphans? The glossary at 
 <http://www.designtalkboard.com/glossary/fonts/typography.php> says this: 
 

 - A widow occurs when the last line of a paragraph from the previous page  
 flows onto the top of the next page. 
 

   - An orphan occurs when the first line of a new paragraph starts at the bottom  
   of a page. 
 

 For example, if the first line of a paragraph appears at the bottom of a page and the rest 
 of the paragraph appears on the next page, the first line of the paragraph is an orphan. 
 You may correct this orphan by moving the first line of the paragraph to the top of the 
 next page. 
 

20.  Have you avoided passive and wordy phrases such as “there is” and “there are” and “it is”? 
 
   Bad: There are three problems that we need to address. 
   Better: We need to address three problems. 
 
   Note: Use the “FIND” command in your word-processing program to search for the 

 phrases “there are” and “there is” and it is.” When you find them, try to correct them to 
 avoid wordiness. 

 
21. Have you used “who” to refer to people? 
 
   Don’t write about people that do something; instead, write about people who do 

 something.  
 
22. Have you remembered NOT to staple together the pages of this formal business letter? 
 
23. Have you used a serif font? Times is a serif font. Serifs are little lines at the bottom of some 

letters: T, I, M. Serif fonts are easier to read in big chunks than sans serif fonts. 
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Class 14: Problem-Solving Letter Project: 
Peer Review 

 
Problem-Solving: Job Applicants 

 
You receive an excellent and well-written Job-Application Letter from a student, whom you hire 
for an internship, but you then discover that the student cannot write well. Apparently, the 
student had lots of help writing the Job-Application Letter (and Resume). What can you do to 
ensure that the next student whom you hire for an internship can write well? More than one 
effective solution may exist. 
 

Teacher’s Expectations for the Peer Review 

Your teacher expects you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Proofreading Tips 
 
If you are unsure about the definition of a word, use Google to look it up. For example, if are 
unsure which word—“complementary” or “complimentary”—means “free,” you can look up 
each word using Google. If you search for “complimentary definition” or “define 
complimentary,” then click on “Web definitions for complimentary,” you will find this: 
 

conveying or resembling a compliment; “a complimentary remark” 
costing nothing; “complimentary tickets”; “free admission” 
Source:  wordnet.princeton.edu/perl/webwn 
 
“Complementary” means “goes together with.” 
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You can use the FIND command of your word processing program to check such words as “you” 
and “your” to make sure that you are not writing “you” when you should be writing “your.” 
 
If you often use wordy phrases such as there is or there are or it is or the fact that, you can use 
your computer’s FIND command to find each use of these phrases, then you can revise these 
phrases to get rid of the wordiness. 
 
This is a short letter, so it is a good idea to read it out loud to check for errors. 
 
Proofread your letter three times.  
 
Proofread your letter both before and after you print it. 
 
Ask a friend to help you proofread your letter. Often a friend’s eyes will catch errors that you 
miss. However, be aware that some people are poor proofreaders, and therefore you need to do 
proofreading yourself. 
 

What Do I Have to Do for the Peer Review? 
 
What is a Peer Review? 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a Problem-Solving Letter. Zero drafts receive zero credit. Bring 
full drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a 
student who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want 
the time of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the second (or third) draft of your Problem-Solving Letter. 
• A full draft, with beginning, middle, and end, not a partial draft. 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
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Use the Checklist 
Use the checklist in the material for the previous class. 
 

Be Aware of When the Word “University”  
Should and Should Not be Capitalized 

 
“University” is capitalized when it is part of a name. When you are writing about a university or 
the university, do not capitalize the word “university” unless it appears as the first word of a 
sentence. For example: 
 

I go to Ohio University.  She went to Ohio State University. 
I go to a university. I go to the university. 

 
Be Aware That the Phrases “There Are” and “There Is”  

are Often Wordy and can be Deleted 
 
Bad: There are three problems that must be solved. 
Better: Three problems must be solved. 
 
Bad: There is a recommendation I would like to make. 
Better: I would like to make a recommendation. 
 
Bad: There are two recommendations to solve this problem. 
Better: Two recommendations will solve this problem. 
 

Be Aware That You Can Use the Dollar Sign in Business Communications 
 
Bad: A locksmith can quickly do the job for approximately sixty dollars. 
Better: A locksmith can quickly do the job for approximately $60. 
 
Bad: Solving this problem will cost under one hundred dollars. 
Better: Solving this problem will cost under $100. 
 

Keep Related Words Together 
 
One rule of good writing is to keep related words together. Therefore, the word “only” should be 
near the word or words it modifies. Often, the word “only” modifies a number. 
 
Wrong: I only made three mistakes. 
Right: I made only three mistakes. (“Only” modifies “three.”) 
 
Wrong: We only meet four hours a week. 
Right: We meet only four hours a week. (“Only” modifies “four.”) 
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Avoid Comma Splices 
 
A comma splice occurs when two sentences are joined together by only a comma. 
 
Comma splice: Thank you very much for your time, I look forward to hearing from you in the 
near future. 
 
Correct: Thank you very much for your time, and I look forward to hearing from you in the near 
future. 
 

How Can I Identify and Correct Dangling Modifiers? 
 

Spotting Dangling Modifiers 
 
“To spot a dangling modifier, look for a sentence that begins with a modifier but doesn’t name 
the person, idea, or thing modified. Readers will think the modifier refers to the subject of the 
sentence that follows. If it doesn’t, the modifier dangles.”—The Longman Pocket Writer’s 
Companion 
 
Example No. 1 
 
The following sentence says that the Courthouse was walking down Court Street: 
 

Dangling Modifier: Walking down Court Street, the Courthouse glittered in the sun. 
 
The clause “Walking down Court Street” modifies what follows it: “the Courthouse.” Clearly, 
this is wrong—the Courthouse was not walking down Court Street.  
 
To get rid of the dangling modifier, the writer needs to identify who was walking down the 
street. 
 

Correct: Walking down Court Street, I saw the Courthouse glittering in the sun. 
 

Example No. 2 
 
In the following sentence, the writer is saying that he or she is “a Fortune 200 company and the 
world’s largest producer of automotive and industrial coatings.” 
 

Dangling Modifier: Being a Fortune 200 company and the world’s largest producer of 
automotive and industrial coatings, I would assume challenging assignments as an intern 
to provide exposure to various career options. 
 

The clause “Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings” modifies what follows it: “I.” Clearly, this is wrong—the writer is not a 
Fortune 200 company and the world’s largest producer of automotive and industrial coatings. 
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To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.”  

 
Correct Sentence: Because PPG Industries is a Fortune 200 company and the world’s 
largest producer of automotive and industrial coatings, as an intern there I would assume 
challenging assignments to provide exposure to various career options. 

 
Example No. 3 
 
In the following sentence, the writer is saying that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
 

Dangling Modifier: As an engineering student at Ohio University, the majority of our 
curriculum is centered on three important areas in engineering: development, drafting, 
and design. 

 
The clause “As an engineering student at Ohio University” modifies what follows it: “the 
majority of our curriculum.” Clearly, this is wrong—the engineering student at Ohio University 
is not the majority of our curriculum. 
 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

Correct: As an engineering student at Ohio University, I study in particular three 
important areas in engineering: development, drafting, and design. 

 
More Examples 

 
Dangling Modifier (this sentence doesn’t identify what is lacking accurate, up-to-date 
information): 
By not having accurate, up-to-date information for the cadets, problems continually arise. 
Correct Sentence: 
Because the manual does not have accurate, up-to-date information for the cadets, problems 
continually arise. 
 
Dangling Modifier (this sentence says that the dogs will write a manual): 
By writing the manual, dogs will be taken care of properly. 
Correct Sentence: 
By writing the manual, I will make available to pet owners information about how to take care of 
dogs properly. 
 
Dangling Modifier (this sentence says that “smoking” has conducted research on the size and 
nature of our company): 
After conducting research on the size and nature of our company, smoking will be banned in both 
of the two buildings here at Fitness Exercise Equipment, Inc. 
Correct Sentence: 
After conducting research on the size and nature of our company, I have decided to ban smoking 
in both of the two buildings here at Fitness Exercise Equipment, Inc.  
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The Most Important Things I Have Learned from Writing 
the Problem-Solving Letter 

 
Note: In this section, “I” refers to you, the student. 
 
•  I have learned some techniques of persuasion that I can use to persuade the reader to accept a 

recommendation to solve a problem. Many of these persuasive techniques are described 
below. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should be aware that 

what a reader reads early in a communication affects the way he or she reads what appears 
later in a communication. Therefore, it is a good idea to open with praise. For example, if I am 
writing my landlord about repairs that need to be made to my apartment, I should find 
something to praise about my landlord or the apartment, and I should put that praise near the 
beginning of my communication, perhaps in the first paragraph. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should describe the 

problem in a way that makes it significant to the reader. If the problem can be shown to 
adversely affect the reader or the reader’s organization, the reader is more likely to want to 
solve the problem. For example, a leaky roof is annoying to me, the tenant, but to convince 
my landlord to fix the leaky roof, I should stress that a leaky roof can cause severe water 
damage to the apartment—water damage that will be expensive to fix. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should emphasize 

the benefits for the reader of solving the problem. For example, if my landlord fixes the leaky 
roof, he or she will avoid higher repair costs later. In addition, the landlord will be protecting 
his or her own property by keeping it in good repair. For one thing, tenants are more likely to 
respect and take care of property if it is in good repair. Finally, the landlord will be providing 
good value for the tenants—very few landlords like to think they are ripping their tenants off. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should use evidence 

and good reasoning as needed. For example, to convince my landlord that a leaky roof has 
created significant water damage to my apartment, I could take a photograph of the water 
damage and enclose it with my letter. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should give myself 

an effective role. For example, I can present myself as a problem-solver and as someone who 
wishes to help the reader achieve his or her goals. This means I should not give myself the 
role of a carping critic who insults the reader. Instead, I should be professional and perhaps 
write that I am trying to make an already fine organization better.  

 
•  To persuade the reader to accept a recommendation to solve a problem, I should organize my 

communication effectively. For example, if I think that the reader will consider my 
recommendation with an open mind, I could write the recommendation early in my 
communication. (This is known as using a direct pattern of organization.) However, if I think 
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that the reader may be hostile to my recommendation, I should delay writing my 
recommendation until after I have presented some of the evidence and arguments that support 
my recommendation. (This is known as using an indirect pattern of organization.) 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should anticipate and 

respond to objections. I should think about the reader’s objections to what I recommend, then 
I should show that the objections are not as significant as the reader thinks. For example, I 
may know that the reader is worried about costs, but I can try to show that the costs will not be 
as high as the reader expects. For example, if I am good at making home repairs, I may offer 
to do the repairs for my landlord in return for a reduction in rent the month after I make the 
repairs. Or if I am advising the manager of a restaurant where I work to advertise more, I 
could do research and list the cost of advertising in various publications or on radio and TV. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should establish my 

credibility. For example, my recommendation about how to solve a problem may be made 
credible by my pointing out that I have studied this particular problem in college, or that I 
have dealt successfully with this kind of problem in a similar job. If I offer to make repairs to 
my apartment in return for a reduction in rent, I could point out that I did the same kind of 
repairs in my summer job or that I remodeled my parents’ home. I could also give the reader 
the telephone number of my summer boss or parents for verification that I can competently 
perform the repair. 

 
•  To persuade the reader to accept a recommendation to solve a problem, I should learn about 

the context in which my reader will read my communication. For example, if my landlord has 
recently written or will write a large check to the Internal Revenue Service, I know that my 
landlord will be especially concerned about costs, and I should make a special effort to 
convince my landlord that the costs involved in accepting my recommendation are justifiable. 
Or if I am writing about purchasing a new forklift, and I know that an accident involving a 
forklift occurred recently at the factory, I should write about the safety record of the new 
forklift I am recommending that the organization buy. 

 
•  I have learned that I should list problems in order of importance to the reader. If the problems 

I am writing about in my letter to my landlord are a leaky ceiling, a too-small refrigerator, and 
a lack of parking, the first problem I should start writing about is the leaky ceiling, as the 
landlord will be most concerned about it. If I start writing about the other problems (which 
don’t concern the landlord so much), the landlord may not finish reading the letter and may 
not learn about the leaky ceiling. (Occasionally, you may decide to put the least expensive 
solution first because if you start with the most expensive solution, the landlord may not finish 
reading the letter and may not learn about the least expensive solution.) 

 
Note: All people should have an art to practice in their lives. Your art may be music or painting 
or writing. Perhaps your art consists of writing autobiographical essays. Of course, you may 
practice more than one art in your life. Solving problems is probably not an art, but feel free to 
write problem-solving letters the rest of your life. If you write a short problem-solving letter each 
Friday, you will get an excellent education in problem-solving. 
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Ethics: Is it ethical to take credit for someone else’s idea  
when writing a problem-solving letter? 

 
Let’s say that an employee has been asked to solve a problem at work, and that Maria Smith in 
Accounting has a really good idea for solving that problem. Should the employee give Maria 
Smith credit for the idea when the employee writes a memo about solving the problem? 
 
• What would happen if everyone were to do what you are thinking of doing? 

If everyone were to take credit for other people’s ideas without giving credit to the other 
people, very soon people would stop sharing ideas because they would be afraid that 
other people would steal their ideas. There is a contradiction here. The employee makes 
the rule, “I will steal other people’s ideas so that I will look competent to my employer,” 
but if everyone does what the employee wants to do, soon it will be impossible to steal 
other people’s ideas because they won’t share their ideas with you. 

 
• Would you want done to you what you are thinking of doing to other people? 

Would you want other people to steal your ideas and not give you credit? 
 
• What are the consequences of the action you are thinking about doing? 

Stealing other people’s ideas is likely to lead to a lot of hate and discontent for the thief 
and for other people. Employers want employees to get along and to work together to 
solve problems and make the company profitable. Stealing other people’s ideas is likely 
to lead to employees not working together to solve problems and make the company 
profitable. 

 
Problem-Solving 

 
• Jonathan Eybeschuetz (c. 1690-1764) displayed remarkable intelligence even as a young 

child. One morning, a much bigger, anti-Semitic bully beat him up. Jonathan cried for the 
beating to stop so he could give the bully all the money he had. Of course, the bully stopped 
beating him, and young Jonathan emptied his pockets and handed over all his money to the bully. 
As he did so, he explained that today was a special Jewish holiday, and Jews were required to 
hand over all their money to anyone who beat them that day. Hearing this, the bully decided to 
beat up the richest Jew in town. Of course, the rich Jew cried out for help, and a police officer 
arrested the bully and took him to jail—exactly as young Jonathan had planned. 

 
• One problem faced by many religious people is how to avoid persecution. The story behind 

the game of dreidel is serious. When Jews are forbidden to worship, they worship anyway, 
gathering together to study the Torah. At these times, they have money and a dreidel nearby. 
Should soldiers come near, the Jews gather around the dreidel and pretend to be gaming. Early 
Christians did something similar by decorating their houses with holly. Holly was sacred to 
Saturn, and by decorating their houses with holly, early Christians avoided trouble because 
pagan soldiers thought they were dedicated followers of Saturn. 
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Class 15: The Set of Instructions Project: 
Assign the Project 

 
Due Today: Hand in Your Problem-Solving Letter. 
Hand it in, using a 2-pocket folder. In the right pocket, place your final draft of your Problem-
Solving Letter. In the left pocket, place your early drafts. On the upper right corner of your 
folder, write your name, course, and when the class meets. For example: Jane Student, ENG 
308J, 8-10 a.m. MW. Write “final draft” on the final draft. 
 
Homework #4 Due in Class 17: Hand in a typed 1-page memo telling me briefly about the topic 
and audience of your Instructions. Tell me briefly about the visual aids you plan to use in your 
Instructions. (Will they be photographs, screen shots, drawings, etc.? Don’t use the word 
“picture” because a “picture” can be many things.) Proofread carefully. 

 
Sample Homework #4 Memo: 
 
To: David Bruce 
From: Alison Davis (MW 9-11; ENG 308J; Homework #4) 
Date: 5/7/10 
Re: Set of Instructions Memo 
 
I am a Hearing, Speech and Language Sciences major and the knowledge of how to give a 
diagnostic analysis will be very useful for my career field. I plan to work as a Speech-Language 
Pathologist, and I will need to know (and do know) how to give a proper diagnostic analysis to 
assess a variety of speech problems.  
 
For my Set of Instructions paper, I will be writing step-by-step instructions for how to give a 
diagnostic analysis to assess speech problems with international students. I will be writing these 
instructions specifically for the ELIP Pronunciation Lab where I work, and the instructions will 
be intended for the audience of new tutors who are learning how to do this job. I have worked at 
the lab for a full year and understand how to give a proper diagnostic to the students, but when I 
first started I would have appreciated guidance on the subject.  
 
This topic will not only benefit new tutors whom I work with, but it will also look impressive to 
my boss and could look impressive in a writing portfolio for my future career. I also plan to give 
a copy of the Set of Instructions to my supervisor, and I will mention in my Resume having 
written this Set of Instructions for the ELIP Pronunciation Lab where I work.  
 
I will be using one screenshot and many photographs that I take at the ELIP Pronunciation Lab 
for my visual aids.  
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Advice for Writing 
 
• Do it yourself. 
 
Early in their career, the Ramones played in London on July 4, 1976. Some cool kids who called 
themselves The Clash hung around during a sound check before the concert and talked to the 
members of the band, mentioning that they played music but weren’t good enough to play in 
public. Johnny Ramone told them, “Are you kidding? I hope you’re coming tonight. We’re 
lousy. We can’t play. If you wait until you can play, you’ll be too old to get up there. We stink, 
really. But it’s great.” (This is a great example of punk rock’s do-it-yourself attitude. You don’t 
need a lot of fancy equipment to play music. Just teach yourself a few chords, get up on stage, 
and rock. Similarly, if you want to write, you don’t need a lot of fancy equipment. If you have a 
computer, great, but all you really need is some paper and a pencil.) 
 
• Be there. 
 
After retiring from her career in dance, Balanchine dancer Barbara Milberg became a very good 
student—and eventually a Ph.D. (and professor). In dance, she had learned that when the curtain 
went up, she had better be there, and so she never handed in a paper late.  
 
• Get it right. 
 
A man—who didn’t dance—visited the dance class of Margaret Craske. At the end of her class, 
he said goodbye and jokingly executed a port de bras. Quickly, Ms. Craske reached out and 
corrected the position of the visitor’s hand. As you would expect, in her dance classes, she tells 
her students over and over, “Get it right!” 
 
• Do it ’til you get it right. 
 
Garth Fagan, the choreographer of the theatrical version of The Lion King, learned an important 
lesson from Martha Graham: “Do it ’til you get it right!” She requested that he simply walk 
across the floor. He walked across the floor 12 times before he realized that she wanted a walk 
that did not say, “LOOK AT ME! AREN’T I GORGEOUS!” When he did the walk correctly, 
Ms. Graham told him, “I think you’re going to go places.” As the head of his own dance troupe 
and as a Broadway choreographer, he did. 
 
• Rise above.  
 
Theater director Tyrone Guthrie advised his actors and crew to do this. The advice means to rise 
above whatever forces are working against you. All of us have personal problems. No one’s life 
is perfect. Sometimes, life seems to conspire against us. Rise above all that, and produce the best 
work you can. 
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What Do I Have to Do for the Set of Instructions Project? 
 
Teacher’s Expectations 
 
What are your teacher’s expectations for the Set of Instructions? 
• You will start writing this Set of Instructions at least five days before the Peer Review Session. 
• You will spend at least six hours on this paper. 
• You will revise this Set of Instructions at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on your Set of Instructions during the peer review session. 
• You will get feedback on your Set of Instructions essay from at least one other person outside 
of class. 
• You will proofread this Set of Instructions at least three times. 
• You will run a spelling check on the final draft of your Set of Instructions. 

 
Benefits 
 
Instructions are frequently needed on the job. You will learn how to write a good Set of 
Instructions. Your Set of Instructions will probably be much better than many of the Instructions 
you find when you purchase a product. You will also learn how to create good visual aids and 
how to test your Set of Instructions. If your Set of Instructions turns out well, you can add it to 
your writing portfolio and show it to prospective employers during job interviews or you may be 
able to use your Set of Instructions to help you get into graduate school. If your Set of 
Instructions turns out well, the person you wrote them for may be willing to write you a very 
good letter of recommendation. You may want to ask your advisor or a trusted professor in your 
area of study for ideas about topics for this assignment. You may also be able to mention your 
Set of Instructions in your Resume. For example: “Wrote Set of Instructions on ‘How to Open 
Restaurant XYZ.’” Or: “Wrote manual on ‘How to Exercise with Arthritis.’” 
 
Instructions Assignment 
 
•  Write a Set of Instructions that will enable your readers to operate some device or perform 
some procedure, preferably used in your major, in your future career, or at work.  
•  The procedure must involve at least 24 steps.  
•  Your Instructions must include an introduction in which you motivate the reader to use the 
Instructions.  
•  Your Instructions must contain at least one visual aid that you will create (no photocopies 
of a visual aid that someone else has created). You can’t copy your visual aids from a book, 
magazine article, or other source. Anyone who does this and does not give credit to the source is 
guilty of plagiarism. For more information about plagiarism, see Class 4 and the appendix titled 
“Academic Honesty.” 
•  Your visual aid may be a photograph(s), drawing(s) or something you create on a computer. If 
your visual aid is a photograph, you can be either the photographer or the model. If your 
Instructions explain how to fill out forms, your visual aids can be the forms. 
•  In some cases, I may allow a student to use a visual aid downloaded from the WWW, as long 
as 1) the student gets permission from me to do this ahead of time, 2) the student gives 
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credit to the source, and 3) the student also creates at least one original visual aid. I will 
allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will not 
allow downloads that show how to perform the steps—you need to create those visual aids. 
•  Your Instructions must be on something that can be tested, preferably with a performance 
test. You can use both a performance test and an understandability test if you wish. 
•  You cannot elaborate on a Set of Instructions that you have found in a textbook; e.g., 
extracting caffeine from tea, performing a fractional distillation, etc. However, you can write a 
Set of Instructions on a procedure that you know well and have not found in a textbook; e.g., 
extracting caffeine from tea, performing a fractional distillation, etc. (I hope this is clear: Do 
something that you know well and do not already have instructions for.) 
 
Audience 
 
The readers of your Set of Instructions will be people who do not know how to do the procedure 
that you are writing about, but who do want to know how to do that procedure. How will they get 
copies of your Set of Instructions? If you wish, you can make your Set of Instructions a free 
download on <Lulu.com>. Or you can simply print off copies for friends who want a copy. 
 
Advice 
 
•  Students in technical or computer majors should choose a technical or computer topic. 
•  I advise you to create a Set of Instructions that you can talk about in a job interview; in other 
words, write Instructions explaining how to use a piece of equipment commonly used in your 
major, or write about some procedure used on the job. This project can be as technical as you 
want to make it.  
•  Be aware that you can take a writing portfolio along to a job interview. If your Instructions 
turn out well, you can put them in your portfolio and show them to prospective employers. 
•  When thinking of topics for your Instructions, think in terms of problem-solving. Can you 
write something that will solve a problem? Perhaps new people at work can’t perform a certain 
procedure. Perhaps you can write something that an Ohio University professor can use as a class 
handout for students to refer to. 
•  When thinking of topics for your Instructions, see if you can write something that will result 
in a letter of job recommendation for you. If you write something for work or if you write 
something that an OU professor can use as a class handout, your manager or professor may be 
willing to write an excellent letter of job recommendation for you. 
 
Do NOT Choose a Topic That Needs Guidelines Rather Than Step-by-Step Directions 
 
•  NO: How to Buy a Car.  • NO: How to Study for a Test.  
•  NO: How to Play Cricket. • NO: How to Create a Business Plan. 
 
Sample Unacceptable Instruction Topics 
 
•  NO: Recipes (including Recipes for Drinks). 
•  NO: How to Play a Drinking Game. 
•  NO: How to Write a Computer Program.  
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•  NO: Origami.  
•  NO: How to Fill Out the Application Form for a Passport. (The instructions are already on the 
form.) 
•  NO: How to Make a Cornhole Game Set and Cornhole Bags. 
•  NO: How to Read Music.  
•  NO: How to Produce a Fashion Show.  
•  NO: How to Execute the Triple-Option Offense. (This isn’t a good topic for a Set of 
Instructions because several actions happen all at the same time instead of sequentially. In a Set 
of Instructions, the reader does one thing, then the reader does another thing. In a football play, 
lots of people are doing things all at the same time.) 
•  NO: How to Have a Good Weekend Trip in Niagara Falls, Canada. (However, you can create 
a Set of Instructions on how to pack for a weekend trip to Niagara Falls, Canada.) 
•  NO: Something for which you already have a Set of Instructions (operating a clock-radio, or 
programming a VCR)—including Instructions from a professor and including computer games. 
•  NO: How to Field Dress a Deer. Ask yourself how you would get original photographs for 
this topic. Most people are not good enough artists to draw the steps of this procedure 
competently, and I will not allow you to download the photographs for this procedure. After all, 
if the photographs are available online, so are the steps. 
•  NO: How to Shoot a Free Throw. NO: How to Swing a Golf Club. The problem here is that  
these things would be taught through coaching rather than reading. Also, although you can get 24 
steps for these procedures, that would be a bad idea. You don’t want a player on the free-throw 
line at the end of a close game thinking, “I can’t remember step 22!” 
• NO: How to Play a Video Game. 
 
Some Advice 
 
• Some procedures are difficult to write about because they should be learned through coaching, 
not through reading a Set of Instructions. Be very careful when writing about a procedure in 
sports. Don’t write about these topics: How to Shoot a Free Throw and How to Swing a Golf 
Club. 
• When a procedure is obvious, don’t write a Set of Instructions for it. For example, if you are 
writing about filling out a form on the WWW, you probably will not have to write steps for “Fill 
in your name” and “Fill in your street address” and “Fill in your town or city” and “Fill in your 
zip code” and “Fill in your home area code” and “Fill in your home telephone number,” etc. 
Instead, you may simply write, “Fill in your personal information,” then move on. Of course, if 
the entire procedure is obvious, even to someone who has never done the procedure before, you 
should choose a different topic. 
 

A Quotation 

• “Have nothing in your houses that you do not know to be useful or believe to be beautiful.” — 
William Morris 
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Sample Acceptable Instructions Topics 
 

Note: Do not plagiarize this assignment. Chose a procedure that you already know how to 
do well. 
 
•  Instructions on a technical topic.  
Ex: How to Make Gunpowder. How to Install a MOD Chip in Your Game Station. How to Add 
Memory to Your PC. How to Take an X-ray. How to Perform a Neutralization Titration. 
 
•  Instructions related to your career/major.  
Ex: How to Create a Flats Library. (Fashion merchandisers use Flats Libraries.) How to Take 
Blood Pressure. How to Care for a Sprained Ankle. How to Perform Exercises That Help People 
with Arthritis. How to Clean and Maintain a Flute. How to Find a Terrapin Turtle Nesting Site. 
How to Calculate a Mean Length of Utterance (MLU). How to Hang and Circuit a Theatrical 
Ellipsoidal Reflector Spotlight. How to Assess a Stroke Patient. (The stroke patient Set of 
Instructions was written by a student majoring in speech-language pathology.) How to Perform a 
Column Chromatography. How to Classify Soils. How to Repair a Pitching Surface. How to Test 
Your Blood Glucose Level. How to Perform a Skinfold Caliper Test. How to Perform 
Calculations Involving the Time Value of Money. How to Expose Latent Fingerprints. How to 
Create a HDR Panorama. 
 
•  Instructions on how to use a computer.  
Note: For computer Instructions, you should know how to create screen shots. Also, you should 
write for a particular version of a program; e.g. Solid Edge 19. 
Note: Computer program tutorials work well for this assignment; for example, a student can 
write a tutorial that teaches engineering students how to use a particular CAD program to draw a 
bolt or other simple item. 
Ex: How to Create, Modify, and Paste Screen Shots. How to Send Virtual Flowers. How to 
Perform a Linear Regression Using Excel 2008 for Mac. How to Buy Sports Tickets Online. 
How to Make a Floor Plan in AutoCAD 2008. How to Perform a Structural Analysis Using 
MathCAD 18. 
 
•  Instructions that can be used at work.  
Ex: How to Close (or Open) the Store. How to Clean the Kitchen Area. How to Wait on 
Customers. How to Write a Parking Ticket. How to Operate the Super Shot 200D. (The Super 
Shot 200D is used to repair cracks on roads.)  
 
• Instructions related to car or truck or motorcycle maintenance. 
Ex: How to Change the Oil. How to Fix a Flat Tire. How to Rotate Tires. How to Check Car 
Fluids. How to Perform a Safety Inspection of Your Motorcycle. 
 
•  Instructions on home improvement projects.  
Ex: How to Finish a Kitchen Cabinet. How to Paint a Room. How to Re-Pot House Plants. How 
to Line a Chest with Cedar. How to Patch a Drywall Hole. 
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•  Instructions for exercise equipment or for warming up and stretching.  
Ex: How to Use an Ergometer. How to Use the Ping Center Climbing Wall. How to Lift 
Weights. How to Stretch Properly. How to Warm Up and Cool Down Properly. How to Perform 
a Vertical Jump Test. How to Properly Perform the Pilates Series of Five. 
 
•  Instructions that can be used in the library.  
Ex: How to Use OhioLINK.  
 
•  Instructions, including fundraising instructions, that can be used in a fraternity, 
sorority, club sport, or other campus organization.  
Ex: How to Reserve a Date to Hold a Fundraiser at the Ohio University Front Gate. How to Hold 
the Annual “Have-a-Heart” Valentine’s Day Bake Sale. A Team Captain’s Guide to Participating 
in OU Relay for Life. 
 
•  Instructions that can be used at home.  
Ex: How to Diaper a Young Child. How to Give a Baby a Bath. How to Baby-Proof a Home. 
How to Clean a Bathroom. 
 
•  Instructions on personal hygiene.  
Ex: How to Give Yourself a Manicure. How to Trim Hair. How to Apply Makeup. How to 
Decorate Your Body Using Henna. 
 
•  Instructions on an arts and crafts or other project.  
Ex: How to Make a Scrunchi. How to Build a Campfire. How to Make Paper. How to Make a 
Scrapbook. How to Prepare a Market Steer for the Show Ring. How to Make a Denim Bookbag 
Out of an Old Pair of Jeans. How to Wrap a Present. How to Make a Denim Skirt Out of an Old 
Pair of Jeans. How to Make a Throw Pillow. 
 
• Instructions related to education. 
Ex: How to Make a Storyboard. How to Make a Bulletin Board. How to Make Classroom 
Materials Such as Play Dough, Clay, Finger Paints, Ink, and Paste. How to Make a Homemade 
Flashlight (a science project for elementary schoolkids). How to Create and Laminate Visual 
Aids in the McCracken Hall Media Center. How to Create a Hyperstudio Program for Children. 
How to Make a Valentine’s Day Box. 
 
•  Instructions on an environmental project.  
Ex: How to Prevent Erosion on a River Bank. How to Trim Trees. How to Create and Maintain a 
Compost Pile. How to Plant a Tree. How to Create an Organic Garden. 
 
•  Instructions related to other cultures.  
Ex: How to Perform the Japanese Tea Ceremony. 
 
•  Fun Instructions (often these are related to your major, your future career, or your 
work).  
Ex: How to Make a Cruella de Vil Halloween Costume. (This is a good topic for someone 
majoring in fashion design.) How to Carve a Jack-o’-Lantern. How to Make a Potato Gun. How 
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to Build a Couch-Cushion Fort. How to Wash a Dog. How to Clean a Civil War Musket. How to 
Prepare for a Romantic Date at Home. How to Train Your Dog. How to Throw Pottery. How to 
Write in Code. How to Set up the Starting Blocks and Run a Sprint Successfully. How to Change 
a Bicycle Tire. How to Make a Tank Top. How to Make a Pinata. How to Tie-Dye. How to Fish.  
 
Notes About Instructions 
 
•  Choose a topic for which you can create original visual aids. If you choose a topic for which 
you plan to surf the WWW to get your visual aids, your topic is NOT suitable for this 
assignment. For example, don’t write about How to Replace a Toilet unless your toilet needs to 
be replaced and you can take photographs during the procedure. 
 
•  Make sure that the introduction and the steps are written for the same audience. If you are 
writing a set of instructions for older students to perform, make sure that the introduction (and 
not just the steps) are written with the students as the audience. (You may add a “Note to 
Teachers” section to a Set of Instructions written for students if you wish.) Of course, if you are 
writing about an arts and craft project that very young, non-reading students will do, your Set of 
Instructions will be written for the teacher and will tell the teacher what to do to use the arts and 
craft project in the classroom. 
 
•  When you write a Set of Instructions, you are writing about a procedure that has actions that 
must be performed in a specific order. If you find that you are writing “steps” that have no 
action, then you are writing notes, not steps. If you find that the “steps” you are writing can be 
done in any order or may not have to be done at all, then you are writing guidelines, not steps. 
Write your Instructions on a procedure that has at least 24 actions that must be followed 
sequentially (do one step, then do another) in a certain order.  
 
•  Do not write about a procedure in which lots of people do actions all at the same time. For 
example, do not write about how to perform a play in football. 
 
•  Note that your Instructions may contain a few hints or guidelines in addition to the 24 or more 
steps. For example, the introduction may contain a few hints or guidelines before step 1. The 
hints or guidelines may appear in a bulleted list as part of the introduction. Don’t use numbers 
because hints or guidelines need not be followed in a particular order. 
 
•  A procedure such as “How to Clean the Kitchen at the Pub” will make a good Set of 
Instructions. Perhaps it really doesn’t matter if the trash is taken out after the floor is mopped (on 
the other hand, if the trash bag breaks, the reader may have to mop twice), but put the actions in 
a specific order that you know from experience is efficient, and tell the reader that if he or she 
performs the steps in order then the procedure will be completed efficiently. 
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Class 16: The Set of Instructions Project: 
Writing Steps and Warnings 

 
A Reminder 
 
Choose a topic for which you can create original visual aids. If you choose a topic for which you 
plan to surf the WWW to get your visual aids, your topic is NOT suitable for this assignment. 
For example, don’t write about How to Replace a Toilet unless your toilet needs to be replaced 
and you can take photographs during the procedure. 
 

How Do I Write Instructions? 
 
How Can I Motivate My Target Audience to Read My Set of Instructions? 
 
You need to persuade your target audience to read your Instructions and to follow the steps 
carefully. You can persuade your target audience to read your Instructions by pointing out how 
they will benefit if they learn the procedure that your Set of Instructions is for. You can persuade 
your target audience to follow the steps carefully by pointing out that they will save time by 
reading and then performing each step instead of trying to figure out on their own how to do the 
procedure. You can also persuade your target audience to read your Instructions by making them 
attractive and by using white space in between steps.  
 
Another way of motivating your target audience to read your Set of Instructions to make sure 
that they are accurate. You can get a performance test of your set of Instructions by asking 
someone to follow your Instructions as you watch. This will help you to determine if you left any 
steps out and will help you to find ways to improve your Instructions. It is very easy to leave out 
an important step.  
 
Proofreading is also important when persuading your target audience to read your Set of 
Instructions. If it is not well proofread, your target audience may think that you don’t know what 
you’re writing about. 
 
Conventional Organization for Instructions 
 

Introduction—includes relevant items from the following list: 
 •  Subject: the topic of the Instructions 
 •  Aim: the purpose of the Instructions; the outcome of the procedure 
 •  Intended Readers: the target audience of the Instructions 

•  Scope: what the Instructions cover and what the Instructions don’t cover 
 •  Organization: what comes first, second, third, etc. 
 •  Usage: how to best use the Instructions 
 •  Conventions: special features of the Instructions (e.g., you may point out that   

 underlined terms are defined in a glossary at the end of the Instructions). Note: If only 
 a few terms need to be defined, you may define them in the introduction, or in notes to 
 the steps where those terms are used. 
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 •  Motivation: why the reader should read the Instructions (e.g., you may point out the 
 benefits of knowing how to perform the procedure, or you may point out that the 
 reader can save time by reading the Instructions instead of trying to figure things out 
 on his or her own) 
•  Safety: what the reader must do in order to be safe while performing the Instructions 
•  Legal Information: what you need to write to keep from being sued (e.g., if you are 
 writing about exercises, you need to point out that the reader should see a physician 
 before beginning this or any other exercise program) 
•  Table of Contents: If your Instructions are long and cover a few different topics, you 
 may want to add a Table of Contents to your Introduction. (Note: In long Instruction 
 Manuals using the book format, the Table of Contents will appear BEFORE the 
 Introduction, and the Introduction will be listed in the Table of Contents.) 

 
Description of the Equipment 
This may or may not include (or be) a visual aid. 
 
List of Materials and Equipment 
This list can be a big help to the readers. By using the list, the readers can make sure that they 
have all the materials and equipment they need before starting the procedure. That way, they 
don’t have to stop in the middle of the Instructions and make a trip to the hardware store. 
You can help the reader by classifying the list of materials and equipment. For example, the 
items needed for a home-improvement project can be classified into a List of Tools and a List 
of Materials. 
 
Directions  
Directions are the steps of the Instructions. 
 
Troubleshooting  
If you know that the readers may make certain common mistakes, you may want to include a 
troubleshooting guide at the end of your Instructions that tells the readers how to correct 
those mistakes. (Alternatively or additionally, if you know that the readers are likely to make 
a certain mistake at step 15, you should add a note to step 15 warning the reader not to make 
that mistake and telling the reader how to correct the mistake if the reader makes it.) 
 

Important Advice for Writing Any Communication, Including Instructions:  
Identify your target audience and the knowledge its members already have. 
 
Your target audience is the group of people you are writing your Instructions for. They do not 
already know how to do the procedure. If they did, they would not have to read your Instructions. 
However, they may already have some specialized knowledge. For example, if you are writing a 
tutorial for a computer program, you may identify your target audience as people who have some 
experience using computers but no experience using the particular program you are writing 
about. Therefore, you won’t have to define terms such as “mouse” and “monitor,” but you will 
have to write in detail about the particular program you are teaching the target audience to use.  
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How Do I Write Steps? 

 
1. Give only one thing to do per step. 
  
Don’t have more than one thing to do per step. The reader will read the step and then turn away 
from the Set of Instructions and perform the step.  
 
If you need to add explanatory material, add it after the action the reader will perform 
 

Example:  4. Press the RETURN key. The POS Screen will appear. 
 
2. Don’t overwhelm your readers with information. 
 
You may add some explanatory information to a step, but keep it brief. 
 
3. Use imperative verbs.  
 

Example:  Turn the computer on. 
 

When writing your steps, don’t use the word “next.” The step number will tell the reader that this 
is the action to perform next. 
 
 Incorrect: 5. Next, press <Enter>. 
 Correct: 5. Press <Enter>. 
 
4. Emphasize important words. 
 

Example:  Drag down the Edit menu and select Check Spelling. 
 
Example:  Drag down the <Edit> menu and select <Check Spelling>. 
 
Example:  Drag down the “Edit” menu and select “Check Spelling.” 

 
Note: The American style of punctuation is to put commas and periods inside quotation marks. 
 
You can refer to computer keys in various ways: 
 
 5. Press ENTER. 
 5. Press <Enter>. 
 5. Press “Enter.” 
 
5. Number the steps. 
 
This will help your readers locate the next step quickly. 
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6. Use white space between steps. 
 
The white space will make the Set of Instructions more attractive and less forbidding than a page 
that is filled with words. Making the Set of Instructions attractive and not forbidding is a 
technique that will help persuade the reader to read your Instructions. 
 
7. When relevant, divide your Set of Instructions into sections and use a heading for each 
section.  
 

Example of Headings:   
 
  Opening Cricket Graph 
  Entering and Formatting Data 
  Creating the Graph 
  Saving the Graph 
  Printing the Graph 
  Closing Cricket Graph 

 
8. When relevant, use branching steps. 
 

Example:  6. Check the reading on the gauge. 
  •  If it is high, follow the procedure described on page 8. 
  •  If it is low, follow the procedure described on page 9. 
  •  If it is normal, proceed to step 7. 

 
9. Tell the reader how to correct a mistake. 
 

Example:  9. Check the result. If it is incorrect, repeat steps 6-8. 
 

10. When relevant, use a visual aid in a step. 
 
Use as many visual aids as the readers need. Some Sets of Instructions will need only one visual 
aid, while other Sets of Instructions may have a visual aid for each step. Remember that this 
assignment requires you to have at least one original aid. 
 
11. As much as possible, keep the step and its visual aid and/or note(s) on the same page. 
 
Make the visual aids easy to find. Keep each visual aid on the same page as the step it goes with. 
This also applies to steps and their associated notes. It is a good idea to do this even though it 
may leave a lot of white space at the bottom of a page because you have moved a step to the top 
of the next page. If you are worried about having too much white space at the bottom of a page, 
you can always write, “Note: Continued on next page.” 
 
On rare occasions, it may be impossible to keep the visual aid on the same page as the step. For 
example, you may have a visual aid that takes up an entire page and that the reader must often 
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refer to. In that case, you would make the visual aid an Appendix, and you would let the reader 
know where the visual aid is located. For example: “See Figure 4 in the Appendix” 
or “See Figure 4 on page 6.” Usually, however, you can keep the visual aid and its step on the 
same page.  
 
12. If necessary, add notes and/or warn your readers. 
 
A note is almost always placed after the step it is for. 
 
If necessary, you can place a note before a step or steps, but indicate which step or steps the note 
is for. 
 

Note:  Steps 1 through 4 can be done a few days before the big night. 
 
1. Prepare an emergency contact list.  

 
A warning is often placed after the step it is for. 
 
If necessary, you can place a warning before a step or steps, but indicate which step or steps the 
warning is for.  
 
 WARNING: Be sure to wear safety glasses for steps 13-17. Safety glasses will protect 
 your eyes from the flying fragments of hot metal. Not wearing safety glasses may  result 
 in blindness. 
 

13. Light the welding torch. 
 

In addition, you can make putting on safety glasses a step in itself that is followed by a warning. 
 
 12. Put on your safety glasses.  
 
 WARNING: Be sure to wear safety glasses for steps 13-17. Safety glasses will protect 
 your eyes from the flying fragments of hot metal. Not wearing safety glasses may  result 
 in blindness. 

 
13. Light the welding torch. 

 
 

The American Style is Put Commas and Periods Inside Quotation Marks 
 
• Geri Jewell has cerebral palsy, but she didn’t let it stop her from becoming a professional 

comedian. The first time she appeared at the Comedy Story she wore a T-shirt she had made that 
said, “I’m Not Drunk. I Have Cerebral Palsy.” She then told the audience, “Each one of these 
letters cost thirty cents, you guys. This is one time I wish I had polio instead.” The crowd loved 
her. 

 



 

 

168 

 

How Do I Warn My Readers? 
 
1. Emphasize your warnings.  
 
For example, you may print warnings in red ink or print them in ALL CAPITAL LETTERS. 
 
2. Make sure that your readers will read the warnings before performing the dangerous 
action.  
 
You don’t want the reader to perform a step, then read that the step was dangerous to perform. 
 
3. Tell your readers how they or the materials and equipment they are using can be hurt if 
they do not take precautions.  
 
People are more likely to wear safety glasses if they know that THEY MAY BECOME BLIND 
if they don’t wear them. Also, people are more likely to take precautions if they know that if they 
don’t, they can destroy thousands of dollars of equipment. 
 
4. Tell your readers how to protect themselves and/or the materials and equipment they are 
using.  
 

WARNING: Safety glasses will protect your eyes from flying fragments of hot metal. 
Not wearing safety glasses may result in blindness. 

 
5. Make the protective action a step. 
 
For example, when relevant, you will tell your readers to wear safety glasses. You can make this 
a step in itself. Include a warning stating the possible consequences of not wearing safety 
glasses. 
 

5. Put on your safety glasses. WARNING: Safety glasses will protect your eyes from 
flying fragments of hot metal. Not wearing safety glasses may result in blindness. 

 
Note: The following four pages contain the first two pages of two sets of Instructions. 
 
Note: It can be a good idea to write the steps first and then work on the visual aids. The first 
example (on the next two pages) is a draft without the visual aids.  
 
 

The American Style is Put Commas and Periods Inside Quotation Marks 
 

• Groucho Marx once asked Melinda, his little daughter, what she did at nursery school. She 
replied, “Oh, Daddy, all we do is paint and go to the toilet.” Groucho called this “the most 
accurate description of a nursery school that’s ever been uttered.” 
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A Tutorial for Cricket Graph 1.3 
By Mark Johnson 

 
[ROUGH DRAFT; NO VISUAL AIDS YET] 

 
Introduction 
 
This tutorial will show you how to make a column graph using the Macintosh computer program 
Cricket Graph 1.3. This tutorial assumes that you are familiar with such computer terms as 
clicking and dragging. This tutorial will show you how to create a bar graph showing how many 
men and women in the United States died from AIDS during 1984-1986. 
 
Opening Cricket Graph 
 
1.  Turn on the computer. 
 
2.  Locate the Cricket Graph icon. See Figure 1. 
 

 [INSERT SCREENSHOT HERE] 
 

 Figure 1: Cricket Graph Icon 
 
3.  Double-click the Cricket Graph icon to open the program. 
 
 Note: You will know you have opened the Cricket Graph program when you see the window 
 for  entering data. See Figure 2. Note: Figure 2 shows only the top of the Untitled Data #1 
 window. 
 

[INSERT SCREENSHOT HERE] 
 
 Figure 2: What the screen should look like after step 3.  
 
 Note: Continued on next page.
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Entering and Formatting Data 
 
4.  Use the mouse and keyboard to enter the data you see in Figure 3. Note: Don’t type the 
 period and three zeros. Also, don’t worry when the program adds them automatically. This 
 data will show the number of AIDS deaths, by sex, in three consecutive years. Enter the
 years in column 1, enter the number of male deaths in column 2, and the number of female
 deaths in column 3. (This data comes from the Statistical Abstract of the United States for
 1992.) 
  

[INSERT SCREENSHOT HERE] 
 
 Figure 3: What the screen should look like after step 4. 
 
5.  Add column labels to show which numbers refer to men and which to women. To do so: 
  • Click the box labeled Column 2. This will highlight the term Column 2. 
  • Type the term Men. 
  • Click the box labeled Column 3. This will highlight the term Column 3. 
  • Type the term Women. 
 The finished result will look like Figure 4. 
 

[INSERT SCREENSHOT HERE] 
 
 Figure 4: What the screen should look like after step 5. 
 
[Note by David Bruce: This Set of Instructions continued for several more pages and contained 
many more screen shots.]  
 
[Note by David Bruce: This Set of Instructions has a period at the end of each step.] 
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How to Prepare for a Babysitter 
By Chelsea Fredrickson 

 
Introduction 
 
 Leaving your children for the first time can be very scary for parents. However, sooner or 
later, the time will come that all parents have to leave their children. Being completely prepared 
for the babysitter can hopefully relieve some of the anxiety for the parents, so they can enjoy 
their night out. Being well prepared not only relieves anxiety for the parents, but also for the 
babysitter as well. Babysitters want to avoid taking their eyes off the children as much as 
possible to ensure the children’s safety. This also gives them more one-on-one playtime with the 
children. The following directions can be modified for the ages of the children. Certain steps 
may be omitted based on the age of the children. If children have any special needs, make sure to 
modify Instructions to include them. 
 
Materials 
 
 Medical and Emergency Supplies Entertainment 
 • Medications • Audiocassette/CD and Player 
 • Antiseptic Spray  • Favorite Movie 
 • Gauze • Games/Toys  
 • Medical Tape 
 • Band-aids Other  
 • Fire Extinguisher • Cash  
  • Phone Book 
 Food • Pen 
 • Frozen Dinner • Paper   
 • Favorite Bedtime Snack  • Note Pad  
  • Plastic Container 
 Child Supplies • Scissors 
 • Pajamas  
 • Diapers/Diaper Wipes  
 • Child-Proof Gates 
 • Child-Proof Cabinet Safety Locks  
 
Note:  Steps 1 through 4 can be done a few days before the big night. 
 
1. Prepare an emergency contact list.  
 Make sure to include … 
 • 911 • Police Department 
 • Fire Department • Poison Control 
 • Doctors • Dentist 
 • Neighbors • Relatives 
 
Notes: It is necessary to list only relatives who live in close proximity. 
 The list can be laminated for future use. 
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2. Prepare a first-aid kit.  
 In the plastic container place …  
 • Band-aids • Scissors 
 • Antiseptic Spray • Gauze 
 • Medical Tape 
 
3. Prepare a bedtime snack. 
 Preparing your child’s favorite snack helps the bedtime process move along more 
 smoothly. 
 
Note:  Steps 4 and 5 may be omitted if you choose to feed your children before the babysitter  
  arrives. 
 
4. Prepare or buy a dinner that can be easily baked in the oven.  
 That way, the babysitter does not have to spend too much time away from the children 
 preparing a dinner. 
 
Note:  Steps 5 through 11 can all be placed on the same piece of paper. If necessary, more  
  pages can be used. 
 
5. Write down the cooking time and temperature for dinner.  
 Include any extra directions needed. 
 
Tip:  Start heating up dinner before the babysitter gets there, so all the sitter has to do is take 
 it out of the oven. 
 
6. Write down all the medications the children are on.  
 Make sure to include which child, how much, and when the medication should be given. 
 
Tip:  Color coding the medication helps avoid confusion. Place a colored sticker on the  
 medicine bottle with the child’s name on it. Write the directions in the same color pen or 
 marker. Avoid blue or black colors.  
 
7. Write down any allergies the children have. 
 If any children have food allergies, avoid having that food in the house, or make sure it is
 in a child-proof cabinet. 
 
[Note by David Bruce: This Set of Instructions continued for two more pages and contained a 
diagram showing emergency materials laid out on a kitchen counter.]  
 
[Note by David Bruce: This Set of Instructions has a period at the end of each step.] 
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Class 17: The Set of Instructions Project: 
Visual Aids 

 
Homework #4 Due Today: Hand in a typed 1-page memo telling me briefly about the topic and 
audience of your Instructions. Tell me briefly about the visual aids you plan to use in your 
Instructions. (Will they be photographs, screen shots, drawings, etc.? Don’t use the word 
“picture” because a “picture” can be many things.) Proofread carefully. 
 
Note: The word “pictures” is vague, as pictures can be photographs, drawings, screen shots, 
diagrams, etc. If you will use photographs, write that you will use photographs.  
 
Note: In the phrase “visual aid,” the word “aid” does not have an e. An “aide” is a human 
helper—for example, a nurse’s aide or the general’s aide. For example: 
 

General George Washington was once traveling in a carriage on a narrow street where he 
overtook a farmer with a load of hay. The farmer was traveling very slowly, so the 
General’s aides told the farmer that he was holding up General Washington and that he 
would have to move off the side of the road and let the General pass. The farmer disliked 
the tone of voice the aides were using, so he told them that he had as much right to the 
use of the road as General Washington had. When the aides reported to General 
Washington what the farmer had said, he replied, “So he has.” 

 
Note: “The phrases “there is,” “there was,” and “there were” are often wordy. 
 

Wordy: There are three main topics that I will write about: 1) … 
 
Not wordy: I will write about three main topics: 1) … 

 
Sample Homework #4 Memo: 
 
To: David Bruce 
From: Joe DeMarco (MW 12-2; ENG 308J; Homework #4) 
Date: 2/20/10 
Re: Set of Instructions Memo 
 
For the Set of Instructions assignment, I plan to provide a detailed step-by-step instruction list for 
how to use data encryption in order to send private data via e-mail. My major here at Ohio 
University is Information and Telecommunication Systems, and I am currently taking a Data 
Encryption course. Our class has gone through several labs of proper techniques to encrypt and 
decrypt private data, and I feel I am knowledgeable enough on the subject to teach others about 
the process. I feel this subject of sending private data via e-mail is interesting and important for 
people who need to have security measures. 
  
The audience of the Set of Instructions will be students or faculty members who have a need to 
protect their e-mail data for private use. An example of the need of use would be a student who 
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needs to send his/her bank account username and password to his/her parents for financial help. 
Another example would be for a teacher to send a particular student his/her grade report that 
neither would want to be intercepted and read by another user. 
 
The process of the data encryption requires the installation of several applications such as GPG 
software, GPA (Gnu Privacy Assistant), and Thunderbird Open Source E-mail Package. The two 
users who require private and secure data transmission need to create password keys that they 
will give to one another. Once each user has the other’s key, they can then write their e-mail 
documents, choose the e-mail to then be encrypted using Thunderbird E-mail, sign the document 
with their private keys they created, and then decrypt the transmitted message to confidentially 
read the document. 
 
The process sounds more complicated than it actually is, and once the process is set up, the 
transmission of secure and private e-mail documents is rather easy. I plan to use step-by-step 
screen shots to use as visual aids. I will capture screen shots of where to download each 
application on their websites, the options to choose on the applications, how to create user keys, 
and which options to select for the encryption and decryption of the e-mail documents. 
 

How Do I Create Visual Aids for Instructions? 
 

Advice for Creating Visual Aids 
 
1. Look for places where visual aids will help your readers. 
 
Actively go through your steps looking for places where a visual aid will help the readers. For 
example, where would visual aids be very useful in the following Instructions? 
 

Dumbbell Curl 
 
1.  Holding the dumbbells in each hand, stand with your feet shoulder-width apart. 
 
2.  Hold the dumbbells with your palms facing forward. 
 
3.  Bring one dumbbell up to your chest while bending the elbow and keeping the part 
 of your arm from the shoulder to the elbow stationary. 
 
4.  Lower the dumbbell back to the starting position described in step 2. 
 
5.  Repeat steps 2-4 for the other arm. 
 
Note: Do 3 sets of 10 repetitions. 

 
2. Choose the kinds of visual aids that will help the readers. 
 
Use the right kind of visual aid:  
•  When photographs are appropriate, use photographs.  
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•  When a screen shot is appropriate (as in showing what the computer screen should look 
 like after a step), use a screen shot.  
•  If another kind of visual aid is appropriate, use it. 
  
3. Avoid distracting detail in your visual aids. 
 
Keep the background uncluttered. You want the readers to look at what is in the foreground, not 
at what is in the background. You may want to take photographs with a blank wall in the 
background.  
 
4. Make sure the readers can see everything that they are supposed to see.  
 
Sometimes, a dark photograph will have a dark line drawn on it to point out a part, but it is 
impossible or difficult to see the dark line. 
 
If you are writing about preparing a table in a banquet room and you take a photograph of a 
white plate on a white tablecloth, the white plate may not show up. Use a contrasting color for 
either the plate or the tablecloth. In addition, when you take a photograph of the needed materials 
and equipment, make sure each item will show up clearly in the photograph. You may need to 
put a tablecloth of a contrasting color on the table before setting the materials and equipment on 
it. 
 
Sometimes, foreign films will show white subtitles against a white background. This makes it 
impossible to read the words of the subtitles. 
 
5. When they are desirable, write informative titles. 
 
For example: “Figure 1: List of Materials.” 
 
6. Make sure that your visual aids and your text work together. 
 
•  Introduce your visual aids in your prose. For example: “See Figure 1.” 
•  Make your visual aids easy to find. Keep each visual aid on the same page as the step it goes 

with. To do this, you may find yourself moving a step from the bottom of one page to the top 
of the next page. After you move a step to the top of the next page, you may end up with lots 
of white space at the bottom of the first page. In that case, add a note. For example: “Note: 
Continued on next page.” 

•  On rare occasions, it may be impossible to keep the visual aid on the same page as the step. 
For example, you may have a visual aid that takes up an entire page and that the reader must 
often refer to. In that case, you would make the visual aid an Appendix, and you would let 
the reader know where the visual aid is located. For example: “See Figure 4 in the Appendix” 
or “See Figure 4 on page 6.” 
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7. In general, use color for emphasis, not for aesthetics. 
 
•  Sparing use of color for aesthetic purposes is OK, but look especially for places where color 

will help the readers. For example, putting the word “WARNING” in red (and all capital 
letters) helps the readers by emphasizing the warning. Occasionally, you may want the 
readers to look especially at one part of a visual aid, so you can put that part in color and 
leave the rest of the visual aid in black and white. For example: In an Employee Manual, you 
wish to show where employees are allowed to park. You may wish to create a diagram of the 
parking lot with the employee parking spaces highlighted in color. (Note: Employee Manuals 
are Policies and Procedures Manuals. They tell the employees about such policies as where 
to park and about such procedures as how to clock in and out.) Another example: Color in 
TV commercials is often used wisely. Sometimes, only the product is shown in color; 
everything else is in black and white. 

• Use fewer colors rather than more colors. Too many colors can be distracting. 
•  Sometimes attractiveness is important. If you are writing for children, you may wish to use 

color for decorative as well as for communicative purposes. 
 
9. Keep it simple. Beware of bells and whistles. 
 
Sometimes, people make graphs much fancier than they should be because they have a graphing 
computer program that has a lot of bells and whistles. Think about what the readers need. If they 
need a simple line graph, not a complex 3-D graph, give them the simple line graph. 
 
 

Questions about Visual Aids 
 
1. What kind of visual aid would you use to: 
 

 • Show the various positions of an exercise? 
 • Show what an audiometer looks like? 
 • Show how to apply make-up? 
 • Show how to use a computer program? 
 • Show what an erg (rowing machine) looks like? 
 • Show how to fill out a form? 
 

2. If you use photographs, what should be in the background? 
 

Nothing distracting. (Occasionally, a student will use photographs taken at home to 
illustrate the steps of a procedure done at home. Guess what I see in the background.) 

 
Visual Aids Exercise: Assume that you are going to write your Instructions on how to stretch 
correctly and safely.  
 
 • Where would people stretch? Would the location vary according to the purpose for 
 stretching? 
 • What kind of visual aids would you use? 
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 • Where is a good location to create the visual aids? 
 • What should be in the background? 

 
Performing a Screen Shot 

 
Note: Try the following Instructions to see if they work on your model of computer or in the 
computer lab you use. (One problem is this takes a lot of memory. Another problem is that some 
computer labs will not allow students to save to the hard drive.) 
 
Macintosh: 
 
1.  Press the following three keys: Apple Key-Shift-3. 
 
2.  The contents of the screen will be saved on the hard disk. 
 
3.  The file can be edited in an image-editing program such as Adobe Photoshop or Claris 

Works. 
 
IBM: (Windows 95 or 98) 
 
1.  Hold down the ALT key while pressing the Print Screen key. This will copy the active screen 

(whichever window the mouse clicked on last) to the clipboard. 
 
2.  Paste the image into your communication or into Adobe Photoshop or another graphics 

program. This can be done with Control-V in most programs. 
 

Advice for Visual Aids for Your Instructions 
 
•  You must create your own visual aids for your Set of Instructions. You can’t use visual aids 

you cut or copy out of a book or magazine or other source. 
 
•  If you plan to use photographs, it’s a good idea to write the steps for your Instructions first, 

then figure out where you need photographs. If you take the photographs first, then write the 
steps, you may discover that you need to take more photographs. 

 
•  Remember that your Instructions consist of both the written steps and the visual aids. If you 

test a draft without visual aids, you are testing only part of your Instructions and you may 
receive a lower grade.  

 
•  Get rid of distracting details. If you are writing about giving yourself a manicure, have the 

model in the photographs take off her rings before you take the photographs. 
 
•  To cover up a distracting background, you may need to have a few friends hold up an ironed 

sheet in back of what you are photographing. (The sheet should be ironed to avoid distracting 
wrinkles.) 
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•  To get labels in your photograph of Materials and Equipment, you may use a program such 
as Photoshop. Or you may print the labels, place them on or by each material or piece of 
equipment, then take the photograph. 

 
•  Check the color of the arrows in your visual aids. Sometimes, the arrows are hard to see if 

they are a dark color against a dark background. They will sometimes be much more visible 
if you make them yellow. 

 
•  Keep on the same page the List of Materials and the visual aid showing the materials. 
 
•  Take your photographs early. You need time to take additional photographs if they turn out 

blurry.  
 
•  Be aware that in some cases it may take time to get permission to take the photographs—for 

example, when the photographs need to be taken inside a restaurant or store or the Ping 
Center. 

 
•  To save money, you may want to print early drafts in black and white. The final draft should 

be printed in color. 
 
•  If you need to crop (trim) the edges of any photographs, do so using a paper cutter at a place 

such as Kinko’s on Court Street so that the photograph has straight edges. Of course, you 
may also do this using a graphics program such as Adobe Photoshop. 

 
• If you are scanning photographs and placing them in your Instructions, be careful not to 

squash the photographs. Make sure that the people and items in the photographs look normal, 
not squashed. 

 
Avoiding Plagiarism 

 
You may want to use a glossary in your Study Guide. If you do, make sure that it is not 
plagiarized. You can download the definitions if you wish, but you must give credit to the 
source. For example,underneath the glossary, you can write this: Note: All of the terms in this 
glossary are taken word for word from <http://dictionary.reference.com/>. 
 
When you define a single term, of course, you must use quotation marks when quoting word for 
word, and you mus cite the source. For example: According to 
<http://dictionary.reference.com/>, hemoglobin is “the oxygen-carrying pigment of red 
blood cells that gives them their red color and serves to convey oxygen to the tisssues.” 
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Class 18: The Set of Instructions Project: 
Page and Document Design; Type Selection 

 
How Do I Design Pages and Documents? 

 
1. Keep related content—such a step and its visual aid, or a step and its note, or a step and 
its warning—together.  
 
A good page design can help the reader quickly find the visual aid that goes with a certain step. 
To make the visual aids easy to find, keep the visual aid next to or under the step it illustrates. 
That way, the reader doesn’t have to flip the page to look at the visual aid after reading the step. 
 
2. Make your Set of Instructions easy to use. 
 
A good visual design can help the reader to quickly find the remedy for a problem described in a 
Troubleshooting Guide. Many Troubleshooting Guides are in a table format. The Problem is 
described in the first column, and the Possible Solutions are described in a second column. 
Keeping the step and its visual aid together on the same page helps make the step easier to 
perform. 
 
3. Emphasize warnings and other important content. 
 
A good visual design can emphasize an important warning. Make your warnings stand out. You 
don’t want the reader to do a step, then read the warning that goes with the step. 
 
4. Make the communication attractive to encourage readers to use it. 
 
• A Set of Instructions that does not have white space between steps can look difficult to readers. 
• Many newspapers try to avoid having too much grey on their pages. 
 
Questions: 
 
•  If you are writing first aid Instructions for a backpacker, how big and heavy should the 
 Instructions be? 
 
•  If your Instructions will be used in an area where water and oil are present, what should you do 
 to protect your Instructions? 
 
•  If your Instructions will be used in a dimly lit area, what should you do to improve the
 readability of your Instructions? 
 
•  If your Instructions will be read by children, what can you do to make your Instructions more 
 readable by and more attractive to children? 
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• If your Instructions will be read by the elderly, what can you do to make your Instructions
 more readable by the elderly? 
 
•  If your Instructions are long enough to be bound, which kind of binding will be more helpful to 
 the readers: a binding that will allow the Instructions to lie flat or a binding that will not? 
 

How Do I Select Easy-to-Read Type? 
 
1. Avoid odd-looking fonts unless you have a good reason for using them. 
 
One of my students who wrote a Set of Instructions about How to Temporarily Straighten Curly 
Hair cleverly used a curly-looking font for the word “Curly” in the title. 
 
•  Which font—serif or sans serif—can be used effectively in headlines? 
  

Serifs are little lines at the bottom of some letters: T, I, M.  
A sans serif font does not have those lines. 

 
Both kinds of font are OK for headlines—the most important point is that the font be readable. 
 
•  Which typeface can be used effectively in body text? 
 
Serif fonts are easier to read in long passages than sans serif fonts. 
 
“When people read something in a difficult-to-read font, they unwittingly transfer that sense of 
difficulty onto the topic they’re reading about. [Norbert] Schwarz and his former student Hyunjin 
Song have found that when people read about an exercise regimen or a recipe in a less legible 
font, they tend to rate the exercise regimen more difficult and the recipe more complicated than 
if they read about them in a clearer font.” 
Source: Drake Bennett, “Easy = True.” Boston Globe. 31 January 2010 
<http://www.boston.com/bostonglobe/ideas/articles/2010/01/31/easy__true/?page=full>. 
 
2. AVOID USING ALL CAPITAL LETTERS UNLESS YOU HAVE A GOOD REASON 
FOR USING THEM.  
 
The use of all capital letters is OK for WARNINGS. However, reading a page of all capital 
letters can be wearisome. 
 
3. Keep it simple. 
 
Don’t use a lot of fonts and typefaces. 
 
As an experiment, sit down at your computer and write a short letter using many different kinds 

of typefaces and styles and fonts and different sizes. Make every word in your short 
letter different (in typeface, style, font, and size) from every other word. I think that you will find 
that your letter looks horrible. 
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Advice: Use black and white ink for early drafts. Save your color ink for the visual aids in your 
final draft. 
 
Keep Related Words Together 
 
Keep related words together by placing words such as “only” next to the word or words they 
modify. 
 
Bad: I only wrote about one problem. 
Better: I wrote about only one problem. 
 
Note: “Only” modifies “one.” 
 

Where do Periods Go When I Use Parentheses? 
 

If a complete sentence is INside the parentheses, then put the period INside the parentheses. 
• Guardian journalist Oliver Burkeman once asked his 85-year-old grandmother whether her 

old age had brought her happiness in any way. She replied that her old age had made it easier to 
get rid of telemarketers. For example, if a telemarketer started telling her about “broadband 
internet,” she simply told the telemarketer, “I’m in my 80s!” The telemarketer would assume that 
she was too old to understand or care about the definition of broadband internet and so the 
telemarketer would hang up the telephone. (Actually, she understands perfectly well what 
broadband internet is.) 

 
If a complete sentence is NOT inside the parentheses, then put the period OUTside the 
parentheses. 

• A dog named Max stopped by stable manager Liz Cochane’s home one day and stayed. Liz 
says, “He’s good at communicating what he wants. He will stare intently at a door, willing it 
to open (often it does), or at a potato chip, willing it to fall into his mouth (often it does).” 
Of course, he rewards Liz with love. A woman whom Liz knows says, “I only wish my husband 
would look at me the way Max looks at Liz.” 
 

Use a Comma or Commas to Set Off Parenthetical Elements  
 

Set off parenthetical elements with commas. 
 

She, however, is not afraid of them. 
She, on the other hand, is not afraid of them. 
We see, though, that she is small. 
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To: David Bruce 
From: Emily House (9-11 a.m. MW; ENG 308J; Homework #5) 
Date: 10/11/09 
Re: Interview About On-the-Job Writing 
 
Because I am pre-med, I interviewed Dr. Craig Kamp, a family friend and a physician. I 
shadowed him over the summer and got to observe the writing he does on a daily basis.  
 
1. How much time per week do you spend writing on the job? 
 
I write all the time. When I’m in the office, it is in the form of dictation. In the hospital, it is 
written by hand. I write at least 3 hours a day, so 15 hours a week. 
 
2. What kinds of writing do you do on the job? 
 
Almost everything is clinical; for my notes I record the subjective complaints of my patients and 
then I document my observations. Then, I have to make my conclusions in the form of an 
assessment, and lay out my plan of action. Occasionally I have to write letters, and I fill out a 
lot of forms. A LOT of forms. 
 
3. How important is it to be able to write well in your job? 
 
It is very important to be clear and CONCISE. It does not have to be pretty or elegant. It really 
needs to be efficient—the most information in the fewest words. My billing and patient safety 
demand accuracy. There is an annoying catch phrase that is unfortunately true: “If it wasn’t 
documented, it didn’t happen.” 
 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
 
In my line of work, one can’t get promoted. It’s weird; as soon as one gets out of the residency, 
they are in the same position that they will be in the rest of their career. I guess some people will 
change jobs, like go from being a doctor to being an administrator. Some go to the Dark Side and 
work for insurance companies. The typical physician may have to buy into a practice or 
partnership, but it’s not really a promotion. Since doctors can’t read each other’s handwriting, 
the writing bit apparently does not matter. (Ha Ha!)  
 
Good patient care demands good communication in all forms.  
 
Some docs are poor communicators but have a lot of technical skill. The patients would be best 
off if that same doctor was a good communicator. It eases a lot of anxiety for them. I think many 
malpractice cases could be avoided if communication was better, as well. 
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David Bruce -2- October 11, 2009 
 
5. What advice would you give a person who is currently taking a course that is intended to 
prepare him or her to write well? 
 
Learn to be a FAST typist. Be concise. Be organized. These things will be useful for any 
profession. So much of medicine is built around structure and logical reasoning. If the 
documentation is jumbled up and disorganized, important details could be missed. Keeping 
things structured helps everyone involved in the case keep track of data and treatment plans. 
Think of it like this: A leads to B, B leads to C, and this brings about D and so on. 
 
A patient has a concern (A), and I search out details in the history (B). THEN I look at the 
patient and document my exam findings (C). These lead to my assessment (D). Only after my 
assessment is made, can I make a rational plan for tests and treatment (E).  
 
6. Which mistakes in other people’s writing bother you? 
 
Obvious, easily corrected typos really bother me.  

 
Use Commas to Set Apart Parenthetical Elements 

 
• Famous pianist Anton Rubinstein’s musical sense was, of course, well developed. 

Whenever he didn’t want to get out of bed, his wife knew that all she had to do was to go 
upstairs to the piano and play an unresolved chord. Mr. Rubinstein would jump out of bed, run 
upstairs to the piano, and play the finishing notes. 

 
• Phyllis Diller found it easy to acquire experience as a comedian. She simply called the Red 

Cross and said, “I’m available for shows. Where do you want me?” There wasn’t any pay, of 
course, but the experience was valuable. 

 
• When Oprah Winfrey was 14 years old, she wandered the streets of Chicago, homeless, and 

she needed help. Aretha Franklin, on the other hand, was a highly successful singer. One day, a 
limousine pulled up to a hotel and Ms. Franklin got out. Young Oprah saw her, ran up to her, and 
began pouring out her story. Before they reached the door of the hotel, Ms. Franklin had placed 
$100 into Oprah’s hands. 

 
• Comedian Will Rogers was attending church one day when the minister spoke about the 

church debt and urged everyone to contribute generously so the debt could be paid off. As the 
collection plate was being passed around, the minister joked, “If you can’t give anything, give a 
pleasant smile.” When the collection plate reached Mr. Rogers, he didn’t give any money, but 
instead grinned widely. The next morning, however, he sent a check to the minister. The check 
was big enough to pay off the entire debt owed by the church. 
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Class 19: The Set of Instructions Project: 
Testing; Classification 

 
Homework #5 Due Today: Hand in your typed Interview Report (Interview about on-the-job 
writing). 
 
• Be sure to ask the FIVE questions that I have required that you ask, but feel free to ask 
additional questions of your own: 

1. How much time per week do you spend writing on the job? 
2. What kinds of writing do you do on the job? 
3. How important is it to be able to write well in your job? 
4. Are communication skills—whether written or oral—important for people who want 
raises and promotions? 
5. What advice would you give a person who is currently taking a course that is intended 
to prepare him or her to write well? 

• Your typed Interview Report should be no longer than two pages. If your Interview Report is 
two pages long, remember to put a header at the top of page two. Use this information: name of 
reader (David Bruce), page number, and date. Be sure that the dates on page one and page two 
are the same. 
• Address this memo to David Bruce. 
• Write a short introduction, then use a question-and-answer format to report on the results of 
your interview.  
• In your introduction, say whom you interviewed and why you interviewed that person. You 
should interview someone who can tell you about the kinds of writing you will do later on the 
job. If you want to be an elementary schoolteacher, interview an elementary schoolteacher. If 
you want to be a lawyer, interview a lawyer. If you want to be a physical therapist, interview a 
physical therapist. Note: If you are majoring in magazine journalism, you should NOT interview 
a librarian; instead, you should interview a magazine journalist. 
• Put the questions in bold to keep your communication from looking too grey. 
• Remember that you can ask optional questions about such things as what would be a good topic 
for a Set of Instructions or which kinds of documents would look good in your writing portfolio.  
• Either have no space before and after a dash, or have a space before and after a dash. 
• This interview question uses dashes: Are communication skills—whether written or oral—
important for people who want raises and promotions? Please be aware that dashes and hyphens 
are different. A hyphen is shorter. 
 
 Dash— Hyphen - 
 
Note: You may hand in this assignment late. Occasionally, students have difficulty getting 
interviews. 
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How Do I Put Items into Categories? 
 
When you classify items, you group them into categories. In your Set of Instructions, you may 
want to classify your list of tools, materials, and/or equipment, if you have one. (If few tools, 
materials, and/or equipment are needed, you may not need to classify those items.) What are 
some various ways in which a list of tools, materials, and equipment needed to perform a Set of 
Instructions could be classified? 
 
1. You may classify items into groups of tools, materials, and/or equipment. You may simply 
have headings for Tools, Materials, and Equipment, and put your lists of tools, materials, and 
equipment under the relevant headings. For example, a student who wrote about installing an 
epoxy floor used the headings “Tools,” “Materials,” and “Machines” for his categories. 
 
2. You may classify items according to what part of the Instructions the tools, materials, 
and/or equipment may be used. For example, a student wrote a Set of Instructions about how 
to clean a room at Holiday Inn. The Instructions were divided into three segments: 1) cleaning 
the hotel room, 2) making the bed, and 3) cleaning the bathroom. Therefore, the student 
classified the material into three categories: 1) materials needed for cleaning the hotel room, 2) 
materials needed for making the bed, and 3) materials needed for cleaning the bathroom. 
 
3. You may classify items according to where the tools, materials, and/or equipment may be 
found or purchased. For example, you may have lists of the items that can be found at home, 
the items that can be purchased at any department store, and the items that must be purchased at 
a hobby shop. 
 
4. You may classify items according to whether tools, materials, and/or equipment are 
mandatory or optional. Anything that is optional may be placed under the heading “Optional.” 
 
Examples of Classification: 
 
•  A student classified her materials into a list of “Necessary Materials” and a list of 
 “Troubleshooting Materials.” 
•  A student writing about how to create a spring-theme party for children classified her
 materials into “Materials Needed for Creating Decorations” and “Materials Needed for
 Creating Slime.” 
•  A student who wrote about refinishing wood furniture classified the necessary tools and 
 materials into these categories: tools and materials needed for “Paint,” tools and materials 
 needed for “Special Effects Paint,” and tools and materials needed for “Natural Finish Wood.” 
• A student who wrote about being a server at a restaurant classified the materials into two 
 categories: “Materials Provided by the Restaurant” and “Materials Provided by the 
 Employee.” 
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How Do I Test a Set of Instructions? 
 
Assignment: Homework #6 
Due: Class 23 (When You Hand in Your Set of Instructions) 
 
Your assignment is to test your Instructions. Use either performance tests or understandability 
tests (see below). If you use performance tests, plan on having two or more testers. If you use 
understandability tests, plan on having four or more testers. The day your Set of Instructions is 
due, you will hand in a completed copy of either a Form for a Performance Test of a Set of 
Instructions or a completed copy of an Understandability Test. A copy of the Form for a 
Performance Test of a Set of Instructions and an example of an Understandability Test appear at 
the end of today’s reading. Make a copy of the Form for a Performance Test of a Set of 
Instructions and fill it out for one tester or create your own Understandability Test and fill it out 
for one tester, then hand it in with your Set of Instructions when the Set of Instructions is due. 
You may copy the Form for a Performance Test of a Set of Instructions; you don’t need to retype 
it.  
 
What are the two major kinds of tests you can use to test your Instructions? 
 
1) Performance Tests. In a performance test, you give your Instructions to someone and watch 
as he or she performs the steps of the Instructions. See the form for a performance test at the end 
of this section of the Study Guide. 
 
2) Understandability Tests. In an understandability test, you test whether your Instructions can 
be understood by the test reader. For example, you can have someone read your Instructions, 
then give him or her a short quiz to test whether your Instructions are written clearly. (Remember 
that you are testing the Instructions, not the tester.) See the sample understandability test near the 
end of this section of the Study Guide. 
 
Note: If relevant, you may use both kinds of tests for your Set of Instructions. 
 

Advice for Performance Tests of Your Instructions 
 
1. When possible, use testers who are members of your target audience. 
 
The main point is to choose testers who don’t already know how to do the procedure. If they 
already know how to do the procedure, they don’t need to read your Instructions. 
 
Q: What is a target audience?  
A: The target audience consists of the people for whom you are writing the communication. 
 
Q: Who are test users?  
A: The test users are the people who will read and use your Instructions as part of a test to 
determine whether your Instructions are clearly written. 
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Q: Why wouldn’t you use an expert as a test user for your performance test?  
A: An expert already knows how to do the procedure, so the expert will be able to do the 
procedure even if your Instructions are badly written. For your test users, choose someone who 
does not know how to perform the procedure for which you have written the Instructions. 
 
An expert will not make a good test user for your performance test, but an expert will make an 
excellent reviewer for your Instructions.  
 
If the target audience for your Set of Instructions on how to use e-mail is people who have never 
used e-mail before, your test users should be people who have never used e-mail before. 
 
If the target audience for your Set of Instructions on how to make a scrunchi is 10- to 16-year-old 
girls, your testers should be 10- to 16-year-old girls. However, if you don’t know any 10- to 16-
year-old girls in Athens, you may have to use first-year Ohio University female students who 
have not made scrunchis in years. Do your best to choose testers who are as close to your target 
audience as possible. 
 
Note: This and a few other guidelines also applies to test readers in understandability tests. 
 
2. Have more than one test, using more than one tester. 
 
If you use just one tester, that tester may not be a true representative of your target audience. He 
or she may be much smarter (or much dumber) than the typical member of your target audience. 
 
If you use a performance test, have at least two testers. If you use an understandability test, have 
at least four testers. 
 
3. Keep your test users safe. 
 
This is an ethical guideline. Testers should know of any possible dangers during the testing 
process. That way, they can make an informed decision to either participate in the testing process 
or not participate in the testing process. Of course, many tests involve no danger at all. If that is 
the case with your test, you should tell the testers that (unless it is obvious). On the other hand, 
some tests do involve danger. If that is the case with your test, you should tell the test users that. 
 
Q: What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  
A: Use an understandability test, not a performance test. 
 
If your test users are not wearing safety goggles when they should be wearing safety goggles, tell 
them to put on their safety goggles. When you revise your Set of Instructions, make “Put on 
safety goggles” a step and add a note or warning about why wearing safety goggles is important. 
 
In this course, if a procedure is dangerous, use an understandability test, not a performance test. 
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4. Make the location for your performance test a place where the target audience would use 
your instructions. 
 
If you are using a performance test, the best location for your test is a place where the target 
audience would use your instructions. 
 
If your Set of Instructions is on how to change a flat tire, a good location for a performance test 
of your Instructions would be a parking lot or by the side of a street or road. (Make sure that it is 
a safe location.) 
 
If your Set of Instructions is on how to stretch properly in an apartment or house, a good location 
for a performance test of your Instructions would be an apartment or house. 
 
5. Watch—and listen to—your test users as they perform the steps. 
 
Sit or stand beside your test users during the test—but be unobtrusive. 
 
Ask your test users to use your draft the same ways your target audience will. Your target 
audience will read each step, then perform it, and so should your testers. 
 
Q: What can you learn from watching your test users?  
A: You can notice where they make mistakes and where they look puzzled. After the test users 
finish the procedure, you can ask why they looked puzzled during step so-and-so. 
 
Ask your readers to make comments orally while using your instructions. For example, “Step 5 
is easy, but I don’t understand the phrase “round-bracket code” in step 6.” 
 
Q: What can you learn from listening to your test users’ comments?  
A: You can learn which steps they think are easy and which steps they think are difficult. 
  
6. Don’t explain the steps orally to the test users. 
 
Q: What should you do if the test users ask you questions?  
A: Tell the test users to read the Instructions, not ask you questions. If you tell the test users how to 
do everything, you are no longer testing your Instructions. 
 
Almost the only time that you will tell the test users what to do is when they are completely 
stuck and cannot proceed further. In that case, you would tell them what to do so that you can 
test the rest of the steps. Of course, you will have to revise the step that the test users got stuck 
on, and you should test the revised step to be sure that the revision is successful. In addition, if 
the test users are about to be injured or to cause expensive damage, you will warn them. 
 
I repeat: If you tell the test users what to do, you are not testing your Instructions. If your test 
users ask you a question, tell them to read the step carefully and do what it tells them to do. 
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7. Interview your test users after the test. 
 
Q: If you have stressed in your introduction the benefits of performing the procedure you 
describe in your Instructions, how can you learn whether the test user understands those 
benefits?  
A: You can ask the test user this question: “What are the benefits of knowing how to do this 
procedure?” 
 
Q: In your Set of Instructions, how do you plan to use the introduction to affect your target 
audience’s attitudes?  
A: One thing you will do in your introduction is to motivate the testers to read and use your 
Instructions instead of trying to figure out how to do things on their own. (You may also want to 
convince the readers of the importance of obeying safety precautions.) 
 
Here are some typical questions you can ask after your test: 
 
 • What do you think of my Instructions? 
 • Where did you have difficulty? 
 • How can I improve my Instructions? 
 • What are the benefits of knowing how to do the procedure? 
 • What do you think of my visual aids? 
 
8. Take notes during the test and during the interview. 
 
You may use a form for this purpose. Be sure to record problems, their causes, and their 
solutions.  
 
For example: 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. After completing a  Step numbers aren’t 1.  Put step numbers in 
 step, test user hunted emphasized enough.  their own column. 
 for the next step. 
   2. Put white space  
    between steps. 
 
2. Test user couldn’t do  Test user didn’t understand Define “box stalls.” 
 step 10. what the phrase “box stalls”  
  meant. 
 
3. Test user couldn’t do  Test user didn’t know where the Label the switch on  
 step 11. switch is located. the visual aid. 
 
You should also record the answers your test users give to your questions. 
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For example: 
 

Q: How can I improve my Instructions? 
A: Test user recommended that I add a glossary defining unfamiliar terms. 
 

9. Test early and often, when appropriate. 
 
You can test more than one draft. Some writers test a draft in the afternoon, revise it during the 
evening, test the new draft the next afternoon, revise it during the next evening, and so on. 
 
Q: Suppose you will have two tests of a Set of Instructions the same day—what precautions 
should you take?  
A: Be sure that the second test user doesn’t learn how to do the procedure by watching the first 
test user. During the first test, have the second test user wait in another room. 
 
10. Revise your Set of Instructions. 
 
From your tests, you should learn a few things to do to improve your Set of Instructions. Unless 
you make these changes to your Set of Instructions, you are not getting the benefit you and your 
readers should get from the performance test.  
 
Other Questions: 
 
1) How many tests do you need of your Instructions?  

 
Two or more are preferred for a performance test; four or more are preferred for an 
understandability test. Of course, if you wish and it is relevant, you can have both performance 
tests and understandability tests of your Instructions. 
 
2) Do you need visual aids in the test draft of the Instructions?  

 
Yes. Remember that your Instructions consist of both the written steps and the visual aids. If you 
test a draft without visual aids, you are testing only part of your Instructions. 
 
3) Should you take your photographs during the test?  

 
No. Concentrate on the test, not on taking photographs. 
 
4) How good a draft of your Set of Instructions do you need for testing purposes?  

 
Make it a good draft. If it has obvious errors, the test user will point out the obvious errors—
errors that you would have discovered on your own. Use tests to discover errors that you would 
not have found on your own. 
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5) What should you do if you are writing a Set of Instructions on a dangerous procedure such as 
rappelling or cleaning a gun or skydiving?  

 
Use an understandability test, not a performance test. 
 
Explain How You Would Test Each of the Following Communications: 
 
1)  Instructions on how to be a server at a local restaurant. 
 
2)  Instructions on how to diaper a baby. (Assume that you do not have a baby for the test.) 
 
3)  Instructions on how to build a campfire. 
 
4)  Instructions on how to prepare a store for opening. 
 
5)  Instructions on how to skydive. 
 
6) Instructions on how to fill out a parking ticket. 
 
7)  Instructions on how to mount and laminate a visual aid to be used in a class. 
 
8)  Instructions on how to use an audiometer. 
 
9) Instructions on how to take blood pressure. 
 
10)  Instructions on how to trim hair. 
 
11)  Instructions on how to make a pizza at a fast-food pizzeria. 
 
12)  Instructions on how to fill out a form used at work. 
 
13)  A tutorial on how to use Excel to create a graph. 
 
14)  Instructions on how to hunt deer. 
 
15)  Instructions on how to perform a biology experiment. 
 
16) Instructions on how to lift weights. 
 
17)  Instructions on how to connect a TV and VCR to a stereo system. 
 
18)  Instructions on how to make a potato gun. 
 
19)  Instructions on how to make candles. 
 
20)  Instructions on how to perform a chemistry experiment. 
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21)  Instructions on how to clean a firearm. 
 
22)  Instructions on how to take an order for a wedding cake. 
 
23)  Instructions on how to create a Mii character on a Nintendo Wii game system. 
 
24)  Instructions on how to wrap a present. 
 
Exercise: How will you test your Set of Instructions? 
 
 
 

“Can You Teach Me How to Do Something Remarkable?” 
 

• A man named Pen-ju came to the Buddhist priest Si-tien and said, “In my life, I have tried 
to accomplish something remarkable, but I have failed. Can you teach me how to do something 
remarkable?” Si-tien agreed to teach Pen-ju, and the first task he set for him was to make a pair 
of sandals out of straw. After many attempts, Pen-ju succeeded in making a pair of sandals that 
satisfied Si-tien. Next, Si-tien told Pen-ju to stand in the mud, then walk out of the mud and 
clean his sandals. In addition, he told Pen-ju to do this over and over again without stopping, 
except for meals and sleep. Pen-ju complained that this work was completely unnecessary, but 
Si-tien said that unless he did it, he would teach him nothing. After several weeks had passed, 
during which time Pen-ju had cleaned his sandals thousands of times, Si-tien told Pen-ju, 
“Before, you were unable to accomplish anything remarkable because you lacked persistence. 
Now you have learned persistence, so go out into the World, apply your persistence to an 
important task, and accomplish something remarkable.” 

 
Children are the Best Teachers 

 
• When world-class women’s gymnastics coaches Bela and Marta Karolyi defected from 

Romania to the United States, they did not know English and had a difficult time learning it. 
When they brought Andrea, their young daughter, to the United States, she also did not know 
English, and they were worried about her. They tried a public school and a private school, but at 
both schools the teachers did not pay particular attention to Andrea, who sat silently. Eventually, 
however, Andrea picked up English on her own. Bela saw her speaking to some American kids, 
and he asked if she was speaking Romanian or Hungarian to them. Andrea replied, “I’m talking 
like everybody else.” After that experience, Bela and Marta decided that “the best teachers were 
the children.” 
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Understandability Test for a Set of Instructions About Animal Experimentation in the 
Edison Biotechnology Laboratory 

 
Name of Instructions Writer: ______________ Test Location: _________________________ 
Name of Test Reader: ____________________ Test Date/Time: _______________________ 
Topic of Instructions ____________________________ 
 
T F No special clothing is required to work with mice. 
 
T F One should bring ice into the mouse colony before beginning. 
 
T F Four weeks is the proper age for a mouse to be weaned. 
 
T F It is not necessary to separate pups by sex. 
 
T F Grasping by the tail is the proper method of picking up a mouse. 
 
T F The difference between sexes is characterized by the spacing of genital openings. 
 
T F A male has much closer genital openings than a female. 
 
T F It is not necessary to tare the scale before use. 
 
T F One should record the weight in the mouse records and the identification card. 
 
Briefly describe how you would grasp a mouse for ear notching. 
 
 
On the pictures provided, draw how you would label the following mice, 5, 42, 179, 2961. 

 
 
T F You can cut the entire tail off when obtaining the sample. 
 
T F If the mouse bleeds, you did something drastically wrong. Get help immediately. 
 
T F You can randomly put the tail sample in any tube. 
 
T F Never put any food directly with the mice. It promotes laziness. (Continued) 
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Understandability Test, Page 2 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
 
• Did you notice any typos I can correct? 
 
 
 
• Where did you have difficulty? Why? 
  
 
 
• How can I improve my Instructions? 
  
 
 
• What are the benefits of knowing how to do the procedure? 
  
 
 
• What do you think of my visual aids?  
 
 
 
• How can I improve my visual aids? 
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Form for a Performance Test of a Set of Instructions 
 
Test Information 
Name of Instructions Writer: ______________________________________ 
Name of Test User: ______________________________________________ 
Test Location: __________________________________________________ 
Test Date/Time: _________________________________________________ 
Topic of Instructions: _____________________________________________ 
 
Problems Discovered—Record Each Problem, Its Cause(s), and Its Solution(s) 
Note: If more room is needed, write on back. 
 
 Problem Cause(s) of Problem Solution(s) of Problem 
 
1. 
 
 
2. 
 
 
3. 
 
 
 
Questions and Answers 
 
• What do you think of my Instructions? 
  
 
• Did you notice any typos I can correct? 
 
 
• Where did you have difficulty? Why? 
  
 
• How can I improve my Instructions? 
  
 
• What are the benefits of knowing how to do the procedure? 
  
 
• What do you think of my visual aids? 
 
 
• How can I improve my visual aids? 
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Class 20: The Set of Instructions Project: 
Improving Instructions; Doublespeak 

 
How Can I Improve My Instructions? 

 
The first thing we will do in class is to look at a few badly written sets of Instructions., and we 
will talk about ways to improve those Instructions. You are welcome to bring in a copy of any 
badly written Instructions you have come across, so that I can use them in future courses. 
 
Proofreading Tips 
 
Create your draft early so that you can test it and revise it and proofread it several times. Also, 
create your visual aids early so you can evaluate them and improve them if needed. 
 
Read this Study Guide because it contains much valuable information about writing Sets of 
Instructions and creating visual aids. Also, read the appendix titled “Some Common Rules of 
Writing.” 
 
Use the checklists in this Study Guide. 
 
Review Your Previously Graded Papers 

 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use Correct Punctuation When Telling the Reader to Look at the Visual Aids 
 
Some correct examples: 
 
 1. Turn on the computer. See Figure 1.   

1. Turn on the computer. (See Figure 1.)  
1. Turn on the computer (Fig. 1).  
1. Turn on the computer (Figure 1). 
 

Note where parentheses are used, and note where a period is used. The basic rule is to put a 
period at the end of the sentence. (Sometimes, what is inside the parentheses is a sentence; 
sometimes, what is inside the parentheses is a part of the sentence.) 
 
Have You Provided All Necessary Visual Aids? 
 
Sometimes you will discover from your tests that you need to provide more visual aids. 
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If you are writing about equipment, you may need to provide a photograph or drawing of the 
equipment. On the photograph or drawing, you may need to provide labels identifying the 
various parts of the equipment. For example, if you are writing about cleaning a handgun, you 
will need to identify the various parts such as the slide and the safety button to the reader. 
 
Color 

 
Use black and white ink for early drafts. Save your color ink for the visual aids in your final 
draft. However, it’s a good idea to use color in the draft that you will test. 

 
For More Information 
 
See “Instructions Checklists #1 and #2” in Class 21 and Class 22. 
 

How Do I Avoid Dangling Modifiers in My Set of Instructions? 
 
Definition 
 
“A dangling modifier fails to refer logically to any word in the sentence.”—Diana Hacker, A 
Pocket Style Manual  
 
Example 
 
The following sentence says that the readers will be writing the Instructions: 
 

Dangling Modifier: By writing my Instructions, the readers will understand the 
importance of following safety procedures in the laboratory.  
Note: The phrase “By writing my Instructions “ modifies what follows it; in this case, it 
modifies “the readers,” which is incorrect. 

 
How to Get Rid of the Dangling Modifier 
 
To get rid of the dangling modifier, the writer needs to identify who is writing the Instructions. 
 

Correct: By writing my Instructions, I will help the readers to understand the importance 
of following safety procedures in the laboratory. 
Note: The phrase “By writing my Instructions” modifies what follows it; in this case, it 
modifies “I,” which is correct. 
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What is Doublespeak? 
 

“Doublespeak is language that pretends to communicate but really doesn’t. It is language that 
makes the bad seem good, the negative appear positive, the unpleasant appear attractive or at 
least tolerable. Doublespeak is language that avoids or shifts responsibility, language that is at 
variance with its real or purported meaning. It is language that conceals or prevents thought; 
rather than extending thought, doublespeak limits it.”—William Lutz, author of Doublespeak 
 
Examples of Doublespeak 
 

• A defense contractor sold $450 “unidirectional impact generators” to the Pentagon. In non-
doublespeak language, they were claw hammers that normally sold for $10. (Source: Rose B. 
and Nathra Nader. It Happened in the Kitchen: Recipes for Food and Thought. Washington, 
D.C.: Center for Study of Responsive Law, 1991, p. 156.) 

• ”A Canadian military spokesman calls a helicopter crash a ‘departure from normal flight.’ 
The National Agricultural Chemical Association changes its name to the American Crop 
Protection Association. Soap dispensers become ‘hand cleansing systems.’ Logging companies 
no longer ‘bulldoze,’ they ‘access timber.’ O.J.’s defense team uses the term ‘marital discord’ 
instead of wife-beating. The U.N. sends troops for ‘armed humanitarian interventions.’ The 
University of California at Berkeley now has a ‘department of human biodynamics’ (formerly 
physical education). Prostitutes are ‘commercial sex workers.’ … Belts are made of ‘genuine 
simulated leather.’” (Source: <http://www.chiprowe.com/magrev/doublespeak.html>.) 

• After boxer Mike Tyson had been convicted of rape, the Reverend Al Sharpton said, “Mike 
may have been guilty of being very overly aggressive with his approach to women.” 

• A Milwaukee, Wisconsin, lawyer cited “cultural psychosis” to explain why a 17-year-old 
girl killed another 17-year-old girl for her jacket. 

• ”We don’t necessarily discriminate. We simply exclude certain types of people,” said Lt. 
Col. Gerald Wellman, an ROTC instructor at the Massachusetts Institute of Technology, on the 
military’s ban on gays. (Source: Newsweek, 25 May 1992, p. 21.) 

• A man was sentenced to 40 months in federal prison for bilking nursing homes and the 
government out of $4.8 million in Medicare payments for ordinary adult diapers that were passed 
off as medically sophisticated “external urinary collection devices.” 

• George Gerbner points out, “TV characters live mainly on junk food and drink alcohol 15 
times more often than water, but remain slim, healthy and vibrant.” 

• At television station WSMH in Flint, Michigan, commercials are called “value minutes.” 
 
Books by William Lutz, Doublespeak Expert 
William Lutz is professor of English at Rutgers University. His books include the following: 
• Beyond Nineteen Eighty-Four: Doublespeak in a Post-Orwellian Age. Edited by William Lutz.  
Urbana, Ill.: National Council of Teachers of English, 1989. 
• Doublespeak Defined: Cut through the Bull**** and Get to the Point. New York: HarperResource, 
1999. 
• The New Doublespeak: Why No One Knows What Anyone’s Saying Anymore. New York: HarperCollins 
Publishers, 1996. 
• Doublespeak: From “Revenue Enhancement” to “Terminal Living,” How Government, Business, 
Advertisers, and Others Use Language to Deceive You. New York: Harper & Row, 1989. 
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Class 21: The Set of Instructions Project:  
Choosing Words 

 
Checklist: Use the “Things to Check for in Your Instructions” in today’s reading  
to make sure you have a good draft for the Peer Review. 
 

How Do I Choose Words? 
 

“The difference between the right word and the nearly right word is the same as that between 
lightning and the lightning bug.”—Mark Twain 
 
1. Use words with specific meanings. 
 
Why should you use words with specific meanings? Words with specific meanings contain more 
information than words with general meanings. For example, a “visual aid” could be a screen 
shot, a drawing, a diagram, clip art, a photograph, etc. A “picture” could be a photograph, 
painting, or drawing, but a “photograph” refers to only one kind of visual aid. 
 
2. Use words that your readers will understand. 
 
How can you identify words that your readers won’t know?  

 
1) You can have a few members of your target audience read the communication and tell 
you the words they don’t understand. 
 
2) If you are writing Instructions, you can test the Instructions and let the performance 
test or understandability test tell you whether the readers understand the words you use. 
 
3) You can put yourself in the place of the reader and try to figure out if the reader will 
know the words you use. 
 
4) You can use a combination of the ideas above. 

 
When the readers are unfamiliar with some terms that you must use, you must define or explain 
the terms. If examples will be useful, use examples. If many examples will be useful, use many 
examples. You may end up defining a word in a note, or if many words need to be defined, you 
may have a glossary as an appendix. (Tell the reader in the introduction that a glossary appears 
as an appendix.) In your steps, you may underline the words that are defined in the glossary. 
(Tell the reader in the introduction that the underlined words are defined in the glossary.) 
 
I get a physical checkup once a year. Sometimes, my physician will speak to me using 
specialized medical terminology that I don’t understand. When that happens, I ask him, “Can 
you say that in English?” 
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You can use technical jargon when your readers will understand it. If you are an engineer who is 
writing for an engineering audience, you can use engineering terms and concepts. If you are an 
engineer who is writing for an engineering audience, you will have to use simpler words or 
explain the engineering words and concepts you use. 
 
Sherri Jean Phelps, a teacher in the San Francisco Bay area, ran into a problem with a young 
Korean-American student named Young. He was a very good student, but the crossing guard 
complained that Young would sometimes risk his youthful life by running into traffic when the 
crossing sign clearly said, “DON’T WALK.” Ms. Phelps talked to Young and discovered that he 
knew how to read the words “WALK” and “DON’T WALK,” as she expected he did. He even 
demonstrated what the word “WALK” meant by walking. However, when she asked him to 
explain the meaning of “DON’T WALK,” he replied, “Sign say, ‘DON’T WALK,’ so I run.” Of 
course, she explained that “DON’T WALK” means to stand still and wait for the sign to change 
to “WALK.” Problem solved. 
 
3. Avoid sesquipedalianism (foot-and-a-half-long words).  
 
In business writing especially, you want the reader to be able to immediately understand what 
you write without having to use a dictionary. 
 
Strunk and White’s Elements of Style gives this advice: “Avoid fancy words: Avoid the 
elaborate, the pretentious, the coy, and the cute. Do not be tempted by a twenty-dollar word 
when there is a ten-center handy, ready and able.” 
 
Instead of the words “utilize” and “oftentimes,” you should use the words “use” and “often.” 
 
“Poor [William] Faulkner. Does he really think big emotions come from big words? He thinks I 
don’t know the ten-dollar words. I know them all right. But there are older and simpler and better 
words, and those are the ones I use.”—Ernest Hemingway 
 
4. Don’t annoy the reader by misusing words. 
 
Using words correctly is difficult to do, since if you use a word, you usually think that you are 
using it accurately. Few people will deliberately misuse language. Some misuse of words occurs 
because of lack of knowledge. One way to learn to use words accurately is to look at the 
comments I make on your papers. If you find out that you are misusing “affect” and “effect,” 
then you can make up flashcards to help you learn how to use those words accurately. Be sure to 
study carefully any handouts that I give you about word choice (and punctuation). Also, see the 
appendix titled “Some Common Writing Rules.” 
 
On the other hand, some misuse of words occurs because of lack of proofreading. Proofread, and 
if the document is important, proofread three times. 
 
•  Mrs. Malaprop (a character in Richard Brinsley Sheridan’s play The Rivals) misuses words 
humorously. For example, she refers to “a progeny of learning” rather than “a prodigy of 
learning.” She also advises a character to “illiterate him, I say, quite from your memory” rather 
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than “eliminate him, I say, quite from your memory” or “obliterate him, I say, quite from your 
memory.” Mrs. Malaprop is such a successful character that you can find the term 
“malapropism,” meaning a humorous misuse of words, in dictionaries today. 
 
• Art Linkletter once invited an engaged couple to be married on his TV show, then he invited 
the TV audience to tune in next week and see the happy couple “consummate their marriage.” 
Mr. Linkletter’s producer had to explain to him that the marriage ceremony and the 
consummation of the marriage are two separate events. 
 
•  A nurse went into a hospital room in Great Britain during World War II and asked the patient, 
“How are you today?” The patient replied, “I’m in perjury.” Chances are, the patient meant to 
say, “I’m in agony” or “I’m in purgatory.” 
 
Here is a person with a good reason for using big words and for misusing a word: Hank Aaron 
could defuse arguments with humor. During one of his at-bats, a pitch was ruled a ball by the 
umpire, and Cincinnati Reds catcher Smokey Burgess strenuously disagreed. It looked like a 
major situation was developing between the catcher and the umpire, but Mr. Aaron told Mr. 
Burgess, “Kindly do not agitate the arbiter. He can’t be as pluperfect as you.” Both the catcher 
and the umpire laughed, and the game resumed. 
 
Note that the words “aid” and “aide” are different. An aide is a human helper—for example, a 
general’s aide. Use “aid” when you are writing about visual aids. 
 
Consider the registers of the words you use. Some words are meant to appear only in certain 
kinds of writing. Those kinds of writing are known as that word’s register. As writers, you must 
use those words that match the kind of writing you are doing (unless you are deliberately writing 
badly or for humorous effect). 
 
When I was growing up in Zanesville, Ohio, my family often went to the drive-in theater. During 
the intermission between features, the theater owner urged everyone to go into the little 
restaurant on the premises and buy some “succulent” fried chicken. “Succulent” is an advertising 
word, and it would look odd in a business letter. 
 
5. Avoid wordiness. 
 

Wordy: Due to the fact that you did not finish writing the instruction manual in time for 
the computer program to be shipped by April 21, you are fired. 
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
 
Wordy: In spite of the fact that she did not graduate from college, she is a multi-
millionaire 
Not Wordy: Although she did not graduate from college, she is a multi-millionaire. 
 
Wordy: Despite the fact that she did not graduate from college, she is a multi-millionaire. 
Not Wordy: Although she did not graduate from college, she is a multi-millionaire. 
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Wordy: For the reason that you did not finish writing the instruction manual in time for 
the computer program to be shipped by April 21, you are fired. 
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
 
Wordy: The reason that the problem exists is because …. 
Not Wordy: The problem exists because …. 
 
Wordy: Because of the fact that you did not finish writing the instruction manual in time 
for the computer program to be shipped by April 21, you are fired. 
Not Wordy: Because you did not finish writing the instruction manual in time for the 
computer program to be shipped by April 21, you are fired. 
 
Wordy: For a long period of time, I have wanted to get married. 
Not Wordy: For a long time, I have wanted to get married. 
 
Wordy: There are three reasons why you should accept my recommendations. 
Not Wordy: You should accept my recommendations for three reasons. 
 
Wordy: It has come to my attention that ….  
Not Wordy: I have learned …. 
 
Wordy: In the lease, it states …. 
Not Wordy: The lease states …. 
 
Wordy: In spite of the fact that he is rich, he is cheap. 
Not Wordy: Although he is rich, he is cheap. 
 
You should be aware that the phrases there are and there is and it is are often wordy 
and can be deleted. 
 
Wordy: There are three reasons why you should accept my recommendations. 
Not Wordy: You should accept my recommendations for three reasons. 
 
Wordy: There are three recommendations that I wish to make. 
Not Wordy: I wish to make three recommendations. 
 
Wordy: When I started working in the chemistry lab, there were several techniques that I 
did not know. 
Not Wordy: When I started working in the chemistry lab, I did not know several 
techniques. 
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Wordy: My guidebook will be especially helpful when new employees have questions 
and there is no one around to answer them. 
Not Wordy: My guidebook will be especially helpful when new employees have 
questions and no one is around to answer them. 
 
Wordy: There are four problems that I will discuss: low morale, poor safety features, 
increased costs, and decreased profits. 
Not Wordy: I wish to discuss four problems: low morale, poor safety features, increased 
costs, and decreased profits. 

 
Mistakes in Student Instructions 
 
•  A Set of Instructions about replacing a water hose on a washing machine used the word 
 “washer” to mean two different things. Sometimes it referred to a washer that was used with a 
 nut and a bolt. Sometimes it referred to a washing machine. The reader of the Instructions had
 to figure out what “washer” meant each time it was used. The writer should have used the
 term “washer” to refer to the washer that is used with a nut and a bolt, and she should have
 used the term “washing machine” to refer to the washing machine. 
 
•  A student wrote a Set of Instructions on how to wrap a gift. In the Instructions, she used the 
 word “gift” to refer to the object that was placed in the box, and she used the word “gift” to 
 refer to the entire package (the object in the box, and the box itself). To keep things absolutely 
 clear, she should use different words for different things. For example, in the introduction, she 
 could define her words. She could explain that when she uses the word “present,” she is 
 referring to the object that is placed in the box, and when she uses the word “gift,” she is  
 referring to the entire package (the object in the box, and the box itself). That can help the
 reader to keep from being mixed up. 
 
Use the Same Words to Refer to the Same Things 
 
•  If you refer to a “tire gauge” in your List of Materials, be sure to use “tire gauge” (not 
 “pressure gauge”) in your steps.  
• If you refer to “cuticle remover” in your List of Materials, be sure to use “cuticle remover” 
 (not “cuticle cream”) in your steps. 
•  If you refer to an “orangestick” in your List of Materials, be sure to use “orangestick” (not 
 “stick”) in your steps. 
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How Do I Avoid Gobbledygook? 
 
If you wish to avoid Gobbledygook, avoid writing like this: 
 

Objective consideration of contemporary phenomena compels the conclusion that success 
or failure in competitive activities exhibits no tendency to be commensurate with innate 
capacity, but that a considerable element of the unpredictable must be taken into account. 
 

How can you do that? By following the advice about choosing words that you read earlier in this 
Study Guide. For example:  
 

Choose plain words over fancy words. 
 
Strunk and White’s Elements of Style gives this advice: “Avoid fancy words: Avoid the 
elaborate, the pretentious, the coy, and the cute. Do not be tempted by a twenty-dollar 
word when there is a ten-center handy, ready and able.” 

 
It is never a good idea to send the reader to a dictionary to decode what you wrote. (Of course, if 
you are an engineer writing to other engineers, you may use the specialized engineering 
terminology that engineers know and understand.) 
 
“Objective consideration of contemporary phenomena …”  
 
Are you wondering where the “Objective consideration of contemporary phenomena …” quote 
above came from? To make a point about bad writing, George Orwell—a good writer—rewrote 
a famous passage from the Bible (Ecclesiastes): 
 

I returned and saw under the sun, that the race is not to the swift, nor the battle to the 
strong, neither yet bread to the wise, nor yet riches to men of understanding, nor yet favor 
to men of skill, but time and chance happen to them all. 

 
 

The Importance of Very Careful Word Selection 
 

• Jeanie Burt, a nurse at Searcy, Arkansas, knows a colleague who tells about a woman who 
had had a lot of children, and who asked about using contraception. Nursing staff taught her 
about using a diaphragm and told her to insert it at night in case she and her husband became 
intimate. Six weeks later, the woman was pregnant although she insisted that she had inserted the 
diaphragm every night. It turned out that her husband worked at night and was home during the 
day. Nurse Burt says that this anecdote underscores “the importance of a thorough history and 
very careful word selection.” 



 

 

205 

 

Instructions Checklist #1 
 
Titles and Bylines 
 
• “How to” titles for instructions are very good. Ex: How to Give Yourself a Manicure. 
• The title should be emphasized. Make it 14 point, bold, and centered.  
• Your byline (By So-and-So) should be 12 point. 
 
Instructions About Exercise 
 
If you are writing about exercise, you should have a note in your Instructions telling the readers 
to get a physical checkup from their physician before beginning this or any other exercise 
program. This warning can help keep you from being sued. 
 
Avoid Plagiarism 
 
For example, you may want to have a glossary at the end of your Set of Instructions. It is OK to 
use definitions that you download from the WWW or copy from a book AS LONG AS you give 
credit to the source. In the introduction, make clear what is the source of the definitions. If you 
do not do this, you are guilty of plagiarism. 
 
Computers 
 
•  If you writing for IBM or compatibles only, say so. 
•  If Windows is required, say so. 
•  If your Instructions are for both IBM and Macintosh, say so. 
•  If your Instructions require a certain version of a program (e.g., Microsoft Word 2008 for 

Mac), say so. 
 
Page Numbers 
 
In general, you should use page numbers. Often, the readers find them helpful (for example, see 
Figure 3 on page 4). I prefer that page numbers appear at the bottom center or top right of the 
page. 
 
Exclamation Points 
 
Just one exclamation point is enough. 
 Wrong:  Just one exclamation point is enough!!!!! 
 Right:  Just one exclamation point is enough! 
 
Content 
 
Remember that your Instructions must be complete in order to be useful to the reader. If you are 
writing Instructions for a first-time user of e-mail, then you must include Instructions for both 
reading and sending e-mail. If your Instructions cover only how to send e-mail, they won’t be as 
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useful as they should be to the reader. Also, remember to write about procedures in an order that 
is useful to the reader. If you are writing Instructions for a first-time user of e-mail, don’t start 
your Instructions by telling the reader how to respond to e-mail (a first-time user won’t have any 
e-mail messages to respond to). It’s best to write first about composing an e-mail message and 
sending it, then to write about reading an e-mail message, and then to write about responding to 
an e-mail message. This is logical because the first-time user would most likely first compose 
and send an e-mail message, then read the e-mail message that is sent in reply, and finally 
respond to that e-mail message. 
 
Parallelism in Steps 
 
Often, parallelism is important in Instructions. For example, steps can be written in a parallel 
manner if they involve the same action. Note: The ellipsis (…) indicates steps that are not printed 
below. 
 
 Wrong: 5. Place the dishes in the dishwasher. … 
  10. Insert the silverware into the dishwasher. … 
  13. In the dishwasher, rest the pots and pans.  
 
 Right: 5. Place the dishes in the dishwasher. … 
  10. Place the silverware in the dishwasher. … 
  13. Place the pots and pans in the dishwasher. 
 
Use of the Word “Manual” 
 
If you are writing a Set of Instructions that is long enough to be bound at Grade A Notes or at 
Kinko’s, then you may say that you are writing an instruction manual; however, if your Set of 
Instructions is only a few pages long, don’t call it a “manual.” 
 
Periods 
 
After each step, use a period. The steps are complete sentences. For example, this step is a 
complete sentence: “Press <Enter>.” The subject (“You”) is understood. 
 
Word Choice 
 
Use the same words to refer to the same thing. If you write “tire gauge” in your List of Materials, 
don’t write “pressure gauge” in your Instructions.  
 
Writing Numbered Steps 
 
When writing numbered steps, don’t use the word “then” or “now” or “next” at the beginning of 
a step. The number will tell the reader that this is the next step to do. 
 
 Wrong:  5. Then press Enter. 
 Right:  5. Press Enter. 
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 Wrong:  5. Next press Enter. 
 Right:  5. Press Enter. 
 
Keep the Visual Aid and the Step It Goes With on the Same Page 
 
Keep the visual aid and the step it goes with on the same page. If you are unable to do this, tell 
the reader where the visual aid is located. For example: 
 

Note: See Figure 3 on page 4. 
 
Use Imperative Verbs in Your Steps 
 
Bad: 
 

1. You must have a program called Kaza. If you don’t have Kaza, you must look up 
<www.Kaza.com>, and download it. 

 
Good: 
 

1. Determine whether you have the program called Kaza on your hard drive. 
 
• If you do have Kaza, go on to the next step. 
• If you don’t have Kaza, go to <www.Kaza.com> and follow the Instructions for 
downloading the program. 
 

Page Layout 
 
•  If you use a 2-column page layout that has text in one column and visual aids in the other 
 column, be aware that you need to use both columns on the final page of your Instructions. 
 (Your Instructions will look odd if you use only one column on the last page.) 
•  Do not center your steps. Centering staggers your step numbers and makes it more difficult for 
 the readers to quickly find the step number they want. 
•  Have a 1-inch top margin on each page (except perhaps the first page). 
•  The size of your bottom margin may vary. 
 
Visual Aids 
 
•  Remember that you aren’t allowed to simply copy something from a magazine or book. You 
 must create your own original visual aids. The Instructions you write must consist of both text 
 and visual aids. 
•  In some cases, I may allow a student to use a visual aid downloaded from the WWW,
 provided 1) the student gets permission from me to do this ahead of time, 2) the student
 gives credit to the source, and 3) the student also creates at least one original visual aid. I
 will allow downloads that show a piece of equipment (e.g., a computer or a camera), but I will
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 not allow downloads that show how to perform the steps—you need to create those visual
 aids. 
•  If your Instructions are about creating a product, then one visual aid should show the finished 
 product. For example, if you are writing about making a tank top, your final (or first, or both)
 photograph could be a photograph of you wearing the tank top that you created while taking
 your photographs for the Instructions. 
•  Even if you are drawing your visual aids by hand, you can use your computer or word
 processor to type “Figure 1” and “Figure 2” and any labels you need. The computer-printed
 words usually look better than your handwriting (unless you are an expert calligrapher). 
•  If you write “See Figure 1” in your text, the label “Figure 1” must appear by the visual aid. 
•  If you need to trim photographs manually, use a paper cutter so that you can trim the edges in 

a straight line. Paper cutters are available at Grade A Notes and at Kinko’s. 
•  If you scan or paste your photographs into your document, you don’t need to use card-stock 
 paper (a heavy paper that is available at Grade A Notes and at Kinko’s). However, if you use a 
 glue stick to glue the actual photographs into your document, then you need to use card-stock 
 paper. 
•  Don’t use a really wet glue such as Elmer’s because it will warp the paper. Use a glue stick 
 instead. 
•  Be aware that the step usually appears first, then the visual aid appears under (or beside) the
 step. 
 
Comma Splices 
 
Avoid comma splices. If two independent clauses are closely related, join them with a 
semicolon. Otherwise, you may wish to make two sentences or use a conjunction such as “and” 
or a dash to join the sentences. 
 

Comma Splice: Dry the rest of your materials as thoroughly as possible, the sponges 
need to air dry before they can be stored. 
 
Correctly Revised: Dry the rest of your materials as thoroughly as possible; the sponges 
need to air dry before they can be stored. 

 
Comma Splice: If all areas are evenly covered, place the paint roller into a plastic bag so 
it does not dry out, not allowing the paint to dry makes the paint easier to remove later. 
 
Correctly Revised: If all areas are evenly covered, place the paint roller into a plastic 
bag so it does not dry out. Not allowing the paint to dry makes the paint easier to remove 
later. 
 
Comma Splice: Get a checkup from your physician before beginning this or any other 
exercise program, this is important for your safety. 
 
Correctly Revised: Get a physical checkup from your physician before beginning this or 
any other exercise program—this is important for your safety. 
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Sample Correct Sentences 
 
1. This Set of Instructions tells you how to create a graph using Excel 2008 for Mac. 
 Note: The word “set” is singular. 
 
2. These Instructions tell you how to create a graph using Excel 2008 for Mac. 
 Note: The word “Instructions” is plural. 
 
3. The audience consists of elementary schoolteachers. 
 Note: The word “audience” is singular in American English. 
 
4. These step-by-step directions tell you how to create a graph using Excel 2008 for Mac. 
 Note: When you put two or more words together to form an adjective that comes before the 
 noun it modifies, use a hyphen to connect the words together. 
 
Use Correct Punctuation When Telling the Reader to Look at the Visual Aids 
 
 Two Correct Examples: 
 
 8. Click on the SMS box. (See Figure 2.) 
 • Two periods are used because there are two sentences. 
 • ”Click on the SMS box” is a complete sentence, and the word “box” is the end of the 
 sentence, so it needs a period after it. 
 • The capital “S” of “see” in the parentheses indicates that it is a complete sentence. 
 • The second period appears inside the parentheses because a complete sentence is inside 
 the parentheses. 
 
 8. Click on the SMS box (Figure 2). 
 • One period is used because there is one sentence. 
 • What is inside the parentheses is part of a longer sentence, so the period goes outside
 the parentheses. 
 
 More Examples: 
  
 1. Turn on the computer. See Figure 1.  

• These are two sentences, so a period appears after each sentence. 
 
1. Turn on the computer (Fig. 1).  
• This is one sentence with a parenthetical element within the sentence. Everything inside 
the parentheses is a part of the sentence, so the period goes outside the end parenthesis. 
 
1. Turn on the computer. (See Figure 1.)  
• These are two sentences. “See Figure 1” is a complete sentence inside parentheses, so 
the period goes inside the end parenthesis. 
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8. Print the graph. (See Figure 6 on page 7.) 
• These are two sentences. “See Figure 6 on page 7” is a complete sentence inside 
parentheses, so the period goes inside the end parenthesis. 
 

Wordiness 
 
1. Due to the fact that you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
  
 Revised: Because you did not finish writing the instruction manual in time for the 
 computer program to be shipped by April 21, you are fired. 
 
2. In spite of the fact that she did not graduate from college, she is a multi-millionaire. 
  
 Revised: Although she did not graduate from college, she is a multi-millionaire. 
 
Dangling Modifiers 
 

Dangling Modifier #1:  
Having tested positive for cocaine, the Chief of Police arrested the suspect. 
 
Explanation:  
This sentence says that the Chief of Police tested positive for cocaine. It’s much more 
likely that the suspect tested positive for cocaine. 
 
Correct Sentence:  
Having tested positive for cocaine, the suspect was arrested by the Chief of Police. 
Or 
After the suspect tested positive for cocaine, the Chief of Police arrested him. 
(This sentence avoids the use of the passive voice.) 
 
Dangling Modifier #2:  
While still in diapers, my father remarried. 
 
Explanation:  
This sentence says that my father was still in diapers when he remarried. To correct the 
sentence, identify who was wearing diapers. 
 
Correct Sentence:  
While I was still in diapers, my father remarried. 

 
Avoid Run-On Sentences 
 
Bad: A box will pop-up, that will be the save as box, scroll down to my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
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Make the Names of Boxes and Folders Stand Out 
 
Bad: After the save as box pops up, scroll down to the my music folder. 
 
Good: After the Save As box pops up, scroll down to the My Music folder. 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
 
Double-check Your Notes 
 
After “Note:” you should have a complete sentence that begins with a capital letter. 
 

Note: Double-check your notes. 
 

Define Words as Needed 
 

• Once a minister wanted a chandelier for his church, but although he asked for it frequently, 
his request was never acted on. He asked the church clerk about the problem, and she replied, 
“First, I can’t spell that word ‘chandelier,’ so I never put your request in the minutes. Second, 
none of our local musicians can play one of those things. Finally, what we really need around 
here are some new lights.” 

 
How Do I Use Amount And Number? 

 
• Use number for things you can count. Ex: I spilled a large number of bags of flour on the 
floor. 
• Use amount for quantities you can’t count. Ex: I spilled a large amount of flour on the floor. 
 

Wendy Cope’s second book of poetry, Serious Concerns, contains a number of what she 
calls “angry poems about men.” At one reading, a woman told her, “Three of my friends left 
their husbands after they read your book.” She replied, “Gosh, I hope they made the right 
decision.” Her other volumes of poetry contain fewer “angry poems about men.” 

 
A Hero 

 
• In December 2002, Jim O’Donoghue, a garda (Irish police officer), came to the rescue 

when a young woman fell into the freezing river Lee at Father Matthew Quay (a quay is a wharf 
where ships are loaded and unloaded) in Cork, Ireland. He jumped into the river and dragged the 
young woman out. One of Garda O’Donoghue’s colleagues said, “What Jim did was very brave 
indeed, but he’s the type of fella who wouldn’t want a big fuss made of it.” 
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Class 22: The Set of Instructions Project: 
Peer Review 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. At this 
time, it should be a complete draft with all visual aids and all steps. Remember that you must 
have at least one original (meaning that you have created it) visual aid in your Set of Instructions. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Proofreading Tips 
 
Occasionally, students type “the the” when they mean to type “the.” One way to check this is to 
use the FIND command of your word processing program. A word processing program will 
often have an EDIT menu. In the EDIT menu, you will often find a FIND command. You can 
type in “the the,” and your word processing program will find every “the the” you have typed in 
a document. You can also do this for other repeated words: “or or,” “an an,” etc.  
 
Be sure to use the Checklists in the Study Guide. They identify common errors that you should 
avoid making. 
 

What Do I Have to Do for the Peer Review? 
 
What is a Peer Review? 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 



 

 

213 

 

Bring a Good Draft—Not a Zero Draft—to the Review 
A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first 12 steps of a Set of Instructions. Zero drafts receive zero credit. Bring full 
drafts to the peer reviews. In some (perhaps all) cases, I may cancel the conference of a student 
who brings a zero draft to a peer review. I don’t want my time wasted, and I don’t want the time 
of the peer reviewers wasted. 
 
What Do You Need to Bring to the Peer Review? 
• Two typed copies of the second (or third) draft of your Instructions. 
• A full draft, with visual aids, beginning, middle, and end, not a partial draft. 
• An alert mind. 
 
Review Your Previously Graded Papers 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
 
Use the Hints and Reminders 
• Use the “Hints and Reminders” in the material for the previous class. 
 
What Should I Check for in Particular? 
• If the Set of Instructions has a List of Materials or a List of Materials and Equipment, double-
check the list. Each time an item is listed in the steps, check to make sure that it is listed in the 
list. For example, often a step will say to place newspaper on a table to make cleanup easier later, 
but the List of Materials will not include the item “newspaper.” (If the writer did not put a 
newspaper in her photograph showing materials, he or she can add this to the List of Materials: 
“Newspaper (not shown).” 
• Make sure that the same word or phrase is used to refer to the same thing. For example, the 
phrase “tire gauge” should not suddenly become “pressure gauge.” 
• Make sure that if you write “Repeat step(s) so-and-so” that you have the correct step number 
listed. Better: Why not cut and paste the step(s) (once the wording is correct) so that you don’t 
make the reader look at a previous step(s)? 
 
Avoid Wordiness 
 
Bad: Look at the left-hand side of the page. 
 
Good: Look at the left side of the page. 
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How Do I Recognize and Correct Comma Splices? 
 
Definition 
 
A comma splice consists of two independent clauses that are connected with a comma only. 
 
 Ex: Sally went to the movies, Bill went to the dance. 
 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
How to Correct a Comma Splice 
 
You may correct a sentence with a comma splice in several ways: 
 

1. Make two sentences out of it. 
 
Sally went to the movies. Bill went to the dance. 
 
2. Join the sentences together with a comma and a connecting word such as and, or, 
but, nor, or yet. 
 
Sally went to the movies, but Bill went to the dance. 
 
3. If the sentences are closely related, you may join them with a semicolon. 
 
Sally went to the movies; Bill went to the dance. 
 
4. If the sentences are closely related, you may join them with a semicolon, a 
transition word such as however or moreover, and a comma. 
 
Sally went to the movies; however, Bill went to the dance. 
 
5. Make one of the independent clauses a subordinate clause. 
 
Although Sally went to the movies, Bill went to the dance. 
 
6. If relevant, use a dash. 
 

 Sally went to the movies—Bill went to the dance. 
 

Instructions Checklist #2 
 
• Make sure that you should have a 1-inch top margin on each page. The size of the bottom 
margin can vary. If you have a lot of white space at the bottom of the page, add a note saying, 
“Continued on next page.” 



 

 

215 

 

 
• Related Content Together 

• Keep the step and its note on the same page. If you have a lot of white space at the 
bottom of the page, add a note saying, “Continued on next page.” 
• Keep the step and its warning on the same page. If you have a lot of white space at the 
bottom of the page, add a note saying, “Continued on next page.” 
• Keep the step and its visual aid on the same page. If you have a lot of white space at the 
bottom of the page, add a note saying, “Continued on next page.” 

 
• Make sure that each item mentioned in your steps is also listed in your List of Materials (if you 
have one). Often, items such as newspapers or rags are left out. 
 
• Make sure that you use only one exclamation mark! Don’t use two or more exclamation 
marks!!!!! 
 
• Make sure that capitalization is used consistently in your headings. You may want to capitalize 
only the first word of each heading, or you may want to capitalize all the important words in the 
headings. Choose one style and use it consistently. 
 
• Make sure that capitalization is used consistently in your labels. You may want to capitalize 
only the first word of each label, or you may want to capitalize all the important words in the 
labels. Choose one style and use it consistently. 
 
• Make sure that each step has one action. If the step does not have an action, it is a note or a 
warning. If a step has two actions, it should be two steps. 
 
• If you have used a visual aid from the WWW (and gotten my permission to do so), put the 
source underneath the visual aid.  
 
• Make sure that you have at least one original (meaning that you have created it) visual aid in 
your Set of Instructions. 
 
• Make sure that you use same word or the same phrase to refer to the same thing. Don’t use 
different terms to refer to the same thing. You may confuse the reader. 
 
• Put a period at the end of each sentence. “Turn on the computer” is a complete sentence, so put 
a period at the end. (The subject of the sentence is understood: “You.”) 
 
• Get rid of the phrases “There are” and “There is.” They are passive and wordy. 
 
• Do you have a colon after the word “By” in your byline? If you do, delete it. 

Wrong:  By: Joe College Right:  By Joe College 
 

• Do you have “David Bruce” or “ENG 308J” anywhere in your Set of Instructions? If you do, 
delete them. However, be aware that you do need a title and a byline in your Set of Instructions. 
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The Most Important Things I Have Learned from Writing 
the Set of Instructions 

 
Note: In this section, “I” refers to you, the student. 
 
•  From writing my Set of Instructions, I have learned that even a Set of Instructions has a 

persuasive element. For example, I must persuade the readers to read my Set of Instructions 
because many readers prefer trying to figure out things on their own to following step-by-step 
directions. 

 
•  From writing my Set of Instructions, I have learned that I should use as many visual aids as 

will help the readers. When writing a Set of Instructions, I need to actively search for places in 
my Instructions where a visual aid will help the readers. 

 
•  From writing my Set of Instructions, I have learned that I should design my pages to make the 

readers’ job easy. For example, I should keep a step and the visual aid that goes with that step 
close together. The visual aid should appear to the side of the step or below the step, if 
possible. If the visual aid must appear on a page different from the page the step appears on, 
then I should tell the readers on which page the visual aid appears. 

 
•  From writing my Set of Instructions, I have learned that I should test my Instructions. It is 

very easy to leave out an important step or to not explain a term or concept that is unfamiliar 
to the readers. By testing my Instructions, I can learn whether my readers can use my 
Instructions to perform the procedure. I can also use testing to see if my Instructions affect the 
readers’ attitudes in the way I desire—for example, I may want to convince the readers that a 
certain procedure is fairly easy to learn and is very useful once learned. 

 
•  I have learned that when testing Sets of Instructions, I can use either a performance test or an 

understandability test. In a performance test, I give my Instructions to a test user and ask him 
or her to perform the Instructions as I watch. In an understandability test, I ask the tester to 
read the Instructions, then take a quiz I have prepared—it’s important to realize that the quiz is 
intended to test the understandability of my Instructions, not the intelligence of the tester. Of 
course, I have learned that it is a good idea to have more than one tester. 

 
•  From writing my Set of Instructions, I have learned that, as necessary, I should warn my 

readers: To do that, I should make my warnings stand out visually, I should place my 
warnings so that my readers will read them before performing the action the warnings refer to, 
I should state the nature of the hazard and the consequences of ignoring the warning, and I 
should tell my readers what steps to take to protect themselves or avoid damage. 

 
•  From writing my Set of Instructions, I have learned that I should write each step for rapid 

comprehension and immediate use. To do this, in each step, I should give my readers just 
enough information to perform the step, I should present the steps in a list, I should use the 
active voice and the imperative mood, and I should highlight key words. 

 



 

 

217 

 

•  From writing my Set of Instructions, I have learned that I should help my readers locate the 
next step quickly. To do this, I should number the steps, I should put blank lines between 
steps, I should give one action per step, and I should put step numbers in their own column. 

 
•  From writing my Set of Instructions, I have learned that within steps, I should distinguish 

actions from supporting information. To do this, I should present actions before responses, 
and I should make actions stand out visually from other material. 

 For example: 
 4. Press the RETURN key. The Customer Profile Screen will appear. 
 
•  From writing my Set of Instructions, I have learned that I should group related steps under 

action-oriented headings. The headings will help to break up a big procedure into smaller 
procedures and so not overwhelm the readers. In addition, the headings can help the readers to 
find the specific procedure that they need to find. 

 
•  From writing my Set of Instructions, I have learned that I should present branching steps 

clearly. 
 For example:  

6. Check the reading on the gauge. 
 •  If it is high, follow the procedure described on page 8. 
 •  If it is low, follow the procedure described on page 9. 
 •  If it is normal, proceed to step 7. 

 
•  From writing my Set of Instructions, I have learned that I should tell the reader what to do in 

case of a mistake or unexpected result. 
 For example: 

 9. Check the result. If it is incorrect, repeat steps 6-8. 
 

Toller Cranston 
 

• Canadian figure-skater Toller Cranston attended the Ecole des Beaux-Arts, where he 
showed great talent as a painter, but failed a class in sculpture. He told his sculpture teacher, Joan 
Essar, “Look, I’m not really a sculptor. It’s not my thing. As a matter of fact, I’m having a 
painting exhibition in Toronto.” Ms. Essar and a couple of other art teachers looked at some of 
his paintings, which impressed them, then they asked him, “What do you want to be? An art 
teacher or an artist?” He replied that he wanted to be an artist, and they advised him, “Don’t 
bother finishing school.” He didn’t. 
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Class 23: Famous-Plagiarist Research Paper: 
Assign the Paper 

 
 

DUE Today: Set of Instructions: Turn in final and early drafts of your Set of Instructions. 
Avoid the late penalty; turn in your paper on time. Write “final draft” on the final draft. 
 
Homework #6 Due Today: Hand in a completed copy of either a Form for a Performance 
Test of a Set of Instructions or an Understandability Test. If you do a performance test, the 
form must be filled out with the results of one of the performance tests of your Instructions. If 
you do an understandability test, you will create your own understandability test, but be sure to 
ask such questions as “How can I improve my Set of Instructions?” Remember that the tests 
must be filled out, not blank. Tell me the name of the test reader, and give the test reader’s 
answers to the questions you ask. Remember: The form or questionnaire must be filled out 
with the results of one of the tests of your Instructions. Put this form in your 2-pocket folder 
on top of your Set of Instructions. See Class 19 for further information about testing and 
Homework #6. 
 

What Do I Have to Do for the Famous-Plagiarist Research Paper? 
 
Assign: Mandatory Famous-Plagiarist Research Paper. You will write a research paper using the 
MLA format about a famous plagiarist of your choice.  
 
• You will need five to fifteen reference sources; list them in a Works Cited List using the MLA 
format.  
 
• Two of your sources must come from a library online database such as Academic Search 
Complete. If you can’t find at least two sources using a library online database, choose another 
topic. 
 
• Use the MLA format. 
 
• Write 1,250 to 2,000 words (5-8 pages).  
 
• Use Times New Roman font and 1-inch margins. 
 
• Remember to double-space your papers. 
 
• Remember to hand in your early drafts. Use a 2-pocket folder to hand in your drafts. Put the 
early drafts in the left pocket and the final draft in the left pocket. Write “1st draft,” “2nd draft,” 
and “final draft” on the relevant drafts. 
 
• Do not write about Vice President Joe Biden because this Study Guide includes a student-
written paper about Biden’s plagiarism. 
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Paper Requirements 
 
You may choose your topic for this Famous-Plagiarist Research Paper; however, your topic must 
meet my approval. 
 
We will be reading some interesting articles in the next few days that may give you a topic to 
write about and which may give you facts or ideas you can write about (while avoiding 
plagiarism, of course).  
 
Your Famous-Plagiarist Paper need not be huge. It will be between 1,250 and 2,000 words. 
Include a word count on the final draft of your paper.  
 
Use 12-point Times Roman font. 
 
You cannot plagiarize what someone else wrote. 
 
You will use the MLA format. If you do, you will have a Works Cited list. You must have 
between five and fifteen items in the Works Cited list.  
 
Whenever a paper is written in the MLA format with in-text citations and a Works Cited list, the 
audience is almost always academic: either your teacher or the readers of a research journal. In 
this case, your reader is your teacher. You need to convince your teacher that you can write in an 
interesting way (writing about your personal experience helps you to do that), that you can do 
research, that you can use an academic format (MLA), that you can use in-text citations, and that 
you can write a paper using an academic format. Note: MLA = Modern Language Association. 

 
Recommendations 
 
• Visit <http://www.plagiarismtoday.com> online. This is an excellent site for finding out about 
plagiarism. 
• Visit <slate.com> online. Search for “Plagiarism.” Then search for “Plagiarism” together with 
one of the names that frequently pops up. 
• Begin doing research quickly. I recommend that you choose a topic and find a few sources and 
begin reading them quickly. 
• Part of the paper requires defining plagiarism and telling how to avoid it. You may begin 
writing that section as you research your famous plagiarist. 
 
Benefits 
 
You will write a Research Paper about a famous plagiarist of your choice. By doing so, you will 
have a chance to learn more about plagiarism and how to avoid it, as well as how to do research, 
correctly integrate quotations into your paper, and correctly cite your sources. You also have a 
chance to investigate a famous plagiarist of interest to you.  
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Notes 
 
• You may write about other instances of misconduct such as making up fake facts and fake 

events and fake quotes, in addition to plagiarism. People who make up stuff (lie) are 
called fabulists. You may also write about scientists who falsified their data. 

• Do not cite <wikipedia.com>. This site may be a good place to look for ideas, but it is an 
unreliable source. As you know, anyone can edit <wikipedia.com> and so any idiot can 
edit <wikipedia.com>. However, you may use <wikipedia.com> as a starting point to get 
some names of possible plagiarists to research at better-quality sites, although you will 
not use <wikipedia.com> as a source. That is, you will not cite <wikipedia.com>, and 
you will not put <wikipedia.com> in your Works Cited list. Since anyone can edit 
<wikipedia.com>, someone may list the name of a non-plagiarist as a plagiarist simply to 
make trouble for that person. 

• Infotree on Ohio University’s Alden Library’s website <http://www.library.ohiou.edu/find/> is 
a good place to start. You’ll find Infotree under the Find tab on that page. Choose 
Humanities on Infotree, and then click on any of the databases in that list and do a search 
for “plagiarists.” I hope that other schools have something as good. 

• Check out <http://www.slate.com>. Search for “plagiarism” there. 
• It’s a good idea to define the word “plagiarism” in your report. You may also give advice about 

how to avoid plagiarism, and you may argue or state that plagiarism is morally wrong. 
• Give some biographical details about the plagiarist. 
• Identify what the plagiarism consisted of. Whose work did the plagiarist steal? Did the 

plagiarist copy word for word the work of someone else without giving that person 
credit? Did the plagiarist paraphrase the work of someone else without giving that person 
credit? This is a place where it is a good idea to use one or more word-for-word 
examples. Quote both the plagiarism and the source that was plagiarized. 

• Find out what happened to the plagiarist, if anything. 
• Of course, proofread your work carefully. 
• Of course, avoid plagiarism in your report about a famous plagiarist. 
• Here are a few sections that you may include in your Famous-Plagiarist Research Paper: 
 

Sections of Famous-Plagiarist Paper 
 
Use these sections in your paper; they may be combined in various ways: 
 
Introduction: Topic of Your Paper (Mention Plagiarism and the Plagiarist’s Name).  
 
Personal Experience About Plagiarism. You may write about friends who plagiarized papers 
and either got caught or got away with it. 
 
Information About Plagiarism and How to Avoid It. 
 
Background Information, Including Biographical Information, About the Famous 
Plagiarist. 
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Evidence of (Alleged) Plagiarism (Include Actual Examples of the Alleged Plagiarism and 
at Least One Source That Was Allegedly Plagiarized). 
 
The Professional Standards that the Famous Plagiarist is Alleged to have Violated. Quote 
other people in the field talking about the Famous Plagiarist. 
 
If Possible, Write About the Excuses or Defense that the Famous Plagiarist Made After 
Being Caught. Evaluate those excuses or that defense. Sometimes, you may believe those 
excuses or that defense. Sometimes, plagiarism is discovered after the Famous Plagiarist has 
died, so you will be unable to do this.  
 
Evaluate the Evidence. Sometimes, you may agree that no plagiarism took place. If you believe 
that the evidence shows clear evidence of plagiarism, then make a case for the plagiarism being 
either intentional or unintentional. If you decide that the plagiarism is unintentional, state how 
the Famous Plagiarist (and other people) can avoid that kind of unintentional plagiarism. 
 
Conclusion (What Happened to the Famous Plagiarist?). Was the Famous Plagiarist 
punished? 
 

Teacher’s Expectations 
 
What are your teacher’s expectations for the Famous-Plagiarist Research Paper? 
 
• You will keep up with the reading. In addition, you will participate in class discussion. 
• You will start writing this Famous-Plagiarist Research Paper at least five days before it is due. 
• You will use the MLA format. 
• You will have between five and fifteen (or more) print or online items in the Works Cited list. 
• You will spend at least seven hours (and probably more) on this paper. 
• You will revise this Famous-Plagiarist Research Paper at least once. 
• You will bring a good, complete, typed draft to the peer review session. 
• You will get feedback on your Famous-Plagiarist Research Paper during the peer review 
session. 
• You will get feedback on your Famous-Plagiarist Research Paper from at least one other person 
outside of class 
• You will proofread this Famous-Plagiarist Research Paper at least three times. 
• You will run a spelling check on the final draft of your Famous-Plagiarist Research Paper. 
• You will not plagiarize this report. If you quote word for word a dictionary definition of 
“plagiarism” that you get either from a book or off the Web, you must use quotation marks for 
the word-for-word quotation, and you must cite your source. 
• You will use 12-point Times New Roman font.  
• You will double-space your paper.  
• You will write a new paper specifically for this course, not lightly revise a Research Paper from 
another course. 
• You will (at least briefly) write about your own personal experience in this paper. 
• You will understand these things: 

• How to correctly write a Works Cited list. 
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• How to correctly format short quotations. 
• How to correctly format long quotations. 
• How to correctly introduce your quotations. 
• How to correctly use in-text citations. 
• How to correctly proofread. 
• How to correctly research the content you need. 
• How to use databases such as Academic Search Complete. 
• How to use the MLA format. 

 
Benefits of Writing the Famous-Plagiarist Research Paper 

 
• You will learn what plagiarism is and how to avoid it. 
• You will learn some real-life consequences of plagiarism. 
• You will learn the basics of doing research. 
• You will learn the MLA format.  
 
MLA Format for Papers 
 
Use the MLA Format for Your Famous-Plagiarist Research Paper and for your 
Argument/Problem-Solving Research Paper.  
 
• On the top left of the first page of your paper, put this information: your name, the word 
“Professor” and the professor’s name, the course, and the date: 
 

Stephanie Smith 
 

Professor Bruce 

ENG 308J 

Today’s Date 

• In the top right corner of each page, including the first page and the Works Cited page, put your 
last name and the page number. 
 
• Double-space your paper. 
 
• Put your Works Cited List on a page of its own. 
 
• Write a title for your paper. 

Notes on Plagiarists 
 

Famous Plagiarists and Fabulists on Whom Lots of Information is Available 
 
 Stephen Ambrose  Joe Biden  Jayson Blair   
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 Doris Kearns Goodwin Alex Haley, Jr. Jack Kelley   
 Martin Luther King, Jr. Stephen Oates  Kaavya Viswanathan 
 
• Do not write about Vice President Joe Biden because this Study Guide includes a student-
written paper about Biden’s plagiarism. 
 
Plagiarists and Fabulists on Whom Less Information is Available 
 
 Michael Barnicle Nada Behziz   Michael Bellesiles Ben Domenech  
 Joseph Ellis  Gerald Posner   Tom Squitieri 
 
For information on Bellesiles and Ellis, use this book: Scandals and Scoundrels: Seven Cases 
That Shook the Academy by Ron Robin. He also writes about Stephen Ambrose and Doris 
Goodwin. 
 
Accused Plagiarists Who were Found Innocent or Who Settled out of Court (Yes, You Can 
Write About These People, Too) 
 

 Jessica Seinfeld (found innocent)  Coldplay (settled out of court)  
 

Musicians Who Have Been Accused of Plagiarism and Found Guilty 
 

 Michael Bolton    George Harrison 
 

Note: If you are in a music field, you may write about plagiarism in music. Otherwise, write 
about literary plagiarism. 
 
Guilty of Scientific Misconduct 
 
 Louis Pasteur 
 
Academic Search Complete  
 
Go to <http://www.library.ohiou.edu/find/> and then click on Academic Search Complete on the 
left side of the Web page. Search for Jayson Blair (or another plagiarist) and Plagiarism and 
see how many hits you get. Then search for Jayson Blair (or another plagiarist) and Plag* and 
see how many hits you get. On 15 July 2011, I got this number of hits: 
 

Stephen Ambrose and Plagiarism: 29 hits 
Nada Behziz and Plagiarism: 0 hits 
Michael Bellesiles and Plagiarism: 2 hits 
Joe Biden and Plagiarism: 6 hits 
Joseph Biden and Plagiarism: 11 hits 
Jayson Blair and Plagiarism: 66 hits 
Joseph Ellis and Plagiarism: 2 hits 
Stephen Glass and Plagiarism: 2 hits 
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Doris Kearns Goodwin and Plagiarism: 30 hits 
Alex Haley, Jr. and Plagiarism: 0 hits 
Alex Haley and Plagiarism: 4 hits 
Jack Kelley and Plagiarism: 13 hits 
Martin Luther King, Jr. and Plagiarism: 39 hits 
Martin Luther King and Plagiarism: 43 hits 
Stephen Oates and Plagiarism: 18 hits 
Kaavya Viswanathan and Plagiarism: 30 hits 
 
Stephen Ambrose and Plag*: 31 hits 
Nada Behziz and Plag*: 0 hits 
Michael Bellesiles and Plag*: 3 hits 
Joe Biden and Plag*: 7 hits 
Joseph Biden and Plag*: 19 hits 
Jayson Blair and Plag*: 83 hits 
Joseph Ellis and Plag*: 2 hits 
Stephen Glass and Plag*: 5 hits 
Doris Kearns Goodwin and Plag*: 34 hits 
Alex Haley, Jr. and Plag*: 0 hits 
Alex Haley and Plag*: 5 hits 
Jack Kelley and Plag*: 19 hits 
Martin Luther King, Jr. and Plag*: 59 hits 
Martin Luther King and Plag*: 67 hits 
Stephen Oates and Plag*: 21 hits 
Kaavya Viswanathan and Plag*: 35 hits 

 
Note: Searching with the name of the plagiarist and the semi-word “plag*” gets more hits 
because “plag*” stands for all the words that begin with “plag”—plagiarism, plagiarize, 
plagiarism. 

 
LexisNexis Academic 
 
http://www.lexisnexis.com/hottopics/lnacademic/ 
Available Through InfoTree 
OU pays a lot of money so that faculty and students have access to this database. 
This is the result of searches I did on these words on 15 July 2011: 

 
Stephen Ambrose Plagiarism: 160 hits 
Nada Behziz Plagiarism: 1 hit 
Michael Bellesiles Plagiarism: 13 hits 
Joe Biden Plagiarism: 544 hits 
Joseph Biden Plagiarism: 199 hits 
Jayson Blair Plagiarism: 711 hits 
Joseph Ellis Plagiarism: 12 hits 
Stephen Glass Plagiarism: 223 hits 
Doris Kearns Goodwin Plagiarism: 133 hits 
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Doris Goodwin Plagiarism: 134 hits 
Alex Haley, Jr. Plagiarism: 13 hits 
Alex Haley Plagiarism: 99 hits 
Jack Kelley Plagiarism: 85 hits 
Martin Luther King, Jr. Plagiarism: 145 hits 
Martin Luther King Plagiarism: 222 hits 
Stephen Oates and Plagiarism: 4 hits 
Gerald Posner Plagiarism: 4 hits  
Kaavya Viswanathan Plagiarism: 165 hits 
 

America’s Newspapers 
 
http://infoweb.newsbank.com/iw-
search/we/InfoWeb?p_product=NewsBank&p_action=explore&p_theme=aggregated4 
Available Through InfoTree 
OU pays a lot of money so that faculty and students have access to this database. 
This is the result of searches I did on these words on 15 July 2011: 
 

Stephen Ambrose Plagiarism: 758 hits 
Nada Behziz Plagiarism: 11 hits 
Michael Bellesiles Plagiarism: 39 hits 
Joe Biden Plagiarism: 976 hits 
Joseph Biden Plagiarism: 1,156 hits 
Jayson Blair Plagiarism: 1,495 hits 
Joseph Ellis Plagiarism: 180 hits 
Stephen Glass Plagiarism: 340 hits 
Doris Kearns Goodwin Plagiarism: 628 hits 
Doris Goodwin Plagiarism: 636 hits 
Alex Haley, Jr. Plagiarism: 37 hits 
Alex Haley, Jr. Plagiarism: 171 hits 
Jack Kelley Plagiarism: 270 hits 
Martin Luther King, Jr. Plagiarism: 672 hits 
Martin Luther King Plagiarism: 756 hits 
Stephen Oates Plagiarism: 89hits 
Gerald Posner Plagiarism: 30 hits  
Kaavya Viswanathan Plagiarism: 245 hits 

 
Slate.com 
 
This is the result of searches I did on these words on 15 July 2011: 

 
Stephen Ambrose Plagiarism: 24 hits 
Michael Bellesiles Plagiarism: 1 hit 
Nada Behziz Plagiarism: 0 hits 
Joe Biden Plagiarism: 32 hits 
Joseph Biden Plagiarism: 13 Hits 



 

 

226 

 

Jayson Blair Plagiarism: 17 hits 
Joseph Ellis Plagiarism: 15 hits 
Doris Kearns Goodwin Plagiarism: 55 hits 
Doris Goodwin Plagiarism: 56 hits 
Goodwin Plagiarism: 68 hits 
Alex Haley, Jr. Plagiarism: 0 hits 
Alex Haley Plagiarism: 1 hits 
Jack Kelley Plagiarism: 4 hits 
Martin Luther King, Jr. Plagiarism: 0 hits 
Martin Luther King Plagiarism: 8 hits 
Gerald Posner Plagiarism: 5 hits 
Kaavya Viswanathan Plagiarism: 9 hits 
 
Plagiarism: 260 hits 
 

Salon.com 
 
This is the result of searches I did on these words on 15 July 2011: 

 
Stephen Ambrose Plagiarism: 3 hits 
Nada Behziz Plagiarism: 0 hits 
Joe Biden Plagiarism: 40 hits 
Joseph Biden Plagiarism: 11 hits 
Jayson Blair Plagiarism: 12 hits 
Doris Kearns Goodwin Plagiarism: 5 hits 
Doris Goodwin Plagiarism: 5 hits 
Alex Haley, Jr. Plagiarism: 0 hits 
Alex Haley Plagiarism: 2 hits  
Jack Kelley Plagiarism: 0 hits 
Martin Luther King, Jr. Plagiarism: 9 hits 
Martin Luther King Plagiarism: 11 hits 
Gerald Posner Plagiarism: 3 hits 
Kaavya Viswanathan Plagiarism: 4 hits 
 
Plagiarism: 130 hits 

 
Stephen Ambrose 
• Check out this book: 
Hoffer, Peter Charles. Past Imperfect: Facts, Fictions, Frauds—American History from Bancroft 
and Parkman to Ambrose, Bellesiles, Ellis, and Goodwin. New York: PublicAffairs, 2004. 
Only two copies are available through Ohio University libraries (the branch campus libraries), 
but 27 copies can be found at OhioLINK. 
• Nelson, Michael. “The Good, the Bad, and the Phony: Six Famous Historians and Their 
Critics.” Virginia Quarterly Review 78-3 (2002): 377-394. You can use Academic Search 
Complete to find this journal article. 
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Joe Biden, aka Joseph Biden 
• Joe Biden briefly discusses plagiarism in his autobiography: 
Biden, Joe. Promises to Keep: On Life and Politics. New York: Random House, 2007. 
This book is available through OhioLINK. 
 
Jayson Blair  
• Jayson Blair wrote an autobiography titled Burning Down My Masters’ House: My Life at The 
New York Times. In it, he addresses and admits to his plagiarism. On page 1 is a good quotation 
that begins “I lied and I lied—and then I lied some more.” You will have to use OhioLINK to get 
that book. 
• Here is another good book about the scandal: 
Mnookin, Seth. Hard News: The Scandals at the New York Times and Their Meaning for 
American Media. New York: Random House, 2004. Only one copy is available in Alden Library, 
but 17 copies can be found at OhioLINK. 
• Kieren McCarthy, who is a British freelance journalist, runs this Web site: 
http://www.jaysonblair.com/pages/site.htm. Jayson Blair’s own Web site is <www.jayson-
blair.com>. 
• Here is an article that Jayson plagiarized:  
<http://www.jaysonblair.com/articles/san-antonio180403.html>. 
This is Jayson’s article with the plagiarism: 
<http://www.nytimes.com/2003/04/26/us/aftereffects-the-missing-family-waits-now-alone-for-a-
missing-soldier.html>. 
• By using the Alden Library database America’s Newspapers, you can find the Washington 
Times article that first made known Blair’s plagiarism: Kurtz, Howard. “New York Times Story 
Gives Texas Paper Sense of Deja Vu — San Antonio Editor Cites ‘Damning’ Similarity.” 
Washington Post 30 Apr. 2003, F, Style: C1. NewsBank. Web. 4 Nov. 2011. 
 
Doris Kearns Goodwin 
• Check out this book: 
Hoffer, Peter Charles. Past Imperfect: Facts, Fictions, Frauds—American History from Bancroft 
and Parkman to Ambrose, Bellesiles, Ellis, and Goodwin. New York: PublicAffairs, 2004. 
Only two copies are available through Ohio University libraries (the branch campus libraries), 
but 27 copies can be found at OhioLINK. 
• Nelson, Michael. “The Good, the Bad, and the Phony: Six Famous Historians and Their 
Critics.” Virginia Quarterly Review 78-3 (2002): 377-394. You can use Academic Search 
Complete to find this journal article. 
• “Is Doris Kearns Goodwin a Hypocrite?” By Bo Crader. <http://hnn.us/articles/522.html>. 
• “Joe McGinniss on Doris Kearns Goodwin.” By Bo Crader. 
<http://www.weeklystandard.com/Content/Public/Articles/000/000/000/816wqyea.asp>. 
• “Lynne McTaggart on Doris Kearns Goodwin.” By Bo Crader. 
<http://www.weeklystandard.com/Content/Public/Articles/000/000/000/817fdukv.asp>. 
• “A Historian and Her Sources.” By Bo Crader. 
< http://www.weeklystandard.com/Content/Public/Articles/000/000/000/793ihurw.asp?page=1>. 
• Other relevant Bo Crader articles: <http://www.weeklystandard.com/author/306>. 
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Alex Haley 
• Check out this book, which you can borrow from OhioLINK:  
Cashill, Jack. Hoodwinked: How Intellectual Hucksters have Hijacked American Culture. 
Nashville: TN, 2005. 
 
Martin Luther King, Jr. 
• If you choose King as the person you will write about, focus on King’s plagiarism in his 
dissertation. He plagiarized a dissertation by Jack Boozer.  
• Theodore Pappas wrote a book titled Plagiarism and the Culture War: The Writings of 
Martin Luther King, Jr. and Other Prominent Americans that addresses the plagiarism of 
Dr. King. You will have to use OhioLINK to get that book. 
• Check out http://www.snopes.com/inboxer/outrage/mlking.asp for information about King’s 
plagiarism. Snopes.com does NOT think that Dr. King plagiarized the “I Have a Dream” speech. 
• Martin Luther King, Jr., is still a great man even if he did plagiarize. 
• For a defense of King, use Newsbank to find this article: Blazina, Ed. “King Was a Leader, No 
Scholar, Friend Says.” Pittsburgh Post-Gazette (Pa) 19 Nov. 1990, Stocks, Local: A2. 
Newsbank. Web. 21 Oct. 2010. 
• Check out Clayborne Carson’s article “Editing Martin Luther King: Political and Scholarly 
Issues” in this book: Palimpsest: Editorial Theory in the Humanities, edited by George Bornstein 
and Ralph G. Williams. 
 

 “Important Library Resources” by Wanda Weinberg 
 

Books 
 
For books, search ALICE. The search box is right on the ALICE homepage.  
a. For books about plagiarism, do a SUBJECT search for “plagiarism.” 
b. For books about specific plagiarists, do a SUBJECT search for the name of the plagiarist, 
entering the last name first. The record may not state explicitly that the book includes 
information about the plagiarism issue. Get the book and look in its index. 
 
Example Search Term: Ambrose, Stephen 
 
c. Another approach would be to try a keyword search for the last name and plagiar* 
 
Example: Ambrose and plagiar* 
 
Magazine and Journal Articles 
 
For magazine and journal articles, search Academic Search Complete. The search box is right on 
the ALICE homepage. 
 
Example: Ambrose and plagiar* 
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Newspaper Articles 
 
For newspaper articles, search the database America’s Newspapers. Click on “Articles” under the 
FIND tab on the ALICE homepage, then click on “Newspaper Articles” in the left column, then 
click on “America’s Newspapers.” 
 
Example: Ambrose and plagiar* 
 
If you get too many hits, change the drop-down box next to the search box to “Lead/First 
Paragraph.” 
 
Background Information on a Person 
 
For background information on a person, use Biography Reference Bank or Biography in 
Context. Click on InfoTree under the FIND tab, then click on “Biography.” 
 
Encyclopedia Articles 
 
For encyclopedia articles about plagiarism, use Gale Virtual Reference Library. Click on 
“Dictionaries and Encyclopedias” under the FIND tab. Click on “Gale Virtual Reference 
Library.” Enter “plagiarism” in the search box. 

 
Important Reading: 

 
Diana Hacker’s A Pocket Style Manual.  

It is an excellent source of information about grammar, punctuation, and the MLA 
format. It also explains in more detail what Appendixes A-D explain. 

Appendix A: How Should I Use Quotations When Using the MLA Format? 
For this paper and the remaining papers in this course, you will be using quotations from 
other sources, so you need to be familiar with this material. I have placed it in the 
appendix so it is easy to find. 

Appendix B: How Do I Write a Works Cited List? 
For this paper, you will be using a Works Cited List, so you need to be familiar with this 
material. I have placed it in the appendix so it is easy to find. 

Appendix C: How Do I Cite References In My Papers? 
The MLA Format uses in-text citations. This appendix will help you to use them 
correctly. I have placed it in the appendix so it is easy to find. 

Appendix D: How Do I Introduce Quoted Material? 
You won’t simply stick quotations into your paper without introducing them, so read this 
appendix. I have placed it in the appendix so it is easy to find. 

 
An Important Rule 

 
When quotation marks when quoting word for word (or, if it is a long quote, indent it). And, of 
course, cite the source. Do this even when what you are quoting is information that everybody 



 

 

230 

 

knows. For example, this information appears in the Joe Biden Biography at Biography.com 
(http://www.biography.com/articles/Joe-Biden-39995): 
 

Biden, who was raised in Scranton, Pa., and New Castle county, Del., received a 
bachelor's degree from the University of Delaware in 1965 and a law degree from 
Syracuse University in New York in 1968. After graduating from law school, he returned 
to Delaware to work as an attorney before quickly turning to politics, serving on the New 
Castle county council from 1970 to 1972. Biden was elected to the U.S. Senate in 1972 at 
the age of 29, becoming the fifth youngest senator in history. He went on to win 
reelection six times and became Delaware’s longest-serving senator. In addition to his 
role as U.S. senator, Biden also served as an adjunct professor at the Wilmington, Del., 
branch of the Widener University School of Law in 1991. 

 
All of the information above is commonly known; however, you cannot simply copy it and paste 
it in your paper. When you write biographical information about a famous plagiarist, I 
recommend that you use more than one source. I also recommend that you put the information in 
your own words. Finally, give credit where credit is due. 
 

Advice 
 

Putting Web addresses in your Works Cited list is optional, but I prefer that you use them. Put 
them in arrows and put a period after them:  
 
“Joseph Biden Featured Biography.” Biography.com. A&E Television Networks, n.d. Web. 1 

May 2009 <http://www.biography.com/featured-biography/joe-biden/index.jsp>.  

Note: See next page for Homework #7 Assignmnt. 



 

 

231 

 

Homework #7 Assignment 
 

• Italicize the names of databses such as Academic Search Complete. 
• Italicize the titles of books, magazines, journals, and newspapers, as well as of TV-show titles 
and movies titles. Use quotation marks for the titles of essays and articles.  
• Use single quotes within double quotes. 
• When listing the names of authors, reverse the name of the first (or the only) author. In other 
words, put the last name first. 
• Proofread. 
 
To:  Your Teacher 
From:  Student’s Name 
Re:  Research Paper Topic (Time and Class; Homework #7) 
Date:  Today’s Date 
 
I have decided to write my Research Paper on historian Doris Kearns Goodwin, who is guilty of 
plagiarism. 
 
Here are two sources I intend to use (MLA Works Cited list format): 
 
Gates, David. “No Ordinary Crime.” Newsweek 139.11 (2002): 46. Academic Search Complete. 

Web. 1 July 2011.  

Goodwin, Doris Kearns. “How I Caused That Story.” Time 159.5 (2002): 69. Academic Search 

Complete. Web. 1 July 2011. 

I found the above sources by using Academic Search Complete on the Alice Web site: 
<http://www.library.ohiou.edu/find/>. 
 
Here is my brief outline: 
 

I.  Introduction, with Thesis Statement 
II.  Definition of Plagiarism, and How to Avoid Plagiarizing 
III.  Biographical Information About Doris Kearns Goodwin 
IV.  Evidence that Doris Kearns Goodwin Plagiarized (a few paragraphs long) 
V.  What Happened to Doris Kearns Goodwin as a Result of the Plagiarism 
VI. Conclusion: Don’t Plagiarize 
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Class 24: Famous-Plagiarist Research Paper: 
Organization; Sample Paper 

 
 

How Do I Organize A Famous-Plagiarist Research Paper? 
 
Here are a few sections that you may include in your Famous-Plagiarist Research Paper: 
 

Introduction: Topic of Your Paper (Mention Plagiarism and the Plagiarist’s Name) 
 
Information About Plagiarism and How to Avoid It 
 
Background Information, Including Biographical Information, About the Famous 

Plagiarist 
 
Evidence of Plagiarism (Include Actual Examples of Plagiarism and at Least One Source 

That Was Plagiarized—This Section may be a Few Paragraphs Long) 
 
Conclusion (What Happened to the Plagiarist? and If You Want, You May Insult the 

Plagiarist) 
 
 

Primary and Secondary Sources 
 
When writing your famous-plagiarist research paper, you should be aware of the difference 
between primary and secondary sources. Let’s say that one novelist plagiarized from another 
novelist. The primary sources would be the two novels. The primary sources would be excellent 
evidence of plagiarism. All one has to do is to look at the two novels to see the evidence of 
plagiarism. If one novel was written before the second novel, the writer who wrote the second 
novel is guilty of plagiarism. 
 
Secondary sources would be by people writing about the plagiarism. It’s a good idea to check 
what the secondary sources say about the plagiarism by looking at the primary sources. If a 
secondary source says that a novel was plagiarized from another novel, look at both novels to 
confirm that the plagiarism actually exists. Sometimes, a secondary source can be wrong. For 
example, someone can say without evidence in Wikipedia that another person is a plagiarist 
simply to make trouble for the other person. 
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How Do I Cite an Article from an Online Database Such as  
Academic Search Complete for My Works Cited List? 

 
You will need the following pieces of information in order to cite an article from an online 
database such as Academic Search Complete for your works cited list: 
 
1. Author 
2. Title of article 
3. Name of periodical, volume and issue numbers 
4. Date of publication 
5. Inclusive pages 
6. Name of database 
7. Medium 
8. Date of access 
 
For example: 
 
Rayner, Richard. “Channelling Ike.” New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 24 Apr. 2011. 

Note: A newspaper article is cited slightly differently: 
 
For example: 
 
Williams, Jeffre J. “Why Today’s Publishing World is Reprising the Past.” Chronicle of Higher 

Education 13 June 2008: 8+. LexisNexis Academic. Web. 24 Apr. 2011. 

 
Note: For in-text citations of a source from the Web, use the author’s name and/or title. 
 
Richard Raynor asks, “Is it possible that Ambrose met with Eisenhower outside office hours? 
John Eisenhower told Rives that such meetings never happened: ‘Oh, God, no. Never. Never. 
Never.’ John Eisenhower, who is now eighty-seven, liked Ambrose, and he recalled, too, 
Ambrose's fondness for embellishment and his tendency to sacrifice fact to narrative panache” 
(“Channelling Ike”). 
 
Note: The above quotation follows the rule of using single quotations within double 
quotation marks. 
 
Note: The author’s name is in the introduction to the quotation, so the in-text citation 
(“Channelling Ike”) contains only the title. 
 
Note: An in-text citation is a citation within the text (paragraph) rather than one within a 
footnote or endnote. 
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How Do I Cite a Short Work from a Web Site Such as Slate 
for My Works Cited List? 

 
You will need the following pieces of information in order to cite a short work from a Web site 
for your works cited list: 
 
1. Author 
2. Title of article (in quotation marks) 
3. Title of Web site (in italics)—often, the title of a Web site is the title of the publication (Slate, 
The New York Times) 
4. Sponsor of Web site (followed by a comma)—often, the sponsor of the Web site is the 
publisher of the publication (The Slate Group, The New York Times Company) 
5. Update date (“n.d.” if no date)  
6. Medium 
7. Date of access 
 
For example: 
 
Plotz, David. “Why Stephen Ambrose is a Vampire.” Slate. The Slate Group, 11 January 2002. 

Web. 26 April 2011. 

Note: The citation for a newspaper article is slightly different: 
 
For example: 
 
Williams, Jeffrey J. “Why Today’s Publishing World is Reprising the Past.” Chronicle of Higher 

Education 13 June 2008: 8+. LexisNexis Academic. Web. 26 April 2011. 

Note: For in-text citations of a source from the Web, use the author’s name and/or title. 
 
According to Timothy Noah, “Harvard policy requires instructors to report all suspected cases to 
the Dean of the College, and most such cases are ultimately adjudicated by the Administrative 
Board” (“Doris Kearns Goodwin, Liar”). 
 

Sample Famous-Plagiarist Research Paper 

For a good example of a famous-plagiarist paper, see the following pages. 
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Caroline Rahtz (1,575 words) Rahtz 1 

Prof. David Bruce 

ENG 308J  

19 October 2010 

Joe Biden: Plagiarism Is No One Time Thing 

 [1] Many people have felt the pressure to meet a deadline, inspire a crowd with a speech, 

or impress others with their creativity. Nearly all college students know how it feels to be hours 

or even minutes away from a deadline with nothing completed and no game plan. In situations 

such as these, it can be extremely tempting to take an easier route than rushing through the 

paper-writing process. Sometimes, in these cases, people make the decision to use work that 

another person already did and claim that other person’s work as their own. This is an example 

of plagiarism, and not only do college students do it, but many famous authors, artists, and 

politicians have been found guilty of plagiarizing. One famous plagiarist is Joe Biden, a 

politician and Vice President of the United States. 

[2] Plagiarism is the “theft of another person’s writings or ideas” (“Plagiarism”). In other 

words, to plagiarize a work would be to claim someone else’s ideas as one’s own. Plagiarism is 

recognized in courts as “violations of copyright law, specifically as theft of another person’s 

intellectual property” (“Plagiarism”). This doesn’t include only written works, but could include 

music, speeches, and visual works. Plagiarism can range from simply putting one’s name on 

work other than one’s own, to copying an artist’s piece of art (“Plagiarism”). With new 

technologies, plagiarism may be easier to commit, but it is also easier to detect: “The same 

information technologies that can facilitate plagiarism […] are being used to expose plagiarists;  
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 Rahtz 2 

internet-based plagiarism prevention and detection services compare electronically submitted 

texts against massive information databases to identify unoriginal material” (Leydens). 

 [3] It is still possible to use another author’s work or ideas without committing 

plagiarism, but that author must be referenced to give him or her credit for his or her work 

(Leydens). To reference an author, quotation marks must be present if his or her exact words are 

being used. If one is not quoting an author exactly but paraphrasing his or her idea, one must 

reference the author’s name, work title, and/or other reference information at the end of the 

paraphrased idea and at the end of the paper.  

 [4] The famous plagiarist in question, Joe Biden, has had a very long and successful 

political career. Biden was born on November 20, 1942, the oldest of four siblings (“Joseph (Joe) 

R. Biden Jr.”). He graduated from the University of Delaware and then pursued a graduate 

degree at Syracuse University College of Law (“Joseph (Joe) R. Biden Jr.”). After his 

graduation, Biden began his political career and became “one of the youngest people ever elected 

to the U.S. Senate” at age twenty-nine (“Joseph (Joe) R. Biden Jr.”). Biden suffered a huge loss 

when his wife and daughter were killed in a car accident, leaving him and their two sons, but in 

1977 he married Jill Jacobs and they had one child of their own. Biden has been in politics for a 

long time and has a long list of accomplishments, including being the Senator of Delaware for 

thirty-six years, the Chairman or Ranking Member of the Senate Judiciary Committee for 

seventeen years, and the Chairman or Ranking Member of Senate Foreign Relations Committee 

since 1997 (“Joseph (Joe) R. Biden Jr.”). 

 [5] Joe Biden’s most famous act of plagiarism was his speech at the Iowa State Fair 

presidential campaign debate of August 23, 1987. Biden plagiarized parts of the British Labor  
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Party leader Neil Kinnock’s speech. Kinnock’s speech was referencing the oppressiveness of the 

British class system and the effect it took on his family, and therefore Biden’s plagiarism was 

very obvious considering there isn’t the same type of class system in America as there is in 

Britain, and neither Biden nor his family was affected by any classism in America (Coulter). Not 

only did Biden use Kinnock’s life story, but it was said by those who witnessed the speech that 

Biden borrowed “Kinnock’s ‘phrases, gestures, and lyrical Welsh syntax’” (Coulter). Biden 

altered Kinnock’s speech to make it sound as if he were referring to his own family: 

   Kinnock said: "Why am I the first Kinnock in a thousand generations to be 

  able to  get to university? Why is (my wife) Glenys the first woman in her family  

  in a thousand generations to be able to get to university? Was it because all our  

  predecessors were thick?"  

   Biden said: "I started thinking as I was coming over here, why is it that Joe 

  Biden is the first in his family ever to go to a university? Why is it that my wife  

  who is sitting out there in the audience is the first in her family to ever go to  

  college? Is it because our fathers and mothers were not bright?"  

   Kinnock's speech continued: "Those people who could sing and play and  

  recite and write poetry? Those people who could make wonderful, beautiful  

  things with their hands? Those people who could dream dreams, see visions?  

  Why didn't they get it? Was it because they were weak? Those people who could  

  work eight hours underground and then come up and play football? Weak?"  

   Biden's speech continued: "Those same people who read poetry and wrote  
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 Rahtz 4 

poetry  and taught me how to sing verse? Is it because they didn't work hard? My   

ancestors, who worked in the coal mines of Northeast Pennsylvania and would 

come up after 12 hours and play football for four hours?" (Coulter) 

As one can see when comparing the two speeches, “Biden didn’t merely borrow words and 

phrasings from Kinnock […] he became Kinnock […] claiming things about himself and his 

family that were untrue and he knew to be untrue” (Shafer). In other words, Biden borrowed 

biographical facts from Kinnock that did not apply to Biden (Greenburg). For example, Biden 

was not the “first person in his family history to attend college, as he asserted; nor were his 

ancestors coal miners, as he claimed when he used Kinnock's words” (Greenburg). When 

confronted with the charges of plagiarism, Biden claimed he simply forgot to attribute the 

material (Shafer). He also claimed that this was the only time this had happened, but that was 

soon discovered to be false (Dionne). 

 [6] Biden was also caught plagiarizing at Syracuse University College of Law. He 

“plagiarized a law review article for a paper he wrote in his first year at law school”; Biden 

supposedly copied five pages of a fifteen-page paper without quotations or citations (Dionne). 

When asked about the plagiarism, Biden claimed he didn’t understand the citation or footnoting 

rules (Dionne). Biden has also been said to use the “language and syntax of others, including 

John F. and Robert F. Kennedy and Hubert H. Humphrey” (Dionne). In fact, in a speech Biden 

gave in February of 1986, he said almost verbatim what Robert Kennedy said in a speech of his 

from 1968. Both Kennedy and Biden said, “It doesn’t measure the beauty of our poetry, the 

strength of our marriages, the intelligence of our public debates, the integrity of our public 

officials” (“A Few Words of His Own”). Biden clearly was not a one-time plagiarist as he  
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claimed to be, and many feel that his plagiarism of Kinnock is “a degree of plagiarism that would 

qualify any student for failure, if not expulsion from school” (Greenburg). 

 [7] The Delaware Supreme Court cleared of the allegations of plagiarism in law school 

and of Kinnock’s speech (“Professional Board Clears Biden in Two Allegations of Plagiarism”). 

He dropped out of the presidential race on September 23, 1987, following all the controversy and 

press over his plagiarized speech (“Professional Board Clears Biden in Two Allegations of 

Plagiarism”). Biden briefly mentions the incident in is autobiography, saying he had “made a 

‘stupid mistake’ twenty-two years earlier” (Biden 201). He also admitted he was wrong, but said 

he “did not intentionally move to mislead anybody” (Biden 202). Today, Biden serves as the 

Vice President of the United States of America. It seems as though America had no problem 

forgiving Biden for his mistake over two decades ago, and his political career appears to no 

longer be suffering for it. 
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“Joe Biden: Plagiarism Is No One Time Thing” Questions: 
• What are some characteristics of the MLA format? 
 
 
• What is your opinion of Caroline Rahtz’ title? What information does it reveal? 
 
 
• What is your opinion of Caroline Rahtz’ beginning sentences? What personal experience could 
she use here? 
 
 
• In paragraph 1, what is Caroline Rahtz’ thesis statement? 
 
 
• In paragraph 1, what content does Caroline Rahtz have? 
 
 
• In paragraph 2, what content does Caroline Rahtz have? 
 
 
• In paragraph 3, what content does Caroline Rahtz have? 
 
 
• In paragraph 4, what content does Caroline Rahtz have? 
 
 
• In paragraph 5, what content does Caroline Rahtz have? 
 
 
• In paragraph 6, what content does Caroline Rahtz have? 
 
 
• In paragraph 7, what content does Caroline Rahtz have? 
 
 
• What is your overall opinion of Carline Rahtz’ paper? 
 
 
• Is Joe Biden a plagiarist? 

 
 
• Do not write about Vice President Joe Biden in your Famous-Plagiarist paper. 



 

 

242 

 

Class 25: Famous-Plagiarist Research Paper: 

Works Cited (Article from a Database); Research 
 

Homework #7 Due Today: Hand in a typed 1- or 2-page memo telling me the topic you 
wish to work on for your Research Paper and two sources from Academic Search 
Complete that you intend to use. Include a brief tentative outline. (Of course, you may 
change your outline as needed later.) Proofread carefully. Use any handouts that your 
teacher has attached to or enclosed in a folder with your papers.  
 
A Few Notes on Works Cited Lists: 
• Use MLA format. 
• Use italics for the titles of books, newspapers, magazines, and journals. 
• Use italics for Academic Search Complete and LexisNexis Academic and other databases. 
• Use quotation marks (“ ”) for the titles of articles, essays, and chapters. 
• The American style of punctuation is to put commas and periods inside quotation marks. 
• Capitalize the first letters of important words (including the first and the last word) in titles. 
• Delete “(Cover story).” It is not part of the title. 
• When listing authors, put the last name first, and alphabetize the list. 
• If an article is from USA Today, it will have a date. 
 
To:  Your Teacher 
From:  Student’s Name (Time and Class; Homework #7) 
Re:  Research Paper Topic 
Date:  Today’s Date 
 
I have decided to write my Research Paper on popular historian Stephen Ambrose, who is guilty of 
plagiarism. 
 
Here are two sources I intend to use (MLA Works Cited list format): 
 
Flores, Christopher, and Sara Hebel. “Hot Type.” Chronicle of Higher Education 48.19 (2002): A16. 

Academic Search Complete. Web. 1 Feb. 2011. 

Rosenblatt, Roger. “When the Hero Takes a Fall.” Time 159.3 (2002): 130. Academic Search Complete. 

Web. 1 Feb. 2011. 

I found the above sources by using Academic Search Complete on the Alice Web site: 
<http://www.library.ohiou.edu/find/>. 
 
Here is my brief outline: 
 

I.  Introduction, with Thesis Statement 
II.  Definition of Plagiarism, and How to Avoid Plagiarizing 
III.  Biographical Information About Stephen Ambrose 
IV.  Evidence that Stephen Ambrose Plagiarized 
V.  What Happened to Stephen Ambrose as a Result of the Plagiarism 
VI. Conclusion: Don’t Plagiarize 
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 Academic Search Complete 
 

The database Academic Search Complete can do a lot of your work for you, especially if you use 
it to find sources for which Academic Search Complete has full text. The database Academic 
Search Complete will allow you, in many cases, to e-mail the text to yourself, and it will even do 
the citation for the Works Cited list for you. (Note: The citation may need to be slightly edited to 
correct errors.) 
 
Here is a tutorial. Follow these steps: 
 
1. Go to this Web site: <http://www.library.ohiou.edu/find/>. 
 
Note: The Web site is inside the carets (< and >). 
 
2. Click on Academic Search Complete on the left of the page. 
 
3. In the Search screen that pops up, type in Joe Biden in the first line and plag* in the second 
line. 
 
Note: If you type Joe Biden and plag*, Academic Search Complete will find articles that contain 
the words “Joe Biden” and words that begin with “plag,” such as “plagiarism,” “plagiarize,” and 
“plagiarist.” 
 
4. Click on Search, and watch as the results of your Search appear on the screen. 
 
5. One of your results will be “Joe Biden: Hair We Can Believe In,” by Ann Coulter. Click on 
the title “Joe Biden: Hair We Can Believe In.” 
 
6. The full text of the article—all 956 words of a column by the conservative columnist Ann 
Coulter—will appear. To read the article in full, you will have to scroll down. Read the article. 
 
7. Scroll up. On the right are several items, one of which will allow you to e-mail the article to 
yourself. That icon looks like an envelope with an arrow on it. Click on that icon. 
 
8. Write your e-mail address in the line marked “E-mail to:” and then click Send in the bottom 
left corner of the screen. Congratulations, you have just e-mailed the document to yourself. 
 
9. An e-mail conformation will appear on the screen. Click Continue. 
 
10. You are back to Ann Coulter’s article. Look to the right of the document and find the icon 
that has the word “Cite” written on it. It is located close to the e-mail icon on the right side of the 
screen. 
 
11. Watch as many citations appear. All of the citations are for this article, but the citations are in 
different styles. In your first-year composition course at Ohio University and in this course, you 
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will use the MLA style. Here is the way that the MLA citation will look, courtesy of Academic 
Search Complete: 
 

Works Cited 
 
Coulter, Ann. “Joe Biden: Hair We Can Believe In.” Human Events 64.30 (2008): 5. Academic 

Search Complete. Web. 29 June 2010. 

Note: The date following “Web” will be today’s date—that is, the date you accessed the source. 
 
Note: When you copy and paste, you will probably lose some formatting. For example, both 
Human Events and Academic Search Complete ought to be in italics, but normally when you 
copy and paste the citation, these will no longer be in italics. 
 
Note: Remember to double-space your Works Cited list. 
 
Note: The phrase “Works Cited” ought not to be in bold. 
 
Note: In order to put this source in yours Cited list, you have to actually cite it (and not just read 
it). When you cite it, you quote from it or paraphrase it, and (in the MLA format) you have an in-
text citation by the quotation or the paraphrase. 
 
Note: Use a hanging indent (all the other lines of a citation are indented under the first line). 
 
12. Play around with Academic Search Complete for a while today and for the next several days. 
Make it your friend. 

 
Works Cited Lists 

 
Some of the things that students have to do in much academic writing are to research and to cite 
research accurately. Of course, we use quotation marks for word-for-word quoting, and when we 
are paraphrasing the work of others, we indicate whose work we are paraphrasing. Also, of 
course, we are aware that common knowledge does not need to be cited. For example, you may 
write in a paper that John F. Kennedy was assassinated in Dallas, Texas, on November 22, 1963. 
You don’t need to cite that fact because it appears in many, many places and is considered to be 
common knowledge. (This does not mean that you can copy common knowledge and paste it 
into your document without citing it and giving credit to the source. If you quote common 
knowledge word for word, you must use quotation marks and cite the source.) Following is some 
information that you need to know to write papers that involve research. 
 
See Appendix B for a few examples of how to do your Works Cited List. 
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Works Cited Lists 

 
• Use MLA format. 
• Alphabetize the list. 
• Use italics for the titles of books, newspapers, magazines, and journals. 
• Use italics for Academic Search Complete and LexisNexis Academic and other databases. 
• Use quotation marks (“ ”) for the titles of articles, essays, and chapters. 
• The American style of punctuation is to put commas and periods inside quotation marks. 
• Capitalize the first letters of important words (including the first and the last word) in titles. 
• Delete “(Cover story).” It is not part of the title. 
• When listing authors, put the last name first, and alphabetize the list. 
• If an article is from USA Today, it will have a date. 

 
Citation Style Guides 

 
Go to <http://www.library.ohiou.edu/find/> to find a number of citation style guides. Click on 
“Citation Style Guides” in the alphabetized list. A number of Web sites will create your citation 
for you if you can supply the relevant information such as author, title of work, etc. 
 
Check out <easybib.com>. 

 
Tutorials 

 
Ohio University has a number of tutorials about how to do research and use Alden Library. 
 
Follow these steps: 
 
1. Go to this Web site: <http://www.library.ohiou.edu/find/>. 
 
Note: The Web site is inside the carets (< and >). 
 
2. Click on Tutorials in approximately the middle of the page. 
 
3. Explore. 
 
 

InfoTree Subject Resources 
 
InfoTree has many resources that you can use to do to research. 
 
Follow these steps: 
 
1. Go to this Web site: <http://www.library.ohiou.edu/find/>. 
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Note: The Web site is inside the carets (< and >). 
 
2. Explore. 
 
Note: If you have a major, click on the link(s) that will have resources related to your major. See 
below:  
 

General  
Atlases and Maps, Biography, Books, Colleges and Universities, Consumer Information, 
Countries and Nations, Current Issues/Hot Topics, Dictionaries, Directories, Dissertations 
and Theses, Employment and Job-Seeking, Encyclopedias, Libraries, News and 
Newspapers, Statistics, Style Manuals, Web Searching... (more...) 
 
Arts  
Art History, Dance, Film, Music, Photography, Theater... (more...) 
 
Business and Finance  
Company Info, Finance, Industry Info, Marketing... (more...) 
 
Communications  
Communication Studies, Journalism, Media Arts and Studies, Popular Culture...(more...) 
 
Education  
Administration, Counseling, Cultural Studies, Higher, IT, Research & Evaluation, 
Special, Teacher Education, (more...) 
 
Engineering and Technology  
Civil, Computer Science, Electrical, Mechanical... (more...) 
 
Health and Life Sciences  
Biology, Health and Medicine, Recreation, Sports... (more...) 
 
Humanities  
Classics, History, Languages, Literature, Philosophy, Religion...(more...) 
 
Interdisciplinary Studies  
African-American, Environmental, International, Women's...(more...) 
 
Mathematics and Physical Sciences  
Astronomy, Chemistry, Geology, Mathematics, Physics... (more...) 
 
Social Sciences  
Anthropology, Economics, Geography, Government, Law, Political Science, Psychology, 
Social Work, Sociology... (more...) 
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Titles, Ledes, and Thesis Statements 
 

Write a Good Title 
 
Your papers must have interesting titles. Here are some examples of poor titles for papers:  
 

Poor Title—Paper #1 
 
Poor Title—Stephen Ambrose 
(This is not specific enough.) 
 
Poor Title—Jayson Blair 
(This is not specific enough.) 
 

Many good paper titles consist of a title and a subtitle, with a colon separating the two. For 
example: 
 

Stephen Ambrose: Plagiarist 
 

Jayson Blair: Plagiarist and Fabulist 
 

Write a Good Lede (Optional) 
 
A lede is a term used in journalism. A lede is a beginning that is designed to immediately interest 
the reader. 
 
Example by one of my students: 
 

Bombings, assassinations, protests, and rallies. What’s the subject that has everyone 
up in arms? An unpopular presidency, perhaps? Government upheaval? World War 
Three? No. All of these the drastic public displays of angst mentioned above stem from 
the topic of abortion. 

 
Of course, your lede will be about either plagiarism or the specific plagiarist you are writing 
about. 
 
Write a Good Thesis Statement 
 
A thesis statement tells the reader what a paper is about. Thesis statements are especially used in 
academic nonfiction papers. Your thesis statement will normally appear in your first paragraph. 
If you have written a lede that is designed to make the reader interested in your paper, your 
introduction proper may be the second paragraph. Your introduction proper will include your 
thesis statement. The body of your paper will present evidence that your thesis is correct. 
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Examples: 
 

Stephen Ambrose is a plagiarist. 
 

Stephen Ambrose has been proven to be a serial plagiarist. 
 

State Your Opinions Strongly 
 
Don’t use a lot of weasel words and phrases such as “It seems that” or “It may be the case that.” 
State your opinions strongly. 
 

Bad: It may be the case that Stephen Ambrose is a plagiarist. 
 
Good: Stephen Ambrose is a plagiarist. 
 

Outlines 
 
Famous-Plagiarist Papers: 

 
Introduction: Topic of Your Paper (Mention Plagiarism and the Plagiarist’s Name) 
Information About Plagiarism and How to Avoid It 
Background Information, Including Biographical Information, About the Famous 

Plagiarist 
Evidence of Plagiarism (Include Actual Examples of Plagiarism and at Least One Source 

That Was Plagiarized—This Section may be a Few Paragraphs Long) 
Conclusion (What Happened to the Plagiarist? and If You Want, You May Insult the 

Plagiarist) 
 

 
Two Good Samaritans 

 
• On 2 August 2005 an Air France jet overshot the runway and crashed into a ravine at the 

Toronto Pearson International Airport in Toronto, Canada. Guy Ledez, an airport Budget rental 
car manager, who was in his car, witnessed the accident. He said, “There was all this lightning 
right on it, and then there was smoke, and then the plane just disappeared” into the ravine. Mr. 
Ledez drove to the wreck and helped people climb out of the ravine. He said, “I looked down, 
and there’s just a sea of people trying to get up. I had two babies passed to me.” Mr. Ledez and 
another Good Samaritan, who did not want his name revealed, helped people out of the ravine, 
and then they boarded the plane and made sure that no one was left behind. All of the passengers 
and crew survived. The two men jumped out of the plane as it exploded. Mr. Ledez said, “That 
sort of woke me up. That’s when the reality set in.” He added about the rescue, “There was no 
thinking involved, just, ‘I gotta go help,’ so boom, I did it.” 
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Evaluating Resources: Credible or CRAP? 
 
Currency  
 
• When was the information published or posted?  
 
• Has the information been revised or updated? How can you tell?  
 
• Is the information current enough for your topic? Why or why not?  
 
Reliability  
 
• Does the source contain the kind of information that you need for your assignment? How can 
you tell?  
 
• Does the information appear to be valid and well researched? Why or why not?  
 
• Does the author cite sources to support his or her assertions?  
 
• Is the content primarily fact or opinion? Does it seem balanced?  
 
Authority  
 
• Who is the author or creator of the information?  
 
• What are his or her credentials? Are they appropriate for the topic?  
 
• Who is the publisher or sponsoring organization?  
 
• What is the publisher’s interest (if any) in this information?  
 
Purpose/Point of View  
 
• Who do you think is the intended audience?  
 
• Where was the information published? What is the purpose of the resource? Is it appropriate for 
your topic/assignment?  
 
• Does the point of view appear to be objective and impartial? Is there any indication of bias?  
 
Bottom line: Credible or CRAP?  
 
• Based on your answers to the questions above, would you feel comfortable using this source for 
a college-level research paper? Why or why not? 
 
Source: http://www.aaart.lib.il.us/research-help/brochures/CRAP_checklist.pdf 
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Why Wikipedia is Not a Good Source 
 
Example #1 
 
The Pop-Tarts page is often aflutter. Pop-Tarts, it says as of today (February 8, 2008), were discontinued 
in Australia in 2005. Maybe that’s true. Before that it said that Pop-Tarts were discontinued in Korea. 
Before that Australia. Several days ago it said: “Pop-Tarts is german for Little Iced Pastry O’ Germany.” 
Other things I learned from earlier versions: More than two trillion Pop-Tarts are sold each year. George 
Washington invented them. They were developed in the early 1960s in China. Popular flavors are “frosted 
strawberry, frosted brown sugar cinnamon, and semen.” Pop-Tarts are a “flat Cookie.” No: “Pop-Tarts are 
a flat Pastry, KEVIN MCCORMICK is a FRIGGIN LOSER notto mention a queer inch.” No: “A Pop-
Tart is a flat condom.” Once last fall the whole page was replaced with “NIPPLES AND 
BROCCOLI!!!!!” 
 
Source: http://www.nybooks.com/articles/21131 
Volume 55, Number 4 · March 20, 2008 
 
Example #2 
 
Will Harris: I heard that you recorded a second solo album; is that still kind of in limbo as far as getting a 
release? 
 
Ian Astbury: Um…I haven’t recorded a second solo album. 
 
Will Harris: Oh, okay. Dammit, I know you can’t trust Wikipedia, but on Wikipedia, there is a report that 
you had recorded a second solo album that is just sitting in limbo waiting. 
 
Ian Astbury: Wikipedia is the worst propaganda bullshit. It is so wrong on so many accounts. 
 
Will Harris: Yeah, and I get burned every damned time I do any research on there, and I don't know why I 
keep going back to it. 

Ian Astbury: Because it’s there in front of us, and that’s just us as human beings. We just don't look any 
further than the end of our noses. 
 
Will Harris: Well, that is true. 

Ian Astbury: That’s why the culture is in such a shitty situation. We believe what we see and read and 
hear, so…I don’t know. 

Will Harris: Well, I’m notoriously naive, so that might have something to do with it in this case. 
 
Source: Will Harris: A Chat with Ian Astbury, lead singer of The Cult (bullz-eye.com) 
http://www.bullz-eye.com/music/interviews/2007/ian_astbury.htm 
November 30, 2007 
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Example #3 
 
Will Harris: Was the appearance on “Celebrity Duets” what led you to end up appearing on “Dancing 
with the Stars”? 

Alfonso Ribeiro: I’ve never done on “Dancing with the Stars.” 

Will Harris: (Laughs sheepishly) You know, I’ve learned from experience that I can’t always trust 
Wikipedia, but my odds are usually better with IMDb. 

AR: Well, IMDb…I personally think that IMDB and some of those Wikipedia things are absolutely 
ridiculous, because I have been trying to write in to them and tell them, “I didn’t do this,” and they never 
change it. Like, supposedly, my parents are from the Dominican Republic. My parents are from Trinidad 
and Tobago! (Writer’s note: As penance for my egregious error, I have duly removed Ribeiro’s name 
from Wikipedia’s List of People from the Dominican Republic.) So they’re not always correct. But, no, all 
that I did was, I went on and hung out with my buddy Joey Fatone, who was currently doing the show. So 
I went and was sitting in the audience. That’s all I did. 

Will Harris: Well, if it’s any consolation, they did have you appearing on the show through Round 9. 

Alfonso Ribeiro: (Sarcastically) Wow. Yeah, because I guess I was there through Round 9 to watch my 
buddy. But I didn’t collect a paycheck, so I don’t know how it’s considered work. 

Will Harris: You got me. And I can’t get them to change anything at IMDb, either, for what it’s worth. 
 
Source: Will Harris: A Chat with Alfonso Ribeiro 
http://www.bullz-eye.com/television/interviews/2008/alfonso_ribeiro.htm 
Date Downloaded: 21 August 2008 
 
Example #4 
 
“What I didn’t realize was that anything I said on the audio commentary would be taken as a factual 
history of the show for the rest of time. (Laughs) There’s a pressure on it now, because you read stuff on 
Wikipedia…here’s an example: I said once that there was a joke where I had Homer doing something my 
dad once did, and then Wikipedia said Homer is based on my father, which is impossible. Homer was 
created before I worked on the show, and my father is not Homer Simpson at all, so it was like, “Oh, my 
God.” I’m trying to be funny, I’m trying to fill the time, but I don’t want to say anything that I read 30 
years from now and regret.”—Al Jean 
 
Source: David Medsker: A Chat with Al Jean, Executive Producer of "The Simpsons" 
http://www.bullz-eye.com/television/interviews/2010/al_jean.htm 
Date Downloaded: 18 September 2010 
 
Example #5 
 
I occasionally teach a Great Books (Humanities) course at Ohio University. In one class I was teaching 
Dante’s Inferno. While I was grading papers, I noticed that the same factual error appeared in some of the 
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papers. At first I thought that I had taught my students something that was incorrect, but I checked my 
lecture notes and they were correct. I then checked the Wikipedia article on Dante’s Inferno. Sure enough, 
it contained the error. The error was corrected in a day or two, but that was too late to help my students. 
 
Example #6 
 
You will not plagiarize this report. If you define plagiarism as “the unauthorized use or close imitation of 
the language and thoughts of another author and the representation of them as one's own original work,” 
you must use quotation marks for the word-for-word quotation, and you must cite your source. The 
source of this quotation is “Dictionary.com Unabridged (v 1.1) 
Based on the Random House Unabridged Dictionary, © Random House, Inc. 2006.” 
 
By the way, on October 21, 2008, I looked at the Wikipedia article on Plagiarism. The article started off 
like this: 
 

Plagiarism is the unauthorized use or close imitation of the language and thoughts of another 
author and the representation of them as one's own original work. 

 
Oh, look! Wikipedia plagiarized in its article about plagiarism! (Later, the definition had quotation marks 
and cited a source.) 
 
Example #6 
 
"John Seigenthaler Sr. was the assistant to Attorney General Robert Kennedy in the early 1960's. For a 
brief time, he was thought to have been directly involved in the Kennedy assassinations of both John, and 
his brother, Bobby. Nothing was ever proven." 
— Wikipedia 

“I have no idea whose sick mind conceived the false, malicious "biography" that appeared under my 
name for 132 days on Wikipedia, the popular, online, free encyclopedia whose authors are unknown and 
virtually untraceable.” — John Seigenthaler Sr. (USA Today, 29 November 2005  
<http://www.usatoday.com/news/opinion/editorials/2005-11-29-wikipedia-edit_x.htm >. 

 
Why the Web Can Be a Bad Source 

 
Will Harris: Let’s start off, I guess, talking about your move from recording your own work to producing 
the work of others. So, your first production job was with Joni Mitchell…?  

Thomas Dolby: No, actually, Prefab Sprout was my first production job.  

Will Harris: (Surprised and embarrassed) Oh. Okay. Huh. All Music Guide [http://www.allmusic.com/] 
has your work with Joni Mitchell and George Clinton before that of Prefab.  

Thomas Dolby: Yeah, well, no, Prefab Sprout was earlier.  
 
Source: http://www.bullz-eye.com/music/interviews/2007/thomas_dolby.htm 
Date Downloaded: 23 August 2008 
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Class 26: Famous-Plagiarist Research Paper: 

Short Quotations (MLA); Plagiarism; Works Cited Lists 
 
Opt-onal Homework #8 Due Next Class: Hand in a typed memo giving me an annotated 
bibliography of the sources of information for the data in your Research Paper. List each source 
of information and write a couple of sentences about the information that you can use from each 
source. (You need at least five sources.) Also, remind me what is your topic. Proofread well. 
Vince Lombardi once said, “You don’t do things right once in a while; you do them right all the 
time.” You should be able to write well all of the time, not just when a major assignment is due. 
Write “Homework #8” In the Subject (or Re) line of the memo. See below for a sample memo. If 
you write a 2-page memo, as you probably will, use a header on page 2 (name of the reader, page 
number, and the date). Homework #8 is OPTIONAL. YOU MAY USE IT TO MAKE UP 
ONE OR MORE ABSENCES. INCLUDE A WORD COUNT. 
 
To:  Your Teacher 
From:  Student’s Name (Time and Class: Homework #8) 
Re:  Research Paper Annotated Bibliography Homework 
Date:  Today’s Date 
Word Count:  472 
 
I have decided to write my Research Paper on popular historian Stephen Ambrose, who is guilty 
of plagiarism. As required, I will use the MLA Works Cited list format. 
 
Here are five sources (I will probably use more than these five) I intend to use (with 
annotations): 
 
Flores, Christopher, and Sara Hebel. “Hot Type.” Chronicle of Higher Education 48.19 (2002): 

A16. Academic Search Complete. Web. 1 Feb. 2011. 

This article is an excellent source for me to use because it gives an excellent example of Stephen 
Ambrose’s plagiarism. Ambrose’s The Wild Blue, which was published in 2001, contains a 
passage that is plagiarized from Thomas Childers’ Wings of Morning, which was published in 
1995. 
 
Gorn, Elliott J. “History for Sale.” Chronicle of Higher Education 48.25 (2002): B10. Academic 

Search Complete. Web. 1 Feb. 2011. 

Gorn writes that “Ambrose has defended the right to plagiarize, and his very success as an author 
makes it doubly difficult to explain to students why they should do original work. Ambrose is, 
after all, the most famous historian in America: He earns millions of dollars from his books, so 
he is hardly a poster child for the perils of lost integrity” (“History for Sale”). 
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Joe College -2- Today’s Date 
 
Rayner, Richard. “Channelling Ike.” New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 1 Feb. 2011. 

Stephen Ambrose wrote a biography of Dwight D. Eisenhower. However, Richard Raynore’s 
article shows that Ambrose’s account of how he came to write the biography contains 
inaccuracies. 
 
Rosenblatt, Roger. “When the Hero Takes a Fall.” Time 159.3 (2002): 130. Academic Search 

Complete. Web. 1 Feb. 2011. 

Roger Rosenblatt’s article is an excellent source for me to use because it gives an excellent 
example of Stephen Ambrose’s plagiarism. Ambrose’s Citizen Soldiers, which was published in 
1997, contains a passage that is plagiarized from Joseph Balkoski’s Beyond the Beachhead, 
which was published in 1989. 
 
Sluyter, Dean. Letter: “Stephen Ambrose and Plagiarism.” New York Times 12 Jan. 2002: 14. 

Academic Search Complete. Web. 1 Feb. 2011.  

In his letter to the editor of The New York Times, Dean Sluyter makes the point that his 
undergraduate students would all recognize that Stephen Ambrose committed plagiarism: 
 

At the school where I teach, we have an honor code. There is not a single student, from 

the youngest seventh grader on up, who would not immediately recognize any one of 

Stephen E. Ambrose's near-verbatim appropriated passages as plagiarism -- the deliberate 

passing-off of another's work as one's own -- and grounds for a failing grade. There is not 

a single student who would use the excuse offered on Mr. Ambrose's behalf -- that he was 

under time pressure -- and expect any sympathy. (Sluyter) 

 
A Few Notes on Works Cited Lists: 
• Use MLA format. 
• Alphabetize the list. 
• Use italics for the titles of books, newspapers, magazines, and journals. 
• Use italics for Academic Search Complete and LexisNexis Academic and other databases. 
• Use quotation marks (“ ”) for the titles of articles, essays, and chapters. 
• The American style of punctuation is to put commas and periods inside quotation marks. 
• Capitalize the first letters of important words (including the first and the last word) in titles. 
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Citation Style Guides 
 

Go to <http://www.library.ohiou.edu/find/> to find a number of citation style guides. Click on 
“Citation Style Guides” in the alphabetized list. A number of Web sites will create your citation 
for you if you can supply the relevant information such as author, title of work, etc. Remember 
that Diana Hacker’s Pocket Style Manual contains citation style guides. 

 
Plagiarism—What It is and How to Recognize and Avoid It 

 
Note: In your Famous-Plagiarist Research Paper, you ought to define the word 
“plagiarism” and at least briefly discuss how to avoid it. If you wish, you may write about 
the ethics of plagiarism. 
 

Plagiarism Executive Summary 
 
• If you are quoting someone else’s work word for word, use quotation marks and cite the 

source. 
•  If you are paraphrasing an idea by someone else, cite the source. (It’s not enough just to put
 the source in a bibliography; you must make clear which idea is paraphrased.) 
•  If you are paraphrasing someone else’s work, cite the source. (It’s not enough just to put the 
 source in a bibliography; you must make clear which part of your communication is a  
 paraphrase of someone else’s work.) 
•  If you are using someone else’s graph, drawing, or other visual aid, cite the source. (A good 
 place to cite the source is immediately underneath the visual aid.) 
• If you are using the idea of someone else, give credit to that person, even if the idea does not 
 come from a print or an on-line source. (If you are writing a communication about how to 
 solve a problem and you are using a good idea that Susan from Accounting had, mention in 
 your communication that this idea is Susan’s.) 
•  Giving credit where credit is due at work can be fairly simple. For example, you can write in a 
 memo, “Susan from Accounting had a good idea that I think we should use.”  
•  Engaging in plagiarism can get the plagiarist in a heap of trouble both at Ohio University and
 at work. Depending on the severity of the plagiarism, possible punishments are a grade of F
 for the communication, a grade of F for the course, and referral to Judiciaries (and possible
 expulsion from Ohio University). Plagiarism at work can result in the plagiarist being fired
 and/or sued. 
•  If a student uses someone else’s words without using quotation marks, that student is 
 still plagiarizing even if the student cites the source. 
 

Ethics 
 
Ethics will be a concern in your professional and personal life. At times, you may have to decide 
if a certain action you are thinking of doing or a certain communication you are thinking of 
writing is moral. Therefore, it is a good idea to know some ethical rules and how to apply them 
to real life. 
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Mama Bruce’s Ethical Rules 
 
The rules of ethics are T-shirt simple, and chances are, your mother is an expert in ethics. I know 
that my mother was. Here are Mama Bruce’s T-shirt-simple ethical rules: 
 

• If you are allowed to do it, everyone (in a similar position to yours) should be allowed to do it. 
• Treat other people the way that you want to be treated. 
• Do actions that have good consequences. 

 
Mama Bruce’s Ethical Questions 
 
Along with the ethical rules go ethical questions. These are questions that a person can ask when 
determining whether an action that person is thinking of doing is moral: 
 

• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 

 
Applying the Rules to Real Life 
 
Of course, ethics systems should give the correct answer to the easy questions. For example, is 
murder moral? All would agree that murder is immoral, but consider how you can use Mama 
Bruce’s ethical questions to determine whether murder is moral. Let’s say that you are 
wondering whether it is morally permissible to murder someone. As an exercise to foster ethical 
thinking, how would you answer the following questions as applied to murder? 
 

• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 

 
Other Moral Questions  
 

• Are students morally obligated to attend class on a regular basis? 
• If a student signs up for a conference with the teacher, is the student morally obligated to either 
show up for the conference or to cancel the conference in advance?  
• Are students morally obligated to read the books for a course? 
• Are students morally obligated to avoid plagiarism? 

 
Applying the Rules to Real Life: Is It Ethical to Plagiarize? 

 
• What would happen if everyone were to do what you are thinking of doing? 
• Would you want done to you what you are thinking of doing to other people? 
• What are the consequences of the action you are thinking about doing? 
• When is it ethical to use someone else’s words and ideas? 
• Suppose someone plagiarizes an excellent communication created by an experienced 
professional working in the field and that communication receives an A. What happens to the 
student-written papers that would have normally received an A? 
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Short Quotations (MLA) 
 

In MLA papers, short quotations are formatted differently from long quotations.  
 
Short quotations of prose are those that take up four lines or fewer in your paper. 
 
Introduce your quotations. Don’t simply stick a quotation in your paper and let the reader guess 
why you are using a quotation. 
 
Give the source of the quotation. MLA papers use in-text citations. 
 
When using quotation marks, quote exactly word for word. Do not alter the quotation. 
 
Example #1 
 
Dr. Warren Hern was the only person able to perform her particular abortion, and he saved her 

life. After the woman’s procedure, she said about Dr. Hern, “Now I’m still recovering. And still 

sad and still mourning, and I realize how grateful I am that Dr. Hern was able to take me under 

such quick and terrible circumstances. That’s what gets me so upset. He’s a doctor who is trying 

to help people. It’s shocking that people want to hurt him” (Richardson). 

Notes on Example #1 
 
Dr. Warren Hern gives third-trimester abortions, something that makes him the target of pro-life 
activists who have murdered some of his colleagues who gave third-trimester abortions. 
 
Sometimes third-trimester abortions are necessary, as when a pregnant woman discovers in the 
third trimester that the fetus/baby has no brain and its organs are outside its body and that giving 
birth will kill both the woman and the fetus/baby. 
 
When you first refer to a person, give that person’s first and last names. In the example, we read 
about Dr. Warren Hern. After that first reference, he is called Dr. Hern. 
 
The quotation has been introduced. It has an introductory clause. We learn that a woman (who is 
anonymous) is speaking about Dr. Hern after he saved her life by giving her an abortion. 
 
Following the introduction is an in-text citation. Because the source is from the WWW and has 
no page number, we have only the name of the author in parentheses. If the quotation had come 
from a print source, we would see both the last name of the author and the page number of the 
quotation. 
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The in-text citation names Richardson as the author of the source in which the woman’s 
quotation appears. The reader can go to the Works Cited list and find the source: 
 

Works Cited 

Richardson, John H. “The Last Abortion Doctor.” Esquire 152.3 (2009): 134-171. Academic 

Search Complete. Web. 14 Nov. 2010. 

Because this article was found using Academic Search Complete, it helps meet one of the 
requirements of this assignment: You must have at least three sources that come from Academic 
Search Complete or another database that Alden Library supplies for the use of students and 
faculty. 
 
When quoting four or fewer lines of prose, run them in with your text. (This is MLA style.) 
Note: The four lines or fewer refer to lines in your paper, not to lines in the books you are 
quoting. 
 
Do not use a slash mark to separate the lines of prose. 
 
Quote prose correctly, both in content and in style. Quote every word accurately, and use the 
punctuation that appears in the original quotation. Exception: You may need to follow the rule of 
using single quotation marks within double quotation marks. When you quote something, you 
will use double quotation marks. If what you are quoting have something in double quotation 
marks, you will have to change them to single quotation marks.  
 

Original source:  
I don’t believe in “civilization.” 
 
Your quoting of the original source:  
He said, “I don’t believe in ‘civilization’” (in-text citation). 

 
For print sources: Put the page number in parentheses. A period will follow the final parenthesis. 
Before the end quotation marks, you may put a question mark or an exclamation mark (if they 
appear in the original passage), but do not put a comma or a period. 
 
Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author, use an 
identifying word or words from the title instead of the author’s name. 
 
Use quotation marks when quoting exactly word for word. 
 
Put a Works Cited List at the end of your paper.  
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Example #2 
 
Of the estimated 30-50 million abortions that are performed annually worldwide, 10-20 million 

of them are performed illegally. So roughly one-third of abortions worldwide are done illegally, 

in dangerous settings; and they also result in 13% of all deaths among pregnant women yearly 

(“Abortion – Types, Preparation and Procedure”). This was the case of a high school senior from 

Indiana who died due to a “botched illegal operation in an attempt to circumvent the state’s 

parental consent law” (Coburn 97). 

Notes on Example #2 
 
Example #2 has two in-text citations and only one set of quotation marks. 
 
The author uses quotation marks when quoting exactly word for word. 
 
The author does not use quotation marks when she is paraphrasing (using her own words) some 
facts that come from a source. The author avoids plagiarism by giving credit to her source.  
 

Works Cited 
 
“Abortion – Types, Preparation and Procedure Information.” eMedicineHealth. WebMD, Inc. 

2010. Web. 15 Nov. 2010. 

The item above is a short work from a Web site. The Web site does not name an author, so the 
title is listed first, in quotation marks. This is followed, in italics, by the title of the site. This is 
followed by the sponsor of the Web site. This is followed by the date of publication or last 
update. This is followed by the date the author of the research paper accessed the Web site. 
 
When the author quotes exactly word for word from a printed source, the author uses an in-text 
citation that lists the last name of the author of the source and the number of the page on which 
the quotation appears. The reader can go to the Works Cited list and find the source: 
 

Works Cited 

Coburn, Jennifer. “Parental Consent Laws are Harmful to Teens.” Abortion. Ed. Tamara Roleff. 

San Diego: Greenhaven Press, 1997. 96-99. Print. Sr. Opposing Viewpoints. 
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How Do I Cite a Print Book for My Works Cited List? 
 

Notes: 
• The Works Cited list will be double-spaced. 
• The items in a Works Cited list will have a hanging indent. That means that for each item the 
lines under the first line will be indented under the first. See example below. 
 
Example of a Print Book in a Works Cited List (Note: This is a Book in a Series.) 
 
Wren, Laura Lee. Garth Brooks: Country Music Superstar. Berkeley Heights, NJ: Onslow 

Publishers, Inc., 2002. Print. People to Know. Ser. 

Basic Format 
 
Provide this information: 1) author’s name, 2) title, including subtitle, if any, 3) place of 
publication, publisher, and date of publication, and 4) the medium. 
 
Book with an Editor 
 
Plath, Sylvia. The Unabridged Journals of Sylvia Plath. Ed. Karen V. Kookily. New York: 

Anchor-Doubleday, 2000. Print. 

Book with an Editor (and Book in a Series) 
 
Espoo, Roman, ed. Teens and Credit. Detroit: Greenhaven Press, 2010. Print. At Issue. Ser. 
 
Note: The name of the series is “At Issue.” 
 
Book with a Translator 
 
Homer. Iliad. Trans. Robert Fagles. New York: Viking, 1990. Print. 
 
Encyclopedia or Dictionary Entry 
 
“Plagiarism.” The American Heritage College Dictionary. 4th ed. 2002. Print. 

 
 
Important Notes For All Quotations 
 
• Look up the quotation to see that it is quoted correctly, with no words and no punctuation 
marks left out and no misspellings. 
 
• If you leave out part of a quotation, use an ellipsis and brackets […].  
 
• If you add an editorial comment to a quotation, use brackets.  
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How Do I Cite an Online Video for My Works Cited List? 
 

You will need the following pieces of information in order to cite an online video for your works 
cited list: 
 
1. Author or Speaker or Star 
2. Title of online video (in quotation marks) 
3. Sponsor of Web site, if any (in italics) 
4. Web site (followed by a comma) 
5. Date (of publication or, if available, last update, or copyright) (“n.d.” if no date)  
6. Medium 
7. Date of access 
 
For example: 
 
Murphy, Beth. “Tips for a Good Profile Piece.” Project: Report. YouTube, 7 Sept. 2008. Web. 

29 April 2011. 

 
How Do I Cite an Entry (Such as a Definition) from  

an Encyclopedia or a Dictionary? 
 

Print 
 
For example: 
 
“Plagiarism.” The American Heritage Dictionary of the English Language. 4th ed. 2000. Print. 

Posner, Rebecca. “Romance Languages.” The New Encyclopedia Britannica: Macropaedia. 15th 

ed. 1987. Print. 

Web 

“Einstein, Albert.” Encyclopaedia Britannica Online. Encyclopedia Britannica, 1999. Web. 29 

Apr. 2011. 
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Citing a Definition from a Web Dictionary 
 

Do these things: 1) Put in quotation marks the word whose definition you looked up, 2) Put in 
italics the title of the Web site, 3) Write the sponsor of the Web site, 4) Write the date (of 
publication or, if available, last update, or copyright), 5) Write the medium (“Web”), and 6) 
Write the date you accessed the Web site. Optional: Add the Web address. 
 
“Plagiarism.” Dictionary.com. Dictionary.com, LLC, 2011. Web. 29 April 2011. 

<http://dictionary.reference.com/browse/plagiarism>. 

“Plagiarize.” Free Merriam-Webster Dictionary. Merriam-Webster, Inc., 2011. Web. 3 

November 2011. <http://www.merriam-

webster.com/dictionary/plagiarize?show=0&t=132035291>. 

 
Works Cited Lists 

 
See Appendix B for a few examples of how to do your Works Cited List. 
 
English Handbooks 
 
Some important information is listed here, but very likely questions will arise as you write your 
Works Cited list. In such cases, look at an English handbook such as Diana Hacker’s A Pocket 
Style Manual. 
 
Research Sources 
 

• Three items in your Works Cited list must be from either Academic Search Complete or 
from another Alden Library database. 
• Recommended: Use as a source a print book.  
• Recommended: Use the Web magazine as a source if relevant to your topic. 
 

What is a Works Cited List? 
 
• A Works Cited list is an alphabetized list of sources that you have cited (quoted or paraphrased 
from, with citation) in your MLA paper.  
• If you read a paper or book for background but do not quote or paraphrase from it, it will not 
appear in your Works Cited list. 
• The Works Cited list is alphabetized.  
• The last name of the author is listed before the first name: Smith, David. 
• If a source does not have an author, alphabetize it by its title. 
• Numerals will appear before letters. 
• When alphabetizing, do not use words such as “The,” “A,” and “An.” 
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Academic Search Complete 
 
Often, Academic Search Complete will cite the source for you. 
 
1. Go to Alice (http://www.library.ohiou.edu/find/). 
 
2. Click on “Academic Search Complete” on the middle left of the screen. 
 
3. Search for your topic. 
 
4. Click on an article. 
 
5. Often, on the right will be a button titled “Cite.” Click on this button.  
 
6. A number of citations in various styles (MLA, APA, etc.) will appear. Copy and paste the 
MLA citation into your Works Cited list. For example: 
 
Works Cited 
Hess, Amie. "Hold the sex, please: the discursive politics between national and local abstinence 
education providers." Sex Education 10.3 (2010): 251-266. Academic Search Complete. Web. 27 
Nov. 2010. 
 
7. Edit the citation as needed. For example: 
 

Works Cited 

Hess, Amie. “Hold the Sex, Please: The Discursive Politics Between National and Local 

Abstinence Education Providers.” Sex Education 10.3 (2010): 251-266. Academic 

Search Complete. Web. 27 Nov. 2010. 

 
• Use Times New Roman font. 
• Center “Works Cited.” 
• Use a hanging font for the citation. 
• Double-space. 
• Italicize Academic Search Complete or the name of whatever other database you are 
using. 
• Italicize the titles of journals, newspapers, and magazines. For example: Sex Education. 
• Capitalize the important words of titles, including the first and the last word. 
• Capitalize the first letter of whatever word follows a colon. 
• Curly quotes are more attractive than straight quotes, so if you wish, replace the straight 
quotes with curly quotes by deleting the old quotes and adding new quotes. 
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Class 27: Famous-Plagiarist Research Paper: 
Long Quotations (MLA); Conclusions 

 
Optional Homework #8 Due Today: Hand in a typed 1- or 2-page memo giving me an 
annotated bibliography of the sources of information for the data in your Research Paper. List 
each source of information and write a couple of sentences about the information that you can 
use from each source. (You need at least five sources.) Also, remind me what is your topic. See 
below for a sample memo. Write “Homework #8” in the Subject (or Re) line. If you write a 2-
page memo, as you probably will, use a header on page 2 (name of the reader, page number, and 
the date). Homework #8 is OPTIONAL. YOU MAY USE IT TO MAKE UP ONE OR 
MORE ABSENCES. INCLUDE A WORD COUNT. 
 
To:  Teacher’s Name 
From: Student’s Name (9-11 a.m. MW; Homework #8) 
Date: Today’s Date Here 
Re:  Research Paper Annotated Bibliography  
Word Count:  303 
 
These are the sources of information that I will use for my Research Paper, which is about the 
plagiarism of Joe Biden. As required, I am using the MLA format. Here are six sources (with 
annotations) I plan to use, although I will probably use more than these six: 
 
Biden, Joseph R. Promises to Keep: On Life and Politics. New York: Random House, 2007.  

 Print. 

This is Joe Biden’s autobiography. In it, he writes about the charges of plagiarism made against 
him. 
 
Coulter, Ann. “Joe Biden: Hair We Can Believe In.” Human Events 64.30 (2008):5. Academic 

  Search Complete. Web. 1 Feb. 2010. 

Ms. Coulter has passages of a speech of Joe Biden and of the speech that he plagiarized. 

Dionne, Jr., E.J. “Biden Was Accused of Plagiarism in Law School.” New York Times. 17 Sept. 

 1987: B12. Web. 6 Oct. 2010. 

This article shows that allegations of plagiarism were made against Joe Biden while he was in 
law school. 
 
“A Few Words of His Own.” New York Times. 17 Sept. 1987. Web. 6 Oct. 2010. 
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David Bruce -2- Today’s Date 

Greenburg, David. “The Write Stuff? Why Biden’s Plagiarism Shouldn’t be Forgotten.” Slate. 

  Washington Post.Newsweek Interactive Co., 25 Aug. 2008. Web. 6 Oct. 2010. 

David Greenburg believes that plagiarists ought to be punished because of their plagiarism. 

“Joseph (Joe) R. Biden Jr.” Federal Directory. Bethesda, MD: Carroll Publishing, 2009. Gale 

 Biography in Context. Web. 6 Oct. 2010. 

This is a good source of biographical information about Joe Biden. 

 “Plagiarism.” Gale Encyclopedia of American Law.3rd ed. Vol. 7. Detroit: Gale, 2010. 507-509. 

 Gale Virtual Reference Library. Web. 6 Oct. 2010. 

I intend to use a definition of plagiarism (and cite it) from this source. 

 
 

Resist Psychic Death 
 
• In Bikini Kill’s early songs, vocalist Kathleen Hanna tends to repeat lines many times. She 

had a reason for doing this. The sound equipment they played live with was very bad, and she 
worried that no one would understand the words, and so she repeated them over and over so that 
the audience would hear them. Some of the lyrics deserve to be heard over and over—for 
example, she repeated these lines from the song “Resist Psychic Death” over and over: “I resist 
with every inch and every breath / I resist this psychic death.” By the way, near the end of his 
life, the heart of Mexican artist José Clemente Orozco grew weaker, and his cardiologist, Dr. 
Ignacio Chávez, recommended that he stop the strenuous work of painting huge murals and 
instead concentrate on the less strenuous work of creating easel paintings. However, Mr. Orozco 
refused to take this advice. Instead, he remarked to his wife, “I’m not going to do as the doctor 
says and abandon mural painting. I prefer physical death to the moral death that would be the 
equivalent of giving up mural painting.” So how does one resist psychic death? Some ways 
include practicing an art, doing good deeds, paying attention to your soul as well as your body, 
staying angry at the things that should anger us, and being aware of the fabulous realities that 
surround us despite the presence of evil in the world. 
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Long Quotations (MLA) 
 

In MLA papers, long quotations are formatted differently from short quotations.  
 
Example Short Quotation 
 
Dr. Warren Hern was the only person able to perform her particular abortion, and he saved her 

life. After the woman’s procedure, she said about Dr. Hern, “Now I’m still recovering. And still 

sad and still mourning, and I realize how grateful I am that Dr. Hern was able to take me under 

such quick and terrible circumstances. That’s what gets me so upset. He’s a doctor who is trying 

to help people. It’s shocking that people want to hurt him” (Richardson). 

Notes on Example Short Quotation 
 
Short quotations are four or fewer lines. 
 
Short quotations are not indented. 
 
Short quotations appear in paragraphs with other information that is not quoted. 
 
The in-text citation appears after the direct quotation. The period follows the final parenthesis. 
 
In parentheses appears the author of the article. It was found on the Web by using a database, so 
no page number appears in the parentheses. 
 
Example Long Quotation 
 
Joshua Sparrow, the assistant professor of psychiatry at Harvard Medical School, said that 

abstinence-only programs are a 

catastrophe from a public-health point of view […] Aside from pregnancy, there 

are so many diseases that are quite preventable—Chlamydia and herpes are on the 

rise. If kids who chose abstinence waver but do not have information on how to 

protect themselves, that is a recipe for a public-health nightmare that is entirely 

preventable. (Kelly) 
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Notes on Example Long Quotation 

In MLA papers, long quotations are five or more lines. The lines are the lines of text in your 
paper, not in the original source. 
 
The long quotation is indented one inch. (In comparison, the beginnings of paragraphs are 
indented one-half inch.) 
 
The in-text citation follows the long quotation. The period or other end punctuation appears 
before the final parenthesis. 
 
The in-text citation in this case has just the author’s last name and no page number because the 
source of the quotation is the WWW. This is the citation in the Works Cited list: 
 

Kelly, Katy. “Just Don’t Do It!” U.S. News & World Report 139.14 (2005): 44-51. 

Academic Search Complete. Web. 27 Nov. 2010. 

You are required to have at least three sources that you find using Academic Search Complete or 
another database provided by Ohio University libraries. Note that this source was found using 
Academic Search Complete. 
 
When you quote, you must quote exactly word for word. In this case, the author of the MLA 
paper left a few words out of the quotation, which she indicated by using brackets and an ellipsis. 
Whenever you add something to a quotation, enclose your addition in brackets. For example: 
[…]. The ellipsis (the three dots) indicates that some words have been omitted from the 
quotation.  
 
Original Long Quotation 
 
This is the original long quotation as it appears in the original source: 
 

Abstinence-only is "catastrophe from a public-health point of view," says Joshua 

Sparrow, assistant professor of psychiatry at Harvard Medical School and 

coauthor with T. Berry Braselton of the bestselling Touchpoints [sic]. "Aside 

from pregnancy, there are so many diseases that are quite preventable--Chlamydia 

and herpes are on the rise. If kids who chose abstinence waver but do not have 

information on how to protect themselves, that is a recipe for a public-health 

nightmare that is entirely preventable." (Kelly) 
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Notes on Long Quotations 
 
• When quoting five or more lines of prose, indent the lines a little more than you indent the 
paragraph beginnings. (This is MLA style.) Note: The five lines or more refer to lines in your 
paper, not to lines in the books you are quoting. 
 
• Quote prose correctly, both in content and in style. (Quote every word accurately, and use the 
punctuation that appears in the original quotation.) 
 
• Put the citation in parentheses. No period will follow the final parenthesis. 
 
• Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author, use an 
identifying word or words from the title instead of the author’s name. 
 
• Do not use quotation marks unless you are quoting dialogue and the quotation marks appear in 
your source. 
 
• Put a Works Cited List at the end of your paper. In it, list the edition you are  
citing and any other works you are citing.  
 
• Be sure capitalization remains the same as in the original source.  
 
• Note that no quotation marks are needed unless they appear in the original source or you are 
quoting dialogue. The indentation shows that the passage is a quotation. 
 
• Look up the quotation to see that it is quoted correctly, with no words left out.  
 
Important Notes For All Quotations 
 
• Look up the quotation to see that it is quoted correctly, with no words and no punctuation 
marks left out and no misspellings. 
 
• If you leave out part of a quotation, use an ellipsis and brackets […].  
 
• If you add an editorial comment to a quotation, use brackets. 
 
What Do I Do if a Mistake Appears in the Source That I am Quoting? 
 
You must quote exactly word for word even when a mistake appears in your source. For 
example, often sources on the WWW do not use italics for book titles, although MLA papers 
require italics for the titles of books. When you use a quotation that has an obvious error in 
spelling, grammar, or punctuation, to indicate that you are not responsible for the error, you can 
write, in brackets, the word “sic,” which is Latin for “thus.” This is short for “it was thus in my 
source.” In the example, the title of the book should be italicized. 
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For example: 
 

Abstinence-only is [a] "catastrophe from a public-health point of view," says 

Joshua Sparrow, assistant professor of psychiatry at Harvard Medical School and 

coauthor with T. Berry Brazelton of the bestselling Touchpoints [sic]. "Aside 

from pregnancy, there are so many diseases that are quite preventable--Chlamydia 

and herpes are on the rise. If kids who chose abstinence waver but do not have 

information on how to protect themselves, that is a recipe for a public-health 

nightmare that is entirely preventable." (Kelly) 

 

Long Quotations, Like Short Quotations, Must be Introduced 

Let’s use this article in this section: 
 
Rayner, Richard. "Channelling Ike." New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 18 July 2011. 

 
If you introduce a long quotation with an independent clause (a clause that can be correctly 
punctuated as a complete sentence, use a colon. For example: 
 

This is the original long quotation as it appears in the original source: 
 

In a letter dated September 10, 1964, Ambrose, having recently joined a team of 

historians at Johns Hopkins who were preparing Eisenhower's papers for 

publication, wrote to the former President, introducing himself: "For the past six 

weeks I have been reading your World War II correspondence and feel I am 

getting to know you intimately; therefore I think it only fair that you have the 

opportunity to see some of my writing." He enclosed two books, one the 
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biography of Halleck. About a month later, on October 15th, Ambrose sent 

another letter. "It therefore seems to me that the time has come to begin the 

scholarly biographies of the leaders of World War II," he wrote. "I would like to 

begin a full scale, scholarly account of your military career." (Raynor) 

 
If you introduce a long quotation with a phrase such as “he wrote” or “she wrote” or “he says” or 
“she says,” or “he wrote,” or “she wrote,” use a comma. For example: 
 

Richard Raynor wrote in The New Yorker,  

In a letter dated September 10, 1964, Ambrose, having recently joined a team of 

historians at Johns Hopkins who were preparing Eisenhower's papers for 

publication, wrote to the former President, introducing himself: "For the past six 

weeks I have been reading your World War II correspondence and feel I am 

getting to know you intimately; therefore I think it only fair that you have the 

opportunity to see some of my writing." He enclosed two books, one the 

biography of Halleck. About a month later, on October 15th, Ambrose sent 

another letter. "It therefore seems to me that the time has come to begin the 

scholarly biographies of the leaders of World War II," he wrote. "I would like to 

begin a full scale, scholarly account of your military career." (“Channelling Ike”) 

 

Sometimes, no punctuation is needed. For example: 

According to Richard Raynor, Stephen Ambrose  

wrote to the former President, introducing himself: "For the past six weeks I have 

been reading your World War II correspondence and feel I am getting to know 

you intimately; therefore I think it only fair that you have the opportunity to see 
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some of my writing." He enclosed two books, one the biography of Halleck. 

About a month later, on October 15th, Ambrose sent another letter. "It therefore 

seems to me that the time has come to begin the scholarly biographies of the 

leaders of World War II," he wrote. "I would like to begin a full scale, scholarly 

account of your military career." (“Channelling Ike”) 

Note: If you are using a source from the Web and do not have page numbers, and if you use the 
author’s name in the introduction to the quotation, put a few words from the title in the in-text 
parenthetical citation to indicate the source. 
 
Note: If you are using a source that does not have an author, put a few words from the title in the 
in-text parenthetical citation to indicate the source. 
 

Write a Good Conclusion 
 
Good conclusions are difficult to write. You must write a sentence that says FINIS to your paper 
so that the reader is not tempted to turn the page and look for the rest of the essay. A good 
conclusion to a Research Paper ought to 1) repeat the main point (the paper’s thesis) and 2) give 
the reader something to think about: 

 
Conclusion 

I believe that same-sex civil marriage ought to be legal, and I hope that you agree that it 
ought to be legal, too. Of course, I am not advocating that churches ought to be forced to marry 
same-sex couples. I am simply saying that same-sex couples ought to be allowed by the 
government to have civil marriages. In doing so, same-sex married couples would have all the 
rights of opposite-sex married couples. In addition, they would be able to express their love and 
commitment to each other. 

All of us should be as accepting of gays and lesbians as country music superstar Garth 
Brooks, whose sister is lesbian. Mr. Brooks made a pro-gay (and pro-freedom-of-religion) 
statement in his song “We Shall Be Free”: 

When we’re free to love anyone we choose, 
When this world’s big enough for all different views, 
When we’re all free to worship from our own kind of pew, 
Then we shall be free,  (sing365.com) 

Mr. Brooks also made a pro-love statement in that song, which celebrates love, whether it is 
between people of different races or people of the same sex. His sister helped educate Mr. 
Brooks, who is heterosexual, simply by being who she was. Mr. Brooks says, “The longer you 
live with it, the more you realize that it’s just another form of people loving each other” (Wren 
58-59). 
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Common Knowledge 
 
What is Common Knowledge? 
 
Common knowledge is knowledge that is widely known. It consists of facts that many, many 
people know. These facts appear over and over in reference guides such as dictionaries and 
encyclopedias. 
 
Does Common Knowledge Need to Be Cited in Your Papers? 
 
It depends.  
 
Common knowledge consists of facts. If the facts are put in your own words, commonly known 
facts do not need to be cited. Here are some examples of commonly known facts: 
 

John F. Kennedy died in 1963. 
Columbus is the capital of Ohio. 
Madonna sang the song “Like a Virgin.” 
Paul Newman starred in Cool Hand Luke. 
 

Important: Common knowledge does not consist of words arranged in a particular order. In other 
words, you can’t copy part of an encyclopedia article (or other source) and paste it into your 
paper without properly citing the source, including using quotation marks (for short quotes) or 
block format (for long quotes). If you were to copy part of an encyclopedia article (or other 
source) and paste it into your paper without using quotation marks and without citing the source, 
you would be committing plagiarism. Someone worked hard to write the encyclopedia article (or 
other source) and that person (or the person’s organization) must get credit for that work. 
 
However, if you take some commonly known facts from the encyclopedia article (or other 
source) and some commonly known facts from other sources and write them in your own words, 
then you do not need to cite the sources. 
 
An Example 
 
The Columbia Encyclopedia, Sixth Edition, 2001-07, contains this information at the beginning 
of its article on John F. Kennedy: 
 

1917–63, 35th President of the United States (1961–63), b. Brookline, Mass.; son of 
Joseph P. Kennedy. 

  
Early Life 
While an undergraduate at Harvard (1936–40) he served briefly in London as secretary to 
his father, who was ambassador there. His Harvard honors thesis on the British failure to 
judge the threat of Nazi Germany was published as Why England Slept (1940). Enlisting 
in the navy in Sept., 1941, he became commander of a PT boat in the Pacific in World 
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War II. In action off the Solomon Islands (Aug., 1943), his boat, PT 109, was sunk, and 
Kennedy was credited with saving the life of at least one of his crew. 
 

The facts recounted here are common knowledge; however, you cannot copy these words and 
paste them in your paper without properly citing the source, including using quotation marks (for 
short quotes) or block format (for long quotes). If you do that, you are guilty of plagiarism.  
 
In addition, you cannot copy these words and paste them in your paper, and then change one or a 
few words and not properly cite the source, including using quotation marks (for short quotes) or 
block format (for long quotes). If you do that, you are guilty of plagiarism. 
 
How Can I Avoid Plagiarism? 
 
Obviously, if you quote word for word, you must use quotation marks (for short quotes) or block 
format (for long quotes) and you must properly cite the source. (Why do I keep writing this? 
Because it is important information.) 
 
Chances are, what you should do is to consult other sources about John F. Kennedy and find 
other commonly known facts about him. Then, when you write about his early life, write without 
consulting your sources. Check to make sure that you are not inadvertently quoting one or more 
of your sources and make sure that what you write is commonly known facts. If you have used 
your own words and have used only commonly known facts, you will be OK. 
 
Here are some commonly known facts about John F. Kennedy: 
 

John F. Kennedy was born in 1917, and he died in 1963. 
John F. Kennedy was the 35th President of the United States. 
John F. Kennedy was born in Brookline, Massachusetts. 
John F. Kennedy was the son of Joseph P. Kennedy. 
John F. Kennedy was of Irish Catholic descent. 
John F. Kennedy attended Harvard University and graduated in 1940. 
After graduating from Harvard, John F. Kennedy joined the United States Navy. 
In 1943, while John F. Kennedy was in the Navy, a Japanese destroyer sank the PT boat 

he commanded. He led the survivors to safety and became a war hero. 
John F. Kennedy became a Democratic Congressman from Massachusetts. 
From 1953 until 1960, John F. Kennedy was a Democratic Senator from Massachusetts. 
In 1953, John F. Kennedy married Jacqueline Bouvier. 
In 1955, John F. Kennedy published his book Profiles in Courage. This book won a 

Pulitzer Prize. 
 

All of the facts above are commonly known and appear in many, many reference sources. 
However, you can’t simply copy and paste them in one of your papers without giving this 
document and its author credit. If you were to copy and paste them in one of your papers without 
giving this document and its author credit, you would be guilty of plagiarism. However, if you 
were to write a paragraph using your own words to state the above facts, you would avoid 
plagiarism and you would not have to cite your source. 
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Assignment 
 
Take the commonly known facts above and use them to write a paragraph about John F. 
Kennedy. Remember to vary your sentence length (don’t use lots of very short sentences), 
sentence structure (once in a while, use an introductory clause, or join two independent clauses 
together), and sentence beginnings (don’t begin lots of sentences with “John F. Kennedy”). If 
you use your own words, you do not need to cite anything because all of the facts listed above 
are commonly known. In your paragraph, use most or all of the facts above. 

 
Young Heroes 

 
• In June 2005 in Rhyl on the northeast coast of Wales, 15-year-old girl Corinna Gee rescued 

5-year-old Jake Sanderson, who had fallen into a lake filled with toxic algae. Corinna was 
walking home with her younger brothers (9-year-old Sonny and 7-year-old Nathan) and best 
friend (Amanda Hyde) from a soccer presentation at her high school: Rhyl High School. She saw 
the boy in the water and heard lots of shouting. She said, “I saw he was blue. I just jumped in 
there. There was a lot of foam coming from his mouth, and I just managed to pull him out.” She 
added, “The water was horrible. It has got lots of jellyfish, crabs, and litter. It was horrible.” 
Jake’s mother cried as she told her, “You’re a little hero. Without you, he [Jake] would be in the 
chapel of rest now.” Jake’s father said about Corinna, “She saved my little boy’s life. I can’t 
thank her enough. A lot of children would have been scared to go into the water, especially when 
it was toxic, but she just jumped in.” Deborah Gee, Corinna’s mother, threw a party for her. 
Deborah said, “I think it’s really great that she saved the little boy’s life.” While Corinna was in 
the water rescuing Jake, Amanda called emergency services. Amanda, Sonny, and Nathan then 
all helped Corinna get Jake on shore, and Amanda performed heart massage on Jake using 
instructions given to her by ambulance staff over the telephone. All four children received 
bravery awards from the Royal Humane Society. Major General David Pennefather, secretary of 
the Royal Humane Society, said, “These four are a credit to the younger generation. All too often 
we hear nothing but criticism of youngsters. However, the action of these four deserve nothing 
but praise. But for their swift intervention this little boy would almost certainly have died. 
However, they were on the spot, kept their heads and thanks to them he is alive today.” 

 
• In July 2001, Ian Fallon, age 15, came to the rescue of a young woman who was in danger 

of drowning at High Rock, Portmarnock, Dublin, Ireland. Ian said, “I was walking past with two 
of my mates when we saw someone in the water. At first, we thought she was messing about but 
then we heard her shout for help a couple of times. She was sinking, so I dived in off the pier and 
swam out to her. I held on to her and tried to bring her back. She grabbed on to me and we both 
went under, but then I managed to hold her under her chin and swam in with her to the pier. A 
man pulled her up a ladder while I pushed her from behind. She seemed to be in total shock and 
was shivering. The lifeboats from Howth then arrived, and she was taken off to hospital.” Ian’s 
foster parents, Mary-Jo and Tim Moloney, are proud of him. Mary-Jo said, “Even though he 
knew he was taking a big risk, he did what he had to do. I’m just so happy things worked out. 
Something like this will stand to him for the rest of his life—he really is a hero.” 
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Class 28: Famous-Plagiarist Research Paper: 
Quotation Marks; Introductions; Citing Sources 

 
Quotation Marks 

 
• The American style is to put commas and periods inside quotation marks. For example: 
 

Ex: “Hello,” he said. “I haven’t seen you for ages.” 
 
• Set off speaker and writer tags with a comma or other punctuation. Speaker and writer tags are 
short phrases such as “he said” or “she replied” or “David yelled” or “Sally wrote.” For example: 
 

Bill asked, “How are you?” 
Sally replied, “I am well.” 
Alex Kingsbury, a reporter for U.S. News and World Report, wrote, “The University of 
Richmond, like many small liberal arts colleges, has its roots in single-sex education” 
(50). 
 

Note: These sentences are also correct. 
 
“How are you?” Bill asked. 
“What time is it?” the stranger asked. 
“Help!” he shouted. 

 
• Set off direct address with a comma. Direct address occurs when someone is addressed directly 
by name or by a name. For example: 
 

“Stay close, people, and don’t get lost,” he ordered. 
 John shouted, “Bill, wait for me!” 

George asked, “How are you, Sally?” 
“How are you, sir?” he asked. 
“What time is it, Mom?” I asked. 
“Hi, kid,” she said. 
“Hello, guys,” I said. 
“What’s up, doc?” Bugs Bunny asked. 
 

• When you are quoting word for word, use a set of quotation marks to show that you are quoting 
exactly word for word. For example: 
 

Alex Kingsbury, a reporter for U.S. News and World Report, wrote, “Despite—and partly 
because of—its history, the delicate balance between men and women at Richmond has 
always been a tricky thing to manage” (50). 
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• When you are quoting a complete sentence, use a capital letter for the first word of the sentence 
you are quoting. For example: 
 

Alex Kingsbury, a reporter for U.S. News and World Report, wrote, “The campus, which 
sits on a picturesque 350 acres of woodland a few miles outside the Virginia state 
capital, was once two schools: Westhampton and Richmond colleges, situated on 
opposite sides of a small lake” (50). 

 
• If you are quoting part of a sentence, not including its beginning, do not use a capital letter with 
the first word of the quotation unless it is a word such as “I” or a proper noun such as “Ohio 
University.” For example: 
 

Alex Kingsbury, a reporter for U.S. News and World Report, wrote that “the delicate 
balance between men and women at Richmond has always been a tricky thing to 
manage” (50). 

 
• A quotation may be interrupted and then continued. If the interruption occurs between two 
sentences, use a capital letter for the first word of each sentence you are quoting. For example: 
 

“The University of Richmond, like many small liberal arts colleges, has its roots in 
single-sex education,” writes Alex Kingsbury, a reporter for U.S. News and World 
Report. “The campus, which sits on a picturesque 350 acres of woodland a few miles 
outside the Virginia state capital, was once two schools: Westhampton and Richmond 
colleges, situated on opposite sides of a small lake” (50). 
 

• A quotation may be interrupted and then continued. If the quotation is interrupted in the middle 
of a sentence, do not use a capital letter with the first word of the second part of the quotation 
unless it is a word such as “I” or a proper noun such as “Ohio University.” For example: 
 

“The campus, which sits on a picturesque 350 acres of woodland a few miles outside the 
Virginia state capital,” writes Alex Kingsbury, a reporter for U.S. News and World 
Report, “was once two schools: Westhampton and Richmond colleges, situated on 
opposite sides of a small lake” (50). 
 

Note: The quotations by Alex Kinsbury come from this source: 
 

Works Cited 

Kingsbury, Alex. “Admittedly Unequal.” U.S. News & World Report 142.23 (2007): 50-53. 

Academic Search Complete. Web. 27 Nov. 2010. 
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An Important Note: Quote Accurately 
 
Quote accurately. When you use quotation marks, you must quote exactly word for word. 
 
A student wrote this in a paper: 
 

Hanif has spent 18 months with al Qaeda, and he explained to Yousafzai and Morea that 
“no one he met had any clue to the whereabouts of the senior leader bin Laden—and yet 
all fought eagerly in their names” (Yousafzai and Morea). 
 

Unfortunately, this quotation is inaccurate. (Compare this quotation to the original source 
below.) It is also ungrammatical. The phrase “their names” is used, but only the name of “the 
senior leader bin Laden” is mentioned.  
 
This is what the original source said: 
 

Hanif freely admits he knows nothing of Al Qaeda’s overall strategy, and says he has no 
idea how many other Qaeda operatives may operate in the orbit of senior leaders like bin 
Laden and his No. 2, Ayman al-Zawahiri. In his 18 months with Al Qaeda, Hanif says, no 
one he met had any clue to the whereabouts of either one—and yet all fought eagerly in 
their names. 

 
To quote accurately, the student could have written this: 
 

Hanif has spent 18 months with al Qaeda, and he explained to Yousafzai and Morea that 
“no one he met had any clue to the whereabouts of [Osama bin Laden and his No. 2, 
Ayman al-Zawahiri]—and yet all fought eagerly in their names” (Yousafzai and Morea). 
 

The words in brackets are words that the student would add to make sense of the phrase “their 
names.” 
 
This is the original source as it would appear in an MLA Works Cited list: 
 

Works Cited 

Yousafzai, Sami, and Ron Moreau. “Inside Al Qaeda.” Newsweek 156.11 (2010): 30-37. 

Academic Search Complete. Web. 28 Nov. 2010. 
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Write a Good Introduction 
 

Write a Good Beginning 
 
These are good things to do in an introduction for academic papers: 
 

1. Write a thesis statement. 
2. Write a forecasting statement. 
3. If you can and it is relevant, begin with an attention-getter. 

 
Here is a good example of a forecasting statement written by Paul Krugman for a speech he 
made about Keynesian economic theory: 
 

What I want to do in this lecture is talk first, briefly, about how to read Keynes – or rather 
about how I like to read him. I’ll talk next about what Keynes accomplished in The 
General Theory, and how some current disputes recapitulate old arguments that Keynes 
actually settled. I’ll follow with a discussion of some crucial aspects of our situation now 
– and arguably our situation 75 years ago – that are not in the General Theory, or at least 
barely mentioned. And finally, I’ll reflect on the troubled path that has led us to forget so 
much of what Keynes taught us. 
 
Note: In the forecasting statement, Mr. Krugman clearly states the four main things he 
will talk about in his speech. 
 
Source: Paul Krugman, “Mr. Keynes and the Moderns.” Vox. 21 June 2011 
<http://voxeu.org/index.php?q=node/6668>. 

 
Note: Do not define in your introduction words whose meanings are commonly known. For 
example, do not write, “Love is defined as ….” However, it is OK to define an unusual concept 
such as xenia or kleos. (These are ancient Greek words that identify topics of great importance to 
Homer’s Iliad and Odyssey.) 
 
You may want to write a question or a series of questions in or as your introduction. For 
example, if you are going to write about marriages in Jane Austen’s Pride and Prejudice, you 
may write a question such as “What make a marriage good or bad?” 
 
You need to avoid baldly stated statements, such as “In this paper, I will do this …” or “Now 
that I have done this, I will now do that … .” This doesn’t mean that you have to entirely avoid 
using the word “I” in your paper. 
 
In most papers, it is a good idea to begin with an attention-grabber. As a writer, you want people 
to read what you write. One way to do that is to make your papers interesting, beginning with the 
title and the introduction. 
 
A good introduction will grab a reader’s attention. Each of the following possible ways to 
introduce a paper will work for many kinds of papers. 
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1. Ask an Attention-Getting Question 
 
One way to introduce a paper or article in which you write about how to protect children from 
being abused is this: 
 

Are you raising a victim? 
 
2. Use a Brief Appropriate Question 
 
If you are writing about W.C. Fields, you could begin your paper in this way: 
 

According to W.C. Fields, “Anyone who hates dogs and children can’t be all bad.” 
 

Note that the quotation has been introduced with “According to W.C. Fields.” 
 
3. Tell an Anecdote 
 
The anecdote can be about yourself or another person. This anecdote, which uses dialogue, could 
introduce a paper that makes the point that classic works of literature ought to be studied by 
every college student: 
 

“Why should I take this course?” asked a first-year student. 
Professor John Jones stared at him, and then pointed to first one shelf of books, and 

then another. 
“Swift! Milton!” What more do you want?” 

 
Boston Globe columnist Ellen Goodman once opened a column about the workplace with this 
anecdote: 
 

BOSTON—Not long ago, a young actor I know was doing a gig as a waiter. Faced with a 
truly obnoxious customer, he finally leaned over the table and said theatrically, “Sir, do 
you realize that I’m going to be spending time alone with your dinner?” 

 
Source: http://www.encyclopedia.com/doc/1P2-7198049.html 
Date Downloaded: 2 December 2009 

 
4. Write a Short Dramatic Passage 
 
This description of a moment of a women’s basketball game could introduce a paper about one 
of the players mentioned: 
 

Leslie O’Brien dribbled down the court at top speed, faked left, and then bounced a pass 
into Dawn Heideman’s hands for an easy game-winning layup. 
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5. Use an Attention-Grabbing Statement 
 
If you are writing a paper about rape, you could begin writing your paper in this way: 
 

In the United States about 240 rapes occur every day. That’s about 88,000 rapes per year, 
and that’s a conservative estimate (McEvoy and Brookings 1984).  

 
Source: McEvoy, Alan W., and Jeff B. Brookings, J (1984). If She is Raped: A Book for 
Husbands, Fathers and Male Friends. Holmes Beach, FL: Learning Publications, 1984. 
 
Note: It is a good idea to use a more recent source for statistics, such as The Statistical 
Abstract of the United States for the most recent year available. 

 
6. Make an Analogy or Comparison 
 
This introduction makes a comparison between normal depression and chronic depression: 
 

Ever had one of those days when you didn’t feel like getting out of bed because you 
knew that nothing could possibly go right for that day? A person suffering from chronic 
depression feels like that all of the time. 

 
7, Refer to a Current Event 
 
A paper about fires could begin by referring to a local fire in your hometown: 
 

Last week, Pizza Hut burned down. When will the next fire on Main Street occur? 
 
8. Give a Case History 
 
If you are writing about a social problem such as suicide, rape, child abuse, etc., start your paper 
with a brief account of a person who is or was affected by that problem. For example: 
 

While on a date with her boyfriend, Sherry Inglewood’s car was hit by a drunken driver. 
One of the first things Sherry says that she remembers hearing after regaining 
consciousness was, “Are they all dead?” 

 
9. Use a Passage of Dialogue 
 
A paper about boredom could begin in this way: 
 

“What do you want to do tonight, Eddie?” 
“I don’t know. What do you want to do?” 

 



 

 

281 

 

10. Use a Gilbert Highet-type Introduction 
 
Gilbert Highet was a classics professor at Columbia University. He published several volumes of 
short essays taken from his radio show about books and the humanities. When writing about a 
famous person, he used to describe the person in his introduction, giving facts and making 
interesting statements, but he wouldn’t name the person he was writing about until after the 
introduction, when the reader was very curious about who the person was. Note: If you write this 
kind of introduction, don’t put in your title the name of the person you are writing about. 
 
11. Tie the Introduction and the Conclusion Together: Use the Sandwich (or Bookend) 
Technique 
 
I sometimes use the sandwich (or bookend) technique when writing about a person. Say I want to 
write about the comedian Joan Rivers. I may introduce the paper by writing about her coming 
out on stage for a show, and I may conclude the paper by writing about how she leaves the stage 
after the show is over. I have “sandwiched” the body of the paper (or put it between bookends) 
between the introduction and the conclusion, which are closely connected to each other. Another 
example of the sandwich or bookend technique would be to begin a paper with a case history, 
and then at the end of the paper to tell what happened later (where is he or she now?) to the 
person in the case history. For example, I could write in the introduction about a woman being 
robbed, and in the conclusion I could write about how she is doing now. 
 
An Important Point 
 
Many of the ways to write a good introduction can be combined. Many of these strategies for 
writing a good beginning can also be used to write a good title or a good conclusion. Journalists 
often use a lede: a beginning that catches the reader’s attention and interest. This is followed by 
an introduction proper. Many of the strategies above can be used to write a good lede that is 
followed by an introduction proper. A lede can appear in an academic paper—for example, a 
lede that is followed by an introduction proper can appear in a Research Paper that is written for 
a composition course. 

 
Works Cited Lists 

 
You will need a Works Cited List. 

See Appendix B for a few examples of how to do your Works Cited List. 
 

Citation Style Guides 
 

Go to <http://www.library.ohiou.edu/find/> to find a number of citation style guides. Click on 
“Citation Style Guides” in the alphabetized list. A number of Web sites will create your citation 
for you if you can supply the relevant information such as author, title of work, etc. 
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Citing Sources 

How to Quote a Short Online Passage (four or fewer lines)  

An Excerpt from “The Plagiarist: WHY STEPHEN AMBROSE IS A VAMPIRE” 

By David Plotz 

Plagiarism bloodlettings occur with a dreary regularity. Every few months, 

a reporter or writer is caught copying a dozen paragraphs from a newspaper here 

or stealing a few choice lines from an obscure magazine there. (Every time it 

happens, colleagues throw up their hands and say, “You moron—didn’t you know 

that people read [the Washington Post, the National Journal, Martin Amis …]”). 

Note: When quoting four lines or fewer, do not set the quotation off in block formation. 

Sample short quotation 

According to David Plotz, “Plagiarism bloodlettings occur with a dreary regularity” 

(“The Plagiarist”). 

 

How to Quote a Long Online Passage (five or more lines)  

An Excerpt from “The Plagiarist: WHY STEPHEN AMBROSE IS A VAMPIRE” 

By David Plotz 

The list of writers snared over the years is long and depressingly 

impressive: NPR’s Nina Totenberg, who plagiarized a Washington Post story 

about Tip O’Neill when she was a young print reporter; the New York Times’ Fox 

Butterfield, who rooked several paragraphs of a Boston Globe story—a story 

about plagiarism; Alex Haley, who settled with a writer he ripped off for Roots; 

hot young novelist Jacob Epstein, who took 53 passages from a Martin Amis 
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novel; the New Republic’s Ruth Shalit, caught snipping sentences hither and 

thither for five different stories; Martin Luther King Jr., who lifted much of his 

dissertation; Sen. Joe Biden, forced out of the 1988 presidential campaign for 

serial plagiarism—he then plagiarized his withdrawal speech—etc., etc. 

Note: When quoting five or more lines of prose, indent the lines more (one inch) than you indent 

the paragraph beginnings (one-half inch) of the body of your paper. If your long quotation 

contains a paragraph indentation, indent it one-and-a-half inch. (This is MLA style.) Note: The 

five lines or more refer to lines in your paper, not to lines in the books you are quoting. 

Sample long quotation: 

David Plotz lists an impressive number and variety of plagiarists in one of his Slate.com 

articles: 

The list of writers snared over the years is long and depressingly 

impressive: NPR’s Nina Totenberg, who plagiarized a Washington Post story 

about Tip O’Neill when she was a young print reporter; the New York Times’ Fox 

Butterfield, who rooked several paragraphs of a Boston Globe story—a story 

about plagiarism; Alex Haley, who settled with a writer he ripped off for Roots; 

hot young novelist Jacob Epstein, who took 53 passages from a Martin Amis 

novel; the New Republic’s Ruth Shalit, caught snipping sentences hither and 

thither for five different stories; Martin Luther King Jr., who lifted much of his 

dissertation; Sen. Joe Biden, forced out of the 1988 presidential campaign for 

serial plagiarism—he then plagiarized his withdrawal speech—etc., etc. (“The 

Plagiarist”)  
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Famous-Plagiarist Research Paper Checklist #1 
 
1. Have you used the proper MLA format at the top of page one? (On the first page, you will 
need such information as your name, the professor’s name, the course, and the date.) 
 
Jane Student 

Prof. David Bruce 

ENG 308J 

16 October 2011 

 
2. Have you written a good title? (Many good titles will consist of the name of the plagiarist, 
followed by a colon and a short phrase about the plagiarist.) 
 
3. Do you have the proper format for page numbers? (Page numbers, and your last name, will 
appear in the upper right side of each page of your paper, including the Works Cited List.) 
 
4. Do you have a Works Cited List written in the proper format?  
 
Important: 
 

A Works Cited list consists of works that you have cited in your paper. They need to be 
“cited” because you quoted or paraphrased from them.  
 
The Works Cited list appears at the end of your essay. It provides the information 
necessary for a reader to locate and be able to read any sources you cite in the essay. 
Each source you cite in the essay must appear in your Works Cited list; likewise, each 
entry in the Works Cited list must be cited in your text.  
 
In order to put a source in your Works Cited list, you have to actually cite it (and not just 
read it). When you cite it, you quote from it or paraphrase it, and (in the MLA format) 
you must have an in-text citation by the quotation or the paraphrase, or you must 
introduce the quotation or paraphrase. 
 
The Works Cited List lists only the works you cited (quoted or paraphrased with in-text 
citations) in your research paper. Therefore, do not list the works that you read but did 
not cite. 

 
5. Do you format quotations correctly? (When quoting prose, use block format for long 
quotations: quotations that take up five or more lines in your paper. When quoting prose, run 
short quotations of four or fewer lines into the text of your paper.) Here is an example of a 
correctly formatted short quotation: 
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In the interview, Tom Petty was asked if he was going to sue the Red Hot Chili Peppers. He 

replied, “If someone took my song note for note and stole it maliciously, then maybe. But I don’t 

believe in lawsuits much. I think there are enough frivolous lawsuits in this country without 

people fighting over pop songs” (Green). 

Note: Andy Green is the author of the Rolling Stone article “Tom Petty Doubts Chili Peppers 
Similarity had ‘Negative Intent.’” The source was found on the Web so no page number is listed. 
 
6. Do you introduce quotations correctly? For short quotations, you may have a comma, as in 
“He replied,” but if you use a complete sentence to introduce a long quotation, you may need to 
use a colon. Here is an example: 
 
Harold Courlander, author of The African, published about ten years earlier, filed suit against 

Alex Haley for plagiarism, citing numerous examples from The African that appeared nearly 

verbatim in Roots. Dr. Thomas J. Schaeper of the History Department of St. Bonaventure 

University gives us this specific example of the similarities between Haley’s novel and 

Courlander’s novel:  

This passage appears in Courlander’s book: ‘He must hear what the farmer 

cannot hear. He must smell what others cannot smell . . . his eyes must pierce the 

darkness.’ The following appears in Roots: ‘He must hear what others cannot, 

smell what others cannot. He must see through the darkness.’ Haley defended 

himself by saying the hundreds of similar passages were the result of sloppy 

notetaking; he claimed that he simply forgot what were Courlander’s phrases and 

what were his own. (“Plagiarism”)  

 
7. Do you correctly cite quotations in your text? (The citations will appear in parentheses 
following the quotations. Be careful about where the periods go; the periods go in different 
places for short quotations and for long quotations. See the examples above.) 
 
8. Do you double-space your essay? 
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9. Have you proofread well and thoroughly? 
 
10. Have you provided background information about the plagiarist? 
 
11. Have you provided sufficient and reliable evidence that plagiarism did in fact occur? 
 
12. Have you provided evidence about the results of the plagiarism? (What happened to the 
plagiarist, if anything?) 
 
13. Have you written a good introduction? (A good introduction will get the reader interested in 
what you are writing.) 
 
14. Have you written a good conclusion? (A good conclusion lets the reader know that this is 
definitely the end of the paper—except for the Works Cited List.) 
 
15. Have you used enough sources? 
 
16. Have you used the correct MLA style for your Works Cited List? 
 

• Did you double-space your Works Cited List? 
• Did you put your last name and the page number in the upper right corner. 
• Did you alphabetize your Works Cited List? 
• Did you put a period at the end of each item on your Works Cited List? 

 
17. Your Works Cited List consists of works that you actually cited (quoted from or paraphrased 
from, with in-text citations). Did you actually cite in your paper each of the items in your Works 
Cited List? 
 
18. Did you use italics for the titles of newspapers and magazines and journals? Examples: The 
New York Times, Time, Newsweek, Journal of Applied Ethics. 
 
19. Have you written a paper that will entertain and inform the reader and will convince the 
reader that you are competent at doing research and at writing? (By the way, the reader is your 
teacher. This is an academic paper that is written for an academic audience.) 
 
20. Have you written a paper that you can be proud of? 
 
21. Have you avoided plagiarism in this report? If you define plagiarism as “the unauthorized use 
or close imitation of the language and thoughts of another author and the representation of them 
as one's own original work,” you must use quotation marks for the word-for-word quotation, and 
you must cite your source. 
 
22. Did you remember to put periods and commas inside quotation marks? (This is the American 
style.) For example: David Bruce said, “This is the worst case of plagiarism that I have ever read 
about.” 
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Class 29: Famous-Plagiarist Research Paper: 

MLA Format 
 

MLA Format for an Academic Paper 
 

General Information 
 
• Your paper must be typed. 
 
• Your long papers must be at least the minimum length required by the professor.  
 
• Do not use a title page. 
 
• Double-space your entire paper, including long quotations. (Be aware that your paper must be 
more than a collection of quotations. If your paper has lots of quotations at the expense of your 
own writing, you will receive a lower grade.) 
 
• Indent long quotations a little more than you indent the beginnings of paragraphs. 
 
• Double-space paragraphs. 
 
• Indent paragraph beginnings. 
 
• Put page numbers and your last name at the top right corner of each page, including the first. 
Use the header function of your word processing program to do that.  
 

For example: 
 
Smith 3 

 
First Page Information 
 
• We will use the MLA style in this course. 
 
• On the first page only of your paper, write in the upper left corner these things: 
 

• Your name. 
• The name of the teacher. 
• The class. 
• The date. 
 
For example: 
 
Susan Dall 
Prof. David Bruce 
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ENG 308J 
7 November 2010 
 

Title 
 
• Under this information, center the title of your paper. Do not underline the title of your own 
paper. Do not put your own titles in quotation marks (unless the title is a quotation). 
 
A Works Cited list 
 
• You will need a Works Cited list.  
 
For example: 
 

Works Cited 
 
Twain, Mark. The Adventures of Huckleberry Finn. New York: Bantam Dell, 2003. Print. 
 

Works Cited 
 
Homer. The Odyssey. Trans. Robert Fagles. London: Penguin Books, 1997. Print. 
 

Works Cited 
 
Virgil. The Aeneid. Trans. Robert Fitzgerald. New York: Vintage Books, 1990. Print. 
 
Note: The date is the date of the edition, which is not necessarily the same as the date of the 
copyright. 
 
• Your Works Cited list should appear on a page of its own. Your name and the page number 
must appear in the upper right corner. 
 
Handing in Papers 
 
Use a 2-pocket folder to hand in your paper. In the right pocket, place the final draft of your 
paper. In the left pocket, place your early drafts. On the upper right corner of your folder, write 
your name, course, and when the class meets. For example: Joe Student, ENG 308J, 12-2 p.m. 
MW. 
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Famous-Plagiarist Research Paper Checklist #2 
 
Check the Content 
 
Here are a number of topics that a good Famous-Plagiarist Research Paper may cover: 
 

Introduction: Introduces the Topic 
Definition of Plagiarism and Information About How to Avoid Committing Plagiarism 
Background Information About the Famous Plagiarist 
Evidence That the Plagiarist Committed Plagiarism 
What Happened to the Plagiarist as a Result of the Plagiarism 
 

The section “Definition of Plagiarism and Information About How to Avoid Committing 
Plagiarism” may be short, and the section “Evidence That the Plagiarist Committed Plagiarism” 
may be long. 
 
Check the In-Text Citations 
 
You must show that you know how to format a research paper and cite sources accurately. The 
MLA format uses in-text citations. For example, if you have a quotation or a paraphrase, the 
information that identifies the source of that quotation or paraphrase will follow it in parentheses. 
Usually, that information will be the author’s last name and the page number. Sometimes, no 
author name is given in the source, so you will use one or a few words to indicate the source’s 
title. Sometimes, the source does not have page numbers, so you won’t be able to put them in 
your in-text citation. Be aware that short quotations (four or fewer lines) and long quotations 
(five or more lines) of prose are formatted differently. Short quotations appear as part of a 
paragraph that you have written. Long quotations are set off in indented block style. 
 
Here is an example of a short quotation and a short paraphrase: 
 
 

Ben Domenech is one of many who have been accused of plagiarizing. Ben Domenech was a 

very successful man and a journalist for the Washington Post. Also, Ben Domenech “had worked 

in the Bush administration and was a founder of the conservative blog RedState.com” (Bosman). 

He even was a contributor to National Review Online, where he would write a daily blog on the 

newspaper’s Web site (Conason).   

 

Here is an example of a long quotation: 
 

Stephen Ambrose was a historian who wrote historical novels, his most recent being a 

bestseller about World War II B-24 bomber crews called The Wild Blue. In it, he is said to have 

plagiarized from Thomas Childers’s Wings of Morning: 
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As it turns out, his lax mimicking in The Wild Blue [sic] (2001)—“Up, up, up he 

went, until he got above the clouds. No amount of practice could have prepared 

the pilot and crew for what they encountered: B-24s, glittering like mica”—of 

Thomas Childers’s Wings of Morning [sic] (1995)—“Up, up, up, groping through 

the clouds, no amount of practice could have prepared them for what they 

encountered: B-24s, glittering like mica”—is only one of many threads borrowed 

from others’ spools and knotted over the years into the Ambrosian carpet. 

(Jeffers) 

Upon this accusation, Ambrose immediately apologized for the mistake and labeled it a faulty 

attribution. The only reprimand that Ambrose received for this affront was for his haste: he had 

produced eight books in five years. Stephen Ambrose has been called a history factory, using his 

five children to get the information on the subjects he chose to write about (Plotz). 

 
Note: The sources did not have page numbers, so no page numbers appear in the in-text citations. 
 
Note: Use the word “sic” to point out a mistake that appears in the original source. This lets the 
reader know that you did not make that mistake. For example, we should italicize the titles of 
books and movies, but often WWW sources don’t do that. 
 
Check Common Knowledge 
 
Common knowledge is knowledge that is widely known and that appears in many reference 
sources. For example, “John F. Kennedy was assassinated in 1963” is common knowledge. 
Common knowledge does not need to be cited although you must use your own words. Check 
your paper to make sure that you have cited everything that needs to be cited. If you quote 
common knowledge word for word, you must use quotation marks and cite the source. 
 
Note: Even when knowledge is common, the words in which is expressed can be plagiarized. For 
example, the definition of the word “plagiarism” is common knowledge, but you can’t just steal 
a definition from a dictionary. If you take a definition of “plagiarism” word for word from a 
dictionary, you need to cite the dictionary. However, if you write your own definition of 
“plagiarism” using your own words, you do not need to cite that. Remember: If you quote 
common knowledge word for word, you must use quotation marks and cite the source. 
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Check Introductions to Quotations 
 
Don’t just stick quotations into your paper. Introduce them. Here is an introduction to a short 
quotation: 
 
Finally, after all the accusations that were made towards Ben Domenech for plagiarizing articles 

in other publications, he resigned from the Washington Post: “His resignation came after writing 

six blog items in the three days he worked for Red America, a blog that the Post created to offer 

conservative viewpoint on its Web site” (Bosman). 

 
Here is an introduction that is used to introduce the long quotation that appeared earlier: 
 

Stephen Ambrose was a historian who wrote historical novels, his most recent being a 

bestseller about World War II B-24 bomber crews called The Wild Blue. In it, he is said to have 

plagiarized from Thomas Childers’s Wings of Morning: 

 
Note: Long quotations are often introduced by an independent clause that ends with a colon. 
 
Check MLA Format for Quotations 
 
Remember, short quotations of prose have four or fewer lines. Long quotations of prose have 
five or more lines. Short quotations of prose are part of the sentence in which they appear. Long 
quotations of prose are set off by themselves in block style. That means that they are indented 
more than you indent the beginnings of paragraphs. 
 
Check the Works Cited List 
 
You need a good English handbook. All good English handbooks will cover the MLA format for 
Works Cited lists.  
 
The Works Cited list should appear at the end of your essay. It provides the information 
necessary for a reader to locate and be able to read any sources you cite in the essay. Each source 
you cite in the essay must appear in your Works Cited list; likewise, each entry in the Works 
Cited list must be cited in your text.  

 
Check MLA Format for Academic Papers 
 
In the upper right hand of each page, including the first page and the Works Cited page, put your 
last name and the page number. 
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In the upper left corner of the first page, put this information: 
 

Your Name 

Prof. Teacher’s Name 

ENG 308J 

3 May 2011 

 
Proofread, Proofread, Proofread 
 
Proofreading is always important. Of course, you can proofread earlier as well. I tend to 
proofread after every draft. But always, at the end of writing your paper, you should proofread, 
proofread, proofread. Proofread three times. 
 

 
Checklist for Works Cited Lists 

 
• Use MLA format. 
• Alphabetize the list. 
• Use italics for the titles of newspapers, magazines, and journals. 
• Use italics for Academic Search Complete, LexisNexis Academic, etc. 
• Use quotation marks (“ ”) for the titles of articles, essays, and chapters. 
• The American style of punctuation is to put commas and periods inside quotation marks (both 
single quotation marks and double quotation marks). 
• Capitalize the first letters of important words (including the first and the last word) in titles. 
• Double-space 
• Use hanging indents. 
• Delete “(Cover story).” It is not part of the title. 
• When listing authors, put the last name first. 
• If an article is from USA Today or other newspaper, it will have a date. 
• Use single quotation marks within double quotation marks. 
• If a title ends in a question mark or an exclamation mark, you don’t need to add a period at the 
end of the title. 
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Class 30: Famous-Plagiarist Research Paper: 
 Peer Review 

 
Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Letters to a Young Fan 
 

• Andrew Buckingham was 13 years old when he started to write comedian Kenneth 
Williams, co-star of many British Carry On movie comedies. The correspondence lasted almost 
three years, ending only with Mr. Williams’ death. Mr. Buckingham says today, “He replied to 
all my letters, often by return of post. It still surprises me.” The first letter was simply a request 
for a photo—autographed, of course. But young Andrew mentioned positively a book that Mr. 
Williams had written, and Mr. Williams thanked him for the compliment. The correspondence 
continued, and young Andrew, who knew that Mr. Williams had been bullied while in school, 
once asked him for advice about how to handle being around bullies. Mr. Williams wrote back, 
“Obviously, one does anything to avoid confrontation. My method was to chum up with a tough 
guy at school, and that provides protection. But the individual invariably has to find his own way 
round all the pitfalls.” After Mr. Williams died, his sister, Pat, went through his possessions, and 
she was surprised to find letters from young Andrew. She called Andrew and told him, “It’s 
amazing. Most letters from people your age would have gone straight in the bin.” She also asked 
Andrew if he wanted anything that had belonged to Mr. Williams. Today, he wishes that he had 
asked for Mr. Williams’ fountain pen. 
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Catching Plagiarism 
 

The WWW makes plagiarizing easy. All a student has to do is copy text from the WWW and 
paste it into his or her paper. 
 
The WWW also makes catching this kind of plagiarizing easy. If a teacher suspects that certain 
passage is plagiarized, all the teacher has to do is Google the passage. 
 
For example, a teacher suspects that this passage is plagiarized: 
 

In 2010, opposition to invasive government security measures is commonplace, even 
politically convenient. 

 
All the teacher has to do is to Google the sentence, first putting it in quotation marks: “In 2010, 
opposition to invasive government security measures is commonplace, even politically 
convenient.” 
 
When the teacher does that, this site comes up: < http://www.slate.com/id/2275722/>. The 
plagiarized sentence is from “Life After Russ: Defenders of Civil Liberties Look for a New 
Champion to Replace Russ Feingold,” by Dahlia Lithwick and David Weigel. 
 
Even if the student changes a few words, very often the plagiarized essay will appear in a Google 
search. 
 
By the way, teachers have other ways of finding plagiarism, but I am not going to tell you about 
them. 

 
A Hero 

 
• In June 2001, while Michael Nerandzic, a 53-year-old Australian blimp pilot, was 

attempting to land a Goodyear blimp at an airfield in Reichelsheim, Germany, major problems 
developed. Three journalists—who were passengers in the airship so they could take aerial 
photographs of a festival—smelled fuel and heard an engine making noise. Knowing that the 
airship was dangerous, Mr. Nerandzic brought the airship to within two meters (6.5 feet) from 
the ground and told the journalists to jump at the same time from the airship. The resulting loss 
of weight caused the airship to jump 50 meters (165 feet) into the air. It caught fire and crashed, 
killing Mr. Nerandzic. His widow, Lyndy, said, “When there was trouble on the airship, he 
brought it down to as low as he could to let the passengers jump out and he stayed at the 
controls. As soon as they jumped out, of course, being an airship, he knew it would rise up and it 
did. They found him still at the controls when it crashed. He also steered it away from his ground 
crew. When they told me what he had done for the passengers, it didn’t surprise me one little bit. 
He was a character. He was larger than life. He was so, so generous.” 
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Example of Plagiarism 
 

This information comes from the White House “Joe Biden Biography”: 
<http://www.whitehouse.gov/administration/vice-president-biden/>: 
 

Joseph Robinette Biden, Jr., was born November 20, 1942, in Scranton, Pennsylvania, the 
first of four siblings. In 1953, the Biden family moved from Pennsylvania to Claymont, 
Delaware. He graduated from the University of Delaware and Syracuse Law School and 
served on the New Castle County Council. Then, at age 29, he became one of the 
youngest people ever elected to the United States Senate. 
 
Just weeks after the election, tragedy struck the Biden family, when Biden's wife, Neilia, 
and their 1-year old daughter, Naomi, were killed and their two young sons critically 
injured in an auto accident. Vice President Biden was sworn in to the U.S. Senate at his 
sons' hospital bedside and began commuting to Washington every day by train, a practice 
he maintained throughout his career in the Senate. 
 
In 1977, Vice President Biden married Jill Jacobs. Jill Biden, who holds a Ph.D. in 
Education, has been an educator for over two decades and currently teaches at a DC-area 
community college. The Vice President has three children: Beau, Hunter, and Ashley. 
Beau serves as Delaware's Attorney General and recently returned home from Iraq where 
he served as a Captain in the 261st Signal Brigade of the Delaware National Guard. 
Ashley is a social worker and Hunter is an attorney. Vice President Biden has five 
grandchildren: Naomi, Finnegan, Roberta Mabel ("Maisy"), Natalie, and Robert Hunter. 

 
As a Senator from Delaware for 36 years, Senator Biden established himself as a leader 
on some of our nation's most important domestic and international challenges. As 
Chairman or Ranking Member of the Senate Judiciary Committee for 17 years, then-
Senator Biden was widely recognized for his work on criminal justice issues including 
the landmark 1994 Crime Bill and the Violence Against Women Act. As Chairman or 
Ranking Member of the Senate Foreign Relations Committee since 1997, then-Senator 
Biden played a pivotal role in shaping U.S. foreign policy. He has been at the forefront of 
issues and legislation related to terrorism, weapons of mass destruction, post-Cold War 
Europe, the Middle East, and Southwest Asia. 

 
A student wrote this: 
 

Joseph Robinette Biden, Jr., was born November 20, 1942, in Scranton, Pennsylvania, the 
first of four siblings. He graduated from the University of Delaware and Syracuse Law 
School and served on the New Castle County Council. Then, at age 29, he became one of 
the youngest people ever elected to the United States Senate. As a Senator from Delaware 
for 36 years, Senator Biden established himself as a leader on some of our nation's most 
important domestic and international challenges. As Chairman or Ranking Member of the 
Senate Judiciary Committee for 17 years, then-Senator Biden was widely recognized for 
his work on criminal justice issues including the landmark 1994 Crime Bill and the 
Violence Against Women Act. As Chairman or Ranking Member of the Senate Foreign 
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Relations Committee since 1997, then-Senator Biden played a pivotal role in shaping 
U.S. foreign policy. He has been at the forefront of issues and legislation related to 
terrorism, weapons of mass destruction, post-Cold War Europe, the Middle East, and 
Southwest Asia.  
 

This is plagiarized. The student needs to indicate that this is a quotation and needs to cite the 
source. Actually, it would be better to for the student to put this information in the student’s 
own words. To be sure to avoid the charge of plagiarism, the student should use more than one 
source for the biographical information and should cite both sources. 

 
Citation Style Guides 

 
Go to <http://www.library.ohiou.edu/find/> to find a number of citation style guides. Click on 
“Citation Style Guides” in the alphabetized list. A number of Web sites will create your citation 
for you if you can supply the relevant information such as author, title of work, etc. 
 
Check out <easybib.com>. 

 
Heroes 

 
• In May 2009 an off-duty constable helped save three lives in a house fire in Dunedin, New 

Zealand; neighbors directed him to the parts of the house where they thought the residents would 
be. Craig Bennett, age 30, was driving when he saw a house on fire. He said, “I didn’t think 
about anything, really. I went into policeman mode and just concentrated on getting the people 
out.” Neighbors directed him to a bedroom window, which Mr. Bennett smashed to gain entry 
into the home. He said, “The smoke was at ground level and I went down on my knees, but it 
didn’t make a difference. I had to walk around with my eyes closed because they were just 
streaming.” Using his sense of touch, he found an unconscious 5-year-old boy and handed him 
out the window to a neighbor. Returning into the bedroom, he heard a moan and found an 
unconscious 3-year-old girl, whom he passed out the window to neighbors. Because of the very 
thick smoke, Mr. Bennett climbed out of the home and gained entry through a different window 
to search for the children’s mother, 22-year-old Mary-Jane McKinlay. He found her, but the 
smoke was too intense for him to get her out on the first try. He said, “I was starting to feel really 
giddy, and I knew I couldn’t get her out in time.” But he and a fireman made a second attempt 
and carried her out of the burning home. Mr. Bennett said, “I know this is the old cliché, but I 
really was just doing my job. I didn’t do anything that any other cop wouldn’t have done.” He 
praised the neighbors for their help: “I couldn’t have done it without them. Not only would I 
have not known where to start, what would I have done with the kids when I had them?” 
Detective Sergeant Brett Roberts said, “Craig did a brilliant job. If it hadn’t been for him and the 
neighbors, we probably would have been looking at three deaths.” 
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 Famous-Plagiarist Research Paper Checklist #3 
 
General 
 
• You must write between 1,250 and 2,000 words for your Research Paper. 
 
• Use Times New Roman font, 12 point size. 
 
• You need to cite at least two works from databases supplied by Ohio University libraries. You 
need to cite at least five sources. (“Cite” means to quote from or paraphrase. Use an in-text 
citation.) 
 
• Do not cite Wikipedia. It is an unreliable source. 
 
• Include a word count by your name. See examples in the Study Guide. 
 
Works Cited List 

• A Works Cited list consists of a list of works you cited (in in-text citations) in your paper.  

• If you did cite a work in your paper, it must appear in your Works Cited list.  

• If you did not cite a work in your paper, it must not appear in your Works Cited list 
even if you read the work for background. 

 
• Alphabetize the Works Cited list. When alphabetizing, numerals (1, 2, 3) go before letters. Do 
not use “The,” “A,” and “An” when alphabetizing. 
 
• Capitalize the first letter of the important words in titles. Do not capitalize all the letters in a 
word unless the word are is an acronym such as FBI or NCAA. 
 
• Capitalize the first and the last word in titles. 
 
• Put the titles of books, journals, magazines, and newspapers in italics. 
 
• Put the titles of essays in quotation marks. 
 
• When citing a source with more than one author, reverse the name of only the first author (last 
name, then first name). 
 
• Double-space the Works Cited list. Do not triple-space between entries. 
 
• Use hanging indents in your Works Cited list. 
 
• A period goes at the end of each citation in the Works Cited list. 
 
• Sometimes, a computer-generated citation will have “(Cover story)” as part of a title. Delete it. 
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• Sometimes, a computer-generated citation will have a period following a question mark or an 
exclamation point as part of a title. Delete the period. 
 
• At the top of the page on the right, write your last name and the page number. 
 
• Under your last name and the page number, write “Works Cited,” centered. 
 
• Often, computer-generated citations have errors. For example, Academic Search Complete will 
often mess up multiple authors in the MLA format. The name that comes first should be the 
name of the first author who is listed in the work. If a pdf of the essay exists, look at it to see 
which name should be listed first. 
 
• Sometimes, a computer-generated citation will mess up names and leave out dates. For 
example: 
 
Martha T., Moore. "Panel clears way for Islamic center near Ground Zero." USA Today n.d.: 

Academic Search Complete. Web. 18 Feb. 2011. 

Of course, the last name should be listed first. In addition, the date of the article should be listed. 
The full text of the article will have the date. Also, the important words of titles should be 
capitalized. This is the correct citation: 
 
Moore, Martha T. “Panel Clears Way for Islamic Center near Ground Zero.” USA Today 4 

August 2010: Academic Search Complete. Web. 18 Feb. 2011. 

• Sometimes, you will lose formatting such as italics when you copy a computer-generated 
citation and paste it in your Works Cited list. Be aware that journal titles and databases should 
always be in italics in your Works Cited list. For example: 
 

International Social Work 
 
Academic Search Complete 

 
• If you are listing a Web source, put the Web address in the Works Cited list. It should be within 
arrows. For example: 
 
Wieler, Joachim. “Remembering Irena Sendler.” International Social Work Nov. 2008: 835+. 

Academic Search Complete. Web. 17 Feb. 2011. 

<http://journals.ohiolink.edu/ejc/pdf.cgi/Wieler_Joachim.pdf?issn=00208728&issue=v51

i0006&article=835_ris>. 
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• Be sure to use the MLA format when writing your Works Cited list. Don’t have some items in 
the APA format. If you have the name followed by the date, it is the APA format. Example: 
Myers, Gerard. (1992). 
 
Quotations and In-Text Citations 
 
• Introduce your quotations. See Appendix D in the Study Guide. 
 
• Cite everything you quote.  
 
• Cite all statistics that you use.  
 
• Cite paraphrases from unique (single) sources. 
 
• Long quotations should be indented one inch. (The beginnings of paragraphs are indented one-
half inch.) The indentation shows that this passage is a quotation, so you don’t need to use 
quotation marks around the quotation; however, if a short quotation (with quotation marks) 
appears in the passage in you quoting, use quotation marks for the short quotation.  
 
• In long quotations (if you quote five or more lines of prose, it is a long quotation), the period 
goes BEFORE the in-text citation. 
 
• In short quotations (if you quote four or fewer lines of prose, it is a short quotation), the period 
goes AFTER the in-text citation. 
 
• If you use a direct quote, quote it word for word and use an ellipsis in brackets if you leave out 
any words.  
 
The original source (“Last of the Amazon,” by Scott Wallace, in The National Geographic): 
 

During the past 40 years, close to 20 percent of the Amazon rain forest has been cut 

down—more than in all the previous 450 years since European colonization began. The 

percentage could well be far higher; the figure fails to account for selective logging, 

which causes significant damage hut is less easily observable than clear-cuts. Scientists 

fear that an additional 20 percent of the trees will be lost over the next two decades. 

 
A sample partial direct quotation: 
 
According to Scott Wallace, “During the past 40 years, close to 20 percent of the Amazon rain 

forest has been cut down—more than in all the previous 450 years since European colonization 
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began. […] Scientists fear that an additional 20 percent of the trees will be lost over the next two 

decades (“Last of the Amazon”).  

Note that this is a short quotation, so it would not be indented in your paper. Also, this is a Web 
essay without any page numbers, so no page numbers appear in the in-text citation. 
 
• Most Web sources will not have page numbers, so use the author and/or title for in-text 
citations instead of page numbers for those sources. A pdf may have page numbers on it. Use the 
pages numbers on the pdf if it has page numbers. The page numbers will most likely be those of 
the original print source if a print source exists. (When you print a pdf, the printer may add 
something such as “page 1 of 2” at the bottom of the page. Do not use those numbers.) 
 
• Use brackets when you need to insert words to make a quotation clear. 
 

Original Quotation: 
Ben Wallace-Wells wrote, “Calling narcotics ‘public enemy number one in the United 
States,’ he used the issue to escalate the culture war that pitted Middle Americans against 
the radicals and the hippies, strengthening penalties for drug dealers and devoting federal 
funds to bolster prosecutions” (“How America Lost the War on Drugs”). 
 
Revised Quotation: 
Ben Wallace-Wells wrote, “Calling narcotics ‘public enemy number one in the United 
States,’ he [President Richard Nixon] used the issue to escalate the culture war that pitted 
Middle Americans against the radicals and the hippies, strengthening penalties for drug 
dealers and devoting federal funds to bolster prosecutions” (“How America Lost the War 
on Drugs”). 
 
Note the use of single quotation marks within double quotation marks. 

 
• Use commas to set off speaker tags and writer tags. 
 

Ben Wallace-Wells wrote, “Calling narcotics ‘public enemy number one in the United 
States,; he [President Richard Nixon] used the issue to escalate the culture war that pitted 
Middle Americans against the radicals and the hippies, strengthening penalties for drug 
dealers and devoting federal funds to bolster prosecutions” (“How America Lost the War 
on Drugs”). 

 
Mechanics 
 
• The American style is to put commas and periods INSIDE quotation marks. This rule applies 
both to double and to single quotation marks. 
 
• Use single quotes (‘ ’) within double quotes (“ ”). For example: “Look at this essay titled ‘Hot 
Dog,’” he said. 
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• After an introductory element, use a comma. 
 
• Use “who” and “whom” to refer to people. 
 
• Italicize the titles of books, magazines, newspapers, and journals. 
 
• Put the titles of essays in quotation marks. 
 
• “There are … that” is wordy. Example: “There are many things that we need to know” should 
be rewritten in this way: “We need to know many things.” 
 
• “Due to the fact that” is wordy. Use “because” instead. 
 
• “Despite the fact that” is wordy. Use “although” instead. 
 
• Use “number” for things you can count. Example: I have a large number of friends. 
 
• To make years plural when they are numerals, add an s but do not add an apostrophe. 
 

the 1960s the 1970s 
 

MLA Format for Papers 
 
Use the MLA Format for your Research Paper. Or use the academic format that is used in your 
major. 
 
• Double-space your paper. 
 
• In the top right corner of each page, including the Works Cited page, put your last name and the 
page number. 
 
• Put your Works Cited List on a page of its own. 
 
• On the top left of the first page of your paper, put this information: your name, the word 
“Professor” and the professor’s name, the course, and the date: 
 

Stephanie Smith 

Professor Bruce 

ENG 308J 

May 16, 2011 
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• Write a title for your paper. 

Good Advice 

Do a spell check on what you consider to be the final draft of your paper. 

Revise 
 

• “I really think any woman who even vaguely wants to write should just try it and not think 
she has to be different to do it. There’s no secret. There is no secret. You just sit on your bottom 
and you type words into the computer. That really is all it is. And you work and work and work 
until they’re less rubbish, and you work some more and they’re less rubbish, and eventually they 
might be quite good.”—Charlotte Mendelson, author 

 
No Discrimination 

 
• Comedian Red Buttons did a lot of benefits for charity. For whom? He used to answer, 

“Benefits for Israel and everyone—no discrimination when it comes to helping the poor and 
needy.” 

 
Heroes 

 
• Some shops, including the tea and coffee retailer Ringtons, which is based in Newcastle, 

England, still offer delivery services. This was fortunate for 84-year-old Rosemary Falloon, who 
lives in Birtley, Gateshead. Ringtons tea salesman Lee Craggs, age 24, was making a delivery to 
her home, but he became suspicious when she did not come to the door. He entered her home 
and found her collapsed on the floor, having a diabetic attack because her blood glucose was 
low. Mr. Craggs is trained in first aid, and he put Ms. Falloon in the recovery position and called 
paramedics, who said that she needed to eat sugar to raise her blood glucose levels. Mr. Craggs 
then fed her some chocolate-covered marshmallows that he had with him. Ms. Falloon said, “I 
dread to think what would have happened if Lee had not turned up that day. I am so glad he 
acted on his instincts when I did not come to the door. His fast thinking and the care he showed 
checking if I was OK saved my life, and I will always be grateful to him.” Mr. Craggs, of 
Thorney Close, Sunderland, said, “Ms. Falloon is a favorite customer of mine and always so 
friendly, so when I arrived to no greeting, I knew that something was not right. I opened the door 
and called her name, and when I didn’t hear anything, that’s when I checked the living room and 
found her lying unconscious on the floor.” As a result of the rescue, Ms. Falloon made a change 
to her order from Ringtons: “I have even added a box of Ringtons chocolate mallows to my order 
every fortnight to remind me how lucky I was.” 
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Peer Review Sheet: Famous-Plagiarist Report 
 
1. Exchange papers with another student. 
 
 
2. Read the other student’s Famous-Plagiarist Report. 
 
 
3. Write down briefly your opinion of the other student’s Famous-Plagiarist Report. Good? Bad? 
Interesting? Boring? 
 
 
4. Write down any questions you would like to ask after reading the Famous-Plagiarist Report. Was 
everything clear to you? Did you understand all the words that were used? Do you have any questions 
about what did or did not happen?  
 
 
5. Write down one thing that the writer did well, in your opinion. 
 
 
6. Write down one thing that the writer should improve, in your opinion. 
 
 
7. Write down any other suggestions for improvement that you have for the paper. 
 
 
8. Go through the Famous-Plagiarist Report again and make any proofreading corrections that need to be 
made. 
 
 
9. Does the writer use the correct MLA format for the paper? 
 
 
10. Does the writer correct cite sources in the paper? 
 
 
11. Does the writer use the correct format for the Works Cited List? 
 
 
12. Go over the Famous-Plagiarist Report orally with the writer. Make any comments or suggestions for 
improvement that you would like to make. Of course, the writer will do the same things with the Famous-
Plagiarist Report that you wrote. 
 
 
13. Give this sheet of paper to the writer, then exchange Famous-Plagiarist Reports with another writer 
and go through the process again. 
 
 
14. Go home and revise your Famous-Plagiarist Report.  
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The Most Important Things I Have Learned from  
Writing the Famous-Plagiarist Research Paper 

 
• Is it ethical to plagiarize? 
 
• What would happen if everyone were to do what you are thinking of doing? 
 
If everyone plagiarizes papers, the professor will think of another way to have students write 
papers that are not plagiarized. For example, a professor friend of mine recently stopped giving 
take-home exams (the answers to which were sometimes plagiarized) and started giving in-class 
essay exams. There is a contradiction here. The student makes the rule “I will plagiarize my 
paper,” but if every student follows the rule, soon it will become impossible to plagiarize. 
Students will no longer have the opportunity to learn how to write papers outside of class—this 
kind of writing is a job skill. Alternatively, if everyone in a course that requires papers (such as a 
composition course) plagiarizes, then everyone will receive lower grades, perhaps even F’s. 
 
• Would you want done to you what you are thinking of doing to other people? 
 
Suppose the student writes a truly excellent paper, then later finds out that the professor has 
plagiarized the paper and published it in a journal. Of course, now the student is unable to  
publish the paper that the student wrote because the student will be accused of plagiarizing the 
professor’s paper. Is this fair? 
 
• What are the consequences of the action you are thinking about doing? 
 
One consequence, of course, is that the student will learn much less than the student would have 
learned if the student had actually done the work. It also means that parents and taxpayers (if the 
student is attending a state school) are getting a poor return on the money that they are paying for 
the student’s education. Also, a teacher who has been overwhelmed with cases of plagiarism may 
think of leaving the education field in order to pursue a lucrative and exciting career as an 
international jewel thief. In addition, if lots of students plagiarize at Ohio University, then OU 
will become known as the Plagiarism School, and the value of a degree from OU will be 
lessened. Finally, being caught plagiarizing can result in a grade of F for the paper, a grade of F 
for the course, and/or referral to OU Judiciaries. 
 
• When is it ethical to use someone else’s words and ideas? 
 
Of course, the correct answer is when the student gives credit to the other person. 
 
• Suppose someone plagiarizes an excellent communication created by an experienced 
professional working in the field and that communication receives an A. What happens to the 
student-written papers that would have normally received an A? 
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The standard for an A in the course is likely to go up. If the plagiarized paper gets an A, then the 
student-written papers that would have normally received an A may receive grades of A- or 
lower. 
 

Anecdotes 
 

• Beverly Cleary has written many, many books for children, including the Newbery Award-
winning Dear Mr. Henshaw; however, she didn’t start out as a reader. Of course, her mother read 
many exciting books to her that made her eager to learn to read, but the books at school were 
boring and not what she wanted to read. Fortunately, her mother kept many books, including 
children’s books, around the house, and one boring, rainy Sunday, Beverly picked up The Dutch 
Twins by Lucy Fitch and began to read it. That was the kind of book she had always wanted to 
read. The characters were children much like herself, and their adventures were funny. She read 
the entire book in one day—she was allowed to keep on reading past her bedtime—and she soon 
became an avid reader. 

 
• Children’s book author Seymour Simon grew up as a city kid in the Bronx in New York 

City, and the five-story apartment house he lived in seemed remote from nature. Fortunately, he 
lived near a vacant lot, so he saw such things as trees, weeds, wildflowers, birds, bugs, and cats 
hunting for mice, and so he likes to think that he grew up as a country kid, too. As a grown-up 
author, he wrote a book titled Science in a Vacant Lot. He worked for years as a junior high 
science teacher, and his love of science keeps him from running out of ideas for book topics. He 
says, “Our world and the universe are so full of wonders and marvels to observe and explore—
and of course to write about!” 

 
• Cynthia Rylant grew up in a coal-mining family in West Virginia, which meant that she 

didn’t have much money, but she didn’t let that—or other disadvantages—stop her from 
becoming a writer of books for children. No library or bookstore was near where she lived, so 
one of her major literary influences became comic books. Another influence on her writing was 
her ramblings around where she lived—and the animals she met. Believe it or not, this upraising 
gave her a superpower: Whenever she writes a new picture book, she knows immediately 
whether it is good or it is bad. How does she know?” She explains, “I just know.” 

 
• When he was young, young people’s author Robert Cormier hated to wear eyeglasses, and 

one day he thought of a simple way to get out of wearing them: He simply told other people that 
he didn’t need them any more. This worked for a while, although he had to work extra hard in 
school because he couldn’t read what his teacher wrote on the chalkboard. Unfortunately, one 
day his father waved at him from across the street, and because young Robert was so 
nearsighted, he didn’t recognize his own father. Quickly, young Robert started to wear 
eyeglasses again. 
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Class 31: Argument Research Paper: 
Assign the Paper 

 
Due Today: Hand in Your Famous-Plagiarist Research Paper. 
Hand it in, using a 2-pocket folder. In the right pocket, place your final draft of your Research 
Paper. In the left pocket, place your early drafts. On the upper right corner of your folder, write 
your name, course, and when the class meets. For example: Jane Student, ENG 308J, 9-11 a.m. 
MW. Write “final draft” on the final draft. Remember: The minimum number of words is 1,250. 
 

Teacher’s Expectations 
 
What are your teacher’s expectations for the Research Paper? 
• You will start writing this paper at least seven days before it is due. 
• You will spend at least seven hours (and probably more) on this paper. 
• You will revise this paper at least once. 
• You will get feedback on this paper from at least one other person outside of class. 
• You will proofread this paper at least three times. 
• You will run a spelling check on the final draft of this paper. 
• You will use the MLA format. 
• You will have a Works Cited List. 
• You will have between six and fifteen (or more) items in the Works Cited list. 
• You will write a paper that has between 1,500 and 3,000 words. (You may write more than 
3,000 words if you like.) 
• You will have at least two articles that you find by using a library database  
• Use 12-point Times New Roman font. Double-space your paper.  
• You will write a new paper specifically for this course, not lightly revise your ENG 151 or 
other old Research Paper. 
• You will (at least briefly) write about your own personal experience in this paper. 
 
Benefits 
 
You will write a Research Paper. By doing so, you will have a chance to learn more about how 
to persuasively write arguments, do research, correctly integrate quotations into your paper, 
know how to correctly cite your sources, and avoid plagiarism. You also have a chance to 
investigate a topic of interest to you. I recommend that you choose an argument topic that is 
relevant to your career. 
 
Paper Requirements 
 
You may choose your topic for this Research Paper; however, your topic must meet my 
approval. 
 
We will be reading some interesting articles in the next few days that may give you a topic to 
write about and which may give you facts or ideas you can write about (while avoiding 
plagiarism, of course).  
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Your Research Paper will be between 1,500 and 3,000 words. Include a word count on the final 
draft of your paper.  
 
Use 12-point Times Roman font. 
 
You cannot plagiarize what someone else wrote. 
 
You must use some personal experience (at least briefly) in your Research Paper; for example, 
you may decide to write for or against the use of school uniforms in high school. In doing that, 
you may write your personal experience in high school. I don’t want your paper to be a 
graveyard of quotations from the writing of other people. I want you to care about what you 
write. 
 
You must use in your Research Paper information that you have researched. For example, if you 
are writing about school uniforms, you may quote the opinions of students and teachers. 
 
You will use the MLA format. You will have a Works Cited list. You must have between six and 
fifteen items in the Works Cited list.  
 
You will have at least two articles that you find by using a library database.  
 
Audience 
 
Whenever a paper is written in the MLA format with in-text citations and a Works Cited list, the 
audience is almost always academic: either your teacher or the readers of a research journal.  
 
In this case, your reader is your teacher (David Bruce). You need to convince me that you can 
write a good argument for what you believe, that you can bring up and rebut objections to what 
you are arguing, that you can write in an interesting way (writing about your personal experience 
helps you to do that), that you can do research, that you can use an academic format, that you can 
use in-text citations, and that you can write a paper using an academic format.  
 
Remember: You are writing for an academic audience. Your audience is your teacher. You need 
to show your teacher that you can do research, make arguments, rebut opposing arguments, be 
persuasive, argue logically and rationally, proofread, and document your sources correctly. 
 
Your reader is your teacher, who majored in English and philosophy, not in science and math 
and engineering. Do you think that you should write like the below when your teacher is the 
reader? Or do you think that you should write something that your teacher can more easily 
understand? By the way, technical writers take complex technical information and make it 
understandable to intelligent members of the general public. 
 

There is strong evidence of an inverse, linear relationship between physical activity and 
reductions in all-cause mortality, total cardiovascular and coronary heart disease 
incidence and mortality, Type 2 diabetes mellitus, and colon cancer (Haennel & Lemire, 
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2002; Rankinen & Bouchard, 2002). This linear relationship suggests that as people move 
away from sedentary lifestyles, the health benefits of being physically active accumulate 
immediately and continue to accrue as they become more physically active. For example, 
physical activity levels that expend 500 kcal/week (about 100 minutes/week) provide 
slight favorable effects, whereas expending 1000 kcal/week (about 200 minutes/week) 
provides a 30% reduction in all-cause mortality rates (Rankinen & Bouchard, 2002). In 
their review of literature, Landers (1997) and Fontaine (2000) indicate that physical 
activity is associated with moderate reductions in depression, small to moderate 
reductions in anxiety, and small reductions in panic disorder, as well as large increases in 
energy and vigor, small to moderate increases in self-esteem, and small to moderate 
increases in positive affect (i.e., enjoyment, happiness). 
 
Source: 
http://www.fsl.orst.edu/lulcd/Publicationsalpha_files/Rosenberger_etal_2009_JPRA.pdf 
 
Note: This passage uses the APA format; you will use the MLA format. 

 
My Advice 
 
Choose a topic that you can research and then talk about at a job interview. Imagine that you are 
being interviewed for your dream job. What topic can you steer the interview toward that will 
show that you are on top of recent developments in your field? What topic can you steer the 
interview toward that will show that you will be a good employee for your dream organization? 
What topic can you steer the interview toward that will impress the interviewer? 
 
Argument Papers You Can Write 
 
You will make a serious argument for or against a particular opinion or position. You may write 
about the classic argument topics: abortion, euthanasia, etc. Remember that you must use at least 
a little personal experience in your paper. For example, you may write about your own abortion 
or about the abortion of a student in your high school. If you are squeamish about doing that, you 
may need to choose a different topic. Other examples: 
 

Abortion: The Right Choice in Some Situations 
Drug Testing: Ohio University Ought to Implement It for Both Employees and Students 
Students and Alcohol: Lower the Legal Drinking Age to 18 

 
Advice: If you can, choose a topic that you can talk about at a job interview. 

 
Sample Classic Argumentative Topics 

 
If you wish, you may write about abortion and euthanasia. Be aware that to really make these 
topics interesting, personal experience is useful. Otherwise, you will be repeating the same old 
arguments that everyone has already heard. 
 



 

 

309 

 

To make a paper about abortion—pro or con—interesting, you may use a beginning such as 
these: 
 

When I was a sophomore in high school, I got pregnant. 
 
When I was a sophomore in high school, my best friend, who was also a sophomore, 

got pregnant. 
 
What if I woke up tomorrow and discovered that I was pregnant? True, I’m not 

having sex with anyone, but what if? What would I do? 
 

You have my permission to use one of these openings in your paper. I will not consider that 
plagiarism. Of course, don’t write that you got pregnant when you were in high school unless 
you really did get pregnant when you were in high school. 
 
To make a paper about euthanasia—pro or con—interesting, you may use a beginning like these: 
 

What if—years from now—my father were dying of cancer and asked me to help him 
commit suicide? What would I do? 

 
Last year, my terminally ill mother asked me to help her commit suicide. 

 
You have my permission to use one of these openings in your paper. I will not consider that 
plagiarism. Of course, don’t write that last year your terminally ill mother asked you to help her 
commit suicide unless that really happened. 
 

A Topic that You Cannot Write About 
 

You cannot write about the way college football ought to determine its national champion: a 
playoff system or a bowl championship. Why? Because this topic bores me. 
 

How Do I Write an Argument Paper? 
 

Here is some important information on how to write an argument paper.  
 
The Writing Process  
 
The writing process can be described in many ways; however, this is a good way to break down 
its components: 

Deciding to Write 
Setting Goals 
Planning 
Drafting 
Evaluating 
Revising 
Handing in the Paper 
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We shall go through the writing process for an argument paper of the kind that can be assigned in 
a composition course such as the course you are taking now. 
 
Deciding to Write 
 
For example, in a composition course, you are told to write an argument paper with research.  
 
Setting Goals 
 
You will do these things: construct a thesis statement, support the thesis statement with 
arguments and evidence, rebut opposing arguments, use facts correctly and persuasively, and cite 
sources accurately. You will also use personal experience in this paper. 
 
In this paper, you will show that you can do these things correctly: 
 

• Write an Introduction. The introduction will introduce the topic of your paper and will 
include a thesis statement. (Thesis statements normally appear at the beginning of the 
paper. That way, the reader knows what you are arguing and can look for and evaluate 
your arguments and evidence.) 
 
• Write a Thesis Statement. Clearly state which thesis you are arguing for.  
 
• Supply Background Information, if Needed or Desired. For example, you may need to 
give some background information about your topic. You may use personal experience in 
this part of your paper. 
 
• Support Your Thesis with Arguments and Evidence: It is not enough simply to say that 
you agree or disagree with someone else’s argument. Use arguments and evidence to 
support your thesis. 
 
• Rebut Opposing Arguments. Bring up an argument or arguments that your opponents 
would make, and then use your own arguments and evidence to show that those opposing 
arguments are not good. 
 
• Write a Conclusion. The conclusion will restate the thesis statement in some way and 
will mark a definite end to the paper. The conclusion can give the reader something to 
think about. 
 
Note: The above is a pattern of organization for a traditional argument paper. 
• Organize: Your argument paper must be well organized. See the Planning Section. 
 
• Proofread. Show that you know the mechanics of writing. That includes using correct 
spelling, grammar, and punctuation. Always proofread at least three times, preferably on 
more than one day. 
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Planning 
 
Whatever your audience is, do the following things described here. 
 
Planning is what you do before you write. You need to do these things: 
 

• Formulate a Thesis Statement. What are you arguing for or against? 
 
• Formulate Ideas. One fun way of formulating ideas is talking with your friends or with 
other members of the class—not in class, of course, but after class, at the library. You can 
also formulate ideas in the process of doing research.  
 
• Do Some Research. You may be able to do research on the WWW. Avoid using 
<wikipedia.com>, except as a starting point. Do not list <wikipedia.com> on your Works 
Cited List and do not cite <wikipedia.com>. Of course, I want mainly to read what you 
write. I do not want to read a bunch of loosely related quotations from other people. I 
want to know your opinion; I want to know what you believe. Note: Be aware that you 
may want to write a first draft, then do research to find facts to support your main points. 

 
When you do research, choose sources carefully. All too often, people simply repeat what they 
have read in newspaper or Web articles. All too often, the writers of those newspaper or Web 
articles have incorrect information. Joe Bob Briggs is an expert on drive-in movie theaters, and 
he is appalled at the incorrect information about drive-in movie theaters that is repeated from one 
newspaper or magazine article to another. Also, all too often, the writers of those newspaper 
articles do not cite their sources or they give incomplete information about their sources.  
 
I hate reading newspaper articles that say “According to a study, ….” Which study? Researchers 
conduct thousands of studies each year. The writer should give enough evidence that the reader 
can find the study and look at it. For example: “According to a study titled [insert name of study 
here] by [insert names of researchers here] at [insert name of university or other organization 
here] in [insert year here] ….” Of course, using in-text citations and a Works Cited list is an 
excellent way of giving the reader information about your sources. 
 
An excellent source of information is The Statistical Abstract of the United States, which is 
published annually, and which is available in the Government Periodicals part of Alden Library 
on the 5th floor. It includes many, many tables of information. I recommend that you look at it. 
You may want to look up information about the income and salaries of college graduates. In 
addition, it has a lot of information about crime and education and such matters. It is an 
authoritative source of information.  
 
For specific difficult-to-find facts, ask a reference librarian. Go to Alden Library and see where 
you should go to get help.  
 
Remember that people on both sides of the issues can make good arguments. We should be 
aware that Democrats and Republicans, and liberals and conservatives, can be of good will and 
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can make good arguments. Of course, we also have to be on the lookout for people who do not 
argue ethically. It is a good idea to research both sides of an issue. Of course, you will probably 
be supporting one side over the other, but you will be able to find arguments for the other side 
that you can rebut (argue against). In addition, you may find yourself arguing for a compromise 
position. 
 
• Outline, if Outlining Will Be Helpful. This is a fairly short paper, so you may not need a fancy 
outline. Still, having a general idea of how to organize an argument is a good idea. See the 
section on Drafting. 
 
Drafting 
 
Drafting means writing your paper. 
 
Here is an organization that is used in many argument papers: 
 

Introduction: Thesis Statement (what are you arguing? State this clearly) 
 
Background Information (summarize briefly—one paragraph, perhaps—the argument 
you are responding to) 
 
Arguments for What You Believe (you should have more than one argument) 
 
An Objection (counter-argument) Someone can Raise Against What You are Arguing 
(you may bring up and rebut more than one objection) 
 
Rebuttal of the Objection (explain why the objection is not a good one) 
 
Benefits (the benefits of accepting what you are arguing—mentioning benefits is a good 
way of persuading someone to accept your argument)  
 
Conclusion: Restate the Thesis Statement and Give the Reader Something to Think 
About 
 
Note: Sometimes, an argument paper will tell the reader what to do next: write a 
politician, join a group, go to a Web site to gather further information, etc. 
 

Note: Because you are writing for an academic audience, write a Works Cited List (using the 
MLA format). (Or use the format that is used in your major.)  

 
How should you argue? Which arguments will be convincing? Actually, ethics and ethical 
questions may provide some answers. Remember these ethical questions: 
 

• What would happen if everyone were to do what you are thinking of doing? 
 
• Would you want done to you what you are thinking of doing to other people? 
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• What are the consequences of the action you are thinking about doing? 

• Are there any other ethical considerations that you should take into account? (For 
example, effect on the environment? Effect on future generations? Does the action you 
are considering doing involve breaking any ethical rules that are important to you? Are 
your persuasive strategies ethical?) 

 
These questions may provide you with ideas for argumentation. For example, you can argue that 
the position you support will have good consequences and that the position you oppose will have 
bad consequences. Of course, you would describe what these consequences would be, and of 
course, you should make clear to the reader that these are the consequences that would most 
likely result. 
 
The other questions may also give you good ideas for argumentation. For example, if someone 
would not want done to him or her what he or she are thinking of doing to other people, then that 
is evidence that what that person is thinking of doing is not a good idea. 
 
Please be aware that many argument papers are also problem-solving paper. Unfortunately, 
sometimes they do a very good job of explaining that a problem exists, but they do not do a good 
job of telling the readers what they can do to solve or help solve the problem. If you are writing 
this kind of argument paper, near the end of your paper, you may want to give a list of three or 
four things that can be done to solve or help solve the problem. 
 
It is a good idea to write the first draft far enough in advance that you have lots of time for 
evaluating and for revising. It is also a good idea to begin researching early so that you have lots 
of information in your head when you write the first draft of the argument paper. 
 
Evaluating 
 
Evaluation is something that both you and other people can do. 
 
You will need to evaluate your paper to make sure that you have an interesting beginning, a good 
thesis statement, good evidence, good arguments for your position, and good rebuttals of 
arguments for the other position, good organization, and good proofreading. 
 
Some people will write a first draft of an argument paper, then look for places in the paper where 
they need to do research to find facts to support their main points. Instead of writing “I believe 
that …” you can be more persuasive by writing “According to [this authoritative source] ….” 
During evaluation look for places where you need evidence, then you can do research and add 
the evidence to your paper when you revise your paper. 
 
You can also ask someone else to evaluate your paper. Ask your roommate to evaluate your 
paper. Go to the Writing Center at Alden Library and ask the writing tutors to evaluate your 
paper.  
 



 

 

314 

 

Revising 
 
Revising occurs when you take what you learned from the evaluations of your paper and then 
edit it to make it better. 
 
Note that revisions must be followed by new evaluations. Eventually, you will decide that your 
paper is as good as you can make it, and that you don’t need to revise it anymore. 
 
Of course, it is a good idea to keep on proofreading until the paper is due or until you are sure 
that you have done the best you can. Definitely proofread three times and proofread over more 
than one day. Finding and correcting a misspelling definitely improves a paper. 
 

Good Sources of Facts 
 

CIA: The World Factbook 
<https://www.cia.gov/library/publications/the-world-factbook/> 
 
FBI: Uniform Crime Reports 
<www.fbi.gov/ucr/ucr.htm> 
 
National Center for Education Statistics 
<http://nces.ed.gov/> 
 
United Nations Crime and Justice Information Network: Statistics and Research Sources 
<http://www.uncjin.org/Statistics/statistics.html 
 
Federal Statistics 
<http://www.fedstats.gov/> 
 
The Statistical Abstract of the United States 
This book is available in Government Documents on the 5th floor of Alden Library. 
<http://www.census.gov/compendia/statab/> 
 
PubMed: U.S. National Library of Medicine, National Institutes of Health 
PubMed comprises more than 19 million citations for biomedical literature from MEDLINE, life 
science journals, and online books. Citations may include links to full-text content from PubMed 
Central and publisher web sites. 
http://www.ncbi.nlm.nih.gov/sites/pubmed 
 
Welcome to the Child Trends DataBank 
Welcome to the one-stop source for the latest national trends and research  on over 100 key 
indicators of child and youth well-being. This information is  provided by Child Trends, a 
national leader in the field for over 30 years. 
http://www.childtrendsdatabank.org/ 
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Good Sources on Many Topics 
 

BalancedPolitics.org 
...a website dedicated to balanced, non-partisan discussion of important societal issues.  
http://www.balancedpolitics.org/ 
 
CQ Researcher (CQ = Congressional Quarterly) 
Motto: “Great Research on Today’s Topics Starts Right Here” 
The research essays will give an excellent overview of a topic in not a huge number of pages.  
http://library.cqpress.com/cqresearcher/ 
 
SIRS 
SIRS has much information. Go here: 
http://sks.sirs.com/cgi-bin/hst-portal-display?id=SOH0099-0-7775 
For information especially on Current Topics, go here: 
http://sks.sirs.com/cgi-bin/hst-portal-res?id=SOH0099-0-7775 
Note: You can find SIRS Knowledge Source by going to InfoTree Subject Resources. Look 
under General and click on Current Issues/ Hot Topics and then scroll down. 
 
At Issue 
“At Issue” is a series of books published by Greenhaven Press that look at pros and cons of 
various issues such as Gay Marriage. The books are fairly short: around 100 pages. They are also 
fairly easy to read. The Ohio University libraries have over 200 volumes in this series. (Some are 
multiple copies, and some are available at OU libraries other than Alden Library.) Go online at 
http://alice.library.ohiou.edu/search~S7?/tAt+issue/tat+issue/-3%2C-
1%2C0%2CB/exact&FF=tat+issue&1%2C208%2C,  
or search for “At Issue” as a title. If you have trouble finding this series, e-mail me. 
 
Writing the Critical Essay 
“Writing the Critical Essay” is a series of books published by Greenhaven Press that look at pros 
and cons of various issues such as Gay Marriage. The books are fairly short: around 100 pages. 
They are also fairly easy to read. This is a different series from “At Issue,” and very few volumes 
are at Ohio University. However, OhioLINK has over 30 titles (many of the titles are available at 
more than one university.) Go online at 
http://olc1.ohiolink.edu/search~S0?/qWriting+the+critical+essay/qwriting+the+critical+essay/1
%2C2%2C36%2CB/exact&FF=qwriting+the+critical+essay&1%2C34%2C 
to see the titles, or search for “Writing the Critical Essay.” 
Note: As I write this, the Ohio University libraries have only two titles. Go online at 
http://alice.library.ohiou.edu/search~S7?/qWriting+the+critical+essay/qwriting+the+critical+ess
ay/-3%2C-1%2C0%2CB/exact&FF=qwriting+the+critical+essay&1%2C2%2C 
to see the titles, or search for “Writing the Critical Essay” on Alice, and then click on the “Search 
OhioLINK” button. 
Note: It will take a few days for an OhioLINK book to get here, so you may want to get one of 
the “At Issue” books first. You may read it while waiting for the other book to arrive. Of course, 
you may put both books in your Works Cited list. 
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Academic Search Complete  
Go to <http://web.ebscohost.com/ehost/search?vid=1&hid=9&sid=d4fed6d8-bb53-4dfd-9268-
60ccde37923e%40sessionmgr13>. You may access this Web site from 
<http://www.library.ohiou.edu/find/>. Simply click on “Academic Search Complete” at the left 
of the page. 
 
Finding Articles 
Go to <http://www.library.ohiou.edu/find/articles.html>. You may access this Web site from 
<http://www.library.ohiou.edu/find/>. Simply click on “Articles (journals, newspapers…)” near 
the top of the page. 
 
ProCon.org 
Pros and cons of controversial issues. Read pro and con arguments for and against topics such as 
medical marijuana, euthanasia, prostitution, and more. 
www.procon.org/  
 
 
At Issue Books 
 
These titles in the “At Issue” series were published in 2011 and are available through Alden 
Library: 
 
Are Newspapers Becoming Extinct? Editor: Jennifer Dorman.  
Human Embryo Experimentation. Editor: Christine Watkins.  
Media Bias. Editor: Susan Hunnicutt. 
Is Socialism Harmful? Editor: Ronald D. Lankford, Jr. 
Should Junk Food Be Sold In Schools? Editor: Norah Piehl.  
Should There Be An International Climate Treaty? Editor: Susan Hunnicutt. 
 
These titles in the “At Issue” series were published in 2010 and are available through Alden 
Library: 
 
• The Age of Consent. Editors: Olivia Ferguson and Hayley Mitchell Haugen. 
• AIDS in Developing Countries. Editor: Noelo Merino. 
• Are Athletes Good Role Models? Editor: Kathy L. Hahn. 
• Are Natural Disasters Increasing? Editor: Stefan Kiesbye. 
• Beauty Pageants. Editor: Noël Merino. 
• Do Abstinence Programs Work? Editor: Christina Fisanick. 
• Does the U.S. Two-Party System Still Work? Editor: Noah Berlatsky. 
• The Federal Budget Deficit. Editor: Susan Honnicut. 
• Is Gun Ownership a Right? Editor: Lea Sakora. 
• Is Iran a Threat to Global Security? Editor: Stefan Kiesbye. 
• Is Selling Body Parts Ethical? Editor: Christina Fisanick. 
• Is There a New Cold War? Editor: Stefan Kiesbye. 
• Foster Care. Editor: Debra Bloom. 
• Homeland Security. Editor: Myra Immell. 
• Nuclear and Toxic Waste. Editor: Stefan Kiesbye. 
• Piracy on the High Seas. Editor: Noah Berlatsky. 
• Reproductive Technologies. Editor: Louise I. Gerdes. 
• Should the Federal Government Bail Out Private Industry? Editor: David Haugen. 
• Should Vaccinations Be Mandatory? Editor: Noelo Merino. 
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• Slavery Today. Editor: Robert D. Lankford, Jr. 
• Teens and Credit. Editor: Roman Espejo. 
• Violent Children. Editor: Roman Espejo. 
• What is Humanity’s Greatest Challenge? Editor: Roman Espejo. 
• What Motivates Suicide Bombers? Editor: Roman Espejo. 
• And many more. 
 

Homework #9 Assignment for Class 33 
 
Your homework assignment is to write a memo in which you do these things: 1) tell me the topic 
of the argument paper you want to write for this course. 2) Tell me two sources you may use 
when writing your paper, and 3) give me a brief outline of your paper.  
 
To: David Bruce 
From: Allison Kontak (12-2 p.m. MW; ENG 308J; Homework #9) 
Re: Topic of Argument Research Paper 
Date: Today’s Date 
 
I intend to write on argument research paper on why foreign languages ought to be taught earlier in public 
schools. This is my thesis statement (and forecasting statement): “Teaching foreign languages should be 
mandatory in elementary schools because the language can be learned more effectively, help produce 
greater academic achievement, help maintain a safer level of national security, and help us become more 
knowledgeable about other cultures.” Here are two sources that I intend using in my research paper: 
 
Jenkins, Karen. “Recognizing the Value of Foreign Language Skills.” Diverse: Issues in Higher 

Education 22.26 (2006): 35. Academic Search Complete. Web. 6 Mar. 2010.  

Lewis, Anne C. “Language Learning and National Security.” Kappan Magazine Oct. 2007: 84-85. 

Academic Search Complete. Web. 6 Mar. 2010.  

I will use the classic argument-paper organization in my paper: 

 I. Introduction 
 
 II. Arguments For What I Believe 

A. Foreign languages can be learned more effectively in elementary schools. 
B. Learning foreign languages in elementary school will help produce greater 
academic achievement.  
C. Learning foreign languages in elementary school will help maintain a safer 
level of national security. 
D. Learning foreign languages in elementary school will help us become more 
knowledgeable about other cultures 
 

 III. Rebuttal of an Argument Against What I Believe 
A. Some people argue that spending time on foreign language in elementary 
school will take away from learning the core subjects. 
 

 IV. Conclusion 
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Allison Kontak (12-2 pm) Kontak 1 

Professor Bruce  

English 308J 

18 March 2010 

[MLA format; 1,332 words] 

Teaching Foreign Languages Sooner 

 [1] I am one of very few students who are majoring in a foreign language in college. Why 

do so few students choose to major in a foreign language? Could it be that we never had the 

opportunity to learn foreign languages at a young age? I have been learning Spanish since I was 

a freshman in high school; however, I always think of how I could have been a much more 

proficient speaker if foreign languages had been offered in my elementary school. Teaching 

foreign languages should be mandatory in elementary schools because the language can be 

learned more effectively, help produce greater academic achievement, help maintain a safer level 

of national security, and help us become more knowledgeable about other cultures.  

 [2] If we start to teach foreign languages in elementary school, students can learn 

languages more effectively. According to Vivien Stewart, author of “Becoming Citizens of the 

World,” research has proven that children’s minds absorb the material better and are more easily 

molded. Not to mention, it takes years to learn a foreign language to be proficient, so the 

education needs to be started as soon as possible. After beginning a foreign language in 

elementary, the students can continue to learn the language through middle school and high 

school in an uninterrupted sequence, resulting in proficient speakers of the language (Walker). 

Also, if a second language is acquired early in life, it is easier for people to acquire a third or 

fourth language later on (Glod).  
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 Kontak 2 

[3] Not only can language be learned more effectively at younger ages, but it also helps 

produce greater academic achievement. Studies have shown direct correlations between learning 

a second language and increased scores in reading and math when being compared to students 

who are not learning a second language (Met 36). Also, learning a second language helps to 

improve memory skills and listening ability, enhance problem-solving skills, and increase 

students’ ability to solve problems, especially in science (Lewis 85). In addition to all these 

benefits, students are exposed to different ways of viewing the world, as opposed to a one-sided 

view that is close minded (Walker).  

[4] In order to maintain a safer level of national security, it is necessary that people are 

educated in the languages that are considered critical to our nation’s security, such as Arabic and 

Chinese, because these are some of the world’s most politically charged regions (Zehr 12). In 

2007, President Bush launched the National Security Language Initiative, which supported the 

teaching of languages that are necessary for our national security. However, the initiative never 

received the funding that it was supposed to, which was around $114 million (Jenkins). 

Therefore, the plan was not able to be carried out. Clearly, the government recognizes the fact 

that foreign languages need to be taught in K-12 schools; however, the government needs to be 

able to follow through with its plans, if the government wants the result of having proficient 

speakers in languages critical to national security. Also, to carry out this program, in the long 

run, it would need a lot more funding and take many more years to reform the K-12 schools. For 

instance, the U.S. Defense Department has allocated over $750 million for a five-year period to 

support its own foreign language programs (Jenkins). This just solidifies the fact that foreign 

language is extremely important to our country if our own government is spending that much  
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money on it. Currently, only 1% of students in college receive undergraduate degrees in foreign 

language studies, and only 2% are studying the languages that are critical to our nation, and less 

than 8% of undergraduates study foreign language in college at all (Jenkins). Offering foreign 

language to students in K-12 will create students who will be able to become citizens, diplomats, 

and military personnel who are able to speak these languages well, and are also knowledgeable 

about the culture. It is important that this happens because when our troops were sent to Iraq and 

Afghanistan they were unable to talk with the civilian people, which led to miscommunications 

and anger (Jenkins). According to Karen Jenkins, although learning foreign languages for 

national security purposes is very important, it should not be the only reason that is considered 

when thinking about why our government needs to make foreign language a mandatory part of 

the K-12 curriculum.  

 [5] Learning foreign languages is also extremely important so we can be aware and 

knowledgeable of other cultures, but also so we do not fall behind other cultures. For instance, 

Condoleeza Rice said, “As secretary, one of my highest priorities is to reinvigorate our efforts to 

connect America to the people of the world through education; in today’s international system, 

the distance between here and there is getting smaller. It seems that the rest of the world expects 

its students to be bilingual or even trilingual, while less than 40% of our students are proficient in 

a second language (Lewis 84). With this low percentage, U.S. students have a bad image of 

being ignorant about the rest of the world, which is not necessarily true; however, being 

proficient in a foreign language could change this opinion. Today, knowing only one language 

and culture is seen as a disgrace to our nation and it will have negative effects on our citizens, the 

military, and our businesses (Lewis 84). Rita Oleksak, the president of the American Council of  
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Teachers of Foreign Languages, wanted a consistent program of foreign languages from grades 

K-12 and she said, “We will close the language gap that prevents the United States from full 

participation in global interactions” if the program is carried out (Lewis 84).  

[6] However, some people argue that spending time on foreign language in elementary 

school will take away from learning the core subjects. According to Myriam Met, research 

studies have shown that this assumption is not true. Students who have been learning foreign 

languages under the FLES program, Foreign Language in the Elementary School, have not 

shown any harmful effects. Actually, students enrolled in schools that take part in FLES often do 

better than students who are not taking foreign languages (Met 45). In addition to the worry of 

taking away from core subjects, it seems that there may not be enough money to carry out these 

programs. However, the United States can spend $750 million for learning foreign languages in 

the Department of Defense, so obviously our government sees learning languages as important 

(Jenkins). If learning foreign languages had been available in elementary schools, maybe the 

defense department wouldn’t have to spend so much money today. If something is important 

enough, our country can find a way to make it happen.  

 [7] Overall, I wish I would have had the opportunity of learning a foreign language in 

elementary school, and it is clear that we need to make learning foreign languages a mandatory 

part of the K-12 curriculum for several reasons. By learning foreign languages at a young age, 

students can learn languages more effectively. Also, learning foreign languages enhances 

academic achievement, helps to make national security safer, and makes us more knowledgeable 

about other cultures.  
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Questions for Allison Kontak’s “Teaching Foreign Languages Sooner: 
 
1. How does Allison Kontak use personal experience in her introduction? 
 
2. What is Allison Kontak’s thesis statement in her introduction? 
 
3. What is Allison Kontak’s forecasting statement in her introduction? 
 

A forecasting statement tells the reader how a paper is organized. Forecasting statements 
often appear in the introductions of papers. 
 

4. From the forecasting statement, what do we learn about the organization of Allison Kontak’s 
paper? 
 
5. What is Allison Kontak’s topic sentence in paragraph #2? Where does it appear in the 
paragraph? 
 

A topic sentence tells the major topic that a paragraph is about. 
 
6. What is Allison Kontak’s transition in paragraph #3? Where does it appear in the paragraph? 
 

A transition is a phrase or sentence that lets the reader know that discussion about one 
topic is ending and discussion about another topic is beginning.  
 

7. What is Allison Kontak’s topic sentence in paragraph #3? Where does it appear in the 
paragraph? 
 
8. What is Allison Kontak’s topic sentence in paragraph #4? Where does it appear in the 
paragraph? 
 
9. What is Allison Kontak’s topic sentence in paragraph #5? Where does it appear in the 
paragraph? 
 
10. What objection does Allison Kontak rebut in paragraph #6? 
 
11. Does Allison Kontak restate her thesis statement in her conclusion (paragraph #7)? 
 
12. Where did Allison Kontak get the information she used to write her research paper? Which 
database did she make a lot of use of? 
 
13. Do you agree with Allison Kontak? Why or why not? 
 
14. Suppose that you want your children to be bilingual, but you do not think that they will learn 
another language in school. What can you do to make your children bilingual? 
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Class 32: Argument Research Paper: 
Organization; Ways of Arguing 

 
How Do I Organize an Argumentative Article? 

 
Sample Outline for an Argumentative Article That Makes an Argument or Recommends 
How to Solve a Problem 
 
Many argument papers are composed of these sections: 
 

Introduction 
Background Information 
Arguments for Your Opinion or Position 
Possible Objections to Your Arguments 
Rebuttal of Possible Objections to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 

 
Of course, these sections can be arranged in many ways, and each section may contain many 
parts. For example: 
 

Introduction: A beginning paragraph that interests the reader(s). Often, the introduction 
will contain a statement of the opinion or position you are arguing for. Sometimes, 
the first paragraph is a lede that contains a short anecdote that interests the reader(s); 
the lede is then followed by a paragraph that contains a statement of the opinion or 
position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Argument #2 for Your Opinion or Position 
Argument #3 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
Rebuttal of Possible Objection #1 to Your Arguments 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 

 
Introduction: A beginning paragraph that interests the readers. Often, the introduction 

will contain a statement of the opinion or position you are arguing for. Sometimes, 
the first paragraph is a lede that contains a short anecdote that interests the reader; the 
lede is then followed by a paragraph that contains a statement of the opinion or 
position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
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Rebuttal of Possible Objection #1 to Your Arguments 
Argument #2 for Your Opinion or Position 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Argument #3 for Your Opinion or Position 
Possible Objection #3 to Your Arguments 
Rebuttal of Possible Objection #3 to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 
 

Note: You have already written an argument in this course. Your Problem-Solving Letter 
included the classic sections of arguments as listed above. In addition, you may regard a Resume, 
References, and Job-Application Letter as making an argument that leads to this conclusion: “I 
will be a good employee, so you should hire me.” 

 
Ways of Arguing 

 
One or more of the following ways of arguing may be relevant to the argument paper that you 
will write.  
 
Argue on the Basis of Consequences 
 
If something will have bad consequences, we probably ought not to do it. If something will have 
good consequences, we probably ought to do it. This seems obvious. If hitting yourself on the 
head with a hammer gives you headaches, I recommend that you stop hitting yourself on the 
head with a hammer. Ask yourself: What are the consequences of what you are arguing? 
 
Argue on the Basis of the Golden Rule 
 
Here are two formulations of the Golden Rule, one stated positively, and the other stated 
negatively: 

• Treat other people the way you want to be treated. 
• Do not treat other people the way that you do not want to be treated. 

Ask yourself: Is what you are arguing consistent with the Golden Rule? 
 
Argue on the Basis of Reversibility 
 
One way to find out if something is morally right is to ask if you want something done to you. 
You may be thinking that you would like other people to be forced to do something, but would 
you want to be forced to do that thing? 
 
Argue on the Basis that Human Beings are Valuable 
 
To be moral, we ought to treat human beings as valuable, and we ought not to treat other human 
beings badly. In fancy language, we ought to treat other human beings and ourselves as an end 
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(valuable in him- or herself) rather than as a means (something to be used, then tossed aside). 
Make sure that what you are arguing treats other people with respect. 
 
Argue on the Basis that the Environment is Valuable 
 
We wish to be able to continue to live on this planet. You could argue that if something is 
destructive to the environment, then we ought not to do it. 
 
Argue on the Basis of Happiness 
 
Happiness is good. We have to do some things, such as make a living and pay our bills. We 
ought to do some things, such as exercise and eat healthily. We want to do some things, maybe 
even things that other people find silly. As long as the things we want to do don’t conflict with 
the things we have to do and the things we ought to do, go ahead and do them. Ask yourself: 
Will what you are arguing bring happiness to people, including yourself? 
 
Argue on the Basis of Self-Actualization 
 
Probably all of us want to achieve something meaningful in our lives. We want to achieve our 
potential for good. If a course of action will help one or more people to achieve their potential 
for good (without harming other sentient beings), then perhaps that action is the right thing to do. 
 
Argue on the Basis of What Would Happen if Everybody Did It 
 
If everybody pirates music, what would happen? Chances are, less new music will be written. If 
musicians can’t make a living from their music, they will have to get money from other sources, 
including jobs that may not allow them enough time to write and perform good music. 
  

Brief Descriptions of Ethical Principles 
 

In your actions, show respect for persons.  
 
In your actions, do what feels fundamentally fair and just. 
 
In your actions, make sure that the most vulnerable are not made worse off. 
 
In your actions, take account of local conditions when determining what is right and what 
is wrong. 
 
In your actions, do what will bring about the greatest amount of good for the greatest 
number of people. 
 
In your actions, follow accepted standards and norms. 
(Note: Be sure that the accepted standards and norms are ethical. At one time, many people 
thought that God approved of slavery.) 
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Determining Right and Wrong 
 

The ways of arguing listed in this section can, of course, help you determine what is right and 
what is wrong. In addition, to determine whether an action is right or wrong, you can ask 
yourself how you would feel if the action were made public. For example, how would you feel if 
a front-page article in your local newspaper told about how you robbed a liquor store? How 
would you feel if a front-page article in your local newspaper told about how you rescued a 
drowning child? 
 

Pros/Cons 
 
You may want to Google “pros cons” and see what kinds of Web sites pop up. This may help 
you find a topic to write about. If you already know your topic, you may want to Google 
“abortion pros cons” or “school uniforms pros cons” or whatever and see what kind of Web sites 
pop up. Try to use a Web site that doesn’t take sides but instead tries to fairly present both sides. 
Or/and you may use one or more “pro” Web sites as well as one or more “con” Web sites. 
 
You may choose your topic, within reason. A pro-choice paper can get a good grade in this 
course, and so can a pro-life paper. You will have to take a position and present arguments in 
favor of what you believe. You should also attack arguments that present the other side. I will 
not judge you by the position you take in your paper. In fact, if you are pro-life, you may want to 
write a pro-choice paper simply as a way of understanding the other side. And if you are pro-
choice, you may want to write a pro-life paper simply as a way of understanding the other side. 
In this kind of debate, people of good will can be pro-life and people of good will can be pro-
choice. 
 
Some topics are unacceptable. Let’s stay away from advocating racism and sexism and genocide. 
(One rule of the course is that you are not allowed to write anything that can get me fired.) Don’t 
write a paper that says that we ought to kill anyone over 50 years old because they have outlived 
their usefulness to society. (I am over 50 years old.) 
 
Even though I am allowing you to choose your own topic and even though papers for or against 
something (pro-choice, pro-life; pro-death sentence, con-death sentence) can get good grades (or 
bad grades), that does not mean that I think these things are simply a matter of opinion. I believe 
in right and wrong, and I believe that one position is better than another. However, I will be 
looking at how you argue when I grade your paper. I may think that your thesis is wrong, but if 
you support your thesis with good arguments and if you argue well against the arguments that the 
other side will make, you can get a good grade. I am aware that I am not God and I do not have 
the omniscience that God has. (My mother may think that I stride the earth like a god, but I am 
NOT a deity.) Of course, you must argue well and fairly. Do NOT write like this: You should be 
a conservative because liberals hate America. Also, do NOT write like this: You should be a 
liberal because conservatives hate America. For this assignment, we are going to argue rationally 
and assume that the reader is a person of good will. We are not going to act like pundits on TV 
who all seem to squawk like chickens with their heads cut off (and with lots of money in their 
bank accounts). 
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Whistleblowing & the Environment:  The Case of Avco Environmental 
 

Chantale Leroux works as a clerk for Avco Environmental Services, a small toxic-waste 
disposal company.  

The company has a contract to dispose of medical waste from a local hospital. During the 
course of her work, Chantale comes across documents that suggest that Avco has actually been 
disposing of some of this medical waste in a local municipal landfill. Chantale is shocked. She 
knows this practice is illegal. And even though only a small portion of the medical waste that 
Avco handles is being disposed of this way, any amount at all seems a worrisome threat to public 
health.  

Chantale gathers together the appropriate documents and takes them to her immediate 
superior, Dave Lamb. Dave says, “Look, I don’t think that sort of thing is your concern, or mine. 
We’re in charge of record-keeping, not making decisions about where this stuff gets dumped. I 
suggest you drop it.”  

The next day, Chantale decides to go one step further, and talk to Angela van Wilgenburg, 
the company’s Operations Manager. Angela is clearly irritated. Angela says, “This isn’t your 
concern. Look, these are the sorts of cost-cutting moves that let a little company like ours 
compete with our giant competitors. Besides, everyone knows that the regulations in this area are 
overly cautious. There’s no real danger to anyone from the tiny amount of medical waste that 
‘slips’ into the municipal dump. I consider this matter closed.”  

Chantale considers her situation. The message from her superiors was loud and clear. She 
strongly suspects that making further noises about this issue could jeopardize her job. Further, 
she generally has faith in the company’s management. They’ve always seemed like honest, 
trustworthy people. But she was troubled by this apparent disregard for public safety. On the 
other hand, she asks herself whether maybe Angela was right in arguing that the danger was 
minimal. Chantale looks up the phone number of an old friend who worked for the local 
newspaper. 
 

Questions for Discussion: 

• What should Chantale do? 

• What are the reasonable limits on loyalty to one’s employer? 

• Would it make a difference if Chantale had a position of greater authority? 

• Would it make a difference if Chantale had scientific expertise? 

© Chris MacDonald The events and persons in case are entirely fictional. There is no “Avco 
Environmental.” Any similarity to real persons or companies is purely accidental, though 
hopefully instructive. Permission is hereby given for printing & copying this case, for 
educational purposes, provided that the author’s name and the URL www.businessethics.ca are 
included. 
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Informal Fallacies: Appeal to Force 
 
Note: In writing about informal fallacies, I am indebted to Patrick J. Hurley’s A Concise 
Introduction to Logic, Sixth Edition and S. Morris Engel’s With Good Reason: An Introduction 
to Informal Fallacies. Many examples are taken word for word from these books. (By the way, I 
have a master’s degree in Philosophy and have taught logic many times.) 
 
Appeal to Force (Argumentum ad Baculum: Appeal to the Stick): 
 
In this fallacy, the person making the argument attempts to force the other person to accept the 
argument’s conclusion by threatening the other person.  
 
In basic terms, the person committing the fallacy is saying, “Either you believe what I tell you to 
believe, or I will hit you with a big stick.”  
 
A few examples: 
 

• “Socrates, I think that you are too ready to speak evil of men: and, if you will take my advice, I 
would recommend you to be careful. Perhaps there is no city in which it is not easier to do men 
harm than to do them good, and this is certainly the case at Athens, as I believe you know.” 
(Anytus in Plato’s Meno) 
 
• Catholic Church to Galileo: In your books, you argue that the Earth orbits the Sun, when clearly 
the Sun orbits the Earth. After all, the Earth is the center of the universe. You had better recant 
your views—or else. 
 
• Secretary to boss: I’m sure you’ll want to raise my salary for the coming year. After all, you 
know how friendly I am with your wife, and I’m sure you wouldn’t want her to find out what’s 
been going on between you and that sexpot client of yours. 
 
• Lawyer: You must believe with me that this woman is guilty of the crime of which she is 
accused, for if you do not find her guilty of it she will be released and you may end up being her 
next victim. 
 
• Boss: Don’t argue with me. Remember who pays your salary. 
 
• This university does not need a teacher’s union, and faculty members who think it does will 
discover their error at the next tenure review. 
 
• No, if you don’t mind losing a tire, going off the road, and maybe killing yourself, you don’t 
need a new tire. 
 
• Dear Editor, I hope that this little escapade by my son has no real news value. I know you’ll 
agree that my firm buys thousands of dollars worth of advertising space in your paper every year. 
 

Exercise: Write one or more fallacious arguments that appeal to force. For example, a criminal 
may argue that his or her victim ought not to call the police or an employer might argue that 
employees not blow the whistle on the company by telling the media that the company uses lead 
paint in the children’s toys it makes. 
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Class 33: Argument Research Paper: 
Kairos; Logos, Ethos, Pathos 

 
Homework #9 Due Today: Hand in a typed 1- or 2-page memo telling me the topic you 
wish to work on for your Research Paper. Include a Brief Outline. Include two sources that 
you will use. 
 
To: David Bruce 
From: Jane Student (12-2 p.m. MW; ENMG 308J; Homework #9) 
Re: Topic of Argument Research Paper 
Date: Today’s Date 
 
I intend to write on argument research paper on late-term abortion. This is my thesis statement: 
“Physicians who perform late-term abortions are often heroes.” Here are two sources that I 
intend using in my research paper: 
 
Hern, Warren M. “Protect Abortion Rights.” New York Times 22 Jan. 1987: 27. Academic Search 

Complete. Web. 15 June 2011. 

Richardson, John H. “The Last Abortion Doctor.” Esquire 152.3 (2009): 134-171. Academic 

Search Complete. Web. 15 June 2011. 

I will use the classic argument-paper organization in my paper: 

 I. Introduction 

 II. Arguments For What I Believe 

Pro Argument #1 

Pro Argument #2 

Pro Argument #3 

 III. Rebuttal of Arguments Against What I Believe 

Con Argument #1—and Rebuttal 

Con Argument #2—and Rebuttal 

 IV. Conclusion 
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Optional Homework #10 Assignment 

 
Now that you have chosen a topic, do more research. Hand in a typed 2- or 3-page memo giving me an 
annotated bibliography of the sources of information for the data in your Research Paper. List each source 
of information and write at least a sentence about the information that you can use from each source. This 
optional memo is due Class 35. You may use it to make up one or more absences.  
 
Notes for Students: 
• On the pages following page 1, use a header: name of the reader (David Bruce), the page number, and 
the date. Make sure the date is the same date as on page 1 of your memo. 
• Capitalize the first, last, and important words of the titles. Do not capitalize words such as the, a, an, or, 
but, etc., unless they are the first or last word of the title or unless they are the first word following a 
colon. 
• Italicize the names of databses such as Academic Search Complete. 
• Italicize the titles of books, magazines, journals, and newspapers, as well as of TV-show titles and 
movies titles. 
• Use quotation marks for the titles of essays and articles, and use single quotes within double quotes. 
• Proofread. 
 
See below for a sample memo. 
 
To:   Prof. Smith 
From:  David Bruce (8-10 a.m. MF; ENG 308J; Homework #10) 
Date:  Today’s Date Here 
Re:  Sources for My Research Paper 
Words:  575 
 
These are at least five sources of information that I will use for my Research Paper, which 
advocates same-sex civil marriage. I have used the MLA format, and I have annotated the list 
with brief comments about each source. Because I am using the MLA format, I have used 
hanging indents for each item in the list. In addition, I have alphabetized the list. When I hand in 
my Research Paper, I will double-space and alphabetize the Works Cited list. 
 
Bagemihl, Bruce. Biological Exuberance: Animal Homosexuality and Natural Diversity. New 

York: St. Martin’s Press, 1999. Print.  

• From this source, I learned that much homosexuality occurs in the animal world. In 
Biological Exuberance Bagemihl writes, “Homosexual behavior occurs in more than 450 
different kinds of animals worldwide, and is found in every major geographic region and every 
major animal group” (12). 
 
Hay, Peter. Canned Laughter. New York: Oxford University Press, 1992. Print. 

• I want my paper to be entertaining as well as persuasive and information, so I will use this  
anecdote from Canned Laughter: The late Monty Python member Graham Chapman once  
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Prof. Smith -2- Today’s Date 
 

appeared on a TV talk show, in which he discussed his homosexuality. A viewer wrote in to the 
talk show, enclosing in her letter some prayers for Chapman’s soul, as well as the biblical 
injunction that if a man lie with another he shall be taken out and killed. Python member Eric 
Idle read the viewer’s letter, then wrote her in reply, “We’ve taken him out and killed him!” 
(Hay 158). 

 
Helminiak, Daniel. What the Bible Really Says About Homosexuality. New Mexico: Alamo 

Square Press, 2002. Print.  

• From this source, I learned that the Bible is not anti-gay. For example, in the story of 
Sodom (Genesis 19:1-19), the men of Sodom wanted to rape the angels to whom Lot was  
providing hospitality. Here the offense is rape and inhospitality, not a condemnation of  
homosexuality as we know it today. Helminiak writes, “Not homosexuality but hardheartedness 
is the offense of Gibeah [see Judges 19] and of Sodom” (47). 
 
Jost, Kenneth. “Gay Marriage: Should Same-Sex Unions Be Legally Recognized?” CQ 

Researcher. 5 September 2003. Web. 10 December 2009. 

• From this source, I learned that same-sex couples need to be married to enjoy important 
rights that heterosexual married couples have. Legal marriage also gives other rights that gay and 
lesbian couples do not enjoy. For example, under the law marital communications are 
confidential. 
 
McCarthy, Susan. “The Fabulous World of Gay Animals.” Ivory Tower. Salon, 2000. Web. 11 

December 2009. 

• Susan McCarthy, in reviewing Bagemihl’s book, wrote this: “One unusually candid 
biologist wrestled with the realization that the bighorn rams he studied frequently had sex with 
each other, and weren’t just showing nice wholesome aggression. ‘To state that the males had 
evolved a homosexual society was emotionally beyond me. To conceive of those magnificent 
beasts as ‘queers’—Oh God!’” (“The Fabulous Kingdom of Gay Animals”). 
 
Roughgarden, Joan. Evolution’s Rainbow: Diversity, Gender, and Sexuality in Nature and 

People. Berkeley, University of California Press, 2004. Print.  

• In the introduction to her book Evolution’s Rainbow: Diversity, Gender, and Sexuality 
in Nature and People, Ms. Roughgarden writes, “Much of this book presents the gee-whiz of 
vertebrate diversity [including] how species incorporate same-sex courtship, including sexual 
contact, as regular parts of their social systems” (2).  
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Kairos 
 
Kairos is simply the opportune occasion for speech. A speech that may be effective at one time 
may not be effective at another time. For example, Adolf Hitler rose to power by making 
speeches that blamed the Jews for the troubles of Germany. If Germany had had a strong 
economy when Hitler was making his speeches, German citizens would have ignored Hitler. 
 

Pathos, Logos, and Ethos 
 
In arguing, we will do three things in our Research Papers. (I apologize for the fancy, high-
falutin’ language, but people in the English department use words such as Pathos, Logos, and 
Ethos.) 
 
Use Pathos 
 
Pathos is simply the human element. For example, how will a governmental policy affect a 
certain family? Putting a human face on a policy can be effective in arguments. Writing about a 
certain person or a certain family can make politicians understand how a policy affects people. If 
you are writing about abortion, write about a person who had to decide whether to get an 
abortion. This is a way to make your paper more interesting. (Most papers about abortion, 
whether pro or con, simply rehash the same old arguments. Boring.) 
 
Many research papers use lots of statistics, which can be overwhelming. Writing about one 
specific person can help us keep in mind what the argument is about. Reading about one million 
starving people may have no impact on us; reading about one specific hungry child may 
convince us to act. Mother Teresa once said, “If I look at the mass, I will never act. If I look at 
the one, I will.” 

 
Use Logos 
 
Logos is reason, facts, and figures. We want to use good reasoning in our arguments, and we 
want to support what we are arguing with facts and figures. 
 
Use Ethos 
 
Ethos is ethics and personal character. We will avoid manipulating the facts in our Research 
Papers. We will argue fairly. We are not highly paid and sometimes highly stupid pundits. When 
writing, we will have good character, and the people we cite in support of our argument will be 
credible. 
 

Examples of Logos, Ethos, and Pathos 
 

Pathos 
 
“For me, commentary on war zones at home and abroad begins and ends with personal 
reflections. A few years ago, while watching the news in Chicago, a local news story made a 
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personal connection with me. The report concerned a teenager who had been shot because he had 
angered a group of his male peers. This act of violence caused me to recapture a memory from 
my own adolescence because of an instructive parallel in my own life with this boy who had 
been shot. When I was a teenager some thirty-five years ago in the New York metropolitan area, 
I wrote a regular column for my high school newspaper. One week, I wrote a column in which I 
made fun of the fraternities in my high school. As a result, I elicited the anger of some of the 
most aggressive teenagers in my high school. A couple of nights later, a car pulled up in front of 
my house, and the angry teenagers in the car dumped garbage on the lawn of my house as an act 
of revenge and intimidation.”—James Garbarino, “Children in a Violent World: A Metaphysical 
Perspective” 
 
Logos 
 
“Let us begin with a simple proposition: What democracy requires is public debate, not 
information. Of course it needs information too, but the kind of information it needs can be 
generated only by vigorous popular debate. We do not know what we need to know until we ask 
the right questions, and we can identify the right questions only by subjecting our ideas about the 
world to the test of public controversy. Information, usually seen as the precondition of debate, is 
better understood as its byproduct. When we get into arguments that focus and fully engage our 
attention, we become avid seekers of relevant information. Otherwise, we take in information 
passively—if we take it in at all.”—Christopher Lasch, “The Lost Art of Political Argument” 
 
Ethos 
 
“My Dear Fellow Clergymen: 
 
“While confined here in Birmingham city jail, I came across your recent statement calling my 
present activities ‘unwise and untimely.’ ... Since I feel that you are men of genuine good will 
and that your criticisms are sincerely set forth, I want to try to answer your statement in what I 
hope will be patient and reasonable in terms. 
 
“I think I should indicate why I am here in Birmingham, since you have been influenced by the 
view which argues against ‘outsiders coming in.’ ... I, along with several members of my staff, 
am here because I was invited here. I am here because I have organizational ties here. 
 
“But more basically, I am in Birmingham because injustice is here. Just as the prophets of the 
eighth century B.C. left their villages and carried their ‘thus saith the Lord’ far beyond the 
boundaries of their home towns, and just as the Apostle Paul left his village of Tarsus and carried 
the gospel of Jesus Christ to the far corners of the Greco-Roman world, so am I compelled to 
carry the gospel of freedom beyond my own home town. Like Paul, I must constantly respond to 
the Macedonian call for aid.”—Martin Luther King, Jr., “Letter from Birmingham Jail” 
 
Source of the examples: <http://www.public.asu.edu/~macalla/logosethospathos.html> 
Mike Callaway, Mesa Community College 
Date Downloaded: 25 February 2010 
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 Argue on the Basis of Consequences 
Utilitarianism: An Act is Right or Wrong According to Its Consequences 

 
So you want to be a utilitarian? Here’s how.  
You can be a utilitarian in two ways; I will describe both of them. 
Jeremy Bentham 
Jeremy Bentham (1748-1832) is the father of utilitarianism. He was aware of the bad results 

of the Industrial Revolution: child labor, poor wages, bad working conditions, long hours, 
crowded living quarters, and often an early death for the laborer. As a reformer, he wanted to 
correct these conditions and bring about human happiness. Because of his concern, he invented 
utilitarianism. 

Bentham was a psychological hedonist. He believed that Humankind is so created that we 
always seek to attain pleasure and to avoid pain. (Bentham made no qualitative ranking of 
pleasures; to him, only the quantity of pleasure mattered. If you receive much pleasure from 
reading Perry Mason books and none from reading Shakespeare, Bentham would say by all 
means to read Perry Mason.) Bentham’s psychological hedonism is a weakness of his theory 
because it denies human freedom. Also, his theory says that we ought to seek to attain pleasure 
and to avoid pain. What good is an ethical theory if it says that we ought to do what in fact we 
always do? 

This point aside, utilitarianism is a very interesting ethical theory. According to Bentham, an 
act is right or wrong according to the amount of happiness or misery it brings to Humankind. An 
act that causes much happiness for many people is right; an act that causes much misery for 
many people is wrong. (A strength of utilitarianism is that the happiness of everyone must be 
considered; it’s not fair to consider only your own happiness and not the happiness of other 
people affected by your actions.) 

Bentham is an act utilitarian, which means that he advocated calculating the amount of 
happiness or misery each act you are thinking of performing will bring into the world before you 
do it. To aid people in performing this calculation, Bentham invented what he called the 
hedonistic calculus. 

In using the hedonistic calculus, one must calculate the happiness and misery likely to result 
from an act according to these seven factors: 

1. Its intensity. Some pleasures and pains are very intense. On a scale of 10 to -10, a sexual 
orgasm might rank a 10 (if you’re lucky), while an untreated toothache might rank a -10 (if 
you’re unlucky). 

2. Its duration. An orgasm doesn’t last very long; an untreated toothache can last a very long 
time. 

3. Its certainty or uncertainty. A pizza party with friends will almost certainly be pleasurable; 
a pizza party with a group mostly composed of people you don’t know may or may not be 
pleasurable.  

4. Its propinquity [nearness] or remoteness. Eating a pizza is immediately pleasurable; 
exercising so that you can lose five pounds requires waiting for pleasurable results. 

5. Its fecundity. Education can be pleasurable. The more you learn about a subject, the easier 
it becomes to learn more, and the more pleasure you take in pursuing your education. On the 
other hand, a pizza party is over in a couple of hours and that’s it. 

6. Its purity. Sitting down and reading a good book will not result in any pain the next day. 
However, a drunken night on the town will probably result in a hangover the next morning. 



 

 

336 

 

7. Its extent. A pizza party can provide pleasure to many people; sitting at home alone and 
reading a good book will provide pleasure to only you. 

After assigning a number for the pleasures and pains likely to be the result of the act you are 
contemplating, you can add the figures and determine whether it is good or bad. (Oops, I almost 
forgot. You have to do the same calculation of pleasures and pains for each person likely to be 
affected by your act.) 

John Stuart Mill 
As you can see from the last two sentences (in parentheses), the hedonistic calculus does 

have a drawback: It takes a lot of time. Fortunately, John Stuart Mill (1806-1873) modified 
utilitarianism. An important modification was the use of rules. 

According to Mill, we have the whole history of Humankind behind us and so we don’t need 
to think about whether murder and theft are likely to result in pain or pleasure. Our past 
experience says that these acts will result in pain. I am in agreement with Mill here. I believe that 
the addition of rules is an improvement to utilitarianism. 

Mill made another modification to utilitarianism; he introduced a qualitative ranking of 
pleasures. One problem with Bentham’s hedonistic calculus is that it doesn’t explain what to do 
in the event of a tie. Mill solved that problem by pointing out that some pleasures are better than 
others. In a famous passage, Mill wrote, “It is better to be a human being dissatisfied than a pig 
satisfied; better to be a Socrates dissatisfied than a fool satisfied. And if the fool, or the pig, is of 
a different opinion, it is because they know only their side of the question. The other party to the 
comparison knows both sides.” 

This quotation alludes to Mill’s way of determining which pleasures are best: We ask the 
competent judges—the people who have experienced both pleasures. If they are not in 
agreement, then we take a vote and let the majority decide. This, of course, points out a problem 
with Mill’s ranking of pleasures: Sometimes the majority can be wrong. There is another 
problem with this ranking of pleasures: If we rank pleasures, then we are saying that something 
other than pleasure determines whether an act is right or wrong. However, utilitarianism stated 
that pleasure is the sole criterion. 

Bentham and Mill have discovered part of the answer to our search for a good ethical system. 
Consequences are important in determining an act’s moral worth; also, we must not consider 
only our own happiness—the happiness of other people must be considered as well as our own.  

However, utilitarianism does have some bad consequences: It can approve as moral some 
actions that all of us would consider immoral. For example, utilitarianism was used to justify the 
enslavement of blacks in the pre-Civil War south. Slavery was bad for the blacks and resulted in 
much misery for them; however, utilitarians argued that the use of slaves made the economy 
viable and thus resulted in much happiness for the white majority. In other words, the happiness 
of the white majority outweighed the misery of the slaves and thus slavery was acceptable 
according to utilitarianism. 

An ethical system that leads to such results must be rejected or further modified. However, 
obviously, we must consider consequences when determining whether an act is moral or 
immoral. 

Exercise: List three acts you can do this week that will most likely have bad consequences 
for your education. List three acts you can do his week that will most likely have good 
consequences for your education. 
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[MLA Format; 1,694 Words] 
 

Is the Death Penalty a Sensible Punishment?  
 

[1] Ever since I have taken Law Enforcement classes, I have become much more aware 

of our criminal justice system and the issues that are associated with it. These classes have 

allowed me to formulate my own opinions of different controversial issues and what would be 

ethical. One of the topics I have encountered is the death penalty. Previously, I had thought of 

the death penalty as an acceptable form of punishment; however, after taking a course in Ethics 

and Legal Issues, I have changed my opinion. Most people want revenge for the crimes 

committed against them, which cause criminals to be put on death row, but the problems with 

this state of mind are great. Many natural problems that stem from human behavior exist within 

our criminal justice system. This mental state can lead to innocent people being subjected to this 

form of punishment. If even one innocent person is murdered by the death penalty, how can this 

form of punishment be seen as ethical? I will make some arguments against the death penalty 

and while proponents for the death penalty have many arguments that appear to be rational, I will 

dispute these as well.  

Arguments Against the Death Penalty 
 

[2] While our criminal justice system has many strong points, it is still a flawed system. 

Mistakes can be made over innocence and in the form of punishment for those who have 

committed a crime. Innocent people are still being convicted of crimes they did not commit, and  
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sometimes that can lead to the death penalty. According to a research study by James S. 

Liebman, Jeffrey Fagan & Valerie West from Columbia Law involving the 5,760 death 

sentences that were given between 1973 and 1995 by the U.S., 4,578 were reviewed by direct 

appeal, which is the first stage of appeal; 1,885 of those cases were thrown out due to “serious 

error” that has harmed the defendant (Liebman). According to this study, the “overall error-rate 

of our capital punishment system was 68%” after the 5,760 cases were reviewed during the 

three-stages-of-appeal system (Liebman). This data is mind blowing when considered. Over two-

thirds of the death sentences handed out in the U.S. between 1973 and 1995 were dismissed due 

to error.  

[3] A major reason mistakes are made is due to improper defense representation. In our 

country, lower-class offenders receive a different quality of representation than upper-class 

offenders (Braswell 228). This is seen all of the time in the media. Famous celebrities, such as 

O.J. Simpson, can be accused of a heinous crime, but because they have money and they can pay 

for a very high-class lawyer, they can win their court case, whether they are guilty or innocent, 

and are free to live their lives. However, if a lower-class citizen is accused of a similar crime, 

they may receive a public defender. While public defenders have a very noble job, their 

situations are not always pleasant. Sometimes they have many cases going on at once and cannot 

focus their full attention on one client. This can result in the lawyers missing critical pieces of 

information or in simple mistakes that a person with one case would not miss. As the gap 

between the classes gets bigger, this problem can show the unfairness of our system.  

[4] Not only does wealth give an offender an edge, but the part of the country a person 

lives in also affects the punishment they will receive. Different parts of the country have  
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different rules and regulations in administering the death penalty. Some states do not have the 

death penalty for any crimes, while others have the punishment for aggravated murder, first 

degree murder, or even drug trafficking charges (Death Penalty Information Center). According 

to the Death Penalty Information Center, Texas has administered the most executions since 1976, 

being 458 as of 2010; however, California has the highest population on death row, being 690 as 

of 2010 (Death Penalty Information Center). While many states have the death penalty, 13 states 

and the District of Columbia do not have the death penalty. This results in unfair punishment 

being administered to offenders, with most of the executions being carried out in the southern 

part of the United States. In 2009, 52 executions were carried out in the United States (Bureau of 

Justice). This number is down significantly from the number of 98 in 1999 (Bureau of Justice). 

While managing the fairness of punishment for criminals may not appear to be a worrisome issue 

in the criminal justice system, it should be an issue of humanity. 

 [5] The ethical nature of the death penalty can be seen both ways. Some may think a 

person who murders someone deserves an equal punishment for what they have done, but others 

look at the situation as “two wrongs don’t make a right” (Braswell 222). Other forms of 

punishment can be as effective, if not more. Life in prison without parole is an option that I feel 

can sometimes be better than the death penalty. Having a murderer locked away for the rest of 

their life can be worse because they are forced to live with what they have done. They also have 

the chance to learn and grow in prison. One example of a reformed death row inmate is Jarvis 

Masters. He has used his time on death row in California to change, becoming a Buddhist and 

writing the 1997 book Finding Freedom (Braswell 227). Masters has calmly prevented a possible 

riot of prisoners and saved another inmate from being beaten and possibly murdered (Braswell  
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227). Of course, some criminals have enjoyed what they did and will never change; however, 

those are the same people who may not be afraid of death, and by being in prison for life, they 

may suffer more than if they had been executed. Also, by having life sentences for people 

convicted of serious crimes, the possibility of mistakes can be corrected, giving innocent people 

a better chance. 

Rebuttals of Arguments For the Death Penalty  

[6] One argument for the death penalty is that it is cheaper to kill these prisoners than for 

them to be in prison for the rest of their lives. According to the Braswell textbook, it costs 

roughly $20,000 per year to keep an inmate in prison; therefore, after a 50-year sentence a 

prisoner may cost around one million dollars (237). However, it can cost between $2.5 and $5 

million after all of the appeals and cost to keep a prisoner on death row (237). Appeals at this 

level take a lot of money and since they are determining the life of a person, they also take a lot 

of time. While prisoners with life sentences may appeal their sentences as well, they most likely 

would not take the same amount of time or money (237).  

[7] Another argument for the death penalty is that it is a form of deterrence; without it, 

more murders would happen (Braswell 223). This is unreasonable to consider because every 

person thinks differently. What may seem like an obviously bad decision to one person may 

seem harmless to another. The people it would deter are the same people who know it is bad and 

would most likely not commit the crime anyway. Murders are mostly committed in an emotional 

state that happens in the moment. The murderer is not going to consider the consequences of 

their actions, acting on emotions instead of rational thinking (223). In these situations, having the 

death penalty as a consequence of murder will not act as a deterrent.  
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 [8] The last argument has to do with thinking that if those on death row were set free, 

they would kill again. Many facts dispute this argument. After a substantial sentence in prison, 

parolees show very little recidivism. The Furman study watched the progress of 188 murderers 

on death row who were placed on parole for an average of 5.3 years (Braswell 226). Of these 

188, only one committed another murder; however, approximately 10% committed a new felony 

(226). These statistics prove murderers can change their ways, becoming good human beings 

after their time in prison.  

Conclusion 

[9] I believe the death penalty should be removed from our criminal justice system. Many 

states have adopted this strategy and have not become overrun with criminals. This form of 

punishment is not fair and can stem from mistakes made at all levels of the justice system. Ohio 

has the highest number of executions since 1999 outside of the southern states, and abolishing 

this punishment should be considered.  

[10] In a recent article in The Columbus Dispatch, Supreme Court Justice Paul E. Pfeifer 

has stated that all death penalty cases should be reviewed. He has been an avid supporter of the 

death penalty in the past; however, he has changed his perspective. Ohio Public Defender Tim 

Young agrees with Justice Pfeifer: “If people take the time to look at who’s on death row, they 

will see types of cases that are so different because they are based on different sets of 

circumstances. A person committing a crime in one part of the state might get the death penalty, 

and another person who committed a similar crime in another part of the state does not” (Johnson 

A3). The statement by Young is a major reason I oppose the death penalty, and I hope after  
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reading this paper, you will think about this issue and come up with an opinion of your own. I 

would like to conclude this article with a quote from the American Civil Liberties Union: 

It [capital punishment] is immoral in principle, and unfair and discriminatory in 

practice [....] No one deserves to die. When the government metes out vengeance 

disguised as justice, it becomes complicit with killers in devaluing human life and 

human dignity. In civilized society, we reject the principle of literally doing to 

criminals what they do to their victims: The penalty for rape cannot be rape, or 

for arson, the burning down of the arsonist’s house. We should not, therefore, 

punish the murderer with death...[.] Capital punishment is a barbaric remnant of 

uncivilized society. (ProCon.org) 
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Questions for “Is the Death Penalty a Sensible Punishment?” by Amanda Forni: 
 
1. Is it OK to use the word “I” in argument research papers for this course? 
 
2. How does the use of the headings help the readers of this paper? 
 
3. How does Amanda Forni use personal experience in her introduction? 
 
4. Summarize the evidence that Amanda Forni provides for these sentences: “While our criminal 
justice system has many strong points, it is still a flawed system. Mistakes can be made over 
innocence and in the form of punishment for those who have committed a crime.”  
 
5. In an argument paper, it’s a good idea to bring up objections to what you are arguing and to 
rebut those objections. That is, you need to show that the counterarguments against your thesis 
are flawed and incorrect. How does Amanda Forni rebut these three objections to what she is 
arguing? 
 

• [6] “One argument for the death penalty is that it is cheaper to kill these prisoners than 
for them to be in prison for the rest of their lives.” 
 
• [7] “Another argument for the death penalty is that it is a form of deterrence; without it, 
more murders would happen.” 
 
• [8] “The last argument has to do with thinking that if those on death row were set free, 
they would kill again.” 

 
6. In her conclusion, where does Amanda Forni repeat her thesis statement? 
 
7. In her conclusion, Amanda Forni gives the reader some things to think about. What are they? 
 
8. Is Amanda Forni right? 
 
9. How does the Works Cited list help the reader? 
 
10. How do the in-text citations help the reader? 
 
Note: You need to have at least two articles that you find by using a library database. At the time 
that Amanda Forni wrote her essay, that was not a requirement. 
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 Class 34: Argument Research Paper: 
The Polluter’s Dilemma; Against the Person 

 
Case Study: The Polluter’s Dilemma 

 
Jonica Gunson is the environmental compliance manager for a small plastics manufacturing 
company. She is currently faced with the decision whether or not to spend money on new 
technology that will reduce the level of a particular toxin in the wastewater that flows out the 
back of the factory and into a lake.  
 
The factory’s emission levels are already within legal limits. However, Jonica knows that 
environmental regulations for this particular toxin are lagging behind scientific evidence. In fact, 
a scientist from the university had been quoted in the newspaper recently, saying that if emission 
levels stayed at this level, the fish in the lakes and rivers in the area might soon have to be 
declared unsafe for human consumption.  
 
Further, if companies in the region don’t engage in some self-regulation on this issue, there is 
reason to fear that the government—backed by public opinion—may force companies to begin 
using the new technology, and may also begin requiring monthly emission level reports (which 
would be both expensive and time consuming).  
 
But the company’s environmental compliance budget is tight. Asking for this new technology to 
be installed would put Jonica’s department over-budget, and could jeopardize the company’s 
ability to show a profit this year.  
  
Questions for Discussion: 
 
• Do you know of any other cases in which governmental regulations are lagging? 
 
• What motives would the company have to install the new technology? 
 
• What motives would the company have to delay installing the new technology? 
 
• Why might the companies in this region prefer that the government impose some new 
regulations? 
 
• Which ethical rules would Jonica use to make her decision about whether to ask for funds 
to install the new technology? 
 
© Chris MacDonald. The events and persons in case are entirely fictional. Any similarity to real 
persons or companies is purely accidental, though hopefully instructive. Permission is hereby 
given for printing & copying this case, for educational purposes, provided that the author’s name 
and the URL www.businessethics.ca are included. 
 



 

 

346 

 

Sample Outlines for a Research Paper That Makes an Argument 
 

Introduction 
Background Information 
Arguments for Your Opinion or Position 
Possible Objections to Your Arguments 
Rebuttal of Possible Objections to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 

 
Introduction: A beginning paragraph that interests the readers. Often, the introduction will contain 

a statement of the opinion or position you are arguing for. Sometimes, the first paragraph is a 
lede that contains a short anecdote that interests the reader; the lede is then followed by a 
paragraph that contains a statement of the opinion or position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Argument #2 for Your Opinion or Position 
Argument #3 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
Rebuttal of Possible Objection #1 to Your Arguments 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 

 
Introduction: A beginning paragraph that interests the readers. Often, the introduction will contain 

a statement of the opinion or position you are arguing for. Sometimes, the first paragraph is a 
lede that contains a short anecdote that interests the reader; the lede is then followed by a 
paragraph that contains a statement of the opinion or position you are arguing for. 

Background Information 
Argument #1 for Your Opinion or Position 
Possible Objection #1 to Your Arguments 
Rebuttal of Possible Objection #1 to Your Arguments 
Argument #2 for Your Opinion or Position 
Possible Objection #2 to Your Arguments 
Rebuttal of Possible Objection #2 to Your Arguments 
Argument #3 for Your Opinion or Position 
Possible Objection #3 to Your Arguments 
Rebuttal of Possible Objection #3 to Your Arguments 
Benefits of What You are Arguing For 
Conclusion 

 
Informal Fallacies: Against the Person (Argumentum Ad Hominem) 

 
Note: Some of the examples are taken word for word from A Concise Introduction to Logic by 
Patrick J. Hurley. 
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In this fallacy, one person makes an argument, and then another person attacks the first person 
instead of attacking the first person’s argument. We see this frequently in anonymous comments 
posted on the Internet. 
 
In the ad hominem abusive form of the fallacy, the second person verbally abuses the first 
person instead of attacking the first person’s arguments. For example: 
 

• A scientist who is a Communist has announced a possible cure for prostate cancer. Because 
she is a Communist, we should reject her theory. 
 
Note: A Communist could very well discover a possible cure for prostate cancer. We should 
look at the evidence presented in her scientific studies to see if the evidence backs up her 
conclusion: “This is a possible cure for prostate cancer.” Whether or not the scientist is a 
Communism has no bearing on her scientific studies. 

 
• “Actor Matt Damon is a walking, talking public service reminder to immunize your children 
early and often against La-La-Land disease.” — Michelle Malkin. Often, the ad hominem fallacy 
appears with other fallacies, such as the straw man fallacy, in which an argument is unfairly 
restated in a way that makes it easily refutable: “In Damon’s world, all public school teachers are 
selfless angels. Government workers and Hollywood entertainers are impervious to economic 
incentives. And anyone who disagrees is a know-nothing, ‘corporate reformer’ ingrate who hates 
education.” — Michelle Malkin. 
Source of Quotations: “Schooling Matt Damon.” 5 August 2011 
<http://www.creators.com/opinion/michelle-malkin/schooling-matt-damon.html>. 
 
• In an interview, comedian Margaret Cho talks being the victim of ad hominem “arguments”: 

Michael Shinafelt: You get a lot of backlash. Those postings on your web site after the 
Move On event in 2003, where you were called everything from “chink” to “c*nt” and told to 
“go back to where you came from” are really ignorant. Don’t you just laugh at that sh*t?  

Margaret Cho: Yes. I think it is so great because whenever you can reduce people by 
racial epitaphs, looks, or age, it’s laughable. None of those things are about my opinion. It is 
not a proper argument. It’s totally funny. 
Source: http://www.frontierspublishing.com/features/feature_first.html 
 

Another example: A blogger named Julian Sanchez wrote an argument about immigration, and a reader 
responded with an ad hominem circumstantial argument. This was posted at 
http://juliansanchez.com/2003_11_01_notesarch.html on Nov. 7, 2003: 
 

I received the following charming letter in response to my recent piece on Lou Dobbs, trade, and 
immigration: 
 

Leave it to a Latino to welcome more illegal Latinos and excuse their crimes.  
Gee, could it be coincidence?  
The “National Question” is arriving soon and it will be a wake-up call for illegal 

Latinos—back to Meh-hee-co they go! 
RS Golich 
(An American; not an illegal, not a ‘globalist’, not an economic gypsy chasing jobs 

around the world.) 
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Not that this racist tripe deserves a response, but reality check: I was born in New York City, my 
father is a doctor from Spain, and my mother (bless her soul) is about as WASPy as they come. 
And I can pretty much guarantee that I speak better English than this halfwit. So the arguments I 
made there aren’t an ingenious cover for my plan to help my fellow countrymen invade the U.S. 

 
Here is a comment posted on the WWW in response to the column “Coming Between You and Your 
Doctor” by syndicated columnist Froma Harrop: 
 

I think you are the biggest liar I have ever seen to write a comment. Yes we people of the US 
have had the right tovote whether we want Health Care or not. And the POLL showed we DO 
NOT WANT OUR HEALTH CARE RUN BY THE US GOVERNMENT. You are nothing but a 
low life liberal that wants to destroy this country. But that is okay if this health care bill goes thru 
all you liberals might as well get your walking papers . 
Posted by: Mary Jones, Thu Mar 11, 2010 4:00 AM 

 
Here are some comments posted on the WWW in response to the column “Free Market Death Panels” 
by syndicated columnist Froma Harrop: 
 

So a private insurer played games with your husband, and now its ok for the Gov. to do the same 
? My goodness I would think someone who went threw such a traumatic experience would now 
be a champion AGAINST death panels. Interesting how an ass on the button on your shirt 
determines what is right or wrong... 
Posted by: Patriot,Tue Aug 18, 2009 7:48 AM 

 
"a government-run program doesn't tell you what treatments you may or may not have. It tells 
you what the taxpayers will subsidize. You are free to go out with your own money and buy 
whatever you want." SAME WITH UHC. They will tell you what they will pay for and you are 
FREE to "go out with your own money and buy whatever you want". But yes, a gov't run system 
DOES TELL YOU WHAT TXS YOU MAY HAVE and in some cases- i.e Hillarycare- it would 
be ILLEGAL/ black market- to pay for it anything the gov't doesn't cover. Anyone that trusts the 
gov't over private industry has a) no knowledge of history and b) and even LESS knowledge of 
economics. There is nothing the gov't can do better than the private sector. NOTHING. 
Posted by: Monica in NC , Tue Aug 18, 2009 8:24 AM 

 
What you got was a preview of Obama care death panels. If your healthcare was too big and 
impersonal, why do you expect more from a governmental bureaucracy? And you know what 
your husband could expect from the Veterans administration. If it is not service related, then TS. 
Furthermore veterans were bright enough to get Waxman to agree to except the VA from all this 
stuff, because the blue dogs were smart enough to know what a mess would be created by a 
gaggle of politicians trying to reinvent the weel. 
Posted by: John Schuh, Tue Aug 18, 2009 12:13 PM 

 
Source of Comments: http://www.creators.com/opinion/froma-harrop/free-market-death-panels.html 
Date: 19 August 2009 
 
By the way, Paul Krugman says that “criticism of policy proposals is not the same thing as ad 
hominem attacks. If I say that Paul Ryan’s mother was a hamster and his father smelt of 
elderberries, that’s ad hominem. If I say that his plan would hurt millions of people and that he’s 
not being honest about the numbers, that’s harsh, but not ad hominem.” 
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How Do I Avoid Discriminatory Language? 
 
• Don’t use stereotypes when referring to people. 
 
Avoid both positive and negative stereotypes. A positive stereotype of people from Oriental 
countries is that they are good at math, but many Asian-American students struggle when trying 
to learn math. 
 
• Unless they are relevant, don’t mention a person’s sex or race or characteristics such as 
handicaps. 
 
When is this kind of identification relevant? A newspaper article could be about the first woman 
mayor of a town or city. In such an article, the mayor’s sex is relevant. A newspaper article about 
a crime can mention such characteristics as the suspect’s height, age, sex, race, and physical or 
mental handicaps. In such an article, mentioning these characteristics is relevant. A person who 
needs to use a wheelchair could wheel him- or herself across the country in order to raise money 
for charity. In such an article, the person’s physical handicap is relevant. 
 
• When referring to people of both sexes, don’t use such words as “man,” “men,” “he,” or 
“him.” 
 
Dr. Donald Borchert is a philosophy professor at Ohio University. His philosophy textbooks use 
the word “Humankind” instead of “Mankind” to refer to people of both sexes. 
 
Sexist: Each customer has brought his checkbook. (This is OK if all the customers are males.) 
 
Grammatically correct and non-sexist: All customers have brought their checkbooks. 
 
• Do not use greetings in letters that imply the reader or readers of a letter is a man or 
men—unless, of course, the reader or readers of a letter is a man or men. 
 
You don’t want to write “Dear Sir” in a letter to a personnel manager, and then discover that the 
personnel manager is a woman. 
 
• Use parallelism when you refer to individual men and women. 
 
If you refer to the woman by her first name, refer to the man by his first name. 
 
If you give the man a respectful title such as “Mr.,” give the woman a respectful title such as 
“Ms.” 
 
Not parallel: The two leaders of the project are Sheila and Mr. Smith. 
 
Parallel: The two leaders of the project are Sheila and David. 
Parallel: The two leaders of the project are Ms. Jones and Mr. Smith. 
Parallel: The two leaders of the project are Ms. Sheila Jones and Mr. David Smith. 
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• Unless you have a good reason not to, use parallelism when you include information such 
as age, race, or gender.  
 
If you mention any of these characteristics for one person or group, mention them for all people 
or groups.  
 
Can be Better: Three groups, including a group of young African-American women, raised 
money for the charity. 
Better: Three groups—a group of middle-aged African-American women, a group of white 
women, and a group of African-American and white teenagers, raised money for the charity. 
 
• Refer to people first when writing or speaking about people with disabilities. 
 
Can be Better: Our purpose is to help the bedridden. 
Better: Our purpose is to help people who are bedridden. 
 
Can be Better: Our purpose is to help the physically handicapped. 
Better: Our purpose is to help people with physical handicaps. 
 
• Don’t stereotype sex roles.  
 
For example, don’t assume that all nurses are women or that all doctors are male. 
 
Can be Better: A nurse has as her special interest providing excellent care for patients. 
Better: A nurse’s special interest is providing excellent care for patients. 
 
• When possible and desirable, use plurals so that you can use words such as “they,” 
“them,” and “their.” 
 
Can be Better: A law student should study both oral and written communication if he wants to 
succeed in his profession. 
Better: Law students should study both oral and written communication if they want to succeed 
in their profession. 
 
• When possible and desirable, use both the masculine and the feminine pronouns. 
 
Can be Better: As a heterosexual adolescent matures, his thoughts turn to girls. 
Better: As a heterosexual adolescent matures, his or her thoughts turn to the opposite sex. 
 
• When possible and desirable, don’t use sex-linked pronouns or adjectives. 
 
Can be Better: It is possible that our female employees may feel unsafe in the parking lot. 
Better: It is possible that our employees may feel unsafe in the parking lot. 
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What is wrong with singling out a person’s or group’s characteristics such as sex, race, etc., 
when talking or writing something positive about that person or group? 
 
Sometimes, doing so may make it seem as if it is unusual for a person or people in that group to 
have that positive characteristic. 
 
Example: He’s an intelligent black man. 
Example: He’s an intelligent Muslim. 
 
I once read a book against the ideas of Christian fundamentalists; the book kept pointing out that 
many fundamentalists are intelligent and many fundamentalists are people of good will. The 
author thought that he was being very fair to fundamentalists, but I kept thinking that the author 
should read aloud one of these paragraphs but substitute “African Americans” for 
“fundamentalists.” Maybe then the author would realize how condescending his writing is. 
 
What about Miss, Mrs., and Ms.? 
 
The general rule is to use “Ms.” unless the woman wants to be called something else, such as 
“Miss” or “Mrs.” 
 
In the South, an unmarried woman may prefer to be called “Miss” and her first name: Miss Jane. 
 
Why Avoid Discriminatory Language? 
 
What are some reasons to avoid discriminatory language? 
 
• Moral: Discrimination is immoral. 
• Practical: Employers can lose good employees. 
• Legal: Companies that discriminate sometimes get sued. 
 
Remember: What you write in e-mail can end up in a law court. 
 
What is Wrong with These Sentences? 
 
1) All Irishmen are drunks. 
2) All Jews are smart. 
 
3) The suggestion for improving our accounting was made by Margaret, a handicapped person. 
4) Bill Peterson, a black person, wrote a good article on Clinton’s economic plan. 
 
5) This house is completely made of man-made materials. 
6) How many man-hours did this department contribute last week? 
 
7) How many businessmen live in Athens? 
8) Did you see the mailman? 
 



 

 

352 

 

9) This survey shows that the consumer is very worried that he won’t get quick and courteous 
service during the warranty period. 
10) Each dancer should bring her shoes to the recital. 
 
11) Beginning of a letter: Dear Sir: 
12) Beginning of a letter: Gentlemen: 
 
13) Mr. Jones and Sherry represented us at the trade fair. 
14) The two leaders of the project are Mr. David Jones and Sherry Smith. 
 
15) We are trying to help the disabled. 
16) We are trying to help the mentally retarded. 
 
17) Always use Ms. in business letters when writing to a woman. 
18) Always use Mrs. or Miss in business letters when writing to a woman. 
 
Grammatically Correct and Non-Sexist Sentences 
 
All customers have brought their checkbooks. 
 Note: The plural adjective “their” refers to the plural word “customers.” 
 
All dancers should go to their dressing rooms now. 
 Note: The plural adjective “their” refers to the plural word “dancers.” 
 
The employees are in their cubicles. 
 Note: The plural adjective “their” refers to the plural word “employees.” 
 
The workers are taking their lunch break now. 
 Note: The plural adjective “their” refers to the plural word “workers.” 
 

A Male Nurse 
 

• Ross P. Mayo, a male nursing student working in the nursing station at an elementary school, ran into a 
problem when a little girl named Tammi came in to have a scratch treated. Even though he told her, “I am a nurse. I 
can help you. Trust me,” Tammi was terrified because she thought that all nurses were female and she did not know 
who this strange man was. Fortunately, Ms. Walker, the school nurse, walked in and reassured Tammi. Even then, 
Tammi did not believe that Ross was a nurse. Ross asked Tammi why she did not believe that he was a nurse, and 
Tammi answered, “Because you’re not a lady.” Therefore, Ross decided to teach the students that some nurses are 
men. He addressed the second-grade students because he felt that they would be able to understand what he had to 
say to them. He turned it into a game and had the children determine his occupation by asking him questions. It took 
a while, with the children guessing that he was a doctor or a dentist, but finally they figured out that he was a nurse. 
Ross was able to explain in words that the children could understand that some women are doctors and that some 
men are nurses. Before the meeting, the children had written about nurses. After the meeting, he had the children 
write again about nurses. The writing showed that the children had learned a lot about nurses. A sample BEFORE 
paper: “I think a nurse is a nice lady who helps people.” A sample AFTER paper: “A nurse can be a lady or a man. 
Nurses are working in clinics, schools, and hospitals. And some nurses are going to people’s houses, too. And a lady 
can be a doctor.” 
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Class 35: Argument Research Paper:  
Kantian Ethics; Same-Sex Civil Marriage  

 
Optional Homework #10 Due Today: Hand in a typed 2- or 3-page memo giving me an 
annotated bibliography of the sources of information for the data in your Research Paper. List 
each source of information and write at least a sentence about the information that you can use 
from each source. You will need at least five sources. See below for a sample memo. 
 
Notes for Students: 
• On the pages following page 1, use a header: name of the reader (David Bruce), the page number, and 
the date. Make sure the date is the same date as on page 1 of your memo. 
• Capitalize the first, last, and important words of the titles. Do not capitalize words such as the, a, an, or, 
but, etc., unless they are the first or last word of the title or unless they are the first word following a 
colon. 
• Italicize the names of databses such as Academic Search Complete. 
• Italicize the titles of books, magazines, journals, and newspapers, as well as of TV-show titles and 
movies titles. 
• Use quotation marks for the titles of essays and articles.  
• Use single quotes within double quotes. 
• When listing the names of authors, reverse the name of the first (or the only) author. In other words, put 
the last name first. 
• Proofread. 
 
To:   David Bruce 
From:  Jane Student (ENG 308J; 8-10 am MW; Homework #10) 
Date:  Today’s Date Here 
Re:  Sources for My Research Paper 
Words:  592 
 
These are at least five sources of information that I will use for my research paper, which argues that late-
term abortion is sometimes necessary to save lives. I have used the MLA format, and I have annotated the 
list with brief comments about each source. My Works Cited list will be double-spaced and alphabetized. 
 
Claire, Miriam. The Abortion Dilemma: Personal Views on a Public Issue. New York: Insight Books, 

1995. Print. 

• From this source, I learned that before twenty-eight weeks of gestation the synaptic connections 
in the brain are not yet developed, and fetal movements are simply reflexes that do not indicate pain or 
thought (Claire 67). This can be supported with the analogy that “single cells also move, but that doesn’t 
mean that they think and feel pain” (Claire 67). 
 
Coburn, Jennifer. “Parental Consent Laws Are Harmful to Teens.” Abortion. Ed. Tamara Roleff. San 

Diego: Greenhaven Press, 1997. 96-99. Opposing Viewpoints. Ser. 

• From this source, I learned that a high school senior from Indiana died due to a “botched illegal abortion 
in an attempt to circumvent the state’s parental consent law” (Coburn 97). Although the girl could have 
gone to the courts and asked for special permission to have an abortion without her parents’ consent, she 
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was deterred by the judge for her case who was “notorious for denying abortion rights to minors” (Coburn 
David Bruce -2- Today’s Date  
 
97), and instead sought an illegal abortion to keep from disappointing her parents. The young girl 
“sacrificed safety for privacy and paid the ultimate price,” her own life (Coburn 97). 

 
Goodman, Ellen. “Late-Term Abortion Should Not Be Banned.” Abortion. Ed. Tamara Roleff. San 

Diego: Greenhaven Press, 1997. 78-81. Print. Opposing Viewpoints. Ser.  

• From this source, I learned that third-trimester abortions are also often portrayed as being morally 
wrong. For example, when trying to pass the Partial-Birth Abortion Act, which would ban third-trimester 
abortion, Pro-Life advocates referred to late-term abortion as “murdering babies,” called doctors 
“executioners,” and talked lightly as if “women carried their pregnancies for 36 weeks and then decided, 
‘oops, I changed my mind.’ As if doctors performed such treatments ‘on demand’” (Goodman 79-81).  
 
Ludermir, A. B., et al. "Common Mental Disorders in Late Pregnancy in Women Who Wanted or 

Attempted an Abortion." Psychological Medicine 40.9 (2010): 1467-1473. Academic Search 

Complete. Web. 14 Nov. 2010. 

• From this source, I learned that abortion is a very emotional experience for most women, and 
many of them encounter lowered states of mental health during the process. Studies have shown that “in 
countries where legal abortion is restricted, many unwanted pregnancies are carried to term,” and that 
“attempting an unsuccessful abortion may influence women’s mental health” (Ludermir 1467).  

 
Richardson, John H. “The Last Abortion Doctor.” Esquire 152.3 (2009): 134-171. Academic Search 

Complete. Web. 14 Nov. 2010. 

• From this source, I learned much about Dr. Warren Hern, who performs late-term abortions. In 
Mr. Richardson’s “The Last Abortionist” article, Dr. Hern describes why he refused to treat a woman: 
“She was raped. I’m sympathetic, but I can’t risk my medical license for someone who just didn't get 
around to doing anything about it” (Richardson). Doctor Warren Hern is very strict with his policy to not 
perform abortions on women who want to have late-term abortions because of their own procrastination. 

 
Stern, Shira. “Chipping Away at a Woman’s Rights.” Los Angeles Times. 30 October 1995. Print. 

• From this source, I learned that Rabbi Stern needed a late-term abortion after discovering that 
the baby she was carrying had no brain and its organs were outside its body (Stern). 
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Immanuel Kant (1724-1804): Moral Duty 
 

Immanuel Kant (1724-1804) was interested in duty above all else. He disagreed with the 
utilitarians, who believed the consequences of an act are what count most. He also disagreed that 
pleasure and happiness count in determining the moral worth of an act. Instead, morality depends 
on doing your duty. 

A Good Will 
Kant believed that the only thing that is good without qualification is a good will—that is, 

willing rightly, willing to do the right thing in every situation. According to Kant, having a good 
will is important even when one cannot accomplish anything. As you can see, this differs very 
much from utilitarianism, which states that unless an act has good consequences, it is not good. 

According to Kant, even intelligence and courage are not good in themselves; they are 
good only when they are used in accordance with a good will. After all, a criminal with 
intelligence and courage is much more dangerous than a criminal who is a fool and a coward. 

A famous quotation of Kant’s is this: “Even if it should happen that, by a particularly 
unfortunate fate or by the niggardly provision of a stepmotherly nature, this will should be 
wholly lacking in power to accomplish its purpose, and if even the greatest effort should not 
avail it to achieve anything of its end, and if there remained only the good will (not as a mere 
wish but as the summoning of all the means of our power), it would sparkle like a jewel in its 
own right, as something that had its full worth in itself.” (Note that at this time stepmothers were 
often regarded as behaving evilly to their stepchildren—remember the story of Cinderella?) 

Actions Based on Impulse 
Kant believed that Humankind performs many voluntary actions, only some of which 

have moral worth. We perform many actions based on impulse; for example, I walk by an ice 
cream shop, buy an ice cream cone and eat it, then remember that I am on a diet. (Unfortunately, 
this has really happened to me.) 

Hypothetical Imperatives 
Another kind of voluntary action is based on hypothetical imperatives. Kant used the 

word “imperative” to mean “command”; “hypothetical” is used here because the object of our 
action is something we may or may not desire. Hypothetical imperatives are expressed in the 
form of “if … then” statements. For example, if you wish to get an A on the philosophy midterm, 
then you ought to study now and let the pizza parties wait until the weekend. Unfortunately, not 
everyone is willing to do what is necessary to get an A. 

The Categorical Imperative 
The kind of imperative that is used to decide which actions are right and which actions 

are wrong is the categorical imperative. By “categorical” imperative Kant meant that this 
imperative is not dependent on varying conditions and that this imperative commands absolutely 
and with no exceptions. Kant believed that only one categorical imperative exists, although it can 
be expressed in three different ways. 

The first formulation of the categorical imperative says that you should act only on that 
principle that you are able to will should become a universal law. To use the categorical 
imperative, think about the action you are considering whether to perform, think of a maxim for 
that action, then test the maxim to see if it is consistent with the categorical imperative. By 
“maxim,” Kant meant the principle on which we act; as such, it is a candidate for a universal 
law. 
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For example, let’s suppose that you need money desperately and that the only way you 
can acquire that money is to borrow it and make a lying promise that you will pay the money 
back although you know that you will never be able to do so. The maxim would be this: “When 
you need money, it’s OK to make a lying promise that you will pay the money back although 
you know that you will never be able to do so.” Can we will that this maxim become a universal 
law? 

Kant says we can’t. If it were made a universal law, it would contradict itself, because no 
one would be able to borrow money. If the maxim were made into a universal law and you then 
wished to borrow money and promised to pay it back, all the possible lenders would laugh in 
your face.  

Universalizability and Reversibility 
Kant believed that maxims ought to be tested for universalizability and for reversibility. 

By “universalizability,” Kant meant that the maxim would apply to everyone. As we have seen, 
there would be problems if we were to try to make this maxim a universal law. The other term, 
“reversibility,” means that what you want to do to another person, that person can also do to you. 
You may be willing to make a lying promise to obtain other people’s money, but are you willing 
to allow other people to make lying promises to you in order to obtain your money? Of course 
not.  

This maxim did not pass the test for consistency with the categorical imperative and thus 
the action is immoral. If the maxim had passed the test, the action based on it would be moral.  

Treating Other People as Ends, Not Means 
Another formulation of the categorical imperative says that you should act in such a way 

that you treat humanity, including yourself as well as other people, always also as an end and 
never only as a means. 

If you treat another person as a means, then you are using that person. For example, a guy 
unfortunately might be very nice to a woman, sleep with her, then never call her. In this example, 
the guy is treating the woman only as a sex object (a means to achieve an orgasm), not as an end 
(a person valuable in herself). 

If you treat other people as ends, then you are treating them as valuable in themselves. 
For example, you can treat everybody you meet with common courtesy (which, as you probably 
know, is no longer common). If you see a parent teaching her young child how to cross the 
street, you can decide to refrain from jaywalking this one time and thus be a role model for the 
child. You can also refrain from demonstrating power by ordering around servers in a restaurant. 

As you can see, our example of making a lying promise to borrow money fails this 
formulation of the categorical imperative. If you make a lying promise to borrow money, you are 
using the person you are borrowing from. You are not treating the person as an end; you are 
treating the person as a means. 

Stressing that We are Free and Autonomous 
The final formulation of the categorical imperative stresses the autonomy of Humankind. 

It says that you should act as if the principle of your action were to become by your will a 
universal law of nature.  

“Autonomy” means “self-legislated.” According to Kant, we use our reason to determine 
right from wrong. In this formulation of the categorical imperative, Kant states that we should 
act the way we want other people to act. To me, this is a variation of the Golden Rule. 

Note: The quotations by Kant that appear in this essay are from his Foundations of the 
Metaphysics of Morals, translated by Lewis White Beck. 
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Reversibility 
 
Let’s suppose that you need money desperately and that the only way you can acquire that 
money is to borrow it and make a lying promise that you will pay the money back although you 
know that you will never be able to do so. The principle would be this: “When you need money, 
it’s OK to make a lying promise that you will pay the money back although you know that you 
will never be able to do so.” Is this principle moral? 
 
“Reversibility” means that what you want to do to another person, that person can also do to you. 
(In other words, you “reverse” the situation.) You may be willing to make a lying promise to 
obtain other people’s money, but are you willing to allow other people to make lying promises to 
you in order to obtain your money? Of course not. Here’s another example of reversibility from 
The Dick Van Dyke Show. In the episode “Punch Thy Neighbor,” Rob Petrie’s neighbor Jerry 
Helper teases Rob mercilessly about a “bad” show that Rob wrote for The Alan Brady Show. Rob 
tells Jerry that the teasing isn’t funny, but Jerry keeps on teasing. Finally, Rob opens his door and 
yells outside, “Jerry Helper is a rotten dentist.” Then Jerry realizes that the teasing isn’t funny. 
Jerry is willing to tease other people, but he doesn’t want to be teased himself. Thus the maxim 
(rule) that the teasing is based on—it’s OK to tease people although teasing upsets them—isn’t 
reversible. Another example: L. Frank Baum, author of The Wonderful Wizard of Oz, had a 
mischievous son named Frank, Jr., who once threw a cat out of a second-story window—
fortunately, the cat was unharmed. This callous action infuriated Frank, Jr.’s mother, Maud, who 
picked him up and held him out the window, threatening to drop him. His screams attracted the 
neighbors, but he learned not to torture the cat. 
 

Treating Other People as Ends, Not Means 
 
The moral philosopher Immanuel Kant formulated a moral rule that he called the categorical 
imperative. This is one of the ways that he expressed it: “Act in such a way that you treat 
humanity, whether in your own person or in the person of another, always at the same time as an 
end and never simply as a means.” 
 
If you treat another person as a means, then you are using that person. For example, a guy 
unfortunately might be very nice to a woman, sleep with her, then never call her. In this example, 
the guy is treating the woman as a sex object, not as an end. 
 
If you treat other people as ends, then you are treating them as valuable in themselves. For 
example, you can treat everybody you meet with common courtesy (which, as you probably 
know, is no longer common). If you see a parent teaching her young child how to cross the 
street, you can decide to refrain from jaywalking this one time and thus be a role model for the 
child. You can also refrain from demonstrating power by ordering around waitresses in a 
restaurant. 
 
As I hope that you can see, our example of making a lying promise to borrow money fails this 
formulation of the categorical imperative. If you make a lying promise to borrow money, you are 
using the person you are borrowing from. You are not treating the person as an end; you are 
treating the person as a means. 
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 Letter To Dr. Laura 
 
Dear Dr. Laura,  
 
Thank you for doing so much to educate people regarding God’s Law. I have learned a great deal 
from your show, and I try to share that knowledge with as many people as I can. When someone 
tries to defend the homosexual lifestyle, for example, I simply remind him that Leviticus 18:22 
clearly states it to be an abomination. End of debate.  
 
I do need some advice from you, however, regarding some of the specific laws and how to best 
follow them.  
 
a) When I burn a bull on the altar as a sacrifice, I know it creates a pleasing odour for the Lord 
(Lev. 1:9). The problem is my neighbours. They claim the odour is not pleasing to them. Should 
I smite them?  
 
b) I would like to sell my daughter into slavery, as sanctioned in Exodus 21:7. In this day and 
age, what do you think would be a fair price for her?  
 
c) I know that I am allowed no contact with a woman while she is in her period of menstrual 
uncleanliness (Lev. 15:19-24). The problem is, how do I tell? I have tried asking, but most 
women take offence.  
 
d) Lev. 25:44 states that I may indeed possess slaves, both male and female, provided they are 
purchased from neighbouring nations. A friend of mine claims that this applies to Mexicans, but 
not Canadians. Can you clarify? Why can’t I own a few Canadians? 
  
e) I have a neighbour who insists on working on the Sabbath. Exodus 35:2 clearly states he 
should be put to death. Am I morally obliged to kill him myself?  
 
f) A friend of mine feels that even though eating shellfish is an abomination (Lev. 11:10), it is a 
lesser abomination than homosexuality. I don’t agree. Can you settle this?  
 
g) Lev. 21:20 states that I may not approach the altar of God if I have a defect in my sight. I have 
to admit that I wear reading glasses. Does my vision have to be 20/20, or is there some wiggle 
room here?  
 
h) Most of my male friends get their hair trimmed, including the hair around their temples, even 
though this is expressly forbidden by Lev. 19:27. How should they die?  
 
i) I know from Lev. 11:6-8 that touching the skin of a dead pig makes me unclean, but may I still 
play football if I wear gloves?  
 
j) My uncle has a farm. He violates Lev. 19:19 by planting two different crops in the same field, 
as does his wife by wearing garments made of two different kinds of thread (cotton/polyester 
blend). He also tends to curse and blaspheme a lot. Is it really necessary that we go to all the 
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trouble of getting the whole town together to stone them (Lev. 24:10-16)? Couldn’t we just burn 
them to death at a private family affair like we do with people who sleep with their in-laws (Lev. 
20:14)?  
 
I know you have studied these things extensively, so I am confident you can help. Thank you 
again for reminding us that God’s word is eternal and unchanging.  
 
Your devoted disciple and adoring fan. 

 
Source: This satire has been e-mailed many times and has appeared on many places on the 
WWW. No one is sure who its author is. 
 
Questions: 
 
• State your honest reaction to what you read. 
 
 
• How do we know that this is satire? How do we know that this is not to be taken literally? 
 
 
• What is the main point of the satire? 
 
 
• Is it possible that the writer of the satire is a Christian? 
 
 
• If God is omnibenevolent, can God ever will something that is unethical? 
 
 
• Is gay-bashing unethical? 
 
 

Anecdote 
 

• Marion Dane Bauer once invited fellow young adult writers to submit short stories for a 
book about gay teenagers. Bruce Coville wrote “Am I Blue?”—which became the title story of 
the book, whose full title is Am I Blue? Coming Out from the Silence. Mr. Coville is a happily 
married heterosexual, and his story is about a narrator who is beaten up by the school bully, 
Butch, because Butch thinks that the narrator is gay. An effeminate fairy godfather named 
Melvin visits the narrator and gives him the power of seeing whether someone is gay. A person 
who is totally gay will be dark blue, and a person who is wondering if he or she is gay will be 
light blue. The narrator’s skin is light blue, and as he looks around he sees that a man whom 
everyone “knows” is straight is dark blue and he sees that a woman whom everyone “knows” is a 
lesbian is not blue at all. When the narrator looks at Butch, he sees that Butch is dark blue. 
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David Bruce (3,160 words) Bruce 1 

Professor Bruce 

ENG 308J 

21 December 2009 

Same-Sex Civil Marriage: Pro 

 [1] I am for same-sex civil marriage. Although I am not gay, some people erroneously 

think that I am gay. In part because of that reason, I tend to support gay rights, including the right 

of civil marriage. Because some people think that I am gay, I tend to have solidarity with gay 

people. In addition, I know some gays and lesbians, and I like them and realize that they are 

capable of long-term, committed, same-sex relationships. I would not deny them the ability to 

marry someone they love simply because they love someone of the same sex as themselves. In 

this paper, I will make some arguments for same-sex marriage, and I will rebut some arguments 

against same-sex marriage. Because many people’s opposition to same-sex marriage rests on the 

incorrect assumption that homosexuality is against nature, I will also show that homosexuality is 

common among animals. When you finish reading this paper, I hope that you will agree with me 

that gays have the right to a civil marriage. 

Arguments For Same-Sex Marriage 

[2] My main reason for wanting to allow same-sex couples to be legally joined in a civil 

marriage is that marriage is a way for committed couples, whether same sex or opposite sex, to 

show love and commitment to each other. Many same-sex couples have been together for years, 

are deeply in love, and wish to be married. Kathy Belge tells the story of how she came to be 

married to Tay, her partner of almost twelve years, in her article “A Lesbian Marriage: I Wed 

My True Love.” In February of 2004 she and her partner went to San Francisco in order to be 

legally married. At first, it seemed as if they would not be able to get married simply because of 

the number of same-sex couples waiting to be married. Ms. Belge writes that normally the 

mayor’s office processed about 30 marriages in a normal day; however, after same-sex marriage 

became legal in San Francisco, the mayor’s office had been processing about 400 marriages per 

day. Although it seemed that Ms. Belge and her partner would not be able to get married that 

day, they declined to leave. Their persistence paid off, and they were married later that day. Ms. 

Belge was so nervous that she held out the wrong hand for her partner to put the ring on. Ms.  
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Belge had to take the ring off and put it on the correct hand. Ms. Belge writes,  

They say every woman dreams of her wedding day. As a child, I never did. But if I 

had, I don’t think I could have imagined a day with more meaning. It meant so 

much to be able to share that moment with so many other couples. My wedding 

day, [sic] was not just about me and my beloved. It was about making a statement 

for the rights of people everywhere to be able to love whom they please. (“A 

Lesbian Marriage”) 

All adult same-sex couples who wish to be married should have the same right to be married in 

civil ceremonies as adult opposite-sex couples. 

[3] In addition, same-sex couples need to be married to enjoy important rights that 

heterosexual married couples have. Mary Bonauto, Project Director, Gay and Lesbian Advocates 

and Defenders (GLAD), wrote this on the GLAD Web site on 15 August 2003: 

While gay and lesbian families can protect themselves in limited ways by 

creating wills, health-care proxies and co-parent adoptions, this does not come 

close to emulating the automatic protections and peace of mind that marriage 

confers. People cannot contract their way into changing pension laws, 

survivorship rights, worker’s-compensation dependency protection or the tax 

system, to name just a few. (qtd. in Jost) 

Evidence for this can be found in the experience of many gay and lesbian couples. For example, 

Bill Flanigan and Robert Daniel, who were a gay couple in San Francisco, protected themselves 

as much as possible by registering themselves as domestic partners under a San Francisco law. In 

addition, Mr. Daniel executed a health-care proxy. This proxy allowed Mr. Flanigan to make 

medical decisions for Mr. Daniel, who had AIDS. Unfortunately, on Oct. 16, 2000, Mr. Daniel 

was admitted to the University of Maryland’s Shock Trauma Center in Baltimore. Because Mr. 

Daniel and Mr. Flanigan were not legally married, and despite the health-care proxy that Mr. 

Daniel had executed, Mr. Flanigan was not allowed to see Mr. Daniel in his hospital room. Not 

until four hours had passed and Mr. Daniel’s mother and sister arrived was Mr. Flanigan allowed 

to see Mr. Daniel. By then, Mr. Daniel was unconscious, and he died before the two men were 

able to say goodbye (Jost).  
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 [4] Legal marriage also gives other rights that gay and lesbian couples do not enjoy. For 

example, under the law marital communications are confidential: A spouse cannot be made to  

testify against his or spouse. Marriage also has important financial and tax benefits. For example,  

Richard Linnell has a health policy that covers the child whom he and his partner, Gary  

Chalmers, adopted, but to have Mr. Chalmers covered by the policy, Mr. Linnell has to pay extra 

(Jost). In addition, Gloria Bailey and Linda Davies, a lesbian couple, will have to pay taxes when 

they retire and sell their home and joint psychotherapy practice—taxes that a married couple 

would not have to pay (Jost).  

Rebuttals of Arguments Against Same-Sex Marriage 

[5] One argument that is often made against legalizing same-sex marriage is that 

legalizing same-sex marriage would require churches to marry same-sex couples. This is not 

true. In the United States, the First Amendment guarantees religious freedom: “Congress shall 

make no law respecting an establishment of religion, or prohibiting the free exercise thereof” 

(U.S. Constitution). In the United States, church and state are separated. If Congress were to pass 

a law that legalized same-sex marriage, that law would apply only to civil marriages. Churches 

would still be able to marry whomever they wish, and they would still be able not to marry 

whomever they wish. 

[6] Another argument that is often made against same-sex marriage is that homosexuality 

is against God’s wishes as revealed in the Bible. Those critics sometimes say that the book of 

Genesis tells us about Adam and Eve, not Adam and Steve. However, a Catholic priest who has 

argued well against this belief is Daniel A. Helminiak, author of What the Bible Really Says 

About Homosexuality. In his “Preface to the Millennium Edition,” Helminiak says that the goal 

of his book, which was first printed in 1994, “was to make available in easily readable form a 

summary of a growing body of scholarly literature on homosexuality in the Bible. Even in 1994, 

the inevitable conclusion of the scholarly research was already clear. Taken on its own terms and 

in its own time, the Bible nowhere condemns homosexuality as we know it today” (13). 

Helminiak does not advocate a literal interpretation of the Bible in which “a text means whatever 

it means to somebody reading it today” (33). Instead, he advocates a historical-critical reading of 

the Bible in which “a text means whatever it meant to the people who wrote it long ago” (33). 

Both ways of reading the Bible agree that the Bible is the Word of God. 
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 [7] Should a text mean whatever it means to people today, or should it mean whatever it 

meant to the person or people who wrote it? Let’s take a look at a passage from The Silver Chair,  

one of the children’s novels in C.S. Lewis’s Chronicles of Narnia, a series of books with 

Christian themes. The characters Puddleglum, Scrubb, and Jill are among some dangerous giants.  

Puddleglum wants the children Scrubb and Jill, as well as himself, to pretend to be “[a]s if we 

hadn’t a care in the world. Frolicsome” (103). The children agree to the plan, and a little later we 

read this about Jill: “She made love to everyone—the grooms, the porters, the housemaids, the 

ladies-in-waiting, and the elderly giant lords whose hunting days were past. She submitted to 

being kissed and pawed about […]” (107). How should we interpret the phrase “made love to” in 

this passage? To today’s readers, “made love to” means “had sex with,” but that hardly seems to 

be the best way to interpret this passage from a Christian novel for children. What did C.S. 

Lewis, the author of the passage, intend by the phrase? The Silver Chair was first published in 

1953, when “to make love to” meant to flirt with someone and to be charming. That meaning is 

obsolete now, but it is the meaning with which Lewis used the phrase. Jill is not having sex with 

all these characters in the novel; she is simply being charming and making them like her. 

[8] Possibly, someone could argue that God will make sure that the words in the Bible 

have the meaning that He wants them to have. However, this is incorrect. For example, a 1631 

edition of the King James Bible contained this remarkable typo: “Thou shalt commit adultery” 

(its translation of Exodus 20:14); however, the translators had no ill intention (North). Because 

of this typo, this edition of the Bible is known as the “Wicked Bible.” 

[9] When it comes to understanding what the Bible says about same-sex relationships, we 

have to understand what the authors of the Bible meant by same-sex relationships. In our modern 

culture, we know that gay men and gay women can have loving same-sex relationships. 

However, what is referred to in the Bible as homosexual acts are not of that kind. For example, 

in the story of Sodom (Genesis 19:1-19), the men of Sodom wanted to rape the angels to whom 

Lot was providing hospitality. Here the offense is rape and inhospitality, not a condemnation of 

homosexuality as we know it today. Helminiak writes, “Not homosexuality but hardheartedness 

is the offense of Gibeah [see Judges 19] and of Sodom” (47). 

[10] According to Leviticus 18:22, “You shall not lie with a male as with a woman; it is 

an abomination” (qtd. in Helminiak 51). Leviticus 20:13 states, “If a man lie with a man as with   
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a woman, both of them have committed an abomination; they shall be put to death, their blood is 

upon them” (qtd. in Helminiak 51). Here the Bible condemns the penetration of one man  

sexually by another man, but Helminiak looks at the reasons why this kind of sex is condemned. 

The condemnation occurs in what is called the Holiness Code of Leviticus, which is concerned  

with keeping Israel “holy” in the sight of God (Helminiak 53). To be holy is to be set apart. The 

author of Leviticus was concerned with keeping the Jews different from the Gentiles. At the 

time, Gentiles such as the Canaanites permitted the penetration of one man sexually by another 

man. Helminiak writes, “The point is that The Holiness Code of Leviticus prohibits male same-

sex acts for religious reasons, not for sexual reasons. The concern is to keep Israel distinct from 

the Gentiles. Homosexual sex is forbidden because it is associated with Gentile identity” (54). In 

the Common Era, of course, Christianity is a major religion of the Gentiles. Helminiak uses an 

analogy here. At one time Catholics did not eat meat on Friday. Of course, many people believe 

that nothing is wrong with eating meat. But the Catholics were concerned with acting like 

Catholics and with not acting the same way as Protestants. A Catholic who then ate meat on 

Friday was guilty of an offense against a religious responsibility (55). Of course, a Catholic who 

now eats meat on Friday is not guilty of an offense against a religious responsibility.  

[11] Leviticus 20:13 advocates the death penalty for gay penetrative sex, and Leviticus 

20:9 advocates the death penalty for cursing one’s parents: “For every one that curseth his father 

or his mother shall be surely put to death: he hath cursed his father or his mother; his blood shall 

be upon him” (King James Version). Today, we do not advocate putting to death a person who 

curses his parents, nor do we advocate putting to death a person who is homosexual. The 

circumstances that led the writer of Leviticus to prescribe the death penalty for these actions 

have changed. By the way, the late Monty Python member Graham Chapman once appeared on a 

TV talk show, in which he discussed his homosexuality. A viewer wrote in to the talk show, 

enclosing in her letter some prayers for Chapman’s soul. She also mentioned “the biblical 

injunction that if a man lie with another he shall be taken out and killed.” Python member Eric 

Idle read the viewer’s letter, then wrote her in reply, “We’ve taken him out and killed him!” 

(Hay 158). 

[12] Helminiak examines other Biblical passages that seem to condemn homosexuality; his 

book is well worth a read. Reading his book can make people much more accepting of gays   
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and lesbians. For example, when gay author Michael Thomas Ford came out to his sister, her 

response was, “Well, you know I’m okay with it, but God says it’s wrong, so you’re probably  

going to hell” (Ford 115). If Ford’s sister had read this book, she may not have said to her 

brother that he would probably go to hell. 

[13] An argument that is often made against homosexuality in general is that it is 

unnatural. However, homosexuality is widely practiced in nature by animals, as scientists have 

discovered. Joan Roughgarden, a professor of biology at Stanford University, is one of several 

scientists who have studied homosexual behavior among non-human vertebrates. In the 

introduction to her book Evolution’s Rainbow: Diversity, Gender, and Sexuality in Nature and 

People, Ms. Roughgarden writes, “Much of this book presents the gee-whiz of vertebrate 

diversity [including] how species incorporate same-sex courtship, including sexual contact, as 

regular parts of their social systems” (2). In an article about Ms. Roughgarden and her book, 

Jonah Lehrer wrote,  

Giraffes have all-male orgies. So do bottlenose dolphins, killer whales, gray 

whales, and West Indian manatees. Japanese macaques, on the other hand, are 

ardent lesbians; the females enthusiastically mount each other. Bonobos, one of 

our closest primate relatives, are similar, except that their lesbian sexual 

encounters occur every two hours. Male bonobos engage in “penis fencing,” 

which leads, surprisingly enough, to ejaculation. They also give each other genital 

massages. (“The Effeminate Sheep”) 

Ms. Roughgarden believes that sex has more than just the purpose of human reproduction; it can 

simply be a way to have fun or to create social bonds. 

[14] Other scientists have also studied the gay animal kingdom. Bruce Bagemihl spent 

ten years researching his book titled Biological Exuberance: Animal Homosexuality and Natural 

Diversity. Part of his book is devoted to showing the reaction of researchers when they realized 

that the animals that they were studying were gay. Susan McCarthy, in reviewing Bagemihl’s 

book, wrote this: “One unusually candid biologist wrestled with the realization that the bighorn 

rams he studied frequently had sex with each other, and weren’t just showing nice wholesome 

aggression. ‘To state that the males had evolved a homosexual society was emotionally beyond 

me. To conceive of those magnificent beasts as ‘queers’—Oh God!’” (“The Fabulous Kingdom  
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of Gay Animals”). In Biological Exuberance Bagemihl writes, “Homosexual behavior occurs in 

more than 450 different kinds of animals worldwide, and is found in every major geographic 

region and every major animal group” (12). The main point here, of course, is that homosexual  

behavior is found in the natural world. If homosexual behavior is natural for animals, then we 

can justifiably assume that it is natural for human beings. After all, we are another species of  

animal, and if it were not natural for some—of course, not all—of us, then we would not see 

homosexuality among human beings. 

Conclusion 

[15] I believe that same-sex marriage ought to be legal, and I hope that you agree that it 

ought to be legal, too. Of course, I am not advocating that churches ought to be forced to marry 

same-sex couples. I am simply saying that same-sex couples ought to be allowed by the 

government to have civil marriages. In doing so, same-sex married couples would have all the 

rights of opposite-sex married couples. In addition, they would be able to express their love and 

commitment to each other. 

[16] All of us should be as accepting of gays and lesbians as country music superstar 

Garth Brooks, whose sister is lesbian. Mr. Brooks made a pro-gay (and pro-freedom-of-religion) 

statement in his song “We Shall Be Free”: 

When we’re free to love anyone we choose, 

When this world’s big enough for all different views, 

When we’re all free to worship from our own kind of pew, 

Then we shall be free (sing365.com) 

Mr. Brooks also made a pro-love statement in that song, which celebrates love, whether it is 

between people of different races or people of the same sex. His sister helped educate Mr. 

Brooks, who is heterosexual, simply by being who she was. Mr. Brooks says, “The longer you 

live with it, the more you realize that it’s just another form of people loving each other” (Wren 

58-59). 

 

Note: This is probably obvious, but this paper is space-and-a-half instead of double-space to save 

space and paper.
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Write a Good Conclusion 
 
Good conclusions are difficult to write. You must write a sentence that says FINIS to your paper 
so that the reader is not tempted to turn the page and look for the rest of the essay. 
 

A Sample Conclusion to a Research Paper 
 

A good conclusion to a research paper ought to 1) repeat the main point (the paper’s thesis) and 
2) give the reader something to think about: 

 
Conclusion 

I believe that same-sex civil marriage ought to be legal, and I hope that you agree that it 
ought to be legal, too. Of course, I am not advocating that churches ought to be forced to marry 
same-sex couples. I am simply saying that same-sex couples ought to be allowed by the 
government to have civil marriages. In doing so, same-sex married couples would have all the 
rights of opposite-sex married couples. In addition, they would be able to express their love and 
commitment to each other. 

All of us should be as accepting of gays and lesbians as country music superstar Garth 
Brooks, whose sister is lesbian. Mr. Brooks made a pro-gay (and pro-freedom-of-religion) 
statement in his song “We Shall Be Free”: 

When we’re free to love anyone we choose, 
When this world’s big enough for all different views, 
When we’re all free to worship from our own kind of pew, 
Then we shall be free, (sing365.com) 

Mr. Brooks also made a pro-love statement in that song, which celebrates love, whether it is 
between people of different races or people of the same sex. His sister helped educate Mr. 
Brooks, who is heterosexual, simply by being who she was. Mr. Brooks says, “The longer you 
live with it, the more you realize that it’s just another form of people loving each other” (Wren 
58-59). 

 
 

The Poor of the Parish 
 

• When English comedian Spike Milligan was young and living at home, he played trumpet 
in a band. Each time he got paid, he gave most of the money to his mother, who then gave most 
of it to the church to help the Poor of the Parish. This surprised young Spike, because he felt that 
he and his family were the Poor of the Parish. 
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Class 36: Argument Research Paper: 
MP3s; Introductions; Appeal to the People 

 
MP3’s on Campus 

  
MP3 audio files enable users to exchange compact disk recordings digitally over the Internet. 
Music lovers use MP3’s to search for rare recordings. They also can use them to copy an entire 
compact disk and transmit it to anyone at no cost. Recently the Recording Industry Association 
of America (RIAA) has undertaken a major effort to combat copyright violations. The RIAA 
sends letters to colleges and universities whenever its researchers discover on-campus servers 
offering copyrighted music. According to Frank Creighton, an RIAA Senior Vice President, 
when the Association began its monitoring efforts several years ago it discovered that about 
seventy per-cent of the infringing sites were on university campuses. “…We’re willing to give 
individuals or students a first pass,” said Mr. Creighton. “But if we catch you doing it again,” he 
said, “we have no alternative but to take the stance that you’re thumbing your nose at us, and you 
don’t take us seriously, and there are potential civil and criminal remedies that we will invoke if 
we need to.” 
  
In the fall of 1999 network administrators at Carnegie Mellon University, without prior warning, 
checked the public folders of two hundred and fifty (250) student computers connected to the 
university’s network, and found seventy-one (71) students whose files contained illegally copied 
MP3’s. The students lost their in-room Internet connections for the rest of the semester, which 
meant they had to use a university computer lab to gain access to the Internet. All the students 
were given a right to appeal their penalties, and students who attended a ninety-minute class on 
copyright had their penalties reduced by one month. Speaking of the investigation, Paul G. 
Fowler, Carnegie Mellon’s Associate Dean for Student Affairs, said, “It wasn’t a big caper. All 
we did was go in to take a look at the culture of our Internet.” Mr. Fowler noted that prior to the 
investigation, university officials had discussed whether it would be a good idea to step up 
efforts at educating students about copyright violations. “We now know it would be,” he said. 
  
Under the Digital Millennium Act, which Congress passed last year, on-line service providers, 
such as universities, can avoid liability if they take certain steps specified in the Act. These 
include, in cases when the university has been informed of an infringement, shutting off access 
to the infringing material, and notifying the user who posted it, so that he or she can take up the 
matter with the copyright holder. The user must be given the right by the university to appeal the 
shutoff. According to Mr. Arnold Lutzker, an attorney for the American Library Association, if a 
university meets the above requirements, in all likelihood, it will avoid liability for any given 
infringement. 
  
“I’m no fan of the recording industry,” said Mr. Fowler of Carnegie Mellon, “but our students 
need to understand they’re probably going to be out there creating software some day that’s 
going to make them a million dollars.” If that software winds up in some shared community,” 
Mr. Fowler observed, “their livelihood is jeopardized.” “So why should we not afford the same 
opportunities to make a living to other members of our community?” asked Mr. Fowler. 
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Source: Fifth Intercollegiate Ethics Bowl, APPE, 2000 
 
Questions for “MP3s on Campus”: 

 
• Is it ethical to download free of charge music that is in the public domain? 
 
 
• Is it ethical to download free of charge music that is copyrighted but that that the copyright 
owner is allowing to be downloaded for free? 
 
 
• What are the advantages of a copyright owner allowing copyrighted music to be downloaded 
free of charge? 
 
 
• What would be the consequences if everyone were to download free of charge music that is not 
in the public domain and that the copyright owner wants to be paid for? 
 
 
• If you had created a song and were offering it for sale, would you want other people to put it up 
on the Internet and allow other people to download it free of charge? 
 
 
• Suppose a professional musician were to tell you, “When bread and shoes are free, then music 
ought to be free.” How would you respond? 
 
 
• After a certain number of years, copyrights expire and the copyrighted material goes into the 
public domain. For example, the songs of the 19th century are now in the public domain. And so 
are the novels of Mark Twain. And Wikisource says this about Robert Frost: “The author died in 
1963, so works by this author are also in the public domain in countries and areas where the 
copyright term is the author’s life plus 30 years or less. Works by this author may also be in the 
public domain in countries and areas with longer native copyright terms that apply the rule of the 
shorter term to foreign works.” What are the advantages of letting copyrights, when properly 
renewed, extend for the life of the creators (and for some years beyond)? 
 
 
• After a certain number of years, copyrights expire and the copyrighted material goes into the 
public domain. For example, the songs of the 19th century are now in the public domain. (And so 
are the novels of Mark Twain.) What are the advantages of letting copyrights expire eventually? 
 
 
• What works of art or other copyrightable material are you creating in your life? 
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Tips on Writing Good Beginnings 
 

Write a Good Title 
 
Your papers must have interesting titles. Here are some examples of poor titles for argument 
papers:  
 

Poor Title—Paper #1 
 
Poor Title—Abortion 
 
Poor Title—Euthanasia 
 

Many good paper titles consist of a title and a subtitle, with a colon separating the two. For 
example: 
 

Late-Term Abortionists: Heroes 
 

Euthanasia: Justified in Some Cases 
 
If you are writing an article for a local newspaper, you do not need to write a headline for the 
article. The person who lays the article out in the newspaper will write the headline. The size and 
length of the headline will depend on how much space is available for it. 
 
Write a Good Thesis Statement 
 
A thesis statement tells the reader what a paper is about. Thesis statements are especially used in 
academic nonfiction papers. 
 

Example #1 
 

Late-term abortionists are heroes because they save lives. 
 

Example #2 
 
Euthanasia is justified when death from the illness or injury is certain, it will prevent 
prolonged suffering, and the sufferer requests it. 
 

State Your Opinions Strongly 
 
Don’t use a lot of weasel words and phrases such as “It seems that” or “It may be the case that.” 
State your opinions strongly. 
 

Bad: It may be the case that abortion is ethical in some situations. 
 
Strongly stated: Abortion is ethical in some situations. 
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Write a Good Forecasting Statement 
 
Definition 
 
A forecasting statement tells the reader how a paper is organized. Forecasting statements often 
appear in the introductions of papers. 
 
Example 
 
Funny and tragic and stupid incidents occurred during the Korean War. Captain Evelyn Decker, a U.S. 
Army nurse during the Korean War, remembers a funny incident involving one of two gay corpsmen she 
worked with who “were the best corpsmen we had.” One of the corpsmen wanted to leave Korea and go 
back home, so he wrote the Pentagon to announce that he was gay. Captain Decker says, “The reply he 
received said he was doing such a great job that he had to stay.” Tragically, Army nurses work on 
injured and dying soldiers. Captain Decker remembers that many of the newly injured soldiers who 
came into the medical facility where she worked were concerned about the condition of what they called 
their “family jewels.” She remembers, “Not all were lucky enough to have their ‘jewels’ intact.” Back in 
that racist time, some people, unfortunately, were stupid. Captain Decker remembers, “As some of the 
soldiers lay dying, they refused to let a black nurse [Captain Decker is African-American] care for them. 
They’d rather die than be treated by a black nurse—and some of them did.” 

 
Explanation 
 
This anecdote has a forecasting statement that tells the reader that the writer will first write about 
something funny during the Korean War, then about something tragic during the Korean War, 
and then about something stupid during the Korean War. 
 
Write a Good Beginning 
 
These are good things to do in an introduction for academic papers: 
 

1. Write a thesis statement. 
2. Write a forecasting statement. 
3. If you can and it is relevant, begin with an attention-getter. 

 
Note: Do not define in your introduction words whose meanings are commonly known. For 
example, do not write, “Love is defined as ….” However, it is OK to define an unusual concept 
such as xenia or kleos. (These are ancient Greek words that identify topics of great importance to 
Homer’s Iliad and Odyssey.) 
 
You may want to write a question or a series of questions in or as your introduction. For 
example, if you are going to write about abortion, you may write a question such as “When is 
abortion ethically justified?” You can also write, “When is abortion not ethically justified?” 
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You need to avoid baldly stated statements, such as “In this paper, I will do this …” or “Now 
that I have done this, I will now do that … .” This doesn’t mean that you have to entirely avoid 
using the word “I” in your paper. 
 
In most papers, it is a good idea to begin with an attention-grabber. As a writer, you want people 
to read what you write. One way to do that is to make your papers interesting, beginning with the 
title and the introduction. 
 
A good introduction will grab a reader’s attention. Each of the following possible ways to 
introduce a paper will work for all kinds of papers. See Class 28 for examples. 
 
1. Ask an Attention-Getting Question 
 
2. Use a Brief Appropriate Question 
 
3. Tell an Anecdote 
 
4. Write a Short Dramatic Passage 
 
5. Use an Attention-Grabbing Statement 
 
6. Make an Analogy or Comparison 
 
7, Refer to a Current Event 
 
8. Give a Case History 
 
9. Use a Passage of Dialogue 

 
10. Use a Gilbert Highet-type Introduction 
 
11. Tie the Introduction and the Conclusion Together: Use the Sandwich (or Bookend) 
Technique 
 
An Important Point 
 
Many of the ways to write a good introduction can be combined. Many of these strategies for 
writing a good beginning can also be used to write a good title or a good conclusion. Journalists 
often use a lede: a beginning that catches the reader’s attention and interest. This is followed by 
an introduction proper. Many of the strategies above can be used to write a good lede that is 
followed by an introduction proper. A lede can appear in an academic paper—for example, a 
lede that is followed by an introduction proper can appear in a Research Paper that is written for 
a composition course. 
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Informal Fallacies: Appeal to the People 
 
Appeal to the People (Argumentum ad Populum): 
 
The fallacy of appeal to the people uses our desire to be liked by other people. Anyone who uses 
that desire unfairly to get a reader or listener to accept the conclusion of an argument is 
committing the fallacy of appeal to the people. This fallacy is frequently made in advertising. 
 
Here is an example of the bandwagon argument, which uses the fallacious idea that you will be 
left out of the group if you do not use the product:  
 

• Of course you want to buy Zest toothpaste. Why, 90 percent of America brushes with 
Zest. 
 

The appeal to vanity often includes celebrity endorsements of products. The appeal to vanity 
uses the fallacious idea that you will be like the celebrity if you use a product that the celebrity 
endorses. For example: 
 

• Christie Brinkley wears only the ultimate in fashion. Spectrum sunglasses—for the 
beautiful people in the jet set. 
 
Note: Wearing the sunglasses that Christie Brinkley wears is unlikely to make you look 
like Christie Brinkley. (Bring me a pair of her sunglasses, and I will demonstrate the truth 
of this statement.) Similarly, wearing the sunglasses that Christie Brinkley wears is 
unlikely to make you a part of her group. 
 

Here is an example of the appeal to snobbery, which uses the fallacious idea that you will be 
part of an elite group if you buy a certain product: 
 

• A Rolls Royce is not for everyone. If you qualify as one of the select few, this 
distinguished classic may be seen and driven at British Motor Cars, Ltd. (By appointment 
only, please.) 
 
Question: Why doesn’t the advertisement simply say, “Rolls Royce—for snobs only”? 
 

Source of examples: A Concise Introduction to Logic by Patrick J. Hurley. 

 

Exercise: Create your own advertisements using these three fallacies: 1) the bandwagon 
argument, 2) the appeal to vanity, and 3) the appeal to snobbery. 
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Class 37: Argument Research Paper: 
Recommendations; Original Arguments; Aristotelian Ethics 

 
Making Recommendations 

Often, students will spend a lot of pages describing the problem, but very little space 

describing ways to solve the problem. Below are two paragraphs from the research paper 

“Barbie: A Role Model for Unachievable Perfection,” by one of my students. My student did an 

excellent job of describing the problem—the doll Barbie is a bad role model for young girls 

because her body type is unrealistic and unhealthy, although young girls are persuaded that their 

body should look like Barbie’s. In her recommendations, my student recommends that Barbie’s 

body be changed, but she does not suggest ways to make that happen. For the sake of argument, 

let’s assume that you agree with my student that Barbie’s body ought to change. What are some 

ways that people can put pressure on Mattel to change Barbie’s image? Note: In your own 

argument research paper, if you are writing about solutions and making recommendations, go 

into detail. Don’t write six paragraphs about the problem and one paragraph about how to solve 

the problem. Often, people agree that a problem exists. They are interested in ways to solve the 

problem and do not need to be convinced that a problem exists. 

The Physical Aspect 

 In my opinion, the main problem with the Barbie doll concerns her physical appearance. 

A typical Barbie doll is 11.5 inches tall. She is built on a typical toy 1/6 scale, which means her 

measurements are 1/6 of a ‘normal’ adult. According to this scale, if Barbie were made into a 

real-life person, she would be five feet and nine inches tall. Her measurements would be the 

following: 36 inches (bust), 18 inches (waist) and 33 inches (hips). She would weigh 

approximately 100 pounds, and because of her rail-thin body, she would lack the 17 to 22 
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percent body fat needed for a woman to menstruate (McDonough). Clearly, it is easy to see that 

these measurements are outlandish and nearly impossible to naturally find in the world, so why 

would Mattel use this as the representation of the typical woman? Kershaw (2009) said that one 

expert calculated that a woman's chances of having the same figure as Barbie were less than 1 in 

100,000 which implies that there is an extremely miniscule chance of having Barbie’s body type.  

Recommendations 

In my opinion, Barbie’s body is the first thing that needs to change because it is the very 

first thing people notice about Barbie. Mattel needs to adjust her body frame by making it larger 

to represent a healthy woman. The ideal weight for a woman who is five feet and nine inches tall 

like Barbie is between 131 and 160 pounds (“Ideal weight,” 2009). As mentioned earlier, Barbie 

currently weighs only 100 pounds, which puts her at the very least, 30 pounds underweight. It is 

crucial that Barbie receives some serious “plastic surgery” to correct her body frame into 

something that the typical child and woman can relate to and be proud of before it is too late. 

 
Questions for Discussion: 

 
• For the sake of argument, let’s assume that you agree with my student that Barbie’s body ought 
to change. What are some ways that people can put pressure on Mattel to change Barbie’s 
image?  
 
• The problem of people having unrealistic expectations about their body is a big problem for 
some women. Is it a problem for some men, too? 
 
• The doll Barbie is at best only a small part of the problem. What are some other things that can 
lead people to have an unrealistic body image? 
 
• Often, people attack a partial solution by saying, “Doing that won’t solve the problem.” Is that 
a reasonable comment or should it be rejected because a partial solution to a problem is better 
than no solution? 
 
Note: This Research Paper used the APA format; you will use the MLA format. 
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Original Arguments 
 
Introduction 
 
Writing original arguments can be difficult, but it can make you famous.  
 
Peter Singer: An Argument to Assist 
 
For example, in his book Practical Ethics philosopher Peter Singer wrote about why we ought to 
donate some of excess wealth to help those who suffer from absolute poverty. He made a very 
clear argument using the example of whether we ought to save a child from drowning in an 
ornamental pool on campus, and he originated a plausible moral principle. This essay helped 
make Mr. Singer famous. 
 

The path from the library at my university to the humanities lecture theatre passes a 
shallow ornamental pond. Suppose that on my way to give a lecture I notice that a small 
child has fallen in and is in danger of drowning. Would anyone deny that I ought to wade 
in and pull the child out? This will mean getting my clothes muddy and either cancelling 
my lecture or delaying it until I can find something dry to change into; but compared with 
the avoidable death of a child this is insignificant. 
 
A plausible principle that would support the judgment that I ought to pull the child out is 
this: if it in our power to prevent something very bad happening without thereby 
sacrificing anything of comparable moral significance, we ought to do it.  

 
Judith Jarvis Thomson: Pro Arguments for Abortion 
 
Another person who became famous because of original arguments is Judith Jarvis Thomson, 
whose essay “A Defense of Abortion” contains original arguments about abortion. Her 
arguments involve original analogies that make us think about abortion in a new way. 
 
According to <wordnetweb.princeton.edu/perl/webwn>, an analogy is “an inference that if things 
agree in some respects they probably agree in others.” 
 
 
Judith Jarvis Thomson Analogy 1 
 
Here is one of her analogies. What is her argument? 
 

You wake up in the morning and find yourself back to back in bed with an unconscious 
violinist. A famous unconscious violinist. He has been found to have a fatal kidney 
ailment, and the Society of Music Lovers has canvassed all the available medical records 
and found that you alone have the right blood type to help. They have therefore 
kidnapped you, and last night the violinist’s circulatory system was plugged into yours, 
so that your kidneys can be used to extract poisons from his blood as well as your own. 
The director of the hospital now tells you, “Look, we’re sorry the Society of Music 
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Lovers did this to you—we would never have permitted it if we had known. But still, 
they did it, and the violinist is now plugged into you. To unplug you would be to kill him. 
But never mind, it’s only for nine months. By then he will have recovered from his 
ailment, and can safely be unplugged from you.” Is it morally incumbent on you to 
accede to this situation? No doubt it would be very nice of you if you did, a great 
kindness. But do you have to accede to it? What if it were not nine months, but nine 
years? Or longer still? What if the director of the hospital says: “Tough luck. I agree. But 
now you’ve got to stay in bed, with the violinist plugged into you, for the rest of your 
life. Because remember this. All persons have a right to life, and violinists are persons. 
Granted you have a right to decide what happens in and to your body, but a person’s right 
to life outweighs your right to decide what happens in and to your body. So you cannot 
ever be unplugged from him.” 

 
Judith Jarvis Thomson Analogy 2 
 
Here is one of her analogies. What is her argument? 
 

Suppose you find yourself trapped in a tiny house with a growing child. I mean a very 
tiny house, and a rapidly growing child—you are already up against the wall of the house 
and in a few minutes you’ll be crushed to death. The child, on the other hand, won’t be 
crushed to death; if nothing is done to stop him from growing he’ll be hurt, but in the end 
he’ll simply burst open the house and walk out a free man. 

 
Judith Jarvis Thomson Analogy 3 
 
Here is one of her analogies. What is her argument? 
 

[…] people-seeds drift about in the air like pollen, and if you open your windows, one 
may drift in and take root in your carpets or upholstery. You don’t want children, so you 
fix up your windows with fine mesh screens, the very best you can buy. As can happen, 
however, and on very, very rare occasions does happen, one of the screens is defective; 
and a seed drifts in and takes root. Does the person-plant who now develops have a right 
to the use of your house? 
 

Can you write an original argument in your Research Paper? If so, you are capable of original 
thought, and you have a chance to become famous. 
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Aristotle (384-322 B.C.E.): The Good Life 
 

Aristotle (384-322 B.C.E.) was an ancient Greek philosopher who is important in many areas 
of philosophical inquiry. In his Nicomachean Ethics, he explains his ethical theory. 

Instrumental and Intrinsic Goods 
Aristotle believed that a human being’s chief good is happiness. In determining this, he 

makes a distinction between instrumental goods and intrinsic goods. An instrumental good is one 
that we desire for the sake of something else. For example, I may desire to be a millionaire, but 
for the sake of spending those millions of dollars—not for the millions of dollars themselves. (If 
I were alone on a deserted island with no stores nearby, those millions of dollars would do me no 
good whatsoever.) An intrinsic good, however, is one that we desire for its own sake. And, as 
Aristotle says (and I agree), happiness is an intrinsic good. All of us want to be happy, for the 
sake of happiness itself. According to Aristotle, the chief good of Humankind must be an 
intrinsic good. 

Human Happiness 
Of course, we then have to ask in what human happiness lies. We already know that 

happiness does not lie in wealth, because wealth is an instrumental good. Aristotle also said that 
happiness does not lie in honor from others, for that is something that relies on fickle human 
opinion. (Some of the best human beings have been reviled during their lifetimes. Jesus was 
crucified, Socrates was condemned to death, Lincoln and Kennedy were assassinated, Martin 
Luther King, Jr. was called a Communist and was also assassinated.) In addition, happiness does 
not lie in physical pleasures, for those are things animals can enjoy, and man is above the 
animals. (Pigs move to the shade when they get hot, and they eat when they are hungry.) 

According to Aristotle, human happiness consists in doing what is distinctively human. So 
we must analyze human beings to discover in what lies their arete (excellence). Aristotle 
believed that what is distinctively human is reason. But since one can have excellence without 
using it (you could have a talent for painting, but never do any painting), and that is bad, 
Aristotle believed that true human excellence lies in action in accordance with a rational 
principle. Happiness results when such action is performed with the appropriate excellence or 
virtue. 

Moral Virtue, and the Mean Between Extremes 
Aristotle thought that we can acquire two different kinds of virtues: moral and intellectual. 

The appetitive element (the desiring element) of the human soul can lead us to moral virtue, if 
we have desires toward worthy goals and these desires are subjected to the rational regulating 
principle known as the mean between extremes. 

This theory of the mean between extremes is a famous part of Aristotle’s thought. He 
believed in moderation—as most Greeks did. If you have too much or too little of something, 
you will suffer from an excess or a deficiency of that thing. What you need is exactly the right 
amount. Thus courage is the mean between the extremes of rashness (excess) and cowardice 
(deficiency). Applying Aristotle’s ideas (but not always his names for the qualities listed), we 
can make a table illustrating some means between extremes: 

 Excess Mean (Virtue) Deficiency 
 Rash Courageous Coward 
 Prodigal Liberal Miser 
 Overly Generous Charitable Cheap 
 Obese Normal Weight Anorexic 
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Each row represents the excess, mean, and deficiency of a certain activity. The first row 
shows that courage is the mean between the excess of rashness and the deficiency of cowardice. 
Let’s say that a person is walking down the street and sees a house on fire. A rash person would 
shout, “Don’t worry, I’ll save you,” and rush inside the burning building without even bothering 
to find out whether anyone is inside to be rescued! A coward would ignore the fire and not even 
call the fire department. However, a courageous person would call the fire department, find out 
whether anyone was trapped inside the burning building, and render whatever assistance he or 
she rationally can. 

The second row shows that liberality is the mean between the excess of prodigality and the 
deficiency of miserliness. A prodigal person would leave a $100 tip after eating a $10 pizza. A 
miser would not leave any tip at all. However, a person who is liberal with money would leave a 
15 percent tip for good service. 

The third row shows that being charitable is the mean between the excess of being overly 
generous and the deficiency of being cheap. An overly generous person will give away all of his 
or her money to charity, not saving enough to live on. A cheap person will never give money to 
charity. However, a charitable person will pay his or her bills, keep enough money to live on 
(and keep some to save), but also give a portion that he or she can afford to charity. 

The fourth row shows that normal weight is the mean between the excess of obesity and the 
deficiency of anorexia. An obese person pigs out every night (and every morning, and every 
noon, and two or three other times a day). An anorexic person will do 100 situps after chewing a 
stick of sugarless gum. However, a person who maintains his or her normal weight will eat three 
square meals a day, and is willing to eat cake and ice cream at birthday parties (and salad for 
lunch the next day). 

One point to notice is that not all activities have a mean between extremes. Some activities 
are already excessive in themselves. Thus, adultery is always wrong. You will never be able to 
commit adultery with the right woman at the right time and in the right manner. (You should 
never say, “I don’t want to commit too little adultery or too much adultery; I just want to commit 
exactly the right amount of adultery”!)  

Also, the mean can vary among people. In determining how much food to eat, the mean for a 
300-pound weightlifter will be much greater than the mean for a 100-pound secretary. Also, a 
wealthy person such as Microsoft founder Bill Gates can afford to give much more money to 
charity than a college student can. 

The way we acquire moral virtue, according to Aristotle, is through imitation and acquiring 
good habits. If we act the way a brave person acts, we will become brave. If we act the way a 
truthful person acts, we will become truthful. If we act the way a noble person acts, we will 
become noble.  

Intellectual Virtue 
Aristotle gives as examples of intellectual virtue philosophic wisdom and practical wisdom. 

We acquire intellectual virtue through being taught and through studying. Examples of 
intellectual virtue include learning to speak French fluently, learning geometry, and learning to 
play the piano well.  

A Complete Life 
Aristotle believes that to be happy we must be virtuous throughout our life. He writes, “For 

one swallow does not make a spring, nor does one sunny day; similarly, one day or a short time 
does not make a man blessed or happy.” 
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Note: The quotations by Aristotle that appear in this essay are from his Nicomachean Ethics, 
translated by Martin Ostwald. 

 
Concluding Points  
Some important points to note about Aristotle’s ethics are that  
1) It is teleological—it is concerned with the purpose of Humankind, which is to use reason, 

and  
2) It is an ethics of self-realization. Aristotle wanted us to realize our potential, to be all that 

we can be, and for Aristotle, that means to use our reason to acquire both moral and intellectual 
virtue. 

 
But, And, Why 

By Paul Krugman 

Every once in a while I get correspondence from someone chiding me for the way I write — in 
particular the informality. I received one the other day complaining about sentences that begin 
with “but” or “and.” There is, however, a reason I write this way. 

You see, the things I write about are very important; they affect lives and the destiny of nations. 
But despite that, economics can all too easily become dry and boring; it’s just the nature of the 
subject. And I have to find, every time I write, a way to get past that problem. 

One thing that helps, I’ve found, is to give the writing a bit of a forward rush, with a kind of 
sprung or syncopated rhythm, which often involves sentences that are deliberately off center. 

More broadly, the inherent stuffiness of the subject demands, almost as compensation, as 
conversational a tone as I can manage. 

My bible in all this is George Orwell’s “Politics and the English Language.” I recommend, in 
particular, reading his translation of good English, from the King James Bible, into bad modern 
English. The original: 

I returned and saw under the sun, that the race is not to the swift, nor the battle to the 
strong, neither yet bread to the wise, nor yet riches to men of understanding, nor yet 
favour to men of skill; but time and chance happeneth to them all. 

The translation: 

Objective considerations of contemporary phenomena compel the conclusion that success 
or failure in competitive activities exhibits no tendency to be commensurate with innate 
capacity, but that a considerable element of the unpredictable must invariably be taken 
into account. 

Economics writing can all too easily end up sounding like the second version. You might even 
say that it wants to sound like that. So you have to make a real effort to ensure that it doesn’t. 

Source: 22 October 2011, “Paul Krugman’s Blog.” New York Times. 
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Aristotle’s Means Between Extremes 
 
Does Aristotle’s means between extremes have a role to play in modern times? I think it does. 
 
As a reminder, Aristotle says that some things are always an extreme, For example, rape is 
always morally wrong, and all of us should hope that rapists go to prison. 
 
Other things do have a mean between extremes, and the mean is morally right, while the 
extremes are morally wrong. Let’s look at some examples. 
 
Gun Control  
 
This is the Second Amendment: 
 

A well regulated militia, being necessary to the security of a free state, the right of the 
people to keep and bear arms, shall not be infringed. 

 
One extreme would be to say that no ordinary citizen, including hunters who have taken and 
passed a gun-safety course, can have firearms. Most people would agree that this is wrong. 
 
Another extreme would be to say that the amendment says that “the right of the people to keep 
and bear arms, shall not be infringed,” and since criminals are people, they ought to be able to 
have firearms while they are in prison. Also, since insane people are people, they ought to be 
allowed to have firearms. Also, since kindergarteners are people, they ought to be allowed to 
have firearms. Most people (except criminals and insane people and kindergarteners, I suppose) 
would agree that this is wrong. 
 
The moral question that we all face is where the correct mean between extremes lies. 
 
Abortion 
 
One extreme would be to say that women ought to make decisions concerning their own bodies, 
and therefore if a woman wants to have an abortion one day before she would give birth to a 
healthy baby, she ought to be allowed to do so. Most people would agree that this is wrong. 
 
Another extreme would be to say that no one should be allowed to have an abortion even if not 
having an abortion means that both the pregnant woman and fetus (or baby) will die. Most 
people would agree that this is wrong. 
 
The moral question that we all face is where the correct mean between extremes lies. 
 
The Main Point  
 
In today’s society, the extremes can perhaps be regarded as the far right and the far left. Most 
people will probably agree that both extremes are wrong. However, finding the correct mean 
between extremes can be difficult. 
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A Deeper Look at Cochlear Implants: Why the Problems Outweigh the Benefits 

[1] What is normal? It can be very difficult to define. Often by defining a certain 

characteristic or quality as normal, we have placed those who are lacking in these characteristics 

or qualities at a disadvantage. When trying to understand hearing impairment, it is important to 

consider this question and the implications that we make by looking at hearing impairment as a 

“problem” that needs to be fixed. With the invention of the cochlear implant, a major 

controversy has arisen between those following a medical perspective and those following the 

perspective of the Deaf community. The medical world views the cochlear implant as a “cure” 

for hearing impairment while the Deaf community feels that the defining of normalcy in the 

hearing world leads to ignorance and misinformed judgment. The National Association of the 

Deaf (NAD) is focused on “preserving and promoting the psychosocial integrity of deaf and hard 

of hearing children and adults,” and clearly argues that the medical perspective of hearing 

impairment has a negative effect on the Deaf community (“National Association of the Deaf”). 

Personally, I have lived my life as a hearing individual and have not been close to anyone from 

the Deaf community. However, when I was enrolled in my first sign language class at Ohio 

University I learned to understand the perspective of Deaf culture and the ideas associated with 

this movement. It was easy for me to acknowledge the Deaf community’s perspective and adopt 

their beliefs as my own with regards to this controversial subject. Therefore, I believe that when 

considering a cochlear implant for a Deaf child, parents must be presented with the perspective 

of the Deaf community to truly make an informed decision about whether or not their child is a 

good candidate for the implant.  

[2] The major social issue that concerns the Deaf community is the idea of normalcy and 

the fact that the medical perspective aims to “fix” the Deaf community’s members. Deaf 

individuals are constantly struggling with the medical perspective that the majority of the 

population is exposed to, which considers deafness to be a disability. From the view of the 

National Association of the Deaf regarding the medical view of hearing impairment, “This 

pathological view must be challenged and corrected by greater exposure to and interaction with  
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well-adjusted and successful Deaf and hard of hearing individuals” (“NAD Position Statement”). 

The Deaf community has developed their own culture over hundreds of years and has faced 

many struggles such as the movements of oralism, sign language, and cued speech. They feel 

that their natural state is Deafness and that this does not make them “broken” or present any 

“disability.” The community argues that once a person is diagnosed with a disability, that person 

will always feel inferior. Since no medical solution can ever match natural hearing, this person 

will forever feel that he or she is “broken” and will be at a disadvantage compared to those 

considered “normal” (Delost and Lashley). However, by accepting Deafness as their natural state 

and being proud of the cultural heritage that they have inherited, Deaf individuals can flourish 

and feel an important bond to Deaf culture. Mark Drolsbaugh explains what Deaf pride and 

being involved in the Deaf community means to him: 

Being a part of this culture has given me a sense of pride. I am no longer alone. I 

share a language, ASL [American Sign Language], with many other people in the 

Deaf community. I share a history of struggle which is well-documented…last but 

not least, I bask in pride when I see Deaf people becoming more and more 

successful in the world…from my perspective, [Deaf culture] strengthens us and 

enables us to make the most of both worlds. More and more Deaf people are 

getting advanced degrees and becoming doctors, lawyers, administrators, and 

authors. It is a feeling of pride and support which pushes us on. (Drolsbaugh) 

Mark’s feelings toward his situation and his culture echo the feelings of many others in similar 

positions who are involved with the Deaf community. 

[3] By acknowledging the views of the Deaf community, and upon personal identification 

with the community, an individual can live a healthy life both emotionally and psychologically. 

When Deaf individuals are given cochlear implants, they are likely to feel that they are caught 

between two cultures, to neither of which they belong. They are never fully a part of the hearing 

world because their hearing does not match the quality of natural hearing, and the Deaf 

community does not fully accept them because they are perceived to be escaping their culture to 

conform to the hearing world (Delost and Lashley). A 15-year-old Deaf individual from the 

Illinois School for the Deaf decided to stop using his cochlear implant after his surgery that his 

parents had imposed upon him. He emphasized his hatred for it and his anger that he now has the  
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scar from the surgery forever. His Speech-Language Pathologist, Cara Hammond, explained the 

boy’s reasoning for being so upset by his implant. She said, “He explained that it made him 

different from his Deaf friends in a way that made it hard for him to be accepted” (Nevala). 

[4] Cochlear implants also vary greatly in their effectiveness. They function on a case-by-

case basis and are a poor solution for most Deaf individuals. Most supporters of the implants 

expect the patient to hear very well after surgery and assume that the individual will be able to 

have the oral communication skills to communicate with the hearing world. However, this ideal 

of equality is difficult if not impossible to achieve, and there are major differences in success 

rates when comparing the range of individuals eligible for the implants. One clear distinction in 

success is shown with those individuals who became hearing-impaired before language 

acquisition, and those who became hearing-impaired after language acquisition. If they were 

born hearing-impaired or their condition developed before language acquisition, they will likely 

have only a small benefit from the cochlear implant such as detecting loud environmental noises. 

These individuals will have less success in speech communication with their cochlear implant 

than those who acquired language before becoming hearing-impaired. Regarding language 

acquisition, the age of the individual greatly affects the success of the implant (Delost and 

Lashley).  

[5] Case studies and personal accounts relay the same message of the importance of 

implanting at a young age to the development of oral communication skills. The mother of a 7-

year-old girl with cochlear implants said, “I wish every day that she could have gotten [the 

implant] earlier. I wish I had known she was deaf from the second I [adopted her], because I do 

think that would have helped her in her development in language” (Christiansen and Leigh 205). 

A study conducted by an otolaryngology journal found that the only statistically significant 

improvements in speech perception skills were noted in the individuals implanted before 3 years 

of age, but there was no significant improvement in speech perception skills in the individuals 

receiving the implant at an older age. The study also notes that oral communication skills did not 

show statistically significant improvements for any of the measured age groups (Miyamoto et al. 

219-224).  

[6] Oral language development in Deaf individuals with cochlear implants is a process 

that requires an enormous amount of training and attention. They require therapy and need to be  
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placed in a system that provides special care. They cannot be expected to perform on an equal 

level to the hearing students in a hearing environment because the cochlear implant does not 

provide a substitute for natural hearing. Individuals with cochlear implants are often thought to 

have hearing capabilities the equal of hearing individuals, but this is a harmful assumption 

because they still need intensive training in order to function (“National Institutes”). Speech 

therapy is necessary after the implant in order to see any improvements in response to sound and 

to oral communication. When the parent of a 5-year-old girl with an implant was asked about the 

importance of training and therapy after implants, she answered, “The implant is 5 percent. The 

95 percent is what you do after the implant” (Christiansen and Leigh 147). 

[7] Not only are the success rates of cochlear implants varied and unsure, but also the rate 

of complications that follow from the surgery is high, and the types of complications can be 

severe. The chance of having complications associated with cochlear implant surgery is around 

12.5% (Viccaro et al.). With any surgery there are risks of bleeding, infection, dizziness, etc., but 

following cochlear implant surgery there is also a risk of balance problems such as vertigo, 

mechanical or electrical failure with the device, the rejection of the device by the body, infection 

of the ear fluids leading to meningitis, and damaging of the seventh cranial nerve, which is the 

facial nerve and is responsible for the ability to move the majority of the facial muscles. The 

placement of the cochlear implant also destroys any natural hearing that the individual may have 

had (“Maryland Hearing”). The process of the surgery is very dangerous and involves cutting 

through the temporal bone and inserting electrical wires directly into the cochlea (Delost and 

Lashley).  

[8] Although cochlear implants may give previously hearing-impaired individuals the 

chance to hear, it is important to remember the large variability in success based on the exact 

situation of the individual. In certain ideal situations such as very young children or individuals 

who have become hearing-impaired after acquiring language, and with the resources such as 

extremely dedicated parents who have the time and money to provide the intensive training 

required for success, the cochlear implant can be a wise decision. These ideal circumstances are 

rare, however, and in most situations, the problems with cochlear implants outweigh the benefits. 

For this reason, it is important for people to make informed choices when faced with this issue  
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based upon their particular situation. These individuals must be educated about the Deaf 

community from which they can benefit through their involvement and acceptance.  

[9] With full awareness of all of the options that are possible surrounding cochlear 

implant surgery, parents can make an informed choice for their children when faced with this 

situation. Unfortunately, 90% of hearing-impaired children are born to hearing parents. This 

means that they will most likely be exposed only to the medical opinion in this debate, since 

awareness of the Deaf community has not spread efficiently to the hearing world (Delost and 

Lashley). For this reason, our society must be aware of the arguments against cochlear implants 

that are presented by the Deaf community so that parents can make a truly informed decision. 

According to the National Association of the Deaf,  

Because cochlear implant technology continues to evolve, to receive mainstream 

acceptance, and to be acknowledged as part of today’s reality, it is urgent to be 

aware of and responsive to the historical treatment of deaf persons. This 

perspective makes it possible to provide more realistic guidelines for parents of 

deaf and hard of hearing children and for pre-lingually and post-lingually 

deafened adults. (“NAD Position Statement”)  

Promoting awareness is a valuable first step that will allow the Deaf community to have a 

participatory role in public decision-making. If society makes Deaf culture a commonly 

understood and appreciated aspect of society, parents can make more informed decisions on how 

to properly raise their hearing-impaired children.  

 

Note: This is probably obvious, but this paper is space-and-a-half instead of double-space 
to save space and paper.  

Note: It is a good idea for Alison Davis to explain what a cochlear implant is. 

Note: Alison Davis can improve her paper by defining “oralism” and “cued speech” in 
paragraph #2 and by defining “otolaryngology” in paragraph 5. 
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Note: You need to have at least two articles that you find by using a library database. At the time 
that Alison Davis wrote her essay, that was not a requirement. 
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Class 38: Argument Research Paper: 
Academic Dishonesty; Appeal to Pity 

 
 “TO ‘D’ OR NOT TO ‘D’” 

 
Academic dishonesty has reached epidemic proportions on college campuses. Myriad studies 
find—at large and small, private and public, institutions—that as high as 76% of students report 
having cheated at least once on a paper or examination. As one response to this behavior, Simon 
Fraser University in British Columbia, Canada, is considering a notation on the transcript of a 
student caught cheating: “FD” to indicate that the failing grade (F) resulted from academic 
dishonesty (D). 
 
The motivations for cheating are many and various: fear of failure, planning a post-baccalaureate 
education in a competitive field, competing obligations for one’s time, and a belief that an 
assignment is needlessly difficult or meaningless, to name a few. In the current technological 
environment, cheating has become much easier, as students download entire papers from the 
web, use web sources without citation, transfer photographs of exams via cell phones to friends 
who will take the exam later, and program phones with complex formulas or exercises that may 
be retrieved during an exam. 
 
The implications of cheating extend beyond the campus. Cheating can diminish an institution‘s 
reputation and the value of its diplomas. Robert Mittelstaedt, Dean of the W.P. Carey School of 
Business, notes on the school’s website, Knowledge@ W. P. Carey, widespread cheating risks 
the integrity of universities: “If a school becomes known as a place where you can cheat and get 
away with it and get a degree without working very hard, eventually that is the kind of students 
the school will attract.” 
 
Gwena Lovett-Hooper and her colleagues report in Ethics & Behavior (2007) that students’ 
dishonesty does not end with their university careers. Students who cheat in college are much 
more likely to engage in dishonest behavior in their post-educational venues: breaking rules in 
the workplace, cheating on spouses, engaging in illegal actions. Cheaters are also more likely to 
engage in academic dishonesty in post-baccalaureate programs (medicine, law, engineering, for 
example), where failure to master the content of the discipline can have dire consequences for 
future clients. 
 
Some educators suggest that a notation on cheaters’ transcripts will alert prospective post-
graduate programs or employers of the applicants’ undesirable characteristic. 
 
Note: © Association for Practical and Professional Ethics 2011 
A Case for the SEVENTEENTH INTERCOLLEGIATE ETHICS BOWL 
 
Questions: 
 
• What reasons can be advanced for using the grade “FD” at Ohio University? 
• What reasons can be advanced against using the grade “FD” at Ohio University? 
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Informal Fallacies: Appeal to Pity 
 

Appeal to Pity (Argumentum ad Misericordiam): 
 
The fallacy of appeal to pity uses pity to get the reader or listener to accept the conclusion of an 
argument when pity is not relevant. For example: 
 

• Taxpayer to judge: Your Honor, I admit that I declared thirteen children as dependents 
on my tax return, even though I have only two, and I realize that this was wrong. But if 
you find me guilty of tax evasion, my reputation will be ruined. I’ll probably lose my job, 
my poor wife will not be able to have the operation that she desperately needs, and my 
kids will starve. Surely I am not guilty. 
 
Note: Pity is not relevant here. What is relevant is whether the taxpayer has committed a 
crime. 
 
• “Perhaps there may be some one who is offended at me, when he calls to mind how he, 
himself, on a similar or even less serious occasion, prayed and entreated the judges with 
many tears, and how he produced his children in court, which was a moving spectacle, 
together with a host of relations and friends; whereas I, who am probably in danger of my 
life, will do none of these things. 

“The contrast may occur to his mind, and he may be set against me, and vote in anger 
because he is displeased at me on this account. Now if there be such a person among 
you—mind, I do not say that there is—to him I may fairly reply: My friend, I am a man, 
and like other men, a creature of flesh and blood, and not ‘of wood or stone,’ as Homer 
says; and I have a family, yes, and sons, O Athenians, three in number, one almost a man, 
and two others who are still young; and yet I will not bring any of them hither in order to 
petition you for an acquittal.”—Socrates: The Apology 

 
Note: That Socrates has a family is not relevant here. What is relevant is whether he has 
committed a crime. (Socrates is subtle in the way that he mentions his children, but he 
does let the jurors know that he has children.) 
 

“Not all arguments that attempt to make the reader or listener feel pity are fallacious. For 
example, TV ads that show poor children and attempt to get you to make a charitable donation 
are not fallacious. Such arguments might be called arguments from compassion. The best 
arguments of this kind both arouse pity and give information about why you should support a 
particular cause.”—Patrick J. Hurley, A Concise Introduction to Logic. (Note: The examples 
above come from this book.) 
 
Exercise: Pretend that a student who has blown off class all quarter (attended two of 40 classes, 
wrote one of five major papers, done no work on the final paper, received an F on the paper the 
student handed in because of plagiarism, did no homework) is writing an e-mail to the professor 
teaching the class. In the e-mail the student argues that the student ought to get the grade of A in 
the course because of all the bad things that happened to the student. (I have read “This is the 
toughest quarter I have ever had” in a few e-mails during my career as a teacher.)  
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Graphs and Tables 
 
You may write an Argument Research paper that includes tables and graphs. 
 
A table can be used to present large amounts of information. See The Statistical Abstract of the 
United States for examples of tables filled with large amounts of data. 
 
A bar graph can be used to compare quantities. 
 
A pictograph is a bar graph that uses pictures. For example, a pictograph about the number of 
physicians in the United States can use pictures of physicians and stack them into columns. One 
possible problem with pictographs is that some audiences find them cutesy. Pictographs may be 
OK for a presentation to the general public buy not for a presentation to a board of directors.  
 
A line graph can be used to show trends. It can also be used to show complex relationships. 
 
A pie chart shows how a whole into divided into parts. One possible problem is that it can be 
difficult to compare the sizes of the wedges of the pie. 
 
One possible solution to some programs involving graphs is to present the data in more than one 
way: in a graph and in a table. That way, the reader will have the actual numbers in the table as 
well as a visual representation of those numbers. 
   

The Statistical Abstract of the United States 
 
The Statistical Abstract of the United States has tables about entry-level salaries and a lot of 
other interesting information. 
 
Example of a Table: Salary Offers to Candidates for Bachelor’s Degrees in 2006 and 2008 
 
Bachelor’s Degree 2006 2008 

Accounting $44,928 $48,020 

Business Administration/Management $41,155 $46,171 

Chemistry $39,804 $43,951 

Computer Science $50,744 $61,110 

Engineering, Chemical $56,269 $63,773 

Engineering, Civil $46,084 $51,780 

Engineering, Computer $53,096 $60,280 

Engineering, Electrical $53,300 $57,603 

Engineering, Mechanical $51,808 $57,024 

Engineering, Petroleum $67,069 $75,621 
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Engineering Technology $48,514 $53,511 

Humanities $31,183 $40,7021 

Marketing $37,191 $41,506 

Mathematics $44,672 $49,759 

Physics $45,120 $49,616 

Social Sciences (Excludes Economics) $32,134 $39,476 

 
Source of Table: Adapted from The Statistical Abstract of the United States. 

 
Note: For other information about earnings and net worth, see The Statistical Abstract of the United States. 

 
 

What kind of visual aid would be best for … 
 
1.  Showing how many full orphans were in each state in the U.S. from 1950-1990? 
 
2.  Showing the rise in the U.S. budget deficit from 1970-1990? 
 
3.  Showing how the U.S. budget expenditures are divided among Defense, Medicare and 

Medicaid, Social Security, and all other items?  
 
4.  Showing how one’s net worth has risen each year from 2006-2016? 
 
5.  Showing how one’s assets are divided up: car, house, jewelry, etc.? 
 
6.  Showing your monthly budget? 
 
7.  Showing how one’s net worth is divided between assets and liabilities? 
 
What kinds of personal finance computer programs are you familiar with? 
 
What are some advantages of using a personal finance computer program? 
 
 

                                                
1 Fewer than 50 offers reported. 
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How Do I Create Graphs? 
 
1.  Provide informative labels. 
 
Make sure the reader knows what he or she is looking at. 
 
2.  Show the entire graph, when possible and desirable. 
 
One way to ensure that you do this is to use zero points. 
 
3.  Start the axes at zero, when possible and desirable. 
 
Zero points keep line and bar graphs from being misleading; however, in some technical and 
business graphs, they are not needed. For instance, a graph showing the performance of the stock 
market will not usually have a zero point so that the day-to-day performance of the stock market 
can be clearly seen. 
 
Unfortunately, some computer graphics programs will sometimes not allow the user to create a 
graph with a zero point even when it is desired. 
 
New York Times columnist Paul Krugman does point that at times you do not want to start the 
axes at zero. He writes that “you want to display data in a way that is most useful to making 
sense of what is going on without misleading the observer. So what are the rules for doing that? 
They’re not easy to write down. The range covered has to be small enough to show variation 
visibly; but you shouldn’t use a compressed range to make trivial variations look like a big deal. 
It all depends on context. What you definitely can’t do is declare that some mechanical rule like 
‘start at zero’ is the only way to go.” (Source of quotation: 14 September 2011 
<http://krugman.blogs.nytimes.com/2011/09/14/axes-of-evil/>. 
 
4.  If you are creating a pictograph, use pictures that are all the same size and stack   
 them to create columns. 
 
The readers’ eye is drawn to area, not just height. 
 
5.  Provide a consistent time line. 
 
The time line may be every year or every five years or every ten years, but it should be 
consistent. 
 
6. Avoid sexism. 
 
If you are creating a pictograph about physicians, some of the pictures of physicians should be of 
females. 
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Class 39: Argument Research Paper: 
Progress Reports 

 
How Do I Write a Progress Report? 

 
A Progress Report is a report on work that you are currently doing and have not finished. 
 
A common kind of Progress Report done at work is called a Periodic Report because it is written 
periodically. For example, every Friday afternoon you may sit down and write a Periodic Report 
to your boss about the work you have done this week on your Project and about the work you 
plan to do next week on your Projects. This makes the Periodic Report a good planning tool both 
for yourself and for your boss. It is a good planning tool for you because you plan your work for 
the upcoming week. It is a good planning tool for your boss because the boss must manage 
several projects. You may need to get your work done on a Project before someone else can take 
over and do their work on a Project.  
 
You must be honest when you write your Periodic Report. Bosses read Periodic Reports to help 
them plan for the future. For example, before a software product can be shipped, you must finish 
writing your Instruction Manual. If you miss your deadline, the product can’t be shipped. 
Therefore, if you are having problems, be honest about them. If you keep promising that a 
certain project will be finished on time, and it is not finished on time, you can get fired. But if 
you admit that you are behind schedule, then your boss will be able to plan ahead and may even 
be able to help you get caught up. Sometimes, a boss will give you a temporary helper, extend a 
deadline, or have someone else take over one of your projects.  
 
Be aware that Progress Reports may be used to help determine who gets a raise or who gets 
promoted, so don’t sell your accomplishments short. 
 
Organization for a Periodic Report in Which You Report on Your Progress for Several 
Projects 
 

Introduction 
 
Project #1 

Past Work 
Future Work 
 

Project #2 
Past Work 
Future Work 
 

Project #3 
Past Work 
Future Work 
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Project #4 
Past Work 
Future Work 

 
Conclusion 

 
In-Class Writing: Progress Report 

 
In addition to Periodic Reports, you can write a Progress Report about your progress on one 
particular project. For example, your boss gives you a project on Monday that must be finished 
within 10 working days. To help ensure that the project is finished on time, the boss tells you to 
write a Progress Report on the project this coming Monday. 
 
In-Class Writing Assignment: For this class, you will write a Progress Report telling me how 
the work on your final Research Paper is going. 
 
Purpose: The purpose of the Progress Report is to tell your teacher about the work you have 
done on your Argument Research Paper. In addition, you can tell your teacher about any 
problems you are having. Your teacher may be able to help you solve a problem. 
 
Format: Use the memo format, and address your Progress Report to your teacher.  
 
Use of Headings: When you write your Progress Report, use the headings listed below (except 
for the introduction, which doesn’t need a heading).  
 

Introduction (no heading is needed for the introduction) 
• The introduction should give the topic of your Argument Research Paper. 
• The introduction should sum up the conclusion. (Are things going well?) 
 
Accomplishments to Date (use a heading for this and the following sections) 
• This section should tell what progress you have made on your Argument Research 
Paper so far.  
 
Problems to Date 
• The important thing to do here is to tell what you are doing about the problems, not to 
describe the problems in great detail. In this section, you may wish to ask me a question 
or two about how to solve a problem. 
 
Progress Expected for the Rest of the Term 
• This section should give your plans for getting your work done during the rest of the 
term. For some of you, only a few final touches and lots of reviews/proofreading will 
need to be done at this point. More likely, you still have a few pages to write. 
 
Conclusion 
• The conclusion should tell whether the work is going well. You should state whether 
you can complete it on time. 
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Tone: It’s OK to sound proud of the work you have done so far, but be sure not to sound like an 
advertisement. 
 
Voice: Avoid the passive voice unless you have a good reason for using it. 
 

Passive: The argument paper is expected to be completed on time. 
Active: I will complete the argument paper on time. 
 

Progress Report in This Course 
 
Obviously, this course is an academic course at a university and I am your teacher, not your boss, 
but writing a progress report at a university has some advantages. You can plan the work you 
have left to do, and you can inform me of any problems you are having. Sometimes, I can help to 
solve a problem. (I can’t solve the problem of lack of time, unfortunately; all of us wish that the 
24-hour day were a 25-hour day.) 
 
Use of Checklist 
 
Be sure to use the checklist in today’s class. It can improve your grade for your argument 
research paper. 
 
Sample Progress Report 
 
See the following page for an excellent example of a Progress Report. 
 
 

An Important Note 
 
The research papers that you have been writing are for an academic audience: your teacher. 
Whenever you use the MLA format, you do so for a teacher or for the readers of a research 
journal. However, the research paper can have additional readers: 
 
• You could send your research paper to a politician in an attempt to influence policy. In such a 
case, you would write a cover letter to be sent with your research paper. 
 
• You could put your research paper up on the WWW. In such a case, when possible you would 
add hyperlinks to relevant WWW sources. 
 
• You could revise your research paper and make it a letter to the editor or an opinion piece for a 
newspaper. In such cases, you would not use the MLA format. Chances are, your research paper 
would be a lot shorter. A letter to the editor can be 250 words, while an opinion piece can be 
between 750 and 1,000 words. Paul Krugman, columnist for The New York Times, has to make 
his points in only 750 or so words—something that he admits is difficult.
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To:   Professor Bruce 
From:  David Bruce (9-11 a.m. ENG 308J) 
Re:    Progress on My Argument Research Paper 
Date:   Today’s Date 
 
The topic of my argument research paper is same-sex civil marriage, which I am in favor of. I am 
having no problems, and I will be finished on time. 
 
Accomplishments to Date 
 
My paper is close to being done. I have written the introduction, arguments for what I believe, 
rebuttal of arguments against what I believe, and the conclusion. I was happy to discover that 
Daniel A. Helminiak, a Catholic priest, wrote a book titled What the Bible Really Says About 
Homosexuality, which argues that the Bible is not against homosexuality. However, I have some 
additional research to do in order to make my paper more interesting, as detailed in the “Progress 
Expected” section. 
 
Problems to Date  
 
I have had no problems, and I have enjoyed researching and writing this paper. 
 
Progress Expected 
 
I still need to do more proofreading, although I have been proofreading each day, in part because 
I have been writing more each day. I believe that it is best to proofread each day instead of 
leaving all the proofreading at the end of the writing process. The other thing I want to do is to 
make my paper more interesting by including such things as relevant anecdotes. For example, I 
have heard that country singer Garth Brooks has a sister who is a lesbian, and that he wrote a 
song in part about her. I need to do some research to see if I can include that in my paper. In 
addition, I want to include more ethos in my paper by researching gay and lesbian marriages to 
see I can find any anecdotes that will show that gays and lesbians are very much like 
heterosexuals. Of course, I will proofread my paper three times (or more) before handing it in. 
 
Conclusion 
 
My paper will be done on time, and I will be proud of it. 
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Checklist for Argument Research Paper 

Appendixes 
 
The appendixes in this Study Guide have lots of good information to use while checking your 
paper. The appendixes include information about the MLA format for academic papers, how to 
write a Works Cited list, how to format long and short quotations, and how to introduce 
quotations. 
 
Check the Content 
 
Here are a number of topics that a good argument paper may cover: 
 

Introduction: Introduces the Topic 
Background Information (this may be a part of the introduction) 
Arguments for What You Believe 
Arguments Against What You Believe and Rebuttal of Arguments Against What You 

Believe 
Conclusion 

 
Check Common Knowledge 
 
Common knowledge is knowledge that is widely known and that appears in many reference 
sources. For example, “John F. Kennedy was assassinated in 1963” is common knowledge. 
Common knowledge does not need to be cited unless you quote it word for word. Check the 
paper to make sure that you have cited everything that needs to be cited. Of course, if you quote 
common knowledge word for word, you must use quotation marks and cite the source. 
 
Note: Even when knowledge is common, the words in which is expressed can be plagiarized. For 
example, the definition of the word “plagiarism” is common knowledge, but you can’t just steal 
a definition from a dictionary. If you take a definition of “plagiarism” word for word from a 
definition, you need to cite the dictionary. However, if you write your own definition of 
“plagiarism” using your own words, you do not need to cite that. Remember: If you quote 
common knowledge word for word, you must use quotation marks and cite the source. 
 
Check the In-Text Citations 
 
You must show that you know how to format a research paper and cite sources accurately. The 
MLA format uses in-text citations. For example, if you have a quotation or a paraphrase, the 
information that identifies the source of that quotation or paraphrase will follow it in parentheses. 
Usually, that information will be the author’s last name and the page number. Sometimes, no 
author name is given in the source, so you will use one or a few words to indicate the source’s 
title. Sometimes, the source does not have page numbers, so you won’t be able to put them in 
your in-text citation. Be aware that short quotations (four or fewer lines) and long quotations 
(five or more lines) of prose are formatted differently. Short quotations appear as part of a 
paragraph that you have written. Long quotations are set off in indented block style. 
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Check Introductions to Quotations 
 
Don’t just stick quotations into your paper. Introduce them. Here is an introduction to a short 
quotation: 
 
Finally, after all the accusations that were made towards Ben Domenech for plagiarizing articles 

in other publications, he resigned from the Washington Post: “His resignation came after writing 

six blog items in the three days he worked for Red America, a blog that the Post created to offer 

a conservative viewpoint on its Web site” (Bosman). 

 
Here is an introduction that can be used to introduce a long quotation: 
 

Stephen Ambrose was a historian who wrote historical novels, his most recent being a 

best-seller about World War II B-24 bomber crews called The Wild Blue. In it, he is said to have 

plagiarized from Thomas Childers’s Wings of Morning: 

 
Note: Long quotations are often introduced by an independent clause that ends with a colon. 
 
Check MLA Format for Quotations 
 
Remember, short quotations of prose have four or fewer lines. Long quotations of prose have 
five or more lines. Short quotations of prose are part of the sentence in which they appear. Long 
quotations of prose are set off by themselves in block style. That means that they are indented 
more than you indent the beginnings of paragraphs. 
 
How to Quote Short Passages of Prose (Four Lines or Fewer) 
 
• When quoting four or fewer lines of prose, run them in with your text. (This is MLA style.) 
Note: The four lines or fewer refer to lines in your paper, not to lines in the books you are 
quoting. 
• Do not use a slash mark to separate the lines of prose. 
• Quote prose correctly, both in content and in style. (Quote every word accurately, and use the 
punctuation that appears in the original quotation.) Exception: You may need to follow the rule 
of using single quotation marks within double quotation marks. When you quote something, you 
will use double quotation marks. If the passage you are quoting has something in double 
quotation marks, you will have to change them to single quotation marks.  
 

Original source:  
I don’t believe in “civilization.” 
 
Your quoting of the original source:  
He said, “I don’t believe in ‘civilization’” (in-text citation). 
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• Put the citation in parentheses. (If no page number is available, use an identifying word or 
words from the title.) A period will follow the final parenthesis. Before the end quotation marks, 
you may put a question mark or an exclamation mark (if they appear in the original passage), but 
do not put a comma or a period. 
• Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author (or if no 
page number is available), use an identifying word or words from the title instead of the author’s 
name. 
• Use quotation marks. 
• Put a Works Cited List at the end of your paper. In it, list the edition you are citing and any 
other works you are citing.  
 
How to Quote Long Passages of Prose (Five Lines or More) 
 
• When quoting five or more lines of prose, indent the lines a little more than you indent the 
paragraph beginnings. (This is MLA style.) Note: The five lines or more refer to lines in your 
paper, not to lines in the books you are quoting. 
• Quote prose correctly, both in content and in style. (Quote every word accurately, and use the 
punctuation that appears in the original quotation.) 
• Put the citation in parentheses. No period will follow the final parenthesis. 
• Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author, use an 
identifying word or words from the title instead of the author’s name. 
• Do not use quotation marks unless you are quoting dialogue and the quotation marks appear in 
your source. 
• Put a Works Cited List at the end of your paper. In it, list the edition you are  
citing and any other works you are citing.  
 
Check the Works Cited List 
 
The Works Cited list should appear at the end of your essay. It provides the information 
necessary for a reader to locate and be able to read any sources you cite in the essay. Each source 
you cite in the essay must appear in your Works Cited list; likewise, each entry in the Works 
Cited list must be cited in your text.  

 
Also see the appendix for a few examples of how to do typical items on a Works Cited list. 
 
• Use MLA format. 
• Alphabetize the list. 
• Use italics for the titles of newspapers, magazines, and journals. 
• Use italics for Academic Search Complete, LexisNexis Academic, etc. 
• Use quotation marks (“ ”) for the titles of articles, essays, and chapters. 
• The American style of punctuation is to put commas and periods inside quotation marks (both 
single quotation marks and double quotation marks). 
• Capitalize the first letters of important words (including the first and the last word) in titles. 
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• Double-space 
• Use hanging indents. 
• Delete “(Cover story).” It is not part of the title. 
• When listing authors, put the last name first. 
• If an article is from USA Today or other newspaper, it will have a date. 
• Use single quotation marks within double quotation marks. 
• If a title ends in a question mark or an exclamation mark, you don’t need to add a period at the 
end of the title. 
 
Check MLA Format for Academic Papers 
 
In the upper right corner of each page, including the first page and the Works Cited page, put 
your last name and the page number. 
 
In the upper left corner of the first page, put this information: 
 

Your Name 

Prof. Teacher’s Name 

ENG 308J 

Today’s Date 

 
Proofread, Proofread, Proofread 
 
Proofreading is always important. Of course, you can proofread earlier as well. I tend to 
proofread after every draft. But always, at the end of writing your paper, you should proofread, 
proofread, proofread. Proofread three times. 

 
A Hero 

 
• In August 2005, British Army Sergeant Eddie Young was driving his girlfriend home when 

he saw a fire in the village of Stanford in the Vale, Oxfordshire, England. He had been trained in 
firefighting, and he used his training to save the lives of nine people. He kicked down doors, he 
carried a 93-year-old woman named Maud to safety, and he woke up people so that they could 
reach safety. Simon Gibbs, age 37, said that Mr. Young deserved a medal: “He is a hero. He 
saved lives.” Fire officer Bob Burrell said, “His actions were particularly heroic.” As many 
heroes do, Sergeant Young, who is based in Abingdon, said, “I wouldn’t use the word ‘hero.’ I 
was just concerned for people.” 



 

 

402 

 

Class 40: Argument Research Paper:  
Peer Review 

 
Handing in Papers 
 
Use a 2-pocket folder to hand in your paper. In the right pocket, place the final draft of your 
paper. In the left pocket, place your early drafts. On the upper right corner of your folder, write 
your name, course, and when the class meets. For example: Joe Student, ENG 308J, 12-2 p.m. 
MW. Remember: The minimum number of words is 1,500. Remember: The minimum number of 
sources is six. 
 

Checklist for the Works Cited List (MLA Format)  
 
• The Works Cited List lists only the works you cited (quoted or paraphrased with in-text 
citations) in your research paper. Therefore, do not list the works that you read but did not cite. 
 
• Alphabetize the Works Cited list. 
 
• Double-space the Works Cited list. 
 
• At the top of the page on the right, write your last name and the page number. 
 
• Under your last name and the page number, write “Works Cited,” centered. 

 
MLA Format for Papers 

 
Use the MLA Format for your Research Paper. Or use the academic format that is used in your 
major. 
 
• Double-space your paper. 
 
• In the top right corner of each page, including the Works Cited page, put your last name and the 
page number. 
 
• Put your Works Cited List on a page of its own. 
 
• On the top left of the first page of your paper, put this information: your name, the word 
“Professor” and the professor’s name, the course, and the date: 
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Stephanie Smith 

Professor Bruce 

ENG 308J 

May 16, 2011 

• Write a title for your paper. 

Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

• Ask one or a couple of your friends to evaluate your evaluation paper, using the peer review 
sheet in this section.  

 
Advice on Reviewing 

Just as readers often turn into writers, novel-writers often become novel-reviewers. In the 
past few months, I have not only been producing my own work but also reviewing novels written 
by other people—a difficult process, especially if you know how galling it can be to receive a 
bad review yourself. This is just another form of the old workplace transition, in which expert 
widget-makers are transplanted from their field of excellence to become uncomfortable Senior 
Widget Manufacturing Managers, tasked with delivering criticism to other widget makers. For 
those unfortunates, I offer the following advice on effective criticism. 

First, no one will listen to a word you say unless you begin by telling them that they have 
done something right, even if it is just turning up in the first place. Human brains will do 
anything to avoid cognitive dissonance—that is, realising that they were wrong all along. A 
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really creative manager will make the managee believe that they came up with the criticism 
themselves. Second, do make sure you know what you want before you start talking. Lines like 
“this design doesn’t feel ... designed enough” or the truthful but nonetheless frustrating “I don’t 
like it, but I don’t know why” do no one any favours. If you don’t know what you want, you are 
not going to know when you get it. 

Finally, the “constructive” part of “constructive criticism” is not just there for the attractive 
alliteration. The only reason that anyone promotes a widget-maker to widget manager is for the 
times when the other widget makers have got it wrong, and someone needs to come up with a 
really great idea. And if nothing else, sharing your own ideas will give everyone else something 
to have a good time criticising. 

 
Source: Naomi Alderman, “Moneychangers have set up shop in my temple—a cafe has taken 
over the library’s fiction section.” The Guardian. 6 March 2008 
<http://books.guardian.co.uk/comment/story/0,,2262444,00.html>. 

 
Revise 

 
“I really think any woman who even vaguely wants to write should just try it and not think she 
has to be different to do it. There’s no secret. There is no secret. You just sit on your bottom and 
you type words into the computer. That really is all it is. And you work and work and work until 
they’re less rubbish, and you work some more and they’re less rubbish, and eventually they 
might be quite good.”—Charlotte Mendelson, author 

 
A Good Deed in Cold Weather 

 
• In the winter of early 2009, Jaehnel Leduc, a resident of Hackettstown, New Jersey, was 

going to a business on Main Street when she saw a group of approximately 15 young men 
shoveling snow. She asked if they were being paid, but they replied that they were athletes on the 
wrestling team of Centenary College in Hackettstown. Their wrestling match had been cancelled, 
so they had decided to do a good deed for the town and shovel the snow on Main Street. Jaehnel 
offered to buy the young men lunch, but one young man replied, “Thank you, but it wouldn’t be 
a good deed if we did it for money.” Jaehnel wrote in a letter to the Warren Reporter, “Good 
people and good deeds do still exist. What a wonderful community we live in.” 

 
A Famous Bartender 

 
• Bud Abbott used his profits from the comedy team of Abbott and Costello to build a 

mansion with a huge bar. Occasionally, strangers would drop in, thinking the mansion was a real 
bar open for business, and order a drink. Mr. Abbott served them. 
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Peer Review Sheet: Argument Research Paper  
 
A good, thorough review takes time. Plan to spend 10-15 minutes reviewing the Argument 
Research Paper, 5-10 minutes making comments to the writer and 5-10 minutes listening to 
comments about your writing. This will give you time to get a second review. The Peer Review 
Session should take up the entire class period. If you have questions, raise your hand and I will 
come over and try to answer them. (Please give me time first to go around and give everyone 
who deserves it credit for being prepared for the Peer Review Session.)  
 
1. Exchange papers with another student. 
 
2. Read the other student’s Argument Research Paper. 
 
3. Write down briefly your opinion of the other student’s Argument Research Paper. Good? Bad? 
Interesting? Boring? 
 
 
 
4. Look at the first paragraph. Does the writer have a thesis statement? What is it? (If the writer 
is using a lede, the thesis statement may be in the second paragraph.) 
 
 
 
5. Does the writer make good arguments for his or her position? Do you have any objections to 
those arguments? 
 
 
 
6. Does the writer make bring up and rebut at least one counterargument against his or her 
position?  
 
 
 
7. Has the writer made the Argument Research Paper interesting? Has the author used personal 
experience in the Argument Research Paper? 
 
 
 
8. Write down any questions you would like to ask after reading the Argument Research Paper. 
Was everything clear to you? Did you understand all the terms that were used?  
 
 
 
9. Write down one thing that the writer did well, in your opinion. 
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10. Write down one thing that the writer should improve, in your opinion. 
 
 
 
 
 
11. Write down any other suggestions for improvement that you have for the paper. 
 
 
 
 
 
12. What kind of proofreading does the writer need to do to improve the Argument Research 
Paper? 
 
 
 
 
13. Go through the Argument Research Paper again and make any proofreading corrections that 
need to be made. 
 
 
14. Does the writer correctly cite sources in the Argument Research Paper? 
 
 
15. Does the writer correctly introduce quotations in the Argument Research Paper? 
 
 
16. Go over the Argument Research Paper orally with the writer. Make any comments or 
suggestions for improvement that you would like to make. Of course, the writer will do the same 
things with the Argument Research Paper that you wrote. 
 
 
17. Exchange your Argument Research Paper with that of another writer and go through the 
process again. 
 
 
18. Go home and revise your Argument Research Paper. 
 
 
19. Hand in your Argument Research Paper on time to avoid the late penalty. 
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The Most Important Things I Have Learned from  
Writing the Argument Research Paper  

 
• I have learned a few ways to organize an argument paper. 
 

For example, I know that it is a good idea to go beyond simply making arguments for 
what I believe. Instead, it is a good idea to bring up a few arguments for the other side 
and then rebut them by showing that they are not good arguments. 

 
• I have learned a few ways to argue ethically. 
 

One way to argue ethically is on the basis of the consequences. If an action has bad 
consequences, the action is likely to be bad. 
 
One way to argue ethically is on the basis of the treatment of human beings. If an action 
treats human beings as worthy of respect and dignity, the action is more likely to be good 
than if it treats human beings as disposable and worthless. 
 
One way to argue ethically is on the basis of reversibility and the Golden Rule. If what I 
am thinking of doing to someone else is not what I would want done to me, then the 
action is likely to be bad. 

 
• I have learned a few informal fallacies to recognize in other people’s arguments and to avoid 
making in my arguments. 
 

For example, simply insulting someone rather than responding to that person’s argument 
is an example of an ad hominem fallacy. I need to respond to the other person’s argument 
rather than simply say that the other person is a pencil-necked geek who eats quiche and 
therefore ought to be ignored. 

 
• I have learned the pros and cons of a number of modern issues. 
 

To truly understand an issue, it is important to know both sides (or all sides) of an issue. 
To form an educated opinion about an issue, I need to know the arguments on both sides 
(or all sides) of the issue.  

 
• I have been able to hear the opinions and arguments of other students in this course. 
 
Even though I may not agree with the opinions of other people, I realize that people of good will 
may sincerely disagree. People I disagree  
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Appendix A: How Should I Use Quotations 

When Using the MLA Format? 
 
Introduction 
 
• This appendix applies to all kinds of prose writing.  
• On-line sources don’t have page numbers, usually, so in parentheses you will put either the 
author or the title of the work you are quoting. 
 
Important Notes  
 
1) For information about the MLA style of using quotations, see Diana Hacker’s A Pocket Style 
Manual. See especially the section titled “Integrating Literary Quotations.” 
2) Your major papers will be double-spaced. 
3) Use a Works Cited list. 
 
The work being cited for all of the quotations in this section is this: 

 
Richardson, John H. “The Last Abortion Doctor.” Esquire 152.3 (2009): 134-171. Academic 

Search Complete. Web. 29 Nov. 2010. 

Warning: Be aware that one style is used for quoting short passages and a different style is 
used for quoting long passages. Do not mix the two styles up. 
 
How to Quote Short Passages of Prose (Four Lines or Fewer) 
 
• When quoting four or fewer lines of prose, run them in with your text. (This is MLA style.) 
Note: The four lines or fewer refer to lines in your paper, not to lines in the books you are 
quoting. 
• Do not use a slash mark to separate the lines of prose. 
• Quote prose correctly, both in content and in style. (Quote every word accurately, and use the 
punctuation that appears in the original quotation.) Exception: You may need to follow the rule 
of using single quotation marks within double quotation marks. When you quote something, you 
will use double quotation marks. If the passage you are quoting has something in double 
quotation marks, you will have to change them to single quotation marks.  
 

Original source:  
I don’t believe in “civilization.” 
 
Your quoting of the original source:  
He said, “I don’t believe in ‘civilization’” (in-text citation). 

 
• Put the citation in parentheses. (If no page number is available, use an identifying word or 
words from the title.) A period will follow the final parenthesis. Before the end quotation marks, 
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you may put a question mark or an exclamation mark (if they appear in the original passage), but 
do not put a comma or a period. 
• Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author (or if no 
page number is available), use an identifying word or words from the title instead of the author’s 
name. 
• Use quotation marks. 
• Put a Works Cited List at the end of your paper. In it, list the edition you are citing and any 
other works you are citing.  
 
For example: 

 

In Esquire, John H. Richardson wrote, “For thirty-six years, Warren Hern has been 

one of the few doctors in America to specialize in late abortions. George Tiller was 

another. And when Dr. Tiller was murdered that Sunday in church, Warren Hern became 

the only one left” (“Last Abortion Doctor”). 

 

Doctor Warren Hern despises militant anti-abortion activists such as Randall Terry, 

who once prayed for his death on national Christian radio: “These guys are just 

despicable. If anyone wants hope for the human species, don’t talk to me” (Richardson). 

 
How to Quote Long Passages of Prose (Five Lines or More) 
 
• When quoting five or more lines of prose, indent the lines a little more than you indent the 
paragraph beginnings. (This is MLA style.) Note: The five lines or more refer to lines in your 
paper, not to lines in the books you are quoting. 
• Quote prose correctly, both in content and in style. (Quote every word accurately, and use the 
punctuation that appears in the original quotation.) 
• Put the citation in parentheses. No period will follow the final parenthesis. 
• Unless the author is identified in the introduction to the quotation, put the author’s name in 
parentheses before the page number. If you are citing more than one work by the author, use an 
identifying word or words from the title instead of the author’s name. 
• Do not use quotation marks unless you are quoting dialogue and the quotation marks appear in 
your source. 
• Put a Works Cited List at the end of your paper. In it, list the edition you are  
citing and any other works you are citing.  
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For example: 
 

John H. Richardson writes in Esquire, 

Later that evening, you will drive with Dr Hern’s wife and son to the Temple 

Emanuel in Denver. He’ll choke up when he ascends to the dais to say that 

George Tiller was “gentle, considerate and compassionate,” then recover and roll 

into the refuge of his annealing anger: “This brutal, cold-blooded, premeditated 

political assassination is the inevitable and predictable result of over 35 years of 

rabid anti-abortion harassment, hate rhetoric, violence...” (“The Last Abortionist”) 

 

Note: The ellipsis (…) appears in the original article, so no brackets are 

around it. If I had dropped words out of the quotation, I would have used an 

ellipsis and put brackets around it ([…]) to indicate that I had dropped words out 

of the quotation. 

 

John H. Richardson writes about a woman whom Dr. Hern helped by giving her a late-

term abortion: 

Three weeks later, the woman from Canada calls you. She has some things 

she wants to tell you. It was the most tragic and terrible experience of my life, she 

begins. She has a son almost ready to start kindergarten, she was afraid she 

wouldn't survive to raise him, and she wants to have a big family, and the 

situation was so crazy with the marshals and the bulletproof glass and the constant 

fear of a mad killer with a gun. Dr Hern was under so much pressure. She could 

see the stress in his face. “Now I’m still recovering, and still sad and still 

mourning, and I realize how grateful I am that Dr Hern was able to take me under 

such quick and terrible circumstances. That’s what gets me so upset. He's a doctor 

who is trying to help people. It’s shocking that people want to hurt him.” (“The 

Last Abortionist”) 

 
Note: Because this quotation comes from the Web, no page number is used. If I had used a 
print source, I would put a page number in the parentheses. 

 
• Be sure capitalization remains the same as in the original source.  
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• Note that no quotation marks are needed unless they appear in the original source or you are 
quoting dialogue. The indentation shows that the passage is a quotation. 
• Look up the quotation to see that it is quoted correctly, with no words left out.  
 
Important Notes For All Quotations 
 
• Look up the quotation to see that it is quoted correctly, with no words and no punctuation 
marks left out and no misspellings. 
• If you leave out part of a quotation, use an ellipsis and brackets […].  
• If you add an editorial comment to a quotation, use brackets. 
 
Other Examples 
 
These examples use this source: 
 

Twain, Mark. The Adventures of Huckleberry Finn. New York: Bantam Dell, 2003. Print. 
 

Short Quotations 
 

Mark Twain has Huckleberry Finn introduce himself in Adventures of Huckleberry 

Finn by saying, “You don’t know about me without you have read a book by the name of 

The Adventures of Tom Sawyer; but that ain’t no matter” (1). 

 

Huckleberry Finn introduces himself in Adventures of Huckleberry Finn by saying, 

“You don’t know about me without you have read a book by the name of The Adventures 
of Tom Sawyer; but that ain’t no matter” (Twain 1). 

 
Long Quotations 
  

Huckleberry Finn introduces himself in Adventures of Huckleberry Finn by saying, 

You don’t know about me without you have read a book by the name of The 
Adventures of Tom Sawyer; but that ain’t no matter. That book was made by Mr. 

Mark Twain, and he told the truth, mainly. There was things which he stretched, 

but mainly he told the truth. That is nothing. I never seen anybody but lied one 

time or another, without it was Aunt Polly, or the widow, or maybe Mary. (Twain 

1) 

 

Mark Twain has Huckleberry Finn introduce himself in Adventures of Huckleberry 
Finn by saying,  
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You don’t know about me without you have read a book by the name of The 
Adventures of Tom Sawyer; but that ain’t no matter. That book was made by Mr. 

Mark Twain, and he told the truth, mainly. There was things which he stretched, 

but mainly he told the truth. That is nothing. I never seen anybody but lied one 

time or another, without it was Aunt Polly, or the widow, or maybe Mary. (1) 
 
 

Heroes  
 

• Mansi Bakshi, a teacher with the Chailaya Academy in the Suthra Bali Bowli area, became 
a hero in October 2005 when she rescued 45 children from a school building that was collapsing 
during an earthquake. She was the only teacher there, and when the earthquake struck, she began 
taking the children out of the building, one by one. She continued to do this even as the building 
collapsed. On her last trip out, the building collapsed and a falling stone broke her leg. Rohit, a 
student, said, “I was the last when a stone fell. Madam saved me, and stone fell on her.” Subhash 
Chand, a resident, praised Mansi’s heroism, saying, “Otherwise, it would have been a tragedy.” 
Mansi’s younger sister, Sapna, also did a good deed, selling her gold earrings so that she could 
buy some medicine that the children urgently needed. Sapna said, “It was my moral 
responsibility. We were able to save their lives, it’s a big thing.” 

 
An Animal Hero 

 
• In 2005, Michael Bosch, age 63, of San Rafael, California, saved the life of Honey, his 

cocker spaniel puppy, when he adopted her from an animal shelter. She returned the favor within 
two weeks. Mr. Bosch had an accident in which his SUV plunged 40 feet into a ravine. He was 
trapped in the SUV, which was upside down, with Honey. Tim Thompson of the Marin County 
Sheriff’s Department said, “It was crushed pretty severely between the steering wheel and the 
stump that pierced the roof of the car and the dashboard.” It took several hours, but finally Mr. 
Busch got a window rolled down. He released Honey and told her to get help. She did exactly 
that, running half a mile to the house of Robin Allen, who said, “She was bringing me here. She 
was directing me.” Mr. Bosch had been hanging upside down for over six hours when rescuers 
finally reached him, but his life was saved. Sheri Cardo of Marin Humane Society said about 
Honey, “She was brought in by her owner who couldn’t continue to care for her, just couldn’t 
afford to.” Luckily for Mr. Busch, he could afford to care for Honey. 
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Appendix B: How Do I Write A Works Cited List? 
 

 
Your Works Cited List 

 
The Works Cited list should appear at the end of your essay. It provides the information 
necessary for a reader to locate and be able to read any sources you cite in the essay. Each source 
you cite in the essay must appear in your Works Cited list; likewise, each entry in the Works 
Cited list must be cited in your text.  

 
For much more information than is provided here, see Diana Hacker’s A Pocket Style Manual or 
another English handbook. 

 
 

How Do I Cite an Online Video for My Works Cited List? 
 

You will need the following pieces of information in order to cite an online video for your 
Works Cited list: 
 
1. Author or Speaker or Star 
2. Title of online video (in quotation marks) 
3. Sponsor of Web site, if any (in italics) 
4. Web site (followed by a comma) 
5. Date (of publication or, if available, last update, or copyright) (“n.d.” if no date)  
6. Medium 
7. Date of access 
 
For example: 
 
Murphy, Beth. “Tips for a Good Profile Piece.” Project: Report. YouTube, 7 Sept. 2008. Web. 

29 April 2011. 
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How Do I Cite an Entry (Such as a Definition) from  
an Encyclopedia or a Dictionary? 

 
Print 
 
For example: 
 
Posner, Rebecca. “Romance Languages.” The New Encyclopedia Britannica: Macropaedia. 15th 

ed. 1987. Print. 

“Plagiarism.” The American Heritage Dictionary of the English Language. 4th ed. 2000. Print. 

Web 

“Einstein, Albert.” Encyclopaedia Britannica Online. Encyclopedia Britannica, 1999. Web. 29 

Apr. 2011. 

Citing a Definition from a Web Dictionary 
 

Do these things: 1) Put in quotation marks the word whose definition you looked up, 2) Put in 
italics the title of the Web site, 3) Write the sponsor of the Web site, 4) Write the date (of 
publication or, if available, last update, or copyright), 5) Write the medium (“Web”), and 6) 
Write the date you accessed the Web site. Optional: Add the Web address. 
 
“Plagiarism.” Dictionary.com. Dictionary.com, LLC, 2011. Web. 29 April 2011. 

<http://dictionary.reference.com/browse/plagiarism>. 
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MLA Format: Works Cited List 
 

Print Books 
 
Notes: 
• The Works Cited list will be double-spaced. 
• The items in a Works Cited list will have a hanging indent. That means that for each item the 
lines under the first line will be indented under the first. See example below. 
 
Example of a Print Book in a Works Cited List (Note: This is a Book in a Series.) 
 
Wren, Laura Lee. Garth Brooks: Country Music Superstar. Berkeley Heights, NJ: Onslow 

Publishers, Inc., 2002. Print. People to Know. Ser. 

Basic Format 
 
Provide this information: 1) author’s name, 2) title, including subtitle, if any, 3) place of 
publication, publisher, and date of publication, and 4) the medium. 
 
Book with an Editor 
 
Plath, Sylvia. The Unabridged Journals of Sylvia Plath. Ed. Karen V. Kookily. New York: 

Anchor-Doubleday, 2000. Print. 

Book with an Editor (and Book in a Series) 
 
Espoo, Roman, ed. Teens and Credit. Detroit: Greenhaven Press, 2010. Print. At Issue. Ser. 
 
Note: The name of the series is “At Issue.” 
 
Book with a Translator 
 
Homer. Iliad. Trans. Robert Fagles. New York: Viking, 1990. Print. 
 
Encyclopedia or Dictionary Entry 
 
“Plagiarism.” The American Heritage College Dictionary. 4th ed. 2002. Print. 
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In-Class Work 
 
On a separate sheet of paper, write your name, the course number (e.g., ENG 151, ENG 308J), 
and the time the course meets (e.g., 9-11 am). Then make a Works Cited list with these books. 
 
Note: All of these books are Print. 
 
Book #1 
 
Editor: Lauri S. Friedman 
Title: The Iraq War 
Place of Publication: Detroit 
Publisher: Greenhaven 
Date of Publication: 2008 
Series: Writing the Critical Essay 
 
Book #2 
 
Author: Amy Tan 
Title: Saving Fish from Drowning 
Place of Publication: New York 
Publisher: Putnam 
Date of Publication: 2005 
 
Book #3 
 
This is the way that the book appears in an online library directory: 
 
Author Turnley, David C 
Title Baghdad blues : a war diary / David Turnley 
Imprint New York : Vendome, c2003 
 
Book #4 
 
Definition Looked Up and Cited in the Paper: “Sonata” 
Title: The American Heritage of the English Language 
Edition: 4th 
Date of Publication: 2000 
 
Book #5 
 
Author Collins, Tim 
Title Rules of engagement : a life in conflict / Tim Collins 
Imprint London : Headline, 2005 
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MLA Format: Works Cited List 
 

Print Books 
 

Print Books 
 
Notes: 
• The Works Cited list will be double-spaced. 
• The items in a Works Cited list will have a hanging indent. That means that for each item the 
lines under the first line will be indented under the first. See example below. 
 
Example of a Print Book in a Works Cited List (Note: This is a Book in a Series.) 
 
Wren, Laura Lee. Garth Brooks: Country Music Superstar. Berkeley Heights, NJ: Onslow 

Publishers, Inc., 2002. Print. People to Know. Ser. 

Basic Format 
 
Provide this information: 1) author’s name, 2) title, including subtitle, if any, 3) place of 
publication, publisher, and date of publication, and 4) the medium. 
 
Two or More Works by Same Author(s) 
 
Hentoff, Nat. Free Speech for Me--But Not for Thee: How the American Left and Right 

Relentlessly Censor Each Other. New York: HarperCollins Publishers, 1992. Print. 

---. The First Freedom: A Tumultuous History of Free Speech in America. New York: Delacorte 

Press, 1980. Print. 

Book with an Editor 
 
Plath, Sylvia. The Unabridged Journals of Sylvia Plath. Ed. Karen V. Kookily. New York: 

Anchor-Doubleday, 2000. Print. 

Book with an Editor (and Book in a Series) 
 
Espoo, Roman, ed. Teens and Credit. Detroit: Greenhaven Press, 2010. Print. At Issue. Ser. 
 
Note: The name of the series is “At Issue.” 
 
Encyclopedia or Dictionary Entry 
 
“Plagiarism.” The American Heritage College Dictionary. 4th ed. 2002. Print. 
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In-Class Work 
 
On a separate sheet of paper, write your name, the course number (e.g., ENG 151, ENG 308J), 
and the time the course meets (e.g., 9-11 am). Then make a Works Cited list with these books. 
 
Note: All of these books are Print. 
 
Book #1: This is the way that the book information appears in an online library directory: 
 
Author Mawdsley, Ralph D 
Title Legal aspects of plagiarism / Ralph D. Mawdsley 
Imprint Topeka, Kan. : National Organization on Legal Problems of Education, c1985 
 
Book #2: This is the way that the book information appears in an online library directory: 
 
Title Perspectives on plagiarism and intellectual property in a postmodern world / Lise 
Buranen and Alice M. Roy, editors ; foreword by Andrea Lunsford 
Imprint Albany : State University of New York Press, c1999 
 
Book #3: This is the way that the book information appears in an online library directory: 
 
Author Lathrop, Ann 
Title Student cheating and plagiarism in the Internet era : a wake-up call / Ann Lathrop 
and Kathleen Foss 
Imprint Englewood, Colo. : Libraries Unlimited, c2000 
 
Book #4: This is the way that the book information appears in an online library directory: 
 
Author Randall, Marilyn 
Title Pragmatic plagiarism : authorship, profit, and power / Marilyn Randall 
Imprint Toronto ; Buffalo : University of Toronto Press, c2001 
 
Book #5 This is the way that the book information appears in an online library directory: 
 
Author Lathrop, Ann 
Title Guiding students from cheating and plagiarism to honesty and integrity : strategies 
for change / Ann Lathrop and Kathleen E. Foss 
Imprint Westport, CT : Libraries Unlimited, 2005 
 
Book #6: This is the way that the book information appears in an online library directory: 
 
Author DeSena, Laura Hennessey, 1961- 
Title Preventing plagiarism : tips and techniques / Laura Hennessey DeSena 
Imprint Urbana, Ill. : National Council of Teachers of English, c2007 
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Postmodern World. Albany, NY: State University of New York Press, 1999. Print. 

DeSena, Laura Hennessey. Preventing Plagiarism: Tips and Techniques. Urbana, IL: National 

Council of Teachers of English, 2007. Print. 

Lathrop, Ann, and Kathleen Foss. Guiding Students from Cheating and Plagiarism to Honesty 

and Integrity: Strategies for Change. Westport, CT: Libraries Unlimited, 2005. Print. 

- - -. Student Cheating and Plagiarism in the Internet Era: A Wake-up Call. Englewood, CO: 

Libraries Unlimited, 2000. Print. 

Mawdsley, Ralph D. Legal Aspects of Plagiarism. Topeka, KS: National Organization on Legal 

Problems of Education, 1985. Print. 

Randall, Marilyn. Pragmatic Plagiarism: Authorship, Profit, and Power. Toronto and Buffalo, 

NY: University of Toronto Press, 2001. Print. 
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MLA Format: Works Cited List 
 

Print Books 
 
Notes: 
• The Works Cited list will be double-spaced. 
• The items in a Works Cited list will have a hanging indent. That means that for each item the 
lines under the first line will be indented under the first. See example below. 
 
Example of a Print Book in a Works Cited List (Note: This is a Book in a Series.) 
 
Wren, Laura Lee. Garth Brooks: Country Music Superstar. Berkeley Heights, NJ: Onslow 

Publishers, Inc., 2002. Print. People to Know. Ser. 

Basic Format 
 
The basic format for books has four units: 1) author’s name, 2) title, including subtitle, if any, 3) 
place of publication, publisher, and date of publication, and 4) the medium. 
 
Book with an Editor 
 
Plath, Sylvia. The Unabridged Journals of Sylvia Plath. Ed. Karen V. Kookily. New York: 

Anchor-Doubleday, 2000. Print. 

Two or More Works by Same Author(s) 
 
Hentoff, Nat. Free Speech for Me--But Not for Thee: How the American Left and Right 

Relentlessly Censor Each Other. New York: HarperCollins Publishers, 1992. Print. 

---. The First Freedom: A Tumultuous History of Free Speech in America. New York: Delacorte 

Press, 1980. Print. 

Book with a Translator 
 
Homer. Iliad. Trans. Robert Fagles. New York: Viking, 1990. Print. 
 
Book with a Title in Its Title 
 
Hawkins, Hunt, and Brian W. Shaffer, eds. Approaches to Teaching Conrad’s Heart of Darkness 

and “The Secret Sharer.” New York: MLA, 2002. Print. 
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In-Class Work 
 
On a separate sheet of paper, write your name, the course number (e.g., ENG 151, ENG 308J), 
and the time the course meets (e.g., 9-11 am). Then make a Works Cited list with these books. 
 
Note: All of these books are Print. 
 
Book #1: This is the way that the book appears in an online library directory: 
 
Title Should music lyrics be censored for violence and exploitation? / Roman Espejo, book 
editor 
Imprint Detroit : Greenhaven Press, c2008 
Series At Issue 
 
Book #2: This is the way that the book appears in an online library directory: 
 
Author Usher, Carlton A 
Title A rhyme is a terrible thing to waste : hip hop and the creation of a political philosophy 
/ Carlton A. Usher 
Imprint Trenton, NJ : Africa World Press, c2006 
 
Book #3: This is the way that the book appears in an online library directory: 
 
Author Nuzum, Eric D 
Title Parental advisory : music censorship in America / by Eric Nuzum 
Imprint New York : Perennial, c2001 
 
Book #4: This is the way that the book appears in an online library directory: 
 
Title Policing pop / edited by Martin Cloonan and Reebee Garofalo 
Imprint Philadelphia : Temple University Press, 2003 
Series Sound matters 
 
Book #5: This is the way that the book appears in an online library directory: 
 
Title Bleep! censoring rock and rap music / Betty Houchin Winfield and Sandra Davidson, 
editors 
Imprint Westport, Conn. : Greenwood Press, 1999 
Series Contributions to the study of popular culture, 0198-9871 ; no. 68 
 
Book #6: This is the way that the book appears in an online library directory: 
 
Author Semonche, John E., 1933- 
Title Censoring sex : a historical journey through American media / John E. Semonche 
Imprint Lanham : Rowman & Littlefield, c2007 
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MI: Greenhaven Press, 2008. At Issue. Ser. 
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Print. 

Semonche. John E. Censoring Sex: A Historical Journey through American Media. Lanham: 

Rowman & Littlefield, 2007. Print. 

Usher, Carlton A. A Rhyme is a Terrible Thing to Waste: Hip Hop and the Creation of a Political 

Philosophy. Trenton, NJ: Africa World Press, 2006. Print. 

Winfield, Betty Houchin, and Sandra Davidson, eds. Bleep! Censoring Rock and Rap Music. 

Westport, CN: Greenwood Press, 1999. Print. Contributions to the Study of Popular 

Culture. Ser. 68. 
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MLA Format: Works Cited List  
 

Work in an Anthology  
 
When you are gathering book sources, be sure to make note of the following bibliographic items: 
author name(s), book title, publication date, publisher, place of publication. The medium of 
publication for all “hard copy” books is Print. 
 
Work in an anthology  
 
Provide this information:  
(1) the name of the author of the selection 
(2) the title of the selection 
(3) the title of the anthology 
(4) the name of the editor of the anthology (preceded by “Ed.” for “Edited by”) 
(5) publication information 
(6) the pages on which the selection appears  
(7) the medium 
 
Associated Press. “Organizers Are Trying to Downplay Commercialization at the Olympics.” 

The Olympics. Ed. Tamara L. Roleff. Detroit, MI: Greenhaven Press, 2009. 26-29. Print. 

At Issue. Ser. 

 
Note: If the book is part of a series, then following “Print” write the name of the series and then 

write “Ser.”  
 
In-Class Work 
 
On a separate sheet of paper, write your name, the course number (e.g., ENG 151, ENG 308J), 
and the time the course meets (e.g., 9-11 am). Then make a Works Cited list with these books. 
 
Note: All of these anthologies are Print. 
 
Article #1 
 
Author of Article: The Center for Health and Health Care in Schools 
Title of Article: “Athletics in Schools Help Prevent Obesity” 
Editor of Anthology: Christine Watkins 
Title of Book: Child Athletes 
Publication Data: Detroit, MI: Greenhaven Press, 2008 
Pages of Article: 41-45 
Series: At Issue 
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Article #2 
 
Author of Article: Todd Dvorak 
Title of Article: “Playing Football Can Encourage Obesity” 
Editor of Anthology: Christine Watkins 
Title of Book: Child Athletes 
Publication Data: Detroit, MI: Greenhaven Press, 2008 
Pages of Article: 46-49 
Series: At Issue 
Article #3 
 
Author of Article: Ian Warden 
Title of Article: “Team-Sport Athletes are Encouraged to Be Poor Role Models” 
Editor of Anthology: Kathy L. Hahn 
Title of Book: Are Athletes Good Role Models? 
Publication Data: Detroit, MI: Greenhaven Press, 2010 
Pages of Article: 41-46 
Series: At Issue 
 
Article #4 
 
Author of Article: Simon Barnes 
Title of Article: “The Economic Downturn Will Return Sports to Its Former Purity” 
Editor of Anthology: Kathy L. Hahn 
Title of Book: Are Athletes Good Role Models? 
Publication Data: Detroit, MI: Greenhaven Press, 2010 
Pages of Article: 101-105 
Series: At Issue 
 
Article #5 
 
Author of Article: Anthony Stalter 
Title of Article: “Parents Should Not Rely on Athletes as Role Models” 
Editor of Anthology: Kathy L. Hahn 
Title of Book: Are Athletes Good Role Models? 
Publication Data: Detroit, MI: Greenhaven Press, 2010 
Pages of Article: 19-24 
Series: At Issue 
 
Article #6 
 
Author of Article: Simon Black 
Title of Article: “The Olympics Have Become Too Commercialized” 
Editor of Anthology: Tamara L. Roleff 
Title of Book: The Olympics 
Publication Data: Detroit, MI: Greenhaven Press, 2009 
Pages of Article: 23-25 
Series: At Issue 
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Good Role Models? Ed. Kathy L. Hahn. Detroit, MI: Greenhaven Press, 2010. 101-105. 

Print. At Issue. Ser. 

Black, Simon. “The Olympics Have Become Too Commercialized.” The Olympics. Ed. Tamara 

L. Roleff. Detroit, MI: Greenhaven Press, 2009. 23-25. Print. At Issue. Ser. 
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Child Athletes. Ed. Christine Watkins. Detroit, MI: Greenhaven Press, 2008. 41-45. Print. 

At Issue. Ser. 

Dvorak, Todd. “Playing Football Can Encourage Obesity.” Child Athletes. Ed. Christine 

Watkins. Detroit, MI: Greenhaven Press, 2008. 46-49. Print. At Issue. Ser. 

Stalter, Anthony. “Parents Should Not Rely on Athletes as Role Models.” Are Athletes Good 

Role Models? Ed. Kathy L. Hahn. Detroit, MI: Greenhaven Press, 2010. 19-24. Print. At 

Issue. Ser. 

Warden, Ian. “Team-Sport Athletes are Encouraged to Be Poor Role Models.” Are Athletes Good 

Role Models? Ed. Kathy L. Hahn. Detroit, MI: Greenhaven Press, 2010. 41-46. Print. At 

Issue. Ser. 
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MLA Format: Works Cited List  
 

Work from an Online Database Service Such as Academic Search Complete 
 

Web: Work from an Online Database Service Such as Academic Search Complete 
 
When you put resources that you retrieve from a database such as Academic Search Complete, 
provide this information: 1) the normal publication information for the source, including author 
and title, 2) the name of the database, in italics (e.g., Academic Search Complete), 3) the medium 
(Web), and your date of access. 
 
A scholarly article in a journal 
 

Kaminer, Wendy. “Our Culture of Plagiarism.” Free Inquiry 26.5 (2006): 18-19. 

Academic Search Complete. Web. 26 July 2011. 

An article in a magazine 
 
Rayner, Richard. “Channelling Ike.” New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 26 July 2011. 

An article in a newspaper 
 
Lynne, McTaggart. “Fame Can’t Excuse a Plagiarist.” New York Times 16 Mar. 2002: 15. 

Academic Search Complete. Web. 26 July 2011. 

In-Class Work: Write a Works Cited list for the following items. 
 
Article #1 
 
Title: BLOGWATCH. 
Time, 4/3/2006, Vol. 167 Issue 14, p18-18, 1/6p, 2 Color Photographs; (AN 20278523) 
Database: Academic Search Complete.  
 
Article #2 
 
Title: PLAGIARISM ANTECEDENTS AND SITUATIONAL INFLUENCES. 
By: Lewis, Norman P.. Journalism & Mass Communication Quarterly, Summer2008, Vol. 85 
Issue 2, p353-370, 18p; (AN 34469249) 
Database: Academic Search Complete 
 
Article #3 
 



 

 

427 

 

Title: 'Times' under fire for handling of spy story 
By: Peter Johnson. USA Today, 12/19/2005; (AN J0E082394524906) 
Database: Academic Search Complete 
 
Article #4 
 
Title: The Future of The New York Times. 
 (cover story) By: Bianco, Anthony; Rossant, John; Gard, Lauren. BusinessWeek, 1/17/2005, 
Issue 3916, p64-72, 8p, 4 Color Photographs, 1 Black and White Photograph, 1 Chart, 6 Graphs; 
(AN 15592399) 
Subjects: NEWSPAPERS; MARKETING; NEWSPAPERS -- Circulation; MARKETING  
Database: Academic Search Complete 
 
Article #5 
 
Title: Before You Turn It In. 
By: Silvester, Niko. Writing, Nov/Dec2004, Vol. 27 Issue 3, p22-23, 2p, 1 Cartoon or 
Caricature; (AN 14814984) 
Database: Academic Search Complete 
 
Article #6 
 
Title: A SACRED TRUST. 
By: Sulzberger Jr., Arthur. Quill, Sep2004 Supplement, p16-19, 4p, 1 Color Photograph, 1 Black 
and White Photograph; (AN 15589123) 
Subjects: NEWSPAPERS; PUBLISHERS & publishing; JOURNALISM; GOVERNMENT & 
the press; NEW York Times Co.; All Other Publishers; Book Publishers 
Database: Academic Search Complete 
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Bianco, Anthony, John Rossant, and Lauren Gard. "The Future of The New York Times,” 

BusinessWeek 3916 (2005): 64-72. Academic Search Complete. Web. 28 June 2010. 

"Blogwatch." Time 167.14 (2006): 18. Academic Search Complete. Web. 26 June 2010. 

Lewis, Norman P. "Plagiarism Antecedents And Situational Influences." Journalism & Mass 

Communication Quarterly 85.2 (2008): 353-370. Academic Search Complete. Web. 28 

June 2010. 

Peter, Johnson. "'Times' under fire for handling of spy story." USA Today n.d.: Academic Search 

Complete. Web. 28 June 2010. 

Silvester, Niko. "Before You Turn It In." Writing 27.3 (2004): 22-23. Academic Search 

Complete. Web. 28 June 2010. 

Sulzberger Jr., Arthur. "A Sacred Trust." Quill (2004): 16-19. Academic Search Complete. Web. 

28 June 2010. 
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How Do I Cite an Article from an Online Database Such as 
Academic Search Complete for My Works Cited List? 

 
You will need the following pieces of information in order to cite an article from an online 
database such as Academic Search Complete for your works cited list: 
 
1. Author 
2. Title of article 
3. Name of periodical, volume and issue numbers 
4. Date of publication 
5. Inclusive pages 
6. Name of database 
7. Medium 
8. Date of access 
 
For example: 
 
Rayner, Richard. “Channelling Ike.” New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 24 Apr. 2011. 

On a separate sheet of paper, correctly cite these articles. 
 
Article #1: 
 
1. Author: Roger Rosenblatt  
2. Title of article: “When the Hero Takes a Fall” 
3. Name of periodical, volume and issue numbers: Time 159.3 
4. Date of publication: 2002 
5. Inclusive pages: 130 
6. Name of database: Academic Search Complete.  
7. Medium: Web 
8. Date of access: Today’s Date 
 
Article #2: 
 
1. Author: Thomas L. Jeffers  
2. Title of article: “Plagiarism High and Low” 
3. Name of periodical, volume and issue numbers: Commentary 114.3 
4. Date of publication: 2002 
5. Inclusive pages: 54 
6. Name of database: Academic Search Complete.  
7. Medium: Web 
8. Date of access: Today’s Date 
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Jeffers, Thomas L. “Plagiarism High and Low.” Commentary 114.3 (2002): 54. Academic 

Search Complete. Web. 24 Apr. 2011. 

Rayner, Richard. “Channelling Ike.” New Yorker 86.10 (2010): 21-22. Academic Search 

Complete. Web. 24 Apr. 2011. 

Rosenblatt, Roger. “When the Hero Takes a Fall.” Time 159.3 (2002): 130. Academic Search 

Complete. Web. 24 Apr. 2011. 
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How Do I Cite a Short Work from a Web Site Such as Slate 
for My Works Cited List? 

 
You will need the following pieces of information in order to cite a short work from a Web site 
for your works cited list: 
 
1. Author 
2. Title of article (in quotation marks) 
3. Title of Web site (in italics)—often, the title of a Web site is the title of the publication (Slate, 
The New York Times) 
4. Sponsor of Web site (followed by a comma)—often, the sponsor of the Web site is the 
publisher of the publication (The Slate Group, The New York Times Company) 
5. Update date (“n.d.” if no date)  
6. Medium 
7. Date of access 
 
For example: 
 
Plotz, David. “Why Stephen Ambrose is a Vampire.” Slate. The Slate Group, 11 January 2002. 

Web. 26 April 2011. 

On a separate sheet of paper, correctly cite these articles. 
 
Article #1: 
1. Author: Timothy Noah 
2. Title of article (in quotation marks): “Doris Kearns Goodwin, Liar” 
3. Title of Web site (in italics): Slate 
4. Sponsor of Web site (followed by a comma): The Slate Group, 
5. Update date (“n.d.” if no date): 22 January 2002 
6. Medium: Web 
7. Date of access: Today’s Date 
 
Article #2: 
1. Author: David Plotz 
2. Title of article (in quotation marks): “Should Stephen Ambrose be Pardoned?” 
3. Title of Web site (in italics): Slate 
4. Sponsor of Web site (followed by a comma): The Slate Group, 
5. Update date (“n.d.” if no date): 14 October 2002 
6. Medium: Web 
7. Date of access: Today’s Date 
 
Note: For in-text citations, use the author’s name and/or title. 
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Works Cited 

Noah, Timothy. “Doris Kearns Goodwin, Liar.” Slate. The Slate Group, 22 January 2002. Web. 

26 April 2011. 

Plotz, David. “Should Stephen Ambrose be Pardoned?” Slate. The Slate Group, 14 October 

2002. Web. 26 April 2011. 

---. “Why Stephen Ambrose is a Vampire.” Slate. The Slate Group, 11 January 2002. Web. 26 

April 2011. 

 
Note: When an author has two or more works in a Works Cited list, write the author’s name 
once, then use three hyphens instead of repeating the name. 
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A Works Cited List with Errors 
 
Bruce 6 

 
Works Cited 

 
Tolson, Jay. "Whose own words?." U.S. News & World Report 132.2 (2002): 52. Academic 

Search Complete. Web. 28 Apr. 2011.  

Jones, Malcolm. "Have You Read This Story Somewhere?." Newsweek 139.5 (2002): 10. 

Academic Search Complete. Web. 28 Apr. 2011. 

N.A. "Haven't we read that before?." Australian, The (n.d.): Newspaper Source. Web. 28 Apr. 

2011. 

 

A Corrected Works Cited List without Errors 
 
Bruce 6 
 

Works Cited 
 
“Haven’t We Read that Before?” The Australian 16 January 2002: 27. Newspaper Source. Web. 

28 Apr. 2011. 

Jones, Malcolm. “Have You Read This Story Somewhere?” Newsweek 139.5 (2002): 10. 

Academic Search Complete. Web. 28 Apr. 2011. 

Tolson, Jay. “Whose own Words?” U.S. News & World Report 132.2 (2002): 52. Academic 

Search Complete. Web. 28 Apr. 2011.  
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Appendix C: How Do I Use In-Text Citations In My Papers? 
 
Making Reference to Works of Others in Your Text 
 
In MLA format, we use in-text citations. In other words, when we quote from or paraphrase a 
source, we give enough information about the source that the reader can look it up in our Works 
Cited list and find full bibliographical information so that the reader can look up and read the 
source if he or she wants. 
 
The in-text citation is in parentheses, although some information can be given in the introduction 
to the quotation or paraphrase.  
 
Parenthetical Citations 
 
In MLA format, we provide the author’s name and the page number of the passage we are 
quoting or paraphrasing. Of course, some sources such as those on the Web don’t have page 
numbers. In such cases, we provide the author’s name. If we are using two works by the same 
author, we use the author’s name and the title (which is sometimes shortened to just a few words, 
but enough words that the reader can find the source in the Works Cited list). 
 

Example #1 
 

Not until four hours had passed and Mr. Daniel’s mother and sister arrived was Mr. 

Flanigan allowed to see Mr. Daniel. By then, Mr. Daniel was unconscious, and he died 

before the two men were able to say goodbye (Jost).  

Jost, Kenneth. “Gay Marriage: Should Same-Sex Unions Be Legally Recognized?” CQ 

Researcher. 5 September 2003. Web. 10 December 2009. 

Note: This source is from the Web, so it does not have page numbers. 

 

Example #2 

However, a Catholic priest who has argued well against this belief is Daniel A. 

Helminiak, author of What the Bible Really Says About Homosexuality. In his “Preface to 

the Millennium Edition,” Helminiak says that the goal of his book, which was first 

printed in 1994, “was to make available in easily readable form a summary of a growing 
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body of scholarly literature on homosexuality in the Bible. Even in 1994, the inevitable 

conclusion of the scholarly research was already clear. Taken on its own terms and in its 

own time, the Bible nowhere condemns homosexuality as we know it today” (13). 

Helminiak, Daniel. What the Bible Really Says About Homosexuality. New Mexico: 

Alamo Square Press, 2002. Print.  

Note: This source is print, and it does have page numbers. The prose quotation has four 

lines or fewer, so it is a short quotation and is not set off by being indented more than 

paragraph indentations; instead, the quotation is simply run in with the sentence. 

If you are quoting from or paraphrasing a work that has no author, use the title in the in-text 
citation. If the title is long, use an abbreviated title, but make sure the reader can find it in the 
Works Cited list. 
 
For example: 
 

An anonymous Wordsworth critic once argued that his poems were too emotional 

(“Wordsworth Is A Loser” 100).  

If you use an indirect quotation (one that appears in a source that you are using that quotes the 
original source the quotation appeared in), write “qtd. in” to indicate that it is quoted in your 
source. (Of course, it is best to use the original source, but sometimes you can’t, perhaps because 
the original source was a Web source that is no longer available). 
 
For example:  
 

In addition, same-sex couples need to be married to enjoy important rights that 

heterosexual married couples have. Mary Bonauto, Project Director, Gay and Lesbian 

Advocates and Defenders (GLAD), wrote this on the GLAD Web site on 15 August 

2003: 

While gay and lesbian families can protect themselves in limited ways 

by creating wills, health-care proxies and co-parent adoptions, this does 

not come close to emulating the automatic protections and peace of mind 
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that marriage confers. People cannot contract their way into changing 

pension laws, survivorship rights, worker’s-compensation dependency 

protection or the tax system, to name just a few. (qtd. in Jost) 

Note: This prose quotation has more than four lines, so it is a long quotation and is set off 
by being indented more than a paragraph indentation. 
 

Quotations 
 
When you directly quote the works of others in your paper, you will format quotations 
differently depending on whether they are long or short quotations. Here are some basic 
guidelines for incorporating quotations into your paper.  
 
Adding Words In Quotations 
 
You may need to add a letter or a word or words to a quotation to make it more understandable 
or to fit the grammar and punctuation of your paper. Whenever you add something, put that 
something in brackets to indicate that you, the writer, added it and to indicate that it does not 
appear in the original source. 
 
For example: 
 

Let’s take a look at a passage from The Silver Chair, one of the children’s novels in C.S. 
Lewis’s Chronicles of Narnia, a series of books with Christian themes. The characters 
Puddleglum, Scrubb, and Jill are among some dangerous giants. Puddleglum wants the 
children Scrubb and Jill, as well as himself, to pretend to be “[a]s if we hadn’t a care in 
the world. Frolicsome” (103). 

 
Omitting Words In Quotations 
 
You may need to omit a word or words from a quotation. If you do that, use an ellipsis in 
brackets to indicate that part of the quotation is missing. 
 
For example: 
 

Specifically, Barnett points to the view that House challenges the viewers to question 
whether “there may be something greater ‘out’ there, or conversely, […] there is nothing 
out there” (3). 

 
 



 

 

437 

 

Appendix D: How Do I Introduce Quoted Material? 
 
When a quotation is formally introduced with an independent clause, use a colon:  
 

The beginning of Jane Austen’s Pride and Prejudice is justifiably famous: “It is a truth 
universally acknowledged, that a single man in possession of a good fortune, must be in 
want of a wife” (5). 

 
When a speaker tag such as he said or she writes introduces a quotation, use a comma. 
 

Jane Austen writes at the beginning of Pride and Prejudice, “It is a truth universally 
acknowledged, that a single man in possession of a good fortune, must be in want of a 
wife” (5). 

 
You can blend part of a quotation into your own sentence: 
 

At the beginning of Pride and Prejudice, Jane Austen writes about “a truth universally 
acknowledged” (5). 

 
When the speaker tag appears after the quotation, use a comma unless the quotation ends with 
either an exclamation point or a question mark: 
 

“Is not this nice? Is not this an agreeable surprise?” Lydia and Kitty ask Elizabeth and 
Jane after showing them a table set out with a luncheon (Austen 211). 
 
In his book The Art of Makeup, makeup artist Kevyn Aucoin writes about once doing the 
makeup for Elizabeth Taylor. When he was finished, she looked in the mirror—
critically—and then called to her assistant, “Come and see what he’s done to me!” (163). 

 
If the speaker tag appears in the middle of a quoted sentence, set it off with commas: 
 

“A great many people think they are thinking,” observed William James, “when they are 
merely rearranging their prejudices” (James 23). 

 
If two successive quoted sentences from the same source are interrupted by explanatory words, 
use a comma before the explanatory words and a period after them. 
 

“I was a flop as a daily reporter,” admitted E. B. White. “Every piece had to be a 
masterpiece—and before you knew it, Tuesday was Wednesday” (White 231). 

 
Before the end quotation marks of short passages, you may put a question mark or an 
exclamation mark (if they appear in the original passage), but do not put a comma or a period. 
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Wrong (the period at the end of the final quoted sentence is not needed): 
 

“I was a flop as a daily reporter,” admitted E. B. White. “Every piece had to be a 
masterpiece—and before you knew it, Tuesday was Wednesday.” (White 231). 

 
Right: 
 

“I was a flop as a daily reporter,” admitted E. B. White. “Every piece had to be a 
masterpiece—and before you knew it, Tuesday was Wednesday” (White 231). 

 
Lydia and Kitty show Elizabeth and Jane a table set out with a luncheon, then ask, “Is not 
this nice? Is not this an agreeable surprise?” (Austen 211). 
 
He was afraid that she hated the makeup, but she told her assistant, “Isn’t it wonderful!” 
(Aucoin 163). 
 
While Mr. Gehrig was on Robert Ripley’s Believe It or Not radio program, Mr. Ripley 
asked him, “Well, Lou, what helps you hit all those home runs?” Mr. Gehrig replied, “A 
heaping bowlful of Wheaties?” (Kirkwood 15). 
 
In addition, Gloria Bailey and Linda Davies, a lesbian couple, will have to pay taxes 
when they retire and sell their home and joint psychotherapy practice—taxes that a 
married couple would not have to pay (Jost). 
 
Note: The above quotation comes from a Web article, so no page number appears in the 
in-text citation. 
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How Do I Introduce Short Passages of Quoted Material? 
 
In the 5th edition of her book A Pocket Style Manual, Diana Hacker writes, “MLA in-text 
citations are made with a combination of signal phrases and parenthetical references. A signal 
phrase introduces information taken from a source (a quotation, summary, paraphrase, or fact); 
usually the signal phrase includes the author’s name. The parenthetical reference, which comes 
after the cited material, normally includes at least a page number” (120). Of course, when a page 
number does not exist, the in-text citation will be something such as a few words of the title. 
 
The examples below are indented. In your research papers, you will indent only long quotations. 
 
Use a colon to introduce a quotation that is formally introduced with a full independent clause. 
(Long quotations set off in block style using MLA format are often formally introduced.) 
 

Will Rogers wrote an important thought about heroes: “We can’t all be heroes because 
somebody has to sit on the curb and clap as they go by” (25). 
 
Note: The reader knows the author and the page number. The reader can go to the Works 
Cited list and find out the title of the document that is being quoted. The Works Cited list 
and the in-text citation will give the reader enough information to be able to find the 
quotation in the document that is being quoted. 

 
Use commas to set off speaker/writer tags as he said or she writes. 
 

Bette Davis once wrote, “There are new words now that excuse everybody. Give me the 
good old days of heroes and villains—the people you can bravo or hiss. There was a truth 
to them that all the slick credulity of today cannot touch” (141). 
 
Maya Angelou wrote, “How important it is for us to recognize and celebrate our heroes 
and she-roes!” (231). 
 
Jane Austen writes at the beginning of Pride and Prejudice, “It is a truth universally 
acknowledged, that a single man in possession of a good fortune, must be in want of a 
wife” (5). 

 
Part of a quotation can be blended into your own sentence. 
 

The philosopher Alfred North Whitehead said that true courage is “the firm resolve of 
virtue and reason” (123). 
 
At the beginning of Pride and Prejudice, Jane Austen writes about “a truth universally 
acknowledged” (5). 
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How Do I Introduce Long Passages of Quoted Material? 
 
In the 5th edition of her book A Pocket Style Manual, Diana Hacker writes, “MLA in-text citations are 
made with a combination of signal phrases and parenthetical references. A signal phrase introduces 
information taken from a source (a quotation, summary, paraphrase, or fact); usually the signal phrase 
includes the author’s name. The parenthetical reference, which comes after the cited material, normally 
includes at least a page number” (120). Of course, when a page number does not exist, the in-text citation 
will be something such as a few words of the title. Hacker also explains how to quote long passages: 
 

When you quote more than four typed lines of prose or more than three lines of 

poetry, set off the quotation by indenting it one inch […] from the left margin. 

Long quotations should be introduced by an informative sentence, usually 

followed by a colon. Quotation marks are unnecessary because the indented format tells 

readers that the language is taken word-for-word from the source. (111) 

 

An example:  

In his essay “An Athlete Must Have Personal Integrity,” R. Cort Kirkwood explains how Eleanor, 

Lou Gehrig’s wife, reacted to his increasing ill health: 

 
At home, Eleanor watched the decay, wondering what was happening to her 

Luke. Just a slump at the plate, they said. He just needs a little rest, everyone agreed. He 

dropped kitchen china inexplicably. He fell frequently when he and Eleanor went ice-

skating, a favorite pastime. This, she asked herself, is a slump? Finally, on May 2, 1939, 

he took himself out of the lineup. A few weeks later, Eleanor scheduled an appointment 

at the Mayo Clinic. Dr. Harold Habein knew what was wrong as soon as Gehrig inched 

into his office. “When [he] entered my office,” the doctor said, “and I saw the shuffling 

gait, and his overall expression, then shook his hand, I knew.” The Iron Man had 

amyotrophic lateral sclerosis, after that, forever known as Lou Gehrig’s disease. He was 

thirty-six. (12-13) 
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In-Class Exercise: How Do I Introduce Quoted Material? 
 
The quotations below come from this essay in this book: 
 

Kirkwood, R. Cort. “An Athlete Must Have Personal Integrity.” Are Athletes Good Role 

Models? Ed. Kathy L. Hahn. Detroit, MI: Greenhaven Press, 2010. 10-18. Print. 

Page 15: 
 
As with modern athletes, in the old days, an athlete’s talents and popularity were measured in commercial 
endorsements. Lou endorsed a breakfast cereal called Huskies, and appearing on Robert Ripley’s Believe 
It or Not radio program, he was supposed to plug the product. “Well, Lou, what helps you hit all those 
home runs?” Ripley asked. 
 
“A heaping bowlful of Wheaties?” Lou replied. Huh? Wheaties? Lou returned the thousand dollars he 
was paid to pitch Huskies, then he returned to the show and plugged the cereal correctly. 
 
“Lou,” biographer Richard Bak wrote, “believed in doing the right thing.” He invested all of his life 
savings for his parents after he married Eleanor and handed them the deed to a new house and new car. 
 
And we know he was tough. He played through those seventeen broken bones for more than a decade, 
including a thumb and toe, as well as back spasms, that would have dropped a less resilient man. He once 
played a game the day after a pitcher beaned him unconscious. Next day, he wore an oversized cap to 
accommodate the grapefruit on his noggin. He smashed three triples. 
 
It wasn’t easy for Gehrig to pull himself out of the lineup, but when he did, no one had to ask. He told 
manager Joe McCarthy: “For the good of the team, Joe. Nobody has to tell me how bad I’ve been and 
how much of a drawback I’ve been to the club.... [T]he time has come for me to quit.” By all accounts, 
Gehrig was resolute and valiant. When his batting average dropped, he took a three-thousand-dollar pay 
cut without complaint. He simply worked all the harder to recover his prowess at the plate. He struggled 
mightily against the un- 
 
From page 16: 
 
known. One account has Gehrig eating grass to conquer the creeping paralysis. Eleanor dutifully pulled it 
from the ground to make some sort of soup. He thought the vitamins would cure his disease. They didn’t. 
 
Your Assignment: 
 
On a separate sheet of paper, write your name, course number, and the time the course meets. 
From the material above, write three short passages that involve quotations using the MLA 
format. Introduce the quotations, use in-text citations, and make sure that the reader knows the 
author and the page number of the passage.  
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In-Class Exercise: 
 

How Do I Introduce Quoted Material? 
 

Some Correct Examples 
 

Short Quotes (Four or Fewer Quoted Lines) 
 
 

 
According to R. Cort Kirkwood, “As with modern athletes, in the old days, an athlete’s talents 

and popularity were measured in commercial endorsements” (15). 

 

New York Yankee Lou Gehrig once made a mistake when he tried to plug a cereal he had 

endorsed called Huskies. While Mr. Gehrig was on Robert Ripley’s Believe It or Not radio 

program, Mr. Ripley asked him, “Well, Lou, what helps you hit all those home runs?” Mr. 

Gehrig replied, “A heaping bowlful of Wheaties?” (Kirkwood 15). 

 

R. Cort Kirkwood writes that Lou Gehrig “invested all of his life savings for his parents after he 

married Eleanor and handed them the deed to a new house and new car” (15).  
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In-Class Exercise: How Do I Introduce Quoted Material? 
 
The quotations below come from this essay in this book: 
 

Billson, Anne. Buffy the Vampire Slayer. London: BFI, 2005. Print. BFI TV Classics. 

Ser. 

From Page 91: 
 
Spike is like Loki of the Norse legends or Q of Star Trek: The Next Generation—someone who 
likes to stir  
 
Page 92: 
 
things up, just for the hell of it. Best of all, there are further, major changes ahead for him. Of all 
the characters in the Buffyverse, he’s the one who undergoes the most radical transformation, 
and it’s his emotional journey that provides the final three seasons with much of their forward 
thrust. 

The other new kid on the block is Anya, the 1,000-year-old ex-vengeance demon who is 
still coming to terms with being trapped in a mortal body. Her skewed attempts at normal 
conversation and behaviour, Martian-like observation of her own unfamiliar emotions provide a 
running note of comedy, while her monumental lack of tact is also reminiscent of Cordelia. 
(While Giles announces he has a friend coming to town, Anya says, ‘You mean an orgasm 
friend?’ to which 

 
From Page 93: 
 
Giles replies, ‘Yes, that’s exactly the most appalling thing you could have said.’) But the ever 
present possibility that she might revert to her old vengeance demon ways (as indeed she 
eventually does) gives her a dangerous and unpredictable edge that prevents her from ever 
becoming too kooky and irritating. 
 
 
Your Assignment: 
 
On a separate sheet of paper, write your name, course number, and the time the course meets. 
From the material above, write three passages that involve quotations using the MLA format. 
Introduce the quotations, use in-text citations, and make sure that the reader knows the author 
and the page number of the passage.  
 
Note: Anne Billson’s Buffy the Vampire Slayer was published in England; therefore, it uses the 
British spelling “behaviour.” 
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How Do I Introduce Quoted Material? 
 
In the 5th edition of her book A Pocket Style Manual, Diana Hacker writes, “MLA in-text 
citations are made with a combination of signal phrases and parenthetical references. A signal 
phrase introduces information taken from a source (a quotation, summary, paraphrase, or fact); 
usually the signal phrase includes the author’s name. The parenthetical reference, which comes 
after the cited material, normally includes at least a page number” (120). Of course, when a page 
number does not exist, the in-text citation will be something such as a few words of the title. 
 
After a word group introducing a quotation, use a colon, a comma, or no punctuation at all, 
whichever is appropriate in context. (The examples below are indented. In your papers, you will 
indent only long quotations.) 
 
If a quotation has been formally introduced, a colon is appropriate. A formal introduction is a full 
independent clause, not just an expression such as he said or she writes. (Long quotations set off 
in block style using MLA format are often formally introduced.) 
 

Ann Lawton wrote an important thought about lifeguards: “A good lifeguard will mostly 
stay dry, if using prevention” (125). 
 
Note: The reader knows the author and the page number. The reader can go to the Works 
Cited list and find out the title of the document that is being quoted. The Works Cited list 
and the in-text citation will give the reader enough information to be able to find the 
quotation in the document that is being quoted. 

 
If a quotation is introduced or followed by an expression such as he said or she writes, use a 
comma. 
 

Henny Youngman once joked, “My brother was a lifeguard in a car wash” (141). 
 
Zach Braff wrote, “I always liked the story of Noah’s Ark and the idea of starting anew 
by rescuing the things you like and leaving the rest behind” (31). 
 
Jane Austen writes at the beginning of Pride and Prejudice, “It is a truth universally 
acknowledged, that a single man in possession of a good fortune, must be in want of a 
wife” (5). 

 
When you blend a quotation into your own sentence, use either a comma or no punctuation, 
depending on the way the quotation fits into the sentence structure. 
 

The philosopher Alfred North Whitehead said that true courage is “the firm resolve of 
virtue and reason” (123). 

 
At the beginning of Pride and Prejudice, Jane Austen writes about “a truth universally 
acknowledged” (5). 
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In-Class Exercise: How Do I Introduce Quoted Material? 
 
The quotations below come from this essay in this book: 
 

Billson, Anne. Buffy the Vampire Slayer. London: BFI, 2005. Print. BFI TV Classics. 

Ser. 

From Page 91: 
 
Spike is like Loki of the Norse legends or Q of Star Trek: The Next Generation—someone who 
likes to stir  
 
Page 92: 
 
things up, just for the hell of it. Best of all, there are further, major changes ahead for him. Of all 
the characters in the Buffyverse, he’s the one who undergoes the most radical transformation, 
and it’s his emotional journey that provides the final three seasons with much of their forward 
thrust. 

The other new kid on the block is Anya, the 1,000-year-old ex-vengeance demon who is 
still coming to terms with being trapped in a mortal body. Her skewed attempts at normal 
conversation and behaviour, Martian-like observation of her own unfamiliar emotions provide a 
running note of comedy, while her monumental lack of tact is also reminiscent of Cordelia. 
(While Giles announces he has a friend coming to town, Anya says, ‘You mean an orgasm 
friend?’ to which 

 
From Page 93: 
 
Giles replies, ‘Yes, that’s exactly the most appalling thing you could have said.’) But the ever 
present possibility that she might revert to her old vengeance demon ways (as indeed she 
eventually does) gives her a dangerous and unpredictable edge that prevents her from ever 
becoming too kooky and irritating. 
 
 
Your Assignment: 
 
On a separate sheet of paper, write your name, course number, and the time the course meets. 
From the material above, write three short passages that involve quotations using the MLA 
format. Introduce the quotations, use in-text citations, and make sure that the reader knows the 
author and the page number of the passage.  
 
Note: Anne Billson’s Buffy the Vampire Slayer was published in England; therefore, it uses the 
British spelling “behaviour.” 
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How Do I Introduce Quotations? 
 

Some Correct Examples 
 

Short Quotes (Four or Fewer Quoted Lines) 
 

 
Television critic Anne Billson writes, “Spike is like Loki of the Norse legends or Q of Star Trek: 

The Next Generation—someone who likes to stir things up, just for the hell of it” (91-92). 

 

Television critic Anne Billson writes that ex-vengeance demon Anya is known for her lack of 

tact. For example, when Giles says that a friend will be visiting him, Anya asks, “You mean an 

orgasm friend?” (92). 

 

Ex-vengeance demon Anya is a compelling character: “Her skewed attempts at normal 

conversation and behaviour, Martian-like observation of her own unfamiliar emotions provide a 

running note of comedy, while her monumental lack of tact is also reminiscent of Cordelia” 

(Billson 92) 

 
A Long Quote (Five or More Quoted Lines) 

 
Ex-vengeance demon Anya is a compelling character:  

Her skewed attempts at normal conversation and behaviour, Martian-like 

observation of her own unfamiliar emotions provide a running note of comedy, 

while her monumental lack of tact is also reminiscent of Cordelia. (While Giles 

announces he has a friend coming to town, Anya says, ‘You mean an orgasm 

friend?’ to which Giles replies, ‘Yes, that’s exactly the most appalling thing you 

could have said.’) (Billson 92-93) 
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In-Class Exercise: How Do I Introduce Quoted Material? 
 
The quotations below come from this essay in this book: 
 

Kirkwood, R. Cort. “An Athlete Must Have Personal Integrity.” Are Athletes Good Role 

Models? Ed. Kathy L. Hahn. Detroit, MI: Greenhaven Press, 2010. 10-18. Print. 

From page 16: 
 
On July 4, 1939, Gehrig delivered the most famous oration ever by an American athlete. Such was its 
emotive puissance it is known as baseball’s Gettysburg Address. It was Lou Gehrig Day at Yankee 
Stadium, and all his teammates, current and former, were there to honor him. That included the Babe, 
with whom he hadn’t spoken in years because Gehrig’s mother (or wife, in some accounts) made an 
unflattering remark about the accouterments of Ruth’s daughter. Sid Mercer, a veteran sportswriter who 
served as master of ceremonies, told the sixty thousand adoring fans that Gehrig was too moved to speak. 
The crowd wanted none of it. “We want Gehrig!” they roared. “We want Gehrig!” And Gehrig went to 
the microphone: 
 

Fans, for the past two weeks you have been reading about  
a bad break I got. Yet today, I consider myself the luckiest  
man on the face of the earth. I have been in ballparks for  
seventeen years and I have never received anything but kind- 
ness and encouragement from you fans. 

 
Gehrig continued talking, but not about himself and his stellar career. Rather, he spoke about his 
teammates and pals and what they meant to him. And then he spoke about the men he played against, and 
how grateful he was that they sent him a gift. “That’s something,” he said. “Sure, I’m lucky.” […] 
 
From page 17: 
 
Gehrig’s humility is one of the hallmarks of genuine masculinity. Ever humble, even in his final 
appearance on the baseball diamond where he was a champion, he didn’t speak of himself or his awful 
fate. Rather, he told the assembled throng that he was lucky, then expressed his admiration for others, 
diverting the spotlight to them. He praised his mom and dad. He praised his loving wife. He even praised 
his adoring fans. He spoke about everyone but himself, and when he did speak of himself, it was only in 
the context of others: how lucky he was to have known them and for them to love him. Was he afraid? 
Undoubtedly. Eddie Rickenbacker said that courage is conquering fear, not the absence of it. Gehrig 
picked up the hand he was dealt and played it like a man. 
 
Your Assignment: 
 
On a separate sheet of paper, write your name, course number, and the time the course meets. 
From the material above, write one passage that involves a long quotation using the MLA 
format. Introduce the quotation, use an in-text citation, and make sure that the reader knows the 
author and the page number of the passage.  



 

 

448 

 

Appendix E: How Do I Use the MLA Format for  
Academic Papers? 

 
• One good way to learn the MLA format is to look at sample papers in this document. (But see 
note below.) 
 
Note: I very often require my students to add a word count and the time that class meets to the 
first page of their papers. This helps me make sure the student met the minimum word count for 
the paper, and it helps me not to mix the student’s paper with papers from other classes. This is 
not part of the MLA format. 
 
• Double-space your paper. 
 
• In the top right corner of each page, including the Works Cited page, put your last name and the 
page number. 
 
• Put your Works Cited List on a page of its own. 
 
• On the top left of the first page of your paper, put this information: your name, the word 
“Professor” and the professor’s name, the course, and the date: 
 

Stephanie Smith 

Professor Bruce 

ENG 308J 

May 16, 2009 

• Write a title for your paper. 

Note: See other appendixes for such things as how to write a Works Cited list. 
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Appendix F: Some Important Things I Have Learned 
 
Note: In this section, “I” refers to you, the student. 
 
•   The most important thing I have learned from this course is to always think of the reader 

while I write. I am not trying to make things easy for me, the writer, when I write. I am trying 
to make things easy for the reader. Advertising man Frank R. Chambers used to tell his 
copywriters, “Always remember, easy writing makes hard reading. Hard writing, easy 
reading.” 

 
•   I learned to answer my reader’s questions. To write an effective communication, I need to 

provide all the information that my reader will need. 
 
•   I learned not to write and send e-mail when I am angry. Anyone who writes and sends e-mail 

while they are angry is likely to have written and sent e-mail that will not achieve its goals. 
 
•   I learned to set my goals before I write a communication at work. In other words, I must 

figure out why I am writing something—what I am trying to accomplish—before I write it. If 
I set my goals before I begin to plan and to draft, I am more likely to achieve my goals. 

 
•   I learned to use a reader-centered writing process. This means that I learned to keep my 

reader in mind during every step of the writing process. For example, to write an effective 
Resume and Job-Application Letter, I need to analyze my reader. Because I know that the 
reader wants to hire an employee who is capable, responsible, and pleasant, I can write my 
Resume and Job-Application Letter in such a way that they provide evidence that I am 
capable, responsible, and pleasant. 

 
•   I learned the various parts of the writing process:  
 

•  Setting Your Goals: When I set goals, I figure out the goals of the communication. 
•  Planning: When I plan, I determine how to create the communication in such a way 
 that it will meet its goals, and I do research. 
•  Drafting: When I draft, I create both text and visual aids. 
•  Evaluating: When I evaluate a draft, I criticize it to determine both its strong and
 its weak points. 
•  Revising: When I revise a draft, I attempt to get rid of its weak points. (Note that 
 revision must be followed by another evaluation.) 
 

•   I learned that it is important to allow time for the steps of the writing process. Waiting until 
the last minute to write a communication may sometimes work, but beginning work early and 
writing more than one draft usually results in better communications. 

 
•   I learned that the writing process means working on a communication until it is right. The 

communication must always be at least good enough to accomplish its purpose, but some 
communications can be works of art. 
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•  I learned that e-mail isn’t private. Employers have the right to read e-mails that I write on the 
job. 

 
•   I learned to avoid sexism in my writing. I don’t want to start a letter of job application with 

“Dear Sir” only to discover later that the head of Personnel is a woman. 
 
•  I learned the correct formats for business letters and for memos. 
 
•  I learned to do these things: 
 

• Proofread three times. 
 

  • Always run the spelling checker before I quit my word processing program. 
 

• Proofread my draft both on the computer and on paper. 
 
• Proofread both immediately after writing and after some time has passed. 
 
• When I can, get one or more reviews by someone who knows grammar and 
punctuation well. 
 
• Always proofread three times before I give a copy to a reviewer. 
 
• Always proofread three times before I deliver finished copies to the reader. 
 
• Don’t say, “I can’t use the apostrophe (or whatever) correctly.” Take action. 
Learn to use the apostrophe (or whatever) correctly.  

 
 

“Promise Me You Won’t Ever Use It” 
 

• As a young woman, long before she became famous as a memoirist, Maya Angelou became 
attracted to a man called Troubadour Martin, and she began to think about being close to him and 
making a life together with him. He was addicted to heroin, and she thought that she should try 
heroin, too, as a way of becoming closer to him. After ignoring her requests for a while, he 
finally took her to a rundown hotel in San Francisco. There they visited a room filled with 
writhing heroin addicts, and he took Maya into a bathroom, where she watched him shoot up 
with heroin. He then asked her if she wanted to try heroin. Sickened by everything she had seen, 
Maya didn’t want anything to do with heroin. Troubadour Martin told her, “Promise me you 
won’t ever use it. Promise me you’ll stay nice like I found you.” Maya understood then that he 
had exposed her to the heroin addicts and to the process of shooting up so she wouldn’t be 
tempted to take heroin. 
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Appendix G: Academic Honesty 
 

(This appendix has been reprinted from the pamphlet “Academic Honesty” published by OU.) 
 
As an academic community, Ohio University holds the intellectual and personal growth of the 
individual to be a central purpose. Its programs are designed to broaden perspectives, enrich 
awareness, deepen understanding, establish disciplined habits of thought, prepare for meaningful 
careers and, thus, to help develop individuals who are informed, responsible, and productive 
citizens. Part of this process includes the expectation that students will be honest and forthright 
in their academic endeavors. To falsify research results or steal the words or ideas of another 
corrupts the educational process. All forms of academic misconduct are prohibited by the code of 
student conduct. 
 
Forms of Academic Misconduct 
 
Academic misconduct refers not simply to dishonesty in examinations, but to any behavior, such 
as plagiarism or knowingly furnishing false information to the university, which violates 
academic standards. Academic misconduct includes, but is not limited to, the following 
examples: 
 
Cheating (any attempt by a student to answer questions on a test, quiz or assignment by means 
other than his or her own knowledge) 
 
Examples: 
1. Using the textbook or other material such as a notebook not authorized for use during an 
examination. 
2. Attempting to observe the work of another student or allowing other students to observe your 
work. 
3. Using specially prepared and unauthorized materials during a test—notes, formula lists, notes 
written on clothing, etc. 
4. Taking a quiz, exam, or similar evaluation in the place of another person. 
5. Providing or requesting assistance from another person in a manner prohibited by the 
instructor.  
6. Using a laboratory, computer, or calculator improperly or without authorization. 
7. Changing material on a graded exam and then requesting a regrading of the exam. 
8. Acquiring knowledge of the contents of an exam improperly. This includes acquiring 
unauthorized knowledge of an exam or any part of an examination. 
9. Permitting another person to plagiarize or “cheat” from your work. 
 
Plagiarism (the presentations of the ideas or the writing of someone else as one’s own) 
 
Examples: 
1. Reproducing another person’s work, whether published or unpublished. (This also includes 
using materials from companies that sell “research papers.”) 
2. Submitting as your own any academic exercise (written work, computer printout, sculpture) 
prepared totally or in part by another. 
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3. Allowing another person to substantially alter or revise your work and submitting it as your 
own. 
4. Using another’s written ideas or words without properly acknowledging the source. If a 
student uses the words of someone else, he or she must put quotation marks around the passage 
and add indication of its origin, such as a footnote. Simply changing a word or two while leaving 
the organization and content substantially intact and failing to cite the source is plagiarism. 
Students should also take note that failure to acknowledge study aids such as Cliff’s Notes or 
common reference sources constitutes plagiarism. 
 
If a student is unsure about a question of plagiarism or cheating, he or she is obligated to consult 
his or her instructor on the matter before submitting the material. If you have any questions, 
consult the Director of University Judiciaries or your professor. 
 
Extended Example of Plagiarism 
 
While preparing a paper on John Steinbeck’s The Red Pony, the student finds the following 
passage in The Intricate Music: A Biography of John Steinbeck by Thomas Kiernan (1979): 
 

The Red Pony, a minor American classic about a boy’s discovery of the accidental but 
uncompromising cruelty of nature, was a tale that Steinbeck simply had to write, given 
his own boyhood perceptions. The story, as in all of Steinbeck’s works, was nothing 
more than a vehicle for his larger theme, a theme that runs like a unifying thread through 
most of his literature: the eternal struggle between man as a unique deviation from 
mindless natural order, and man as a fated, helpless component of that order. 
 

The three passages which follow are examples of ways that this passage may be unethically used 
within the student’s work. 
 
1. Plagiarism: undocumented, verbatim use of Kiernan’s words. 

 
The story, as in all of Steinbeck’s works, was nothing more than a vehicle for his larger 
theme, a theme that runs like a unifying thread through most of his literature: the eternal 
struggle between man as a unique deviation from mindless natural order, and man as a 
fated, helpless component of that order. 

 
2. Plagiarism: undocumented paraphrase of Kiernan’s words. 

 
The novel is only yet another way for Steinbeck to express his recurring and overriding 
them, that humanity is caught between two contradictory relationships to nature. 
 

3. Plagiarism: undocumented use of Kiernan’s main idea. 
 

Therefore, the major theme in Steinbeck’s work surfaces in The Red Pony. As in most of 
his other novels, the author is preoccupied with the adverse role of humanity in relation to 
the natural world. 
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Listed below are examples of the proper use of source material: 
 
1. Correct documentation of verbatim quotation from Kiernan’s book: 

 
According to Thomas Kiernan, Steinbeck’s The Red Pony “was nothing more than a 
vehicle for his larger theme … the eternal struggle between man as a unique deviation 
from mindless natural order, and man as a fated, helpless component of that order.”1 
  

2. Correct documentation of paraphrase from Kiernan’s book: 
 
The major theme of The Red Pony, therefore, as Kiernan has suggested, seems to be the 
same as is to be found in Steinbeck’s other novels: the examination of humanity’s 
relationship to nature.1 

 
[Note: the superscript 1’s above refer the reader to either a footnote or an endnote. Be aware, of 
course, that the MLA format requires in-text documentation, not footnotes or endnotes.] 

 
How Do I Use Your And You’re? 

 
your = possessive form of you 

Ex: Your coat is in that closet. 
Ex: Your car is at the carwash. 

 
you’re = contraction of you are 

Ex: You’re standing in the rain. 
Ex: You’re an incredibly sensitive woman. 

 
 

• Quaker humorist Tom Mullen once complained to his doctor about the fact that he needed 
to go to the restroom several times a night and that he often suffered from gastritis. His doctor 
asked how old he was, and after hearing the answer said, “You’re right on schedule.” 

 
• Having a Hall-of-Fame baseball player for a father does not mean that you will make the 

major leagues. Hank Aaron’s son played in the minor leagues, and Hank realized that his son 
would never get out of the minor leagues and that it would be better for him to pursue a different 
avenue in life. Therefore, as a baseball executive and as a father, he told his son, “You’ve got 
two choices. Either I can keep you here in A ball or you can go back to college, get your degree, 
come back out, and have a family.” His son thought about the choice, and he was about to make 
the wrong decision, so Hank told him, “While you’re thinking, here are your release papers.” Of 
course, his son was angry at first, but much later and after graduating from college and becoming 
a schoolteacher, he told Hank, “Thanks for making that decision, because I couldn’t have made 
it.” 
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 Appendix H: Some Common Rules of Writing 
 

How Do I Use Affect And Effect? 
 

The word “effect” is both a noun and a verb. The noun “effect” means “result” and refers to the 
consequences an action or event has 

The effect her father’s death had on her was to throw her into a deep depression. 
 
The word “affect” is a verb, meaning “to influence.” 

Her father’s death affected her by throwing her into a deep depression. 
 
The verb “effect” means “to bring about,” “to accomplish.” 

He effected his escape with a rope made of strips of his sheet. 
 
 

• Nineteenth-century cartoonist Bernhard Gillam’s first attempt at oil painting was a dismal 
failure. When he was eighteen years old, he painted a battle between the Aztec Native Americans 
and the Spanish explorers. The painting was filled with dead and dying soldiers, but when 
exhibited at the Brooklyn Academy of Fine Arts as number 93, it did not produce the seriously 
dramatic effect Mr. Gillam wanted. A reviewer in the Brooklyn Eagle wrote, “The sensation of 
the hour is number 93. There was never anything funnier than the dying men in 93, unless it is 
the men who are already dead. Don’t fail to see it; it’s the greatest show on earth!” Mr. Gillam 
used to stand near his painting, listening to people laugh at what he had meant to be a deadly 
serious painting. 

 
• Sometimes the board of education trusts students more than the principal trusts them. In 

1974, Priscilla Marco wrote an article for her New York high school newspaper. The article 
listed instances of censorship of the school newspaper and pointed out that students had not been 
given copies of a board of education pamphlet describing their rights. However, the principal 
refused to let her article be printed. Ms. Marco contacted school authorities about the censorship; 
she also contacted the American Civil Liberties Union. Eventually, the school chancellor ordered 
that Ms. Marco’s article be published, but even then the school principal refused to allow it to be 
published. Therefore, the board of education printed a special edition of the student newspaper 
which contained discussions of the First Amendment and how it affects young people, as well as 
both Ms. Marco’s original article and an updated, revised version. On June 23, 1975, protected 
by security guards, members of the board of education entered Ms. Marco’s school—the Long 
Island City High School—and passed out copies of the newspaper. 
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How Do I Use Amount And Number? 
 

Use number for things you can count. 
 

Ex: I spilled a large number of bags of flour on the floor. 
 
Use amount for quantities you can’t count. 
 

Ex: I spilled a large amount of flour on the floor. 
 

• Actor Jack Nicholson is aware that two Jacks exist. Big Jack is the image, a raiser of hell 
complete with sunglasses and smokes and other stimulants. Regular Jack is a lot quieter, 
especially at age 70. Occasionally, people see Big Jack when Mr. Nicholson wants them to see 
Regular Jack. This occurs a lot with bartenders. Mr. Nicholson says, “I can’t tell you how many 
bartenders I’ve had to grab by the lapel and say, ‘Look, give me a very big glass with a lot of ice 
and a small amount of bourbon.’ They see Big Jack, and they want to give Big Jack that extra 
shot of bourbon. But you can’t be Big Jack all the time.” 

 
• Alexander Fleming, the discoverer of penicillin, had an older brother named Tom who 

wanted him and yet another brother, who was named Robert, to keep up their studies after they 
had started to work for a living. Tom would ask Alexander and Robert to each contribute a coin, 
then he would quiz them on math, geography, and history. The brother who answered the 
greatest number of questions correctly got both coins. 
 

• Hollywood cameraman James Wong Howe had the greatest amount of fun in his career 
during the days of silent movies. He remembers driving around with a crew looking for a house 
to shoot in front of. If no one was home, they began to shoot the film. If the homeowner returned 
before they had finished, everyone would hop over the fence and take off running as if they were 
in a Keystone Kops comedy. 

 
• Dr. F.P. Keppel, the president of the Carnegie Corporation, which financially supported 

many libraries, made several visits to the Denver Public Library and the University of Denver 
Library. He was impressed by the number of visitors to the libraries, and once joked to librarian 
Malcolm Glenn Wyer, “Now tell me, Malcolm, how much has it cost you to hire all these people 
to keep coming in and out of the library during the days I was here?” 

 
• Tom Hanks, of course, has won back-to-back Oscars for Best Actor for his roles in 

Philadelphia and Forrest Gump. This puts him in the ranks of actors who can command millions 
of dollars for starring in a movie. However, like most other actors, he underwent a period of 
poverty before making it big. Early in his career as an actor, his sister returned several empty 
soda-pop containers for the deposit so that she could send him an admittedly small amount of 
money. 
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 How Do I Use Apostrophes to Show Possession? 
 

How do I make singular words possessive? 
 
Answer: Add an apostrophe and an -s. 
 

Janice Barringer and Edward Stewart were performing in Prokofiev’s Romeo and Juliet 
when a disaster occurred. Ms. Barringer, as Juliet, and Mr. Stewart, as Romeo, were in bed 
together. Romeo was supposed to awake, slip his arm out from under Juliet’s head, kiss her, and 
then stand up. Unfortunately, some hooks in Mr. Stewart’s costume got caught in Ms. 
Barringer’s hair. Some gentle tugs didn’t free the costume, so Mr. Stewart was forced to give a 
giant yank—and a hunk of Juliet’s hair was pulled from her scalp. Meanwhile, Ms. Barringer 
had to stay in character, pretending to be asleep—and looking serene. 
 
Optional: If the word does end in -s, then you may add only an apostrophe if you choose.  
 

After reading a book titled The Son of the Great Eunuch, Richard Rodgers and Lorenz Hart 
wrote a Broadway musical based on it. In the musical, the son has no interest in becoming a 
eunuch. At one point, he is being carried away so the operation can be performed, and Mr. 
Rodgers’ music includes a few bars of Tchaikovsky’s Nutcracker Suite. 
 
How do I make plural words possessive? 
 
Answer, part 1: If the word does not end in -s, add an apostrophe and -s. 
 

After getting divorced, children’s book author Lois Lowry dated a few men, including some 
who wanted to borrow money from her and some who turned out to be still married. But then a 
man who worked in an insurance office asked her out. On their date, he said to her, “You have 
good ideas, Cornelius. When I am king, I will give you a green hat.” At first, Lois thought she 
was in the presence of a weirdo, but then the man explained that he was quoting Babar the 
Elephant, a character in a popular series of children’s books. Lois thought that was interesting, 
she paid attention to him, and soon they were living their lives together. 
 
Answer, part 2: If the word does end in -s, add an apostrophe only. 
 

How much of a football town is Green Bay, Wisconsin? When Brett Favre became a 
quarterback for Green Bay, all the games were always sold out, and the waiting list for tickets 
was 35 years long. Parents used to put their infants’ names on the waiting list in hopes that the 
infants could see a game live and in person before they were middle-aged. 

 
Hedda Hopper’s real name was Elda Furry. When she married De Wolf Hopper, she was his 

fifth wife. His previous wives’ names had been Edna, Ella, Ida, and Nella. Because her first 
name was so similar to theirs, she decided it was no longer suitable: “I changed it to Hedda, 
because I was afraid he wouldn’t know who I was.” 
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Use Brackets for Editorial Insertions 
 

Occasionally, you may need to add words to a quotation to make the quotation more 
understandable to the reader (or to correct an error in the quotation). When you do that, enclose 
your words in brackets to show that the added words (or letters) are your own and not those of 
the speaker. 

 
• If you are really famous, it’s hard to avoid the paparazzi. For a while, celebrity 

photographers were after all the photographs of Jennifer Aniston, Brad Pitt, and Angelina Jolie 
that they could get. (Actually, they still are.) And for a while, Ms. Aniston wore the same outfit 
over and over, hoping that media editors would think that newly taken photographs were actually 
old, leftover photographs. According to celebrity photographer Gary Sun, that trick will no 
longer work. He says that these days the media will “use the pictures, [and] they’ll talk smack 
about you for wearing the same clothes over and over.” 

 
• If you want people to laugh, it helps if they know that you are a comedian. For example, 

Groucho Marx went to a candy store and bought some candy for his children. The candy store 
owner did not recognize him and did not laugh when Groucho said he wanted to buy “just a few 
dainties to make the kiddies sick.” However, later the candy store owner learned that Groucho 
was a famous comedian and so when Groucho entered the store again and said, “The kiddies 
want to get sick again,” the candy store owner laughed hard. Groucho says, “Surely this wasn’t a 
funny remark. Certainly it wasn’t any more amusing than when I had said a similar thing before. 
But the fact that [the candy store owner knew that] I was a comedian made a difference.” 

 
• Controversial film director John Waters, aka the Prince of Puke, finds inspiration for his 

films in real life. In a Baltimore bar, he once asked a man what he did for a living. The man 
replied, “Can I be frank? I trade deer meat for crack.” Mr. Waters reflects, “I can’t think that up. 
I could think of three movies about him. I mean, does he wait at a deer crossing sign and gun it 
when he need[s] a fix? It takes a while to get deer meat so you have to plan ahead, which isn’t 
what most junkies do. Little things like that, anything can inspire me. I base everything on 
regular people who think they’re completely normal and their behavior seems entirely insane to 
me.” 

 
• Being an actor can be an insecure experience, as actors frequently worry about whether 

they will ever find another acting job. Alan Arkin tells a story about the great actor George C. 
Scott. One month after Mr. Scott had won an Oscar for Best Actor for his title role in Patton, a 
good friend of his visited him and heard him yelling. He was yelling for joy, screaming, “I got a 
job! I got a job!” Mr. Arkin makes the important point, “So most [actors] never get over that 
sense of never working again. It’s a precarious life.” Of course, Mr. Arkin tries to get quality 
jobs, although compromise can be a necessity: “I just want good material. But part of taking a 
role is your bank account. If you haven’t worked in six months and the cupboard is bare, then 
your sights get lowered a bit out of necessity.” 
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Capitalize the Names of Holidays  
 

• While creating E.T. the Extra-Terrestrial, director Steven Spielberg worked with young 
children, including a six-year-old Drew Barrymore, and so he wanted to make the filming fun. 
On Halloween, he went to work dressed up in costume—as a woman. Drew remembers, “He 
looked great!” He was also filmed in costume, and he said to the camera, “This is Halloween, 
folks. I don’t dress this way all the time.” 

 
• In 1939, May Wale Brown left Austria to come to New York City to be with her two 

brothers. She arrived on Thanksgiving, and of course the big Macy’s Thanksgiving Parade was 
being held. Her brothers, who loved to tease her, told her that they had arranged the parade in 
order to welcome her to America. (Later, Ms. Brown became a Hollywood script supervisor.) 

 
• When Beth Quinn, former columnist for New York’s Times Herald-Record, was young, she 

and her sister looked forward to two big presents—one for each of them—each Christmas. The 
two big presents came in two big boxes, the tops of which were wrapped in colorful paper. One 
box’s top was red; the other box’s top was blue. To open the box and see the present, all a child 
had to do was to take the top off of a box. When Beth was about eight years old and wondering if 
Santa Claus was real, she came across these two boxes in her family’s storage area. To Beth, this 
was disturbing evidence that perhaps Santa Claus was not real, so she asked her father about the 
boxes: “Why are they here? Why doesn’t Santa have them?” Her father explained the situation 
well: “What are you, nuts or something? You think Santa can haul everything around with him? 
He asked your mother and me years ago to keep those boxes here. He said to put them out on 
Christmas Eve so he can fill them.” This made sense to Beth, who realized, “So that’s why the 
lids come off like that! So he can fill them and doesn’t have to wrap them each time!” Her father 
agreed: “He’s a smart guy, that Santa.” 

 
• Eric Sean Nall is the frontman for the music group Foxy Shazam, who recorded the album 

Introducing. One of the songs on the album, “A Black Man’s Breakfast,” is about Karen, Mr. 
Nall’s girlfriend, a Proctor and Gamble scientist who develops shampoos. When the album came 
out, Mr. Nall’s girlfriend wrote down the lyrics for most of the songs so they could appear in the 
CD booklet, but when Mr. Nall took the lyrics to a printer, he added a couple of lines to “A 
Black Man’s Breakfast”: “Karen, I love you so much. Will you marry me?” He gave her a copy 
of the CD and booklet on Christmas Eve, and when she read the lyrics, she cried—and she said 
yes. 

 
• Madeleine L’Engle, author of A Wrinkle in Time, was a good mother, but not necessarily a 

good baker. When her children asked her to bake a cake for a school bake sale, she did, but the 
cake was lopsided. Therefore, she sent a note to the school, asking, “Is there anything else I 
could do, more in line with my talents? Is there a play we could help with, or anything like that?” 
The following week, she and her husband, a professional actor, found themselves in charge of 
directing the school’s Christmas pageant. 
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Use a Colon Between Two Independent Clauses When the Second Clause 
Summarizes or Explains the First 

 
• Shirley Temple became a child star in movies before she learned how to read. So how did 

she learn her lines? Her mother read her the scripts of her movies at bedtime. In 1934, little 
Shirley won a miniature Oscar to recognize a major accomplishment: According to Hollywood, 
she had brought “more happiness to millions of children and millions of grownups than any child 
of her years in the history of the world.” 

 
• The parents of Sandra Bullock, star of Speed, loved opera. Her mother sang, and her father 

taught voice. When Sandra was eight years old, she made her debut on the operatic stage: She 
played a gypsy child. The part was non-singing and non-speaking, but richly rewarding—
members of the audience threw chocolates to her. 

 
• A fun movie about drag queens is the Australian film The Adventures of Priscilla, Queen of 

the Desert. Directed by Stephan Elliott, the surprise international hit even won an Academy 
Award for Costume Design. This win is amazing: The showpiece costume of the film—the flip-
flop dress—was made for only $7, thus showing the superiority of originality over money. 
(When the film’s costume designer, Lizzy Gardiner, picked up her Oscar, she wore a dress made 
from credit cards.) Of course, the male stars of the film wore dresses for the movie, but for the 
crew photo taken after the film was completed, every member of the crew, including some very 
macho males, happily wore a dress. 

 
• Not every family is happy. While growing up, actor Corbin Bernsen did not have a really 

good relationship with his father, and at one point, during the process of getting a divorce, his 
mother was drinking way too much. In addition, Corbin was going through a process of teenage 
rebellion and blaming his parents for it. Corbin says, “I was a typical kid, getting high and acting 
crazy. And I said, ‘Well, Mom is this’ and ‘I do this because of that’ and ‘What do you expect?’” 
His father then taught him an important lesson. Corbin remembers, “My dad said, ‘You have a 
choice in life. You can be happy or you can be sad. But don’t blame anybody else other than 
yourself. If your life is going to be screwed up, don’t blame me or your mom.’” He decided to 
become an actor after seeing his mother on the stage in a production of The Miracle Worker, 
following which he thought, “Wow, that’s my mother up there, the crazy woman who makes my 
dinner. Look at what she’s doing!’” She also taught him an important lesson: “She said, ‘I don’t 
mind you following what I’m doing. You’ve seen the ups and downs. The only thing I demand 
of you is that you love and respect your craft. It doesn’t matter if you’re doing a commercial or a 
movie, just love it. Love all of it.’” 

 
• In 1965, the Friars Club, whose members are comedians, roasted Soupy Sales with comic 

insults. Mr. Sales and everybody else enjoyed themselves, but Friars Club member Brian 
Dougherty ran into a problem: He had to go to the bathroom, but he didn’t want to miss any of 
the jokes. Fortunately, Mr. Dougherty is a problem-solver. He whispered to Marty Allen, who 
was sitting next to him at a table with an overhanging tablecloth, “Hand me that pitcher.” With a 
relieved bladder, Mr. Dougherty was able to laugh even harder. 
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After an Independent Clause, Use a Colon to Direct Attention to a Quotation 
 

• This may be a shock to some people, but at one time, two-time Oscar-winner Jody Foster 
thought about giving up acting. She found acting not to be rewarding anymore, and she thought 
about entering some other profession where she could use her analytical skills. Ms. Foster says, 
“I had been feeling there was something kind of not intellectually valuable about being an actor. 
It had started to seem like a really dumb job.” Fortunately, she realized what the problem was: 
“It was me. It was my fault. I wasn’t bringing enough to it. I hadn’t realized that it was my 
responsibility to go deeper, to really build a character from the ground up; that to really be 
a good actor, you had to be able to discuss a movie, any movie that you’re taking on, and to 
see the literature in it. Then it becomes fascinating. Then you get better as an actor. Then 
you learn to really love movies.” With this realization, Ms. Foster rededicated herself to her 
career—at age 12. This paid off in a big way. Just two years later, when she was 14, she played a 
prostitute in Taxi Driver, earning an Oscar nomination. 
 

• Too often, Hollywood has stereotyped actors and actresses, sometimes because of their 
ethnicity. Anna May Wong played many, many Oriental stereotypes in the 1930s, something she 
disliked. So, of course, did other actors and actresses with Oriental features (or makeup that 
made them appear Oriental). Once, Ms. Wong said, “Why is it that the screen Chinese is nearly 
always the villain? And so crude a villain. Murderous, treacherous, a snake in the grass. We are 
not like that. How should we be, with a civilization that is so many times older than that of the 
west?” In 1960, after appearing seldom in movies for two decades, she played Lana Turner’s 
housekeeper in Portrait in Black. Again, the stereotypes came out, this time from the publicity 
department, which explained Ms. Wong’s long absence from the screen by passing along a 
proverb that supposedly had been taught to Ms. Wong by her mother, “Don’t be photographed 
too much or you’ll lose your soul.” Ms. Wong’s own explanation was this: “I was so tired of 
the parts I had to play.” 
 

• When he was four years old, actor Steve Buscemi was hit by a bus and got his skull 
fractured. This doesn’t mean that he was unlucky—the accident could have been a lot worse. In 
addition, when he became 18 years old, he received a $6,000 settlement from the city. He used 
the money to pay for acting school at the Lee Strasberg Institute, where he studied with John, 
Lee’s son, who was more laid-back than his famous father. For example, Mr. Buscemi describes 
an acting scenario at the institute: “They had this thing where if you were in a desert and 
imagining sun beating down on you, you couldn’t use the stage light to imagine the sun. But 
John said if the stage light works, that’s fine. The audience don’t know and don’t care.” 
Mr. Buscemi, of course, gets results, as is evidenced by his roles in such movies as Fargo, 
Reservoir Dogs, and Ghost World. 

 
• People do make mistakes. While Kurt Vonnegut, Jr., author of Slaughterhouse-Five, was on 

a panel at City College, a woman asked him this question: “Why did you put exactly one 
hundred ‘So it goes’s’ in Slaughterhouse-Five?” Mr. Vonnegut replied that he was not aware 
that he had used that exact number. Also on the panel was critic John Simon, who disappeared 
while everyone had coffee, and then reappeared and said to Mr. Vonnegut, “One hundred and 
three.”  
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Use a Colon to Direct Attention to an Appositive 
 

An appositive renames something. 
 

• Jeff Bridges had a good reason for wanting to star in the 1976 remake of King Kong: “I 
used to pretend I was sick whenever I saw [in] the TV Guide [that] King Kong was going to be 
on, so I could stay home from school and watch the original.” Mr. Bridges, however, is critical of 
the performance of one of his co-stars in the remake. He says, “The monkey in that was just 
terrible. Oh, my God. Just terrible.” Mr. Bridges has also seen another movie numerous times: 
The Big Lebowski, a cult favorite in which he plays The Dude. He says, “Normally when a 
movie of mine comes on I’ll turn the channel, but when Lebowski comes on, I’ll say, ‘I’ll just 
wait until Turturro licks the [bowling] ball, then I’ll change the channel.’” But after Turturro 
licks the bowling ball, Mr. Bridges will say that he’ll wait until another key moment in the movie 
occurs, and then he’ll turn the channel. This keeps repeating itself until Mr. Bridges discovers 
that he has watched The Big Lebowski yet another time. 

 
• According to Brad Pitt, his children are “the funniest people I’ve ever met.” For example, in 

2008 his daughter Shiloh went through a phase where she wanted to be called by another name: 
John or Peter. Mr. Pitt calls it “a Peter Pan thing” where whenever he starts to call her by her 
real name she responds, “I’m John.” Of course, Mr. Pitt is right when he says that this stuff is 
“cute to parents” and he is wrong when he says that this stuff is “probably really obnoxious to 
other people.” It’s actually pretty cute to other people. 

 
• Adrienne Janic, host of the car show Overhaulin’ on TLC, attended the 2008 Christian 

Oscars: the Movieguide awards. She wore a dress with slits up the sides, and when she sat 
down, she used two napkins so that she would have enough material to cover up the top of the 
slits. Even so, one of the Christians present warned her about the evils of wearing such a dress. 
Ms. Janic replied, “Oh, I’ve got a mansion in hell.” 

 
• Arnold Schwarzenegger has exhibited a lot of drive in his life. One person who taught him 

to accomplish much was Franz Steeger, a boy in Arnold’s village who held the record for 
chinning himself on a tree limb: 21 chin-ups. The 14-year-old Arnold tried chinning himself, 
and he did 18 chin-ups, but Franz told him, “You do the rest with your mind.” Franz gave him a 
pep talk, and Arnold tried again. He did 18 chin-ups, then he did a difficult 19th chin-up, and then 
Franz reminded him, “You do the rest with your mind.” Arnold kept going, and he broke the 
record with 22 chin-ups. 
 

• Satirist Al Franken regularly made fun of disgraced President Richard Nixon, but when he 
produced a Saturday Night Live “Presidential Bash” in 1992, he sent a letter to Mr. Nixon, 
hoping that he would make a personal appearance on the show. Unfortunately, as a reply, he 
received a letter saying no. No problem. Mr. Franklin happily framed the letter and now proudly 
displays it in a room that he has devoted to his collection of Nixon memorabilia: a 
bathroom. 
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Use a Colon to Direct Attention to a List 
 

• While Michael Kidd was choreographing the movie Guys and Dolls, Samuel Goldwyn 
wanted to take him out for a meal, so he asked him if he liked Jewish food. Mr. Kidd did, so Mr. 
Goldwyn took him to Lindy’s, raving on the way about Lindy’s delicious Jewish food: gefilte 
fish, kishke, kneidlach, kugel, lockshen, and so on. Arriving at Lindy’s, Mr. Goldwyn asked 
the waiter what the special was. The waiter replied, “Irish stew,” and Mr. Goldwyn said, “That’s 
what we’ll have.” 
 

• Ernie Banks was the first African-American athlete to play for the Chicago Cubs, and he 
worried about how the veteran Cubs would treat an African-American rookie. He needn’t have 
worried. When he walked into the Cubs for the first time, three players were there: home-run 
hitter Hank Sauer and infielders Randy Jackson and Bill Serena. All three players shook 
Mr. Banks’ hand and welcomed him to the Cubs. The same thing happened when he met home-
run hitter Ralph Kiner. During batting practice, Mr. Banks had no bats of his own, so he asked 
Mr. Kiner if he could use one of his bats. Mr. Kiner had no objections. Mr. Banks hit the first 
pitch thrown to him into the left-field bleachers, and the Cubs were silent for a moment, then Mr. 
Kiner yelled to Mr. Banks, “Hey, Banks! You can use all my bats if you promise to keep on 
hitting like that!” 

 
• In the winter of 1995, the weather was so cold that over four inches of ice formed on a 

small lake in Indiana, making it safe to walk on. However, a few warm days in February melted 
some of the ice, making it dangerous to walk on. Unfortunately, 12-year-old Josh Mitchell didn’t 
realize that, and he decided to take a short cut to a friend’s house by walking across the semi-
frozen lake. He fell through the ice, and a dog named Levi, the pet of Denise and George 
Hammond, saw him and started whining. George heard the whining, investigated, and saw Josh 
floundering in the icy water. He ordered, “Levi, fetch!” Levi ran out onto the lake, jumped into 
the water, and allowed Josh to hold on to him. Meanwhile, George and Denise brought Levi’s 
20-foot leash out to the lake and tried to throw it to Josh, but the leash was too short. Because she 
didn’t know how long Levi could keep Josh afloat, Denise went out on the ice, knowing that 
although she weighed less than her husband, she would probably fall through the ice. In fact, she 
did fall through the ice four feet away from Josh. She kept breaking the ice until she could reach 
Josh, then she kept him afloat. George called Levi, and Levi came out of the water. Two 
neighbors brought an extension ladder out to the lake and pushed it to where Denise and Josh 
were. Denise pushed Josh up on the ladder and then climbed up on the ladder herself. The ladder 
distributed their weight across a large area of the ice so that they didn’t fall through, and they 
reached the shore. Denise fainted when she reached the shore, but paramedics took care of her 
and Josh and took them to the hospital, where they quickly recovered from their ordeal. Of 
course, Josh and his parents were grateful to Levi and the Hammonds, and they sent them gifts: 
bones for Levi, a big bouquet of flowers for Denise, and a gift certificate to be used at a pet 
store. 
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How Do I Recognize and Correct Comma Splices? 
 
A comma splice consists of two independent clauses that are connected with a comma only. 
 

Ex: Sally went to the movies, Bill went to the dance. 
 
Ex: Bottom is a fool, Puck is a trickster. 

 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
You may correct a sentence with a comma splice in several ways: 
 
1. Make two sentences out of it. 

Sally went to the movies. Bill went to the dance. 

Bottom is a fool. Puck is a trickster. 

2. Keep the comma, but join the sentences together with a connecting word such as and, or, but, 
nor, or yet. 

Sally went to the movies, but Bill went to the dance. 

Bottom is a fool, and Puck is a trickster. 

3. If the sentences are closely related, you may join them with a semicolon. 

Sally went to the movies; Bill went to the dance. 

Bottom is a fool; Puck is a trickster. 

4. If the sentences are closely related, you may join them with a semicolon, a transition word 
such as however or moreover, and a comma. 

Sally went to the movies; however, Bill went to the dance. 

Bottom is a fool; however, Puck is a trickster. 

5. Make one of the independent clauses a subordinate clause. 

Although Sally went to the movies, Bill went to the dance. 

Although Bottom is a fool, Puck is a trickster. 

6. If appropriate, use a dash. 

Sally went to the movies—Bill went to the dance. 

Bottom is a fool—Puck is a trickster. 

 
The way that you correct a run-on sentence will depend on the context of the sentence. 
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Use Commas to Separate the Items in a Series of Three or More 
 

Use commas to separate the items in a series of three or more. 
Ex: I like Sarah Silverstone, Lenny Bruce, and Richard Pryor. 

 
Do not use a comma to separate the items in a series of two. 

Ex: I like Laurel and Hardy. 
 
Note: This is a series of three clauses: 1) started out studying law, 2) switched to serious acting, 
and 3) finally started performing comic roles. 

 
• When comedian Steve Allen was a teenager, he ran away from home. Very quickly, he 

began to steal, to beg, and to eat garbage. Mr. Allen writes about finding a discarded can of 
pork and beans along a road. The can contained several ants and a few beans, but Mr. Allen 
shook the ants out of the can and enjoyed eating what was left of the beans. 

 
• Rick Aviles, the actor whose character killed Patrick Swayze’s character in Ghost, once 

made his living as a street comedian in New York—after he passed the hat he would find 
American money, francs, yen, and marks. 

 
• Ridley Scott has directed many different kinds of films including Alien, American 

Gangster, Blade Runner, Gladiator, Hannibal, Matchstick Men, and Thelma and Louise. As 
you would expect, he watches many, many films. At 11 p.m. he starts watching a movie, and he 
says that “if I’m still watching at 1, that means it’s a good film.” 

 
• Werner Herzog, the director of Fitzcarraldo, The Enigma of Caspar Hauser, and Aguirre, 

the Wrath of God, has advice on how to become a successful filmmaker: “Work as a bouncer in 
a sex club, work as a taxi driver, work as a butcher—earn the money and make your own film.” 
Perhaps his most important advice is to make a film instead of making excuses for why you can’t 
make a film. He says, “Today, with these little digital cameras, there is no excuse any more.” Mr. 
Herzog himself stole his first camera and used it to make 11 films. He says about the camera, “It 
fulfilled its real destiny.” 

 
• When Groucho Marx, star of such movies as Horsefeathers with his famous brothers, was a 

young man in vaudeville, he once worked at an Atlantic City theater whose manager also ran a 
boarding house on the waterfront where entertainers stayed. This manager was a man who knew 
how to save a dollar. Every meal featured fish because outside Groucho’s window, the theater 
manager kept a huge fishing net into which Groucho’s breakfast, lunch, and dinner swam. 
Perhaps unnecessarily, Groucho says that after his engagement at the Atlantic City theater was 
over, for an entire week he ate nothing but roast beef. 
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Use a Comma or Commas to Set Off Direct Address 
 

Use a comma or commas to set off direct address. Direct address occurs when someone is 
addressed directly by name or a name. For example:  
 

“Hi, David.”  
“Hello, Dad.”  
“What’s happening, man?” 
“Hello, Mr. Jones.” 
“This concerns you, Mr. Jones, because of the cost of shutting down the plant.” 
 

• Actor John Hurt co-starred with Harrison Ford in the 2008 action-adventure movie Indiana 
Jones and the Kingdom of the Crystal Skull. The 66-year-old Mr. Ford has kept himself in shape, 
and he did his own fights and many of his character’s stunts in the movie. At one point, after 
performing a harrowing stunt, Mr. Ford turned to Mr. Hurt and joked, “Well, you don’t think 
they employ me to act, did you, John?” 

 
• John Cho and Kal Penn are the Korean and Indian stars of the 2004 cult movie Harold & 

Kumar Go to White Castle, but they have done much more acting than that film and its sequel. 
Mr. Cho played Sulu in a Star Trek movie and appeared as a hip-hop-savvy accountant named 
Kenny in TV’s Ugly Betty. Mr. Penn appeared on TV’s House and landed a role in the dramatic 
movie The Namesake in part because of Harold & Kumar Go to White Castle. He explains that 
Namesake director Mira Nair let him audition because “her 14-year-old son, who was a Harold 
& Kumar fan, […] every night before bed said, ‘Mom, please audition Kal Penn for the part.’” 

 
• The brother of journalist Donald Liebenson once saw actor Paul Newman at an airport and 

asked him for an autograph for his mother, who was a big fan. Mr. Newman replied, “Sorry, pal. 
Tell your mom that I don’t sign autographs, but I’d be happy to buy her a beer.” Years later, Mr. 
Liebenson saw Mr. Newman at a publicity junket and recounted that story to him. Mr. Newman 
replied that he could remember the exact moment that he began declining to sign autographs: “I 
was standing at a urinal in Sardi’s, and this guy came though the door with a piece of paper. I 
thought this was inappropriate. It wasn’t just an invasion of privacy. It was an invasion of 
purpose.” 

 
• TV commercials for the European jeans manufactured by Diesel sometimes addressed 

contemporary issues. One commercial was headlined, “How to smoke 145 cigarettes a day.” In 
it, a talking skull asks the viewers, “Man, who needs two lungs anyway?” 

 
• Jack Riley played the character of the insulting, misanthropic Mr. Elliott Carlin on The Bob 

Newhart Show. Frequently, fans of the show ask him if he is anything like the character he 
portrayed. Because he is a professional comedian, Mr. Riley’s standard response to this question 
is in the character of Mr. Carlin: “Bite me, you wiener.” 
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After an Introductory Element, Use a Comma 
 

After an introductory element, use a comma. 
 
Note: For short introductory elements, commas may be optional. 
 

• Frequently, silence in the wilderness, whether on land or sea, is a sign of danger. Gary 
Paulsen, author of Hatchet, knows a man who survived an attack by a great white shark while he 
was diving. Immediately before the attack, the ocean grew silent. Today, the man says, “I 
should have listened to the silence. I’d still have my right leg.” 

 
• One day in 2010, <Lulu.com>, a Web site that allows authors to self-publish their own 

books in various print and electronic formats, announced a new way of publishing one’s work: 
“We recognize electronic books and the internet are a passing fad, so we are now offering the 
tried and true hand-written scroll.” Of course, this announcement was made on April Fools Day. 

 
• Comedian Chris Rock has made it big in the risky and difficult business of show business, 

but that doesn’t mean that he wants his relatives to try to accomplish what he has accomplished. 
Whenever a family member wants help in getting established in show business, he offers to 
pay their college tuition instead. 

 
• As a young comedian, Jim Carrey made out a $10 million check to himself “for acting 

services rendered,” and carried it around in his wallet as a physical symbol of an important goal. 
Later, he received $10 million for starring in The Mask 2—and $20 million for starring in Liar, 
Liar. Along the way to mega-success, he achieved success as an actor in the TV comedy series 
In Living Color. Unfortunately, his fame did have a downside when he took his daughter out for 
trick-or-treating on Halloween. Perhaps exaggerating a little, Mr. Carrey says that people 
would say, “It’s the dude from In Living Color! Here’s an extra candy! Do something [funny]!” 

 
• When Adam Sandler was a little boy, he had a Diver Dan doll. Unfortunately, he lost it. 

Fortunately, he had a father who cared about him and didn’t want him to be unhappy. His father 
dressed up as Diver Dan’s father, then told young Adam that Diver Dan was not lost but with 
him, and he thanked young Adam for taking care of Diver Dan. Today, Mr. Sandler says, “Dad 
would do anything to make me feel better.” 

 
• Martial arts master Bruce Lee used visualization to get rid of negative thoughts. He would 

imagine himself writing down the negative thought on a piece of paper. Then he would imagine 
himself wadding up the piece of paper and setting fire to it. After the piece of paper had 
burned, the negative thought would no longer enter his mind. 
 

• When 10-year-old Alicia Marks was dancing on Dec. 27, 1920, in South London, a 
young student was so overwhelmed by her performance that he spent the last of his allowance on 
some white chrysanthemums to give to her. The young student was Patrick Dolin, who later 
partnered Ms. Marks when they were using the names of Alicia Markova and Anton Dolin. 
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 Use a Comma and a Conjunction to Separate Two Independent Clauses 
 

Note: An independent clause is a clause that can be correctly punctuated as a complete sentence. 
 
Note: The comma goes before the conjunction (the connecting word). 
 

Ex: I like this, and she likes that. 
 

• Fayard Nicholas of the dance team the Nicholas Brothers loved vaudeville and hung out in 
the theaters, watching all the acts and learning from them. When he was 11 years old, he decided 
to become an entertainer, so he created an act for himself and his brother and sister. They stayed 
up late rehearsing the act, and when their parents reminded them that it was a school night, 
Bayard told them, “We have something to show you.” Their parents watched the act, and then 
they looked at each other and said, “Hey, we have something here.” Their father had them 
audition for the manager of the Philadelphia’s Standard Theater, who quickly told him, “They’re 
booked for next week.” The Nicholas Brothers became a famous dance team in movies. 

 
• After making the movie Get Smart, Steve Carell, who plays Maxwell Smart, knew that his 

seven-year-old daughter and some of her friends wanted to see it. However, he warned her that 
seeing the movie might be embarrassing for her: “I had to prepare her for a scene where you see 
me with my trousers off. I said, ‘You’re going to go see this with your friends, and you’re going 
to see my naked butt. Are you going to get embarrassed? Because you don’t have to go.’” His 
daughter asked, “Is it funny?” Mr. Carell replied, “I think so.” And she made her decision: 
“Well, okay then.” Her decision made Mr. Carell, who values funny highly, happy. 
 

• Mitzi Green was a child star at Paramount, and she became friends with Maxine Marx, the 
daughter of comedian Chico Marx. During a stay-over at Maxine’s house, Mitzi put a cream on 
her face. Maxine asked what the cream was, and Mitzi replied, “It’s a freckle remover.” “Does it 
work?” “It hasn’t yet, but I keep hoping.” 

 
• We think of Paul Muni as a serious actor who undertook serious roles, winning an Oscar as 

Best Actor for playing the lead role in The Story of Louis Pasteur, but he was also a master of 
the put-on. He was born in what is now the Ukraine, and when he was in his 30s, he became an 
American citizen by passing a test that asked questions about American history and politics. At 
the beginning of the test, he spoke with a heavy accent and looked puzzled by the questions he 
was being asked, but as the test continued he lost his accent and boldly answered the questions. 
When he answered the final question, he spoke with no accent at all, and then he told his 
examiner, “Your honor, it’s remarkable. Now that you’ve made me a citizen, I can speak 
perfectly!” 

 
• Olga Preobrajenska was a very strong ballerina and teacher of ballet. As an old lady, she 

lived in a nursing home, but whenever she was fed up with the nurses, she stacked all the 
bedroom furniture against the door so that they couldn’t come in and bother her. 
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Use a Comma or Commas to Set Off Parenthetical Elements 
 

Set off parenthetical elements with commas. 
 

She, however, is not afraid of them. 
She, on the other hand, is not afraid of them. 
We see, though, that she is small. 

 
• As a very young actress, Eliza Dushku worked with Arnold Schwarzenegger in the movie 

True Lies. She had never really planned to act, and her mother was not even close to being a 
stage mother, so they were learning what to do little by little, and lots of people were giving them 
lots of advice, including this: “Your kid has a funny name, Judy—you should think about 
changing it.” Mr. Schwarzenegger, however, said, “Eliza, Judy, trust me, keep her name, people 
will learn it, take it from me.” 

 
• Script supervisor May Wale Brown was very impressed by the professionalism shown by 

Henry Fonda in the making of Gideon’s Trumpet, which was a Hallmark Hall of Fame TV 
movie. In the movie, Mr. Fonda used a pair of wire-rimmed glasses in his portrayal of the 
character he was playing. His own real glasses had heavy rims because they contained a hearing 
aid that he needed due to his old age. In a scene with Fay Wray, the camera focused on Ms. 
Wray, and Mr. Fonda was not, of course, in her close-ups. However, Mr. Fonda said his lines 
well, and he continued to wear the wire-rimmed glasses. When Ms. Brown told him that he could 
wear his own glasses (she did not want to mention the hearing aid), Mr. Fonda replied, “I want 
Fay to see the Gideon character when she looks at me. It’ll make it easier for her.” 

 
• In 1981, Karen Allen played the only “girl” whom Indiana Jones ever loved in Raiders of 

the Lost Ark, and in 2008 her character met the hero again in Indiana Jones and the Kingdom of 
the Crystal Skull. Of course, she was a couple of decades older, and filming took a little 
adjustment, although she “dove right back in, driving these big dusty, clanking old trucks on 
these remote locations, just like old times!” Still, Ms. Allen says, “In the beginning, I was saying, 
‘Oh, I don’t need the knee pads. Nooo, I don’t need elbow pads!’ After a few days, though, 
you’re like, ‘If I put a double set on the knees, will the camera see them through my pants?’ All 
that flinging yourself around is the hard part.” 

 
• Some superstars enjoy fame. When silent-movie greats Douglas Fairbanks and Mary 

Pickford got married, they went to Europe for their honeymoon, where they were at first 
astonished by the mobs of people who recognized them. Therefore, they slipped away to 
Germany, where they were not nearly so well known. After a while, though, they decided to go 
back to where they had been mobbed. Ms. Pickford said to her new husband, “Let’s go 
someplace where we are known. I’ve had enough obscurity for a lifetime.” 
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Use Commas or Other Punctuation to Set Off Speaker Tags 
 

Set off speaker tags with a comma or other punctuation. 
 
Speaker tags are short phrases such as “he said” or “she replied” or “David yelled” or “Sally 
asked.” 
 

Bill asked, “How are you?” 
Sally replied, “I am well.” 
 

Note: These sentences are also correct. 
 
“How are you?” Bill asked. 
“What time is it?” the stranger asked. 
“Help!” he shouted. 

 
• When friends Walter Matthau and Jack Lemmon made the movie Buddy, Buddy, Mr. 

Matthau took a bad spill on the set. Worried, Mr. Lemmon folded his jacket and tenderly put it 
under Mr. Matthau’s head, then asked, “Are you comfortable?” Mr. Matthau replied, “I make a 
living.” 

 
• When Fay Kanin started writing for the movies, she told her boss, Sam Marx, the story 

editor at MGM, “Mr. Marx, I know you own Gone with the Wind. I’ve read it, and I would be a 
wonderful writer for it.” He smiled at her brashness and said, “I think they have in mind a more 
expensive writer for it.” Ms. Kanin always appreciated that he used the word “expensive” instead 
of the word “talented.” 

 
• While studying at the School of Visual Arts in Manhattan, Keith Haring used to create art 

on long lengths of paper—the paper was so long that he rolled it out the door and onto the city 
sidewalk. Passersby used to talk to him about his art. Mr. Haring later said, “Most of them 
weren’t the type to go to art galleries, but a lot of their comments struck me as more perceptive 
than those of my teachers and fellow students.” In 1990, Mr. Haring died of AIDS. 

 
• While Andre Previn was married to Mia Farrow, he belonged to the Garrick Club. One day, 

the club secretary invited him to bring Mia to dinner there, but added, “By the way, you must 
forgive me for this, but she can’t use the main staircase. The women have to go round the back.” 
This shocked Mr. Previn, and when he told his wife about the invitation—and about women not 
being allowed to use the main staircase—she replied, “You have 10 minutes in which to quit the 
club.” Fortunately, he had the perfect reply: “I’ve already done it.” Years later, Mr. Previn said, 
“Unbelievable. Mia was the wrong person to try that on.” 
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 How Do I Recognize and Correct Dangling Modifiers? 
 
“To spot a dangling modifier, look for a sentence that begins with a modifier but doesn’t name 
the person, idea, or thing modified. Readers will think the modifier refers to the subject of the 
sentence that follows. If it doesn’t, the modifier dangles.”—The Longman Pocket Writer’s 
Companion 
 
Example No. 1 
 
The following sentence says that the Courthouse was walking down Court Street): 
 

Walking down Court Street, the Courthouse glittered in the sun. 
 
The clause “Walking down Court Street” modifies what follows it: “the Courthouse.” Clearly, 
this is wrong—the Courthouse was not walking down Court street.  
 
To get rid of the dangling modifier, the writer needs to identify who was walking down the 
street. 
 

Walking down Court Street, I saw the Courthouse glittering in the sun. 
 

Example No. 2 
 
In the following sentence, the writer is saying that he or she is “a Fortune 200 company and the 
world’s largest producer of automotive and industrial coatings.” 
 

Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings, I would assume challenging assignments to provide exposure to 
various career options. 

 
The clause “Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings” modifies what follows it: “I.” Clearly, this is wrong—the writer is not a 
Fortune 200 company and the world’s largest producer of automotive and industrial coatings. 
 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

A Fortune 200 company and the world’s largest producer of automotive and industrial 
coatings, PPG Industries allows interns to assume challenging assignments to provide 
exposure to various career options. 
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Example No. 3 
 
In the following sentence, the writer says that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
 

As an engineering student at Ohio University, the majority of our curriculum is centered 
on three important areas in engineering: development, drafting, and design. 

 
The clause “As an engineering student at Ohio University” modifies what follows it: “the 
majority of our curriculum.” Clearly, this is wrong—the engineering student at Ohio University 
is not the majority of our curriculum. 
 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

As an engineering student at Ohio University, I study in particular three important areas 
in engineering: development, drafting, and design. 
 

Example #4 
 
The following sentence says that the readers will be writing the Instructions: 
 

Dangling Modifier: By writing my Instructions, the readers will understand the 
importance of following safety procedures in the laboratory.  
Note: The phrase “By writing my Instructions “ modifies what follows it; in this case, it 
modifies “the readers,” which is incorrect. 

 
To get rid of the dangling modifier, the writer needs to identify who is writing the Instructions. 
 

Correct: By writing my Instructions, I will help the readers to understand the importance 
of following safety procedures in the laboratory. 
Note: The phrase “By writing my Instructions” modifies what follows it; in this case, it 
modifies “I,” which is correct. 

 
More Examples 

 
Dangling Modifier (this sentence doesn’t identify what is lacking accurate, up-to-date information): 
By not having accurate, up-to-date information for the cadets, problems continually arise. 
 
Correct Sentence: 
Because the manual does not have accurate, up-to-date information for the cadets, problems continually 
arise. 
 
Dangling Modifier (this sentence says that the dogs will write a manual): 
By writing the manual, dogs will be taken care of properly. 
 
Correct Sentence: 
By writing the manual, I will make available to pet owners information about how to take care of dogs 
properly. 
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Use a Dash or Dashes for an Abrupt Break in the  
Flow of a Sentence or Dialogue 

 
Dashes are also used for emphasis. 
 

• In a 2002 interview for Esquire, Cameron Diaz spoke about a notable practical joke that she 
played on unsuspecting guests at her home. She has a device that emits fart noises, and whenever 
a guest sits on a certain cushion located directly over the device, she uses a remote control to 
activate the device. Ms. Diaz says, “It’s the best. It’s like drugs. The first time you do it to 
somebody who’s not expecting it—man, it’s just the greatest high!” Unfortunately, the joke 
does have a drawback: “But you can never get away with it twice, so you have to move on to the 
next person.” 

 
• In New York City, comedian Bob Smith worked as a cater-waiter for a woman who 

introduced her dogs to him by saying, “This is Picasso, and this is Gorky—the painter, not the 
writer.” 

 
• Being a gorilla imitator can be a harrowing occupation, as during the filming of the Marx 

Brothers’ A Day at the Circus an actor portraying the gorilla fainted twice because the owner of 
the gorilla skin refused to allow ventilation holes to be pierced in it because it was so valuable. 
However, one day the owner of the gorilla skin noticed something strange—the actor had been 
inside the gorilla skin for three hours and hadn’t fainted yet (normally, anyone wearing the 
gorilla skin fainted after two hours). Investigating, he discovered that the actor had taken an 
icepick and made several unauthorized ventilation holes in the skin. 

 

• What are the anti-aging secrets of top movie stars? How is an aging movie star able to act 
credibly in an action movie? Of course, diet and exercise help, although tricks can help, too. For 
example, wrinkles in close-ups can be eliminated through technology after the film has been 
shot. In addition, hemorrhoid cream can work well for short periods of time, according to award-
winning make-up artist Daniel Phillips. An aging star can put hemorrhoid cream on the bags 
under his eyes, and for a couple of hours the skin will tighten—long enough to shoot some 
close-ups. 

 
• When Ingrid Bergman arrived in Hollywood her first time, she sent fellow Swedish actress 

Greta Garbo—who desired privacy—some flowers and an invitation to have dinner and spend 
time together. Ms. Garbo accepted the invitation by telegram—three months later, when Ms. 
Bergman was leaving Hollywood. Ms. Bergman told George Cukor about Ms. Garbo’s odd 
behavior. Mr. Cukor was friendly with Ms. Garbo, and he told Ms. Bergman, “Of course, Greta 
wouldn’t have sent the telegram unless she was sure you were leaving.” 
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Use Adjective-Forming Hyphens When Combining Two or More Words to 
Form an Adjective That Appears Before the Word It Modifies 

 
When you combine two or more words to form an adjective that appears before the noun it 
modifies, use hyphens to connect the adjective-forming words together. 
 

• First-time filmmaker Marc Webb did not want to direct a romantic comedy—until he saw 
the screenplay for (500) Days of Summer, written by Scott Neustadter and Michael H. Weber. 
The first few lines were these: “Any resemblance to people living or dead is purely accidental. 
Especially Jenny Beckman. Bitch.” “I liked that,” Mr. Webb says. “It’s fun, and it says, this 
movie is going to be a little bit different. You might have to engage a little more.” The film was a 
hit and may someday be regarded as a classic—Roger Ebert gave it the top-rated 4 stars. Mr. 
Webb himself says, “I don’t think this is a profoundly probing movie, but it’s a simple movie 
that speaks a little bit of the truth, and just dances with reality and is fun.” 
 

• Sometimes, achieving great success at a young age can lead to the problem of continually 
being asked about your early work despite all the good work you have done since then. One day, 
Orson Welles and Norman Mailer were having dinner when Mr. Mailer asked Mr. Welles a 
question about Citizen Kane, which Mr. Wells had created at age 25. Mr. Welles groaned and 
said, “Oh, Norman, not Citizen Kane.” At first, Mr. Mailer was surprised, but then he realized 
what was the problem and said, mentioning his own youthful world-class work of art, “Mmm, 
yeah—it’s like me and The Naked and the Dead.” Other people also realized the burden that very 
great and very early success can have on a person. After seeing Citizen Kane, impresario Billy 
Rose told Mr. Welles, “Quit, kid—you’ll never top it.” 

 
• Actor Will Smith is known as a rapper, TV star, and movie star. He is also known for his 

ears, and he says that when he was a kid, he resembled Alfred E. Newman, the funny-looking 
character who graces the covers of Mad magazine. In fact, one of young Will’s friends told him 
that he “looked like a car with the doors open.” Today, as a major film star, Will knows exactly 
where to give the credit for his success: “It’s the ears! Americans have an ear fetish. Absolutely. 
Americans love people with big ears—Mickey Mouse, Goofy, Ross Perot. America loves ears.” 

 
• One of the ways that comedian Whoopi Goldberg knew that she was beginning to make it 

big was that caricaturist Al Hirschfeld worked his art on her in The New York Times while she 
was appearing on a one-woman show on Broadway. Mr. Hirschfeld traditionally hides his 
daughter’s name—Nina—in his caricatures, and in his caricature of Ms. Goldberg he wrote 
“Nina” 40 times. Ms. Goldberg was so pleased with Mr. Hirschfeld’s caricature that she sent him 
flowers. 

 
• When Chris Rock was still early in his career as a stand-up comedian, his father asked him 

how good he was. Chris replied, “I’m one of the best in the country.” His father knew him well, 
and he knew that Chris was not lying. 
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When Do I Use Italics for Titles? 
 

Use italics for the titles of books, long pieces of choreography, newspapers, plays, and movies.  
 
In general, the titles of long works of art should be italicized. 
 

Title of a Book 
 
• James Herbert, writer of such novels as Creed, knows celebrity photographer Richard 

Young, whose work appears in many celebrity-conscious newspapers and magazines. Mr. 
Herbert occasionally attends film premieres and parties where real celebrities are present, and he 
says that Mr. Young “always takes the trouble to photograph me just to make me feel important.” 
Mr. Young does this even though both he and Mr. Herbert know that the newspaper and 
magazine photo editors are never going to print Mr. Herbert’s photograph. 
 

Title of a Movie 
 
• Charles Chaplin and Edna Purviance made many silent films together, but after he directed 

her in the 1923 drama A Woman of Paris, she stopped starring in his films. Nevertheless, 
although she seldom appeared in his films, he kept her under contract as a way to help her 
financially. She did appear in small roles in his movies Monsieur Verdoux (1947) and Limelight 
(1952). 

 
Title of a Long Play, and Title of a Newspaper 
 
• Playwright Tennessee Williams hated racism. In 1947, his play Glass Menagerie played to 

all-white audiences in Washington, D.C. He tried to stop this from happening, but he was unable. 
Therefore, he wrote to The New York Times that “any future contract I make will contain a 
clause to keep the show out of Washington while this undemocratic practice continues.” Mr. 
Williams could see the humor in life as well as the evil. In 1977 he was asked to leave the Shaw 
Theater in London because he kept laughing during a performance of The Glass Menagerie. 
Michael Billington writes that “his incessant hilarity at this memory of his own youth was 
disturbing the rest of the audience.” 

 
Title of a TV Series 
 
• Comedians Jimmy Durante and Don Knotts once co-hosted a Kraft Music Hall special on 

TV. During rehearsal, the director said that when they were introduced, he wanted both of them 
to walk onstage doing the famous Jimmy Durante strut. In other words, Mr. Durante was 
supposed to be himself and Mr. Knotts was supposed to imitate Mr. Durante. However, Mr. 
Durante was forced to ask Mr. Knotts to show him the famous Jimmy Durante strut. He 
requested, “Hey, Don, do me! I don’t know what I do!” 
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Use Italics for Emphasis 
 

If you wish to emphasize a word or to show that a person emphasized a word in dialogue, 
italicize that word. 

 
• Controversial film director John Waters has many talents, including the ability to give an 

entertaining pitch to people who may invest money that he can use to make his movies. Once he 
wrote a screenplay about a skinhead invasion of a community, and he pitched it to Dawn Steel of 
Disney, who listened to him, then joked, “Well, sure, when I heard ‘skinheads,’ I thought 
Disney!” Mr. Waters says, “She knew that they weren’t going to do it, but I give an entertaining 
pitch, so she took the meetings anyway.” 

 
• While filming Some Like It Hot, Marilyn Monroe frequently had trouble remembering even 

the simplest lines. For example, in one scene she was supposed to open a drawer and say, 
“Where’s the bourbon?” However, she blew the line in take after take. Therefore, director Billy 
Wilder ordered that the line be pasted in the drawer so she could read it. In the very next take, 
Ms. Monroe opened the wrong drawer—so Mr. Wilder ordered that the line be pasted in every 
drawer. 

 
• Buster Keaton was a hard-working comedian. Garry Moore once asked Buster how he was 

able to perform his pratfalls, and Buster said, “I’ll show you.” Then he showed Mr. Moore the 
bruises on his body. Mr. Moore later said, “So that’s how he did it—it hurt—but you had to care 
enough not to care.” 

 
• Dahlia Messick wanted to be a cartoonist, but she noticed that when she took her artwork 

around to the studios that the male decision-makers would only briefly look at her artwork but 
would ask her out to lunch. Therefore, she adopted the gender-neutral name Dale Messick and 
started mailing her artwork to studios. Eventually, she created the very successful comic strip 
Brenda Starr, Reporter. 

 
• On October 18, 1981, Wake Forest was playing Maryland in football. A rainstorm knocked 

out the telephone lines, so Assistant Maryland Coach Jerry Eisman, who was in the press box, 
started communicating with his bench by walkie-talkie. Suddenly, a voice came over the walkie-
talkie: “Get off! This is a police emergency frequency.” Mr. Eisman replied, “This is an 
emergency—it’s third down!” 

 
• MAD publisher William M. Gaines used to take the MAD writers and artists on a trip every 

year or two. One year, he took everybody to Rome, and they visited the Sistine Chapel, where a 
tour guide informed them that Michelangelo had spent 15 years painting the ceiling. MAD writer 
Dick DeBartolo explained why: “Yeah, but it was two coats!” 
 

• The Nebraska Cornhuskers were losing a game, so coach Bernie Masterson sent in a sub 
with the orders, “Get in there and play as you’ve never played before.” Unfortunately, the sub 
promptly fumbled twice. Mr. Masterson pulled him out of the game and told him, “Perhaps you 
misunderstood me. I didn’t say play as though you’ve never played before.” 
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Use Italics for Foreign Words 
 

Put foreign words in italics. 
 

• In the 1970s, Ohio University President Claude Sowle decided to hold public meetings at 
which college deans would argue for money for their departments. Of course, these were 
spectacular events at which college deans wore caps and gowns and argued passionately for 
money. At one such public meeting, Dr. Henry Lin, Dean of Fine Arts, began his remarks by 
saying, “Ni hao, Dr. Sowle.” Of course, he was speaking flawless Mandarin Chinese, and he 
continued to speak flawless Mandarin Chinese—which Dr. Sowle did NOT understand—for the 
rest of his remarks, occasionally using a Chinese abacus to emphasize a financial point. At the 
end of Dr. Lin’s remarks, President Sowle told him, “Henry, you know I don’t understand 
Chinese, but I’ve never understood you more clearly than right now—you need big bucks!” (By 
the way, the late Dr. Lin is the father of Maya Lin, the genius who designed the Vietnam 
Veterans Memorial in Washington, D.C.) 

 
• Portrait painting has at least one advantage over portrait photography. Queen Victoria once 

asked court painter Alfred Chalfont, whether photography would replace painting. The 
Frenchman replied, “Ah, non, Madame! Photographie can’t flattère.” 

 
• An advantage of being a journalist is that you may occasionally get to interview actors you 

adore. For example, when Guardian reporter Libby Brooks was 13, she saw Dirty Dancing on 
video and fell in love with Johnny Castle, who was played by Patrick Swayze. Lots of young 
girls who saw the movie, including Ms. Brooks, wanted to lose their virginity to Johnny Castle. 
Years later, she got to interview Mr. Swayze, who repeated for her his famous line from the 
movie: “Nobody puts Baby in a corner.” Ms. Brooks’ interview with Mr. Swayze was never 
printed, and she admits today, “In retrospect, I think that my editor was less interested in Swayze 
than in bringing an end to my relentless badgering to let me interview him.” The movie’s rating 
prevented many girls from seeing the movie in theaters—they had to wait to see it on video. This 
meant that some girls were able to be cool by seeing the movie in theaters. Ms. Brooks 
remembers when a French teacher asked Lindsay Cameron in class, “Lequel est le dernier film 
tu as vu?” (What is the last film you saw?). Ms. Cameron confirmed her status as the coolest girl 
in class by replying, “Le Dirty Dancing.” 

 
• Rabbi Shlomo Carlebach once bought a soda to go that cost 50 cents, handed the cashier $2, 

and told her to keep the change. A friend told him that when you order to go, you don’t need to 
tip, and you certainly don’t tip $1.50 for a 50-cent soda. Rabbi Shlomo smiled and said, ‘I know, 
I know. But I’m trying to make up for unzer tierla yiddalach [our sweet Jews] who don’t give 
tips, and consequently make a chilul hashem [defame God’s name].” 

 
• The paparazzi could be annoying to Audrey Hepburn. Once, a photograph of Audrey with 

her newly bearded son appeared in a magazine. Because of the new beard, the paparazzi had not 
recognized her son, so this caption appeared with the photograph: “Audrey com il nuovo amore 
della sua vita.” Translation: “Audrey with the new love of her life.” She said, “Well, apart from 
the ‘new,’ for once they got something right.” That was one media photograph she cut out and 
framed. 
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How Do I Use It’s And Its? 
 

its = the possessive form of it 
 

Ex: The dog played with its rawhide bone. 
Ex: The fox left its burrow. 
 

it’s = the contraction of it is 
 

Ex: It’s raining. 
Ex: It’s the day before my paper is due. 
 

its’ = ? 
 

Its’ is not a word. An apostrophe should never follow its. 
 
 

• Drama critic George Oppenheimer was inducted into the Air Force, where he was a part of 
its Motion Picture Unit. As part of his physical, he gave a urine sample, which was picked up by 
a star-struck private, who put it on a tray, then pointed to another bottle on the tray and said with 
awe, “Cary Grant.” (Note for young people: Cary Grant was the Brad Pitt of his time.) 

 
• Violinist Mischa Elman was once present at a dinner given by Harpo Marx during which a 

movie producer listened to some criticisms of his recent movies, then complained of the 
difficulties of producing. Mr. Elman asked, “If it’s so hard to make bad pictures, why don’t you 
make good ones?” 

 
• Edmund Gwenn won an Oscar playing Santa Claus in the movie Miracle on 34th Street. As 

Mr. Gwenn lay dying, Jack Lemmon visited him and asked if dying was hard. Mr. Gwenn 
replied, “Oh, it’s hard, very hard indeed. But not as hard as doing comedy.” 

 
• John Cho and Kal Penn are the Korean and Indian stars of the 2004 cult movie Harold & 

Kumar Go to White Castle, but they have done much more acting than that film and its sequel. 
Mr. Cho played Sulu in a Star Trek movie and appeared as a hip-hop-savvy accountant named 
Kenny in TV’s Ugly Betty. Mr. Penn appeared on TV’s House and landed a role in the dramatic 
movie The Namesake in part because of Harold & Kumar Go to White Castle. He explains that 
Namesake director Mira Nair let him audition because “her 14-year-old son, who was a Harold 
& Kumar fan, […] every night before bed said, ‘Mom, please audition Kal Penn for the part.’” 

 
• Figure skater Christopher Bowman once performed in a costume consisting of a black 

velvet suit whose major features consisted of a white collar and plunging neckline. Reporters 
tried to find words sufficient to describe the features of the outfit, and National reporter Julie 
Vader said, “It’s a shawl collar.” When someone asked how she knew that, she explained, “I 
have a dress exactly like it.” 
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How Do I Use Lie And Lay? 
 

Lay: Lay is a verb that means to put something or to place something. Lay needs a direct object. 
 Ex: Lay the book on the table. 
 
Lie: Lie is a verb that means to rest on a surface or to recline on a surface. Lie does not need a   
 direct object. 
 Ex: You have a fever, so lie down and rest. 
 
Lay: Lay is also the past tense of lie. 
 Ex: Last night, she lay in bed. 
 
Note: “Sic” is used to point out a mistake that appears in the original source. 
 

• Theatrical maven George Abbott both wrote and directed plays. Therefore, he was very 
particular about language. When he was in his late 90s, he fell while on a golf course. His wife 
pleaded, “George! George! Get up, please. Don’t just lay [sic] there!” Mr. Abbott looked up at 
his wife and corrected her: “Lie there.” 

 
• After soprano Leslie Garrett won the Cleethorpes Cup at the Cleethorpes Festival, her 

father took her to a pub to celebrate. While her father wasn’t watching, Ms. Garrett drank a 
concoction known as a Blue Country, consisting of a pint of Guinness and a shot from every 
bottle in the bar. The next morning, she woke up with a hangover—unfortunately, she needed to 
audition that afternoon for a grant that would pay for her college education. Desperate for help, 
she attended a warm-up session with her voice teacher. However, her voice teacher saw that she 
had a hangover and was unable to sing well, so she told Ms. Garrick, “You’ve ruined your 
chances—I hope you’re proud of yourself.” Ms. Garrick went to the audition alone, where a kind 
receptionist noticed how haggard she looked. The receptionist invited her to lie down, and she 
moved Ms. Garrick’s audition time to last, giving her the maximum amount of time to recover. 
The time for rest worked, and Ms. Garrick recovered her voice and sang superbly, thus saving 
her college education and her future career as a principal soprano with the English National 
Opera. 
 

• To illustrate his Caldecott Medal-winning picture-book, Make Way for Ducklings, Robert 
McCloskey needed to know what the underside of a duck’s bill looked like in flight. Therefore, 
Mr. McCloskey brought a live duck home, wrapped it in a towel, and put it on a couch in such a 
way that its head stuck out. Mr. McCloskey then lay underneath the duck’s head and sketched 
what he saw. 

 
• Young dancer Alicia Alonso had two operations on her eyes to repair detached retinas, 

forcing her to lie still for months until the physicians allowed her to get up from bed. As she lay 
in bed, she practiced dancing using only her fingers, moving them as she visualized the 
movements of the dancers in such ballets as Giselle. When she finally got out of bed, she was 
unable to stand by herself, but she got herself in shape again and became a world-famous 
ballerina. 
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How Do I Use Lose And Loose? 

 
Lose is the opposite of win, and the opposite of find. 
 
Loose is the opposite of tight, and the opposite of tied up or restrained. 
 
 

• Children’s book writer Phyllis Reynolds Naylor did a lot of writing when she was young, 
and she illustrated the stories she wrote. When she learned to draw lace, suddenly the heroines of 
her stories began to lose their clothing so young Phyllis could draw their lacy underwear. On 
another occasion, her mother explained the facts of life to her, and so young Phyllis wrote a 
“Manual for Pregnant Women,” complete with her own drawings. After she showed the book to 
her mother, the book turned up missing. 

 
• Barry Bonds’ father, professional baseball player Bobby Bonds, taught him many things. 

For example, he taught him competitiveness by playing pool with him at home. The winner of 
the game would get candy, while the loser had to do push-ups. Barry says, “When I played with 
my dad, he was such a competitor—he couldn’t lose.” In addition, Bobby taught his son not to 
lower himself in reaction to racists. When Barry was young, occasionally he got into fights with 
white boys who disliked him because of his color. One day, young Barry came home and told his 
father, “I don’t like white people right now.” Bobby told him, “Don’t ever come in my house like 
that again. Be proud of who you are. Do not allow their stupidity to make you stupid.” 

 
• French actor Françoise-Joseph Talma took his art seriously. Even when he was near death 

due to severe illness, he hoped to return to the stage. Mr. Talma had lost much weight, and his 
skin hung loosely on his body; however, when his friend Alexandre Dumas visited him, Mr. 
Talma touched the loose skin on his own cheeks and said, “What a truthful air this will give to 
the role of the aged Tiberius.” 

 
• Vince Lombardi was a great high school football coach before he became a great 

professional football coach. His St. Cecilia Saints, a Catholic team, won 25 games in a row 
before being held to a 0-0 tie by rival Union Hill. After the game, Mr. Lombardi and his wife met 
superfan and nun Sister Baptista. All of them were crying. Mrs. Lombardi said, “We didn’t lose 
the game.” Mr. Lombardi said, “But we didn’t win.” And according to Mrs. Lombardi, “Then we 
started crying all over again.” 

 
• Sometimes, nurses ask silly questions. When Quaker humorist Tom Mullen was in a 

hospital, he was standing up when he suddenly felt dizzy. He managed to buzz the nurses’ station 
before he passed out, and when the nurse arrived, he was lying on the floor, semi-conscious, 
trying to get up. The nurse looked down at him, then asked, “May I help you?” Mr. Mullen 
wishes today that he had been conscious enough to reply, “No, I’m just crawling about at 2 a.m. 
looking for loose change.” 
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Where do Periods Go When I Use Parentheses? 
 

If a complete sentence is INside the parentheses, then put the period INside the parentheses. 
 

• French comic filmmaker Jacques Tati carefully observed people and things, as they gave him ideas 
with which to work. Before creating his movie Traffic, he went to a highway and observed. One of the 
things he noticed was that many people driving away on holiday do not look happy. He also noticed a car 
that contained a dog that stared at a field that the dog could have played in. (I highly recommend his M. 
Hulot’s Holiday, which, like his other films, doesn’t need dialogue.) 

 
• When war correspondent and photographer Margaret Bourke-White received permission to fly on a 

bombing expedition during World War II, J. Hampton Atkinson piloted her himself, saying, “I’m going to 
fly you myself because if you die, I want to die, too.” (Fortunately, neither of them died.) By the way, 
while photographer Ms. Bourke-White was attending the University of Michigan in the early 1920s, she 
kept something strange in her dormitory room bathtub—a pet milk snake. 
 

• Guardian journalist Oliver Burkeman once asked his 85-year-old grandmother whether her old age 
had brought her happiness in any way. She replied that her old age had made it easier to get rid of 
telemarketers. For example, if a telemarketer started telling her about “broadband internet,” she simply 
told the telemarketer, “I’m in my 80s!” The telemarketer would assume that she was too old to understand 
or care about the definition of broadband internet and so the telemarketer would hang up the telephone. 
(Actually, she understands perfectly well what broadband internet is.) 
 
If a complete sentence is NOT inside the parentheses, then put the period OUTside the 
parentheses. 
 

• Kip Keino won gold medals in the Olympics in both 1968 (1500-meter race) and 1972 (3000-
meter steeplechase). He never made much money from his running—approximately $20,000—but he 
used it wisely. He returned to his native Kenya, where he bought land and a house and started an 
orphanage. Another Olympic medal-winner, Native American Billy Mills, met him in the 1980s. At that 
time, Kip and his orphanage were taking care of 68 children, and 100 orphans had already grown up and 
gone into the world to lead their adult lives. As of 2007, Mr. Keino was still taking care of orphans. 

 
• Back when John Sentamu, the Archbishop of York, was the vicar of Holy Trinity Church, he 

recognized the importance of education (as he still does). He says that “it was clear to me that if we did 
not tackle education, we were going to be in real difficulty.” And he—and the teachers, and the parents—
did tackle education. In 2006, a young man whom he had known 18 or 19 years ago came up to him and 
asked, “Do you remember me, sir?” However, it had been so long ago and the young man had changed so 
much from when he was a boy that John Sentamu did not recognize the young man, who gave him a hint: 
“You came and pulled me out of bed when you were chair of governors, and told me I must go to school.” 
John Sentamu said, “OK, I remember you now. What are you doing?” The young man replied, “I’m a 
lecturer in physics.” John Sentamu says about this encounter, “I suddenly realized that we can make a 
difference.” 
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How Do I Use Principal And Principle? 
 

Principal: two meanings 
 
• the head of a high school or an elementary school (noun) 

Ex: The principal is a pal. 
• chief or foremost in importance (adjective) 

Ex: He is the principal actor in the play. 
 
Principle: a basic truth, a rule, a standard, a moral standard 
 Ex: The principles of economics are difficult to understand. 
 

• Kenny Ortega was able to choreograph the movie Dirty Dancing because he had relevant 
experience from high school. Whenever a new hot record came out, he and his friends would 
meet and play the record over and over—sometimes 50 times—before the next Friday night’s 
dance. Those dances were known for their bottled-up sexual tension. Mr. Ortega says, “It was 
not uncommon for our high-school dances to be shut down because of all the gyrating and 
rubbing up against each other. The vice principal would routinely come out on the stage and 
announce, ‘If there is any more dirty dancing in here, the dance will be cancelled.’” 

 
• Aristides de Sousa Mendes, the Portuguese Consul-General in Bordeaux, rescued thousands 

of Jews from the Holocaust by directly disobeying his country’s orders and giving visas to Jews 
so that they could escape to freedom. A devout Roman Catholic, Mr. Mendes knew that he was 
risking his career, his reputation, and his own money by rescuing Jews. However, he said, “I 
cannot allow these people to die. Our constitution says that the religion or the politics of a 
foreigner shall not be used to deny refuge in Portugal. I have decided to follow this principle. 
Even if I am discharged, I can only act as a Christian, as my conscience tells me. If I am 
disobeying orders, I would rather be with God against men than with men against God.” The 
Jews used the Portuguese visas to escape to neutral Spain. 

 
• Ryan White became HIV-positive as a result of his hemophilia, and he faced prejudice 

when other people learned that he had AIDS. Other children called him “faggot,” “homo,” and 
“queer,” although he wasn’t gay, and they sometimes wrote obscenities on his school locker. In 
addition, someone slashed the tires on his family’s car, and someone shot a bullet through his 
family’s living room. (Fortunately, no one was hurt.) Because of the prejudice and the danger 
that they faced, Ryan and his family moved from Kokomo, Indiana, to Cicero, Indiana. In 
Kokomo, Ryan had been forced to sue in order to be permitted to go to school, but in Cicero, the 
principal of his school made him feel welcome and educated the other students about AIDS. 
Being made to feel welcome raised Ryan’s spirits and improved his health, and he soon became 
a nationally known spokesperson on AIDS issues before dying of AIDS on April 8, 1990. One of 
the people singing at his funeral was Elton John, who had become a friend during Ryan’s illness. 
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The American Style is Put Commas and Periods Inside Quotation Marks 
 

The British style is to put commas and periods outside quotation marks, while the American style 
is put commas and periods inside quotation marks. 
 

The American Style 
 

• Chris Lemmon, the son of actor Jack Lemmon, wrote a memoir of his father titled A Twist 
of Lemmon: A Tribute to My Father. In the book, and in interviews about the book, he tells 
stories about the two of them chasing a couple of poodles through the yard of actor James 
Coburn. Chris and Jack look up, see Mr. Coburn glowering at them through a picture window, 
and they point to each other and say, “It’s his fault.” By the way, the late Mr. Coburn was 
actually a nice guy. Chris said in an interview that “he was just one of the biggest teddy bears 
you’d ever want to meet on the face of the earth.” 

 
• When Yousuf Karsh went to Peter Lorre’s home to photograph the famous actor, he saw a 

sign by the driveway: “Beware of Ferocious Dogs.” The “ferocious dogs” turned out to be a 
couple of frisky Pekinese, a breed of very small, toy-sized dogs. 

 
• Tim Gill is a gay business executive of the company that manufactures Quark XPress. He 

serves as a role model by being open about his sexuality. Once, a gay man came up to him and 
thanked him very quietly for being open about being gay. Mr. Gill told, “It’s really okay—you 
can say it.” The gay man then spoke up loudly and with pride. On another occasion, Mr. Gill 
mentioned in a speech to the National Press Photographers Association that he had a boyfriend, 
and afterward a transgendered person—a woman who had become a man—came up and also 
thanked him for being open about being gay. 

 
• Shawn Edwards, a movie reviewer for Fox-TV in Kansas City, loved movies from an early 

age. When he was in the seventh grade, he and some friends used a room at their school as a 
movie studio. Mr. Edwards calls the studio “the claymation joint,” and he remembers, “We 
convinced the science teacher we were working on a science project, built these sets out of 
papier-mâché and started shooting our epic. It was about a group of cavemen who hunt for a 
dinosaur for a big celebration and [to] please the volcano before it gets mad.” When Mr. 
Edwards was attending Morehouse College in Atlanta, Georgia, Spike Lee filmed School Daze 
there. Mr. Edwards had broken his ankle during football practice, but he showed up at an 
audition for small parts and extras. He remembers that the people casting the movie looked at 
him as if they were thinking, “Baby, there’s not a part in this movie where you can be walking 
around with a cast.” But Mr. Edwards said, “I don’t sing. I don’t dance. I can’t act. And I’m not 
that funny. I just want to be in the movie.” He got lucky and appeared in a scene in which “Da 
Butt” was played. Mr. Edwards says, “I totally hate that song now because that’s all I heard all 
spring. It took three freaking days to shoot” that scene. 
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Use Quotation Marks for Dialogue 
 

When you quote word for word what a person says, enclose that person’s words in quotation 
marks. 

 
• In 2008, Charlize Theron, 32 years old and an Oscar-winner as Best Actress in the movie 

Monster, and AnnaSophia Robb, 14 years old and the lead actress in the kids’ movie Because of 
Winn-Dixie, starred together in the movie Sleepwalking. Normally, actors will study each other’s 
work before acting together; however, Ms. Robb had seen very few movies starring Ms. Theron. 
Why? She explains, “My parents won’t let me see them, especially Monster.” Of course, 
winning an Oscar for Monster was very satisfying for Ms. Theron, especially because it was so 
hard to get the movie made and to find distribution for it. Ms. Theron says, “There wasn’t one 
person in this industry who wanted that film made. We had our financiers calling us at 3 
a.m. and asking us what the hell we were doing. They didn’t like the way I looked [the 
beautiful Ms. Theron put on weight for the movie and looked ugly], and they wondered 
who would want to see this movie. When we finished, we couldn’t pay a distributor to take 
it. We were hours away from signing a straight-to-video deal with Blockbuster when we 
found a distributor. For that reason alone, the Oscar was especially sweet.” 
 

• In 1994, genocide occurred in Rwanda, when in 100 days hate-filled Hutus murdered 
800,000 Tutsis and moderate Hutus, often using machetes as their weapon of choice. Paul 
Rusesabagina, who managed a hotel in the country’s capital, Kigali, saved the lives of 1,268 
refugees by turning his hotel into a place of safety. Like so many other heroes, he denies that he 
is a hero. Like so many other heroes, he became a hero gradually, refusing to turn his back on a 
few people who needed help, then many people who needed help, then over 1,200 people who 
needed help. He says, “Initially, I was not concerned by what was going on. There was a 
government, there was a war, the United Nations was there. But when I saw the 
government completely dismantled, I had to take responsibilities. The very first day, I had 
26 neighbors in my house. When I had to leave my house, I was not going to leave those 
people behind. So it became a very big extended family, from 6 to 32, and then 400 and 
something. That is how it happened—people kept on coming to the hotel. And toward the 
end, I had 1,268 people. It would have been easier to care for six people—my wife and four 
children and myself—than caring for a thousand. But if you turn your back, leave a 
thousand people, that’s on your hands. That is cowardice.” Don Cheadle played Mr. 
Rusesabagina (and was nominated for a Best Actor Oscar) in the 2004 movie Hotel Rwanda. 

 
• Robert Mitchum’s last movie was Dead Man (1995), directed by Jim Jarmusch. In it, Mr. 

Mitchum’s character carried a big shotgun, so Mr. Jarmusch gathered together a bunch of antique 
shotguns, took them to Mr. Mitchum’s house, and asked him to pick the shotgun he wanted to 
carry in the movie. Mr. Mitchum looked at the antique shotguns, then asked, “Which one is the 
lightest?” 

 
• Jack Lemmon’s first big movie was It Should Happen to You, starring Judy Holliday and 

directed by George Cukor. Jack was an enthusiastic actor, and Mr. Cukor kept telling him to act 
less. Eventually, Jack became upset and yelled, “If I do it any less, I won’t be acting!” Mr. 
Cukor replied, “Exactly.” 
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When Quoting Part of a Sentence, You May Not Need to Use a Capital Letter 
 

• When American soldiers shot civilians at My Lai in South Vietnam, Hugh C. Thompson 
and two crewmembers, Glenn Andreotta and Larry Colburn, witnessed what was happening from 
a helicopter overhead. They landed the helicopter between some advancing American soldiers 
and a group of Vietnamese civilians consisting of children, women, and old men, and they 
stopped the American soldiers from killing the Vietnamese civilians. Later, Hugh C. Thompson 
and his crewmembers took off in the helicopter, and crewmember Mr. Andreotta saw movement 
in a body-filled ditch. They landed the helicopter and rescued a two-year-old child from among 
the corpses. Why did they intervene to stop as much of the slaughter and save as many lives as 
they could? Hugh C. Thompson explained that “what was going on wasn’t right.” 
 

• Eileen Daffern was 93 years old in 2007, but that did not stop her from being an activist, 
especially when it came to resisting nuclear weapons. She says, “The great challenge is to make 
people realize the power they have to change the world. It can be changed, you know.” She is 
healthy for her age, she inherited good genes from her parents, and she takes pride in her 
appearance. When her mother was 90 years old, Eileen saw her looking at her appearance in the 
mirror. Eileen says, “Her gestures were those of a young girl preening herself. ... I, too, look in 
the mirror.” In fact, when she sees photographs that make her look “too ancient,” she 
gleefully destroys them. 

 
• When Chilean poet Pablo Neruda was a small child, he was playing in his backyard when a 

child reached through a hole in the wooden fence and gave him a present: a small toy lamb. 
Young Pablo quickly retrieved a favorite possession—a pinecone and presented it to the child, 
whom he could not see, on the other side of the fence. The adult Mr. Neruda believed that 
“maybe this small and mysterious exchange of gifts remained inside me also, deep and 
inexhaustible, giving my poetry light.” In 1971, he received the Nobel Prize in Literature. 

 
• While in seminary, TV’s Mister Rogers visited a church where he heard a sermon that he 

thought was terrible and violated everything that he had learned about writing and delivering 
sermons. However, the woman sitting next to him had tears running down her face, and she 
whispered, “He said exactly what I needed to hear.” That day, Mister Rogers learned that “the 
space between a person doing his or her best to deliver a message of good news and the needy 
listener is holy ground.” 

 
• According to the Rabbi of Sadagora, we can learn about God from the inventions of 

Humankind. From a train, we can learn that “because of one second we can miss everything.” 
From a telegraph, we can learn that “every word is counted and charged.” And from a 
telephone, we can learn that “what we say here is heard there.” 
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Use Single Quotation Marks Within Double Quotation Marks 
 

• Best-selling novelist Jackie Collins got kicked out of her school at age 15, so her parents 
asked her, “Hollywood or reform school?” Joan, her sister, was making movies in Hollywood, so 
Jackie chose Hollywood. Joan gave her a lot of freedom, meeting her at the airport and saying 
before disappearing, “OK, learn to drive, I can’t look after you, I’ve got to go off on location, 
goodbye, here’s the keys to the car, here’s the list of people who can help you if you get into any 
trouble.” Jackie says, “And I appreciated that, because […] I was a street-smart kid, and I wanted 
to be by myself.” For a while, Jackie appeared in movies—“always playing the Italian girl”—and 
she was able to take care of herself. When she went out for a part in a movie, guys would tell her, 
“Well, honey, let’s have dinner and discuss the part.” Jackie says, “And I would always say, 
‘Take your part for yourself,’ and I would leave. So I was always that street-smart kid, you 
know?” 

 
• In Snow Angels, directed by David Gordon Green, many interesting moments occur when 

Kate Beckinsale and Sam Rockwell act with three-year-old Gracie Hudson. During the making 
of the movie, Ms. Beckinsale and Mr. Rockwell were Gracie’s “Pretend Mommy” and “Pretend 
Daddy.” Mr. Green states, “Everybody always says, ‘Don’t work with animals and kids,’ but 
those are the two greatest things.” Gracie, of course, didn’t understand about cameras and 
saying lines, so almost everything she said and did was unscripted. The exception: At one point, 
Mr. Green wanted her to say, “Can I play outside?” Mr. Green says, “That was the only thing 
that I needed her to say in the whole movie, and for that I had to give her Skittles.” 

 
• English comedian Terry-Thomas was appearing in The Brass Monkey with actress Carole 

Landis, when the director began to worry about getting the movie finished quickly. The director 
asked Ms. Landis, “Let’s get this thing in the can. Can we work faster?” Ms. Landis replied, 
“Not unless you can print on the film, ‘Sorry, folks, about the poor quality, but we had to 
do it in a hurry.’” 

 
• Opera singer Helen Traubel once lunched in New York at a small French restaurant. At the 

table next to hers, a soldier and his new wife were having a wedding party. Ms. Traubel was 
sitting near enough to overhear the bride tell a friend, “This is a nice wedding, but I’ve 
always wanted the kind where someone sings, ‘Oh, Promise Me.’” Ms. Traubel offered her 
services—gratis—and the bride cried with happiness when Ms. Traubel sang the song. 

 
• In 1959, Duke Ellington decided to take his band on a European tour. Some band members 

flew across the ocean, but Duke and seven members of the band decided to sail across. Of 
course, he was treated with respect and ate frequently at the captain’s table, and some of the first-
class passengers asked him for a concert. On the last night of the voyage, Duke and the seven 
band members with him played for the captain and the first-class passengers, but Duke and his 
band members didn’t stop there. They played next for the passengers sailing in cabin class, then 
for the passengers sailing in tourist class, and finally they played for the crewmen in the crew’s 
quarters. According to Michael, Duke’s nephew, “That’s how he was about not leaving 
anybody out. He used to say, ‘I never put anybody in a secondary position.’” 
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When Do I Use Quotation Marks for Titles? 
 

In general, use quotation marks for the titles of short works of art, such as a short story, a short 
poem, a song (as opposed to an album), and a single episode of a TV series. 
 
“Title of a Song” 
 

At the 1976 Olympic Games in Montreal, Canada, Margaret Murdock appeared to have won 
the gold medal in the small-bore rifle competition by out-scoring fellow American Lanny 
Bassham, 1,162 points to 1,161 points. However, the Olympic officials discovered an error in the 
scoring. One judge had recorded a 9 instead of a 10 for Mr. Bassham. Now the two were tied at 
1,162 points apiece. More drama ensued. The tiebreaker awarded the gold medal to Mr. 
Bassham, leaving the silver for Ms. Murdock. However, Mr. Bassham felt that since the two 
scores had been equal, Ms. Murdock deserved to stand at the top of the podium with him. At the 
awards ceremony, he clasped her hand and helped her to the top of the awards podium, and they 
stood together as “The Star-Spangled Banner” played. Mr. Bassham said afterward, “I wanted 
to show that I felt that her performance equaled mine. There was no way she deserved to stand 
lower while the anthem was played.” 

 
• Thomas Dolby, who is probably most famous for his song “She Blinded Me With 

Science,” found it easy to give up smoking at age 28. He met actress Kathleen Beller, and she 
told him that if he smoked, she would never kiss him. Mr. Dolby says, “I really wanted to kiss 
her. So that did the trick.” They married and had children. 

 
“Episode of a TV Series” 

 
• Some of the plots and dialogue on The Dick Van Dyke Show came from real life. The 

episode “A Bird in the Head Hurts!” was about a bird stalking Ritchie to get locks of his hair for 
her nest. (This actually happened to a neighbor of series creator Carl Reiner.) The advice given 
to Laura Petrie in the episode—“Let him wear a pith helmet”—was actually spoken by an 
ASPCA officer. In the episode “Never Name a Duck,” the Petrie family acquires two ducks as 
pets for Ritchie. (In real life, the Reiner family had acquired two ducks as pets for the children.) 
One duck died and the other duck soon appeared to be ill. The line about the ill duck—“He looks 
pale!”—was spoken in real life by Mr. Reiner’s wife, Estelle. 

 
• Actor Patrick Macnee had a chance to display his riding ability in the Avengers episode 

“Silent Dust.” He actually rode the same horse that Sir Laurence Olivier had ridden in Henry V 
when he made the speech “Once more into the breach, dear friends.” Then, the horse was two 
years old. At the time of the filming of the Avengers episode, the horse was 22, but still 
wonderful. Diana Rigg also rode on a horse, but during filming she confessed to Mr. Macnee that 
she had never been on a horse until the day before yesterday. When he asked what she had done 
the day before yesterday, she replied, “I went and had a lesson.” 
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Keep Related Words Together 
 

Words that go together should be kept together. 
 
For example, the word “only” often modifies a number. When that happens, keep the word 
“only” and the number together. 

 
• Pablo Neruda and Rafael Alberti were both portly poets. They used to take walks together 

in Paris along the Seine and would use a complete set of the works of Victor Hugo in a bookstore 
to measure their girth. Mr. Alberti might say, “Good Heavens! I have already outgrown Volume 
V of Les Misérables!” And Mr. Neruda might reply, “I haven’t put on weight. My paunch juts 
out only as far as Notre-Dame de Paris.” 

 
• When young-adult novelist Robert Cormier was the 8th grade, his family’s house burned 

down, and the suit that he was going to wear to his 8th-grade graduation ceremony burned up 
with it. Fortunately, the Cormiers’ neighbors contributed money to buy clothing for them, and 
young Robert was able to wear a suit to his graduation ceremony. As an adult, Mr. Cormier did 
good deeds for other people. His novel I Am the Cheese contained a telephone number, which 
happened to be his. He once received a call from a girl in a psychiatric institution who felt that 
she could identify only with the protagonist in the novel. Mr. Cormier says that he and she 
“had a long talk about how this Adam [the protagonist] in the book was really a reflection of her 
own life, even though the circumstances were much different.” In the novel, Adam calls his 
friend Amy Hertz three times. That is the telephone number that the girl in the psychiatric 
institution called, and many other young people also called it. Sometimes they would ask for 
Amy. If Mr. Cormier answered the phone, he would pretend to be Amy’s father. If his youngest 
daughter, Renee, answered the phone and was asked if Amy was there, she would say, 
“Speaking.” 

 
• After writing her first novel, The Outsiders, S.E. Hinton became depressed and suffered 

from writer’s block. It was her boyfriend, David Inhofe, who figured out that she was depressed 
because she wasn’t writing. Therefore, he came up with an idea to make her start writing again. 
She would have to write two pages a day. He would stop by in the evening, and if she hadn’t 
written two pages, they wouldn’t go out. It worked. She wrote That Was Then, This is Now. Her 
publisher accepted it immediately. By the way, S.E. and her boyfriend got married. She wrote 
her third book, Rumblefish, on Thursday nights, because that was when her husband played 
poker. S.E. lets her husband read her in-progress manuscripts because he always says, “That’s 
nice, honey,” which is the only thing she wants to hear when she is in the middle of writing a 
book.  
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Keep Related Words Together 
 

Words that go together should be kept together. 
 
Often, the word “only” modifies a number. When that happens, keep the word “only” and the 
number together. 
 

• A couple of beefy movie stuntmen thought they could easily defeat martial arts expert 
Bruce Lee in a fight because he was only 5-foot-8-inches tall and weighed only 145 pounds, so 
he demonstrated his strength and skill to them. He placed them a few feet from a swimming 
pool, gave each of them an inflated bag for protection, and then told them to assume any stance 
they wanted. He then said that he would attempt to give one kick to each of them, without a 
windup or a running start, that would send the stuntmen into the swimming pool. Mr. Lee gave 
one kick, and the first stuntman flew into the pool, then he gave another kick, and the second 
stuntman flew into the pool. 

 
• Hard-hitting Hall-of-Fame shortstop Honus Wagner was a kind man. When he was the 

coach of the Pittsburgh Pirates, one of his players struck out with the bases loaded. Mr. Wagner 
comforted the player by saying to him, “Do you know, I went up to the plate with the bases full 
once, and it was in World’s Series time, too. A little hit of mine would have scored the winning 
run, and do you know, I struck out, too.” Actually, Mr. Wagner fibbed a little. He did go to bat 
with the bases loaded during a World-Series game, but he hit for extra bases instead of striking 
out. By the way, the most valuable baseball card in history is the very rare 1910 Honus Wagner 
card. Mr. Wagner himself is the reason the baseball card is so rare. A tobacco company issued 
the baseball card, putting it in packs of cigarettes, and Mr. Wagner told the tobacco company to 
withdraw the card. He knew that the photographer who had taken his photograph for the baseball 
card had been paid $10. He did not want the photographer to lose out on the money, so he sent 
the photographer a check for $10 and a letter that stated, “I don’t want you to miss a chance to 
sell a picture, but I don’t want my photograph used to sell cigarettes to kids.” For many years, 
the photographer proudly displayed that letter in his shop window. The tobacco company 
stopped issuing the card, and only the few that had already been issued stayed in circulation. 

 
• As an eight-year-old girl, Tatum O’Neal made Paper Moon; for a while afterward, her 

father, Ryan O’Neal, would not let her make any more movies. However, one day a teenaged 
Tatum told him that she wanted to use her earnings from Paper Moon to buy a horse ranch. He 
explained, “You made only $16,000. That won’t buy it.” Soon after, Tatum made $350,000 (and 
got a percentage) by acting in The Bad News Bears. 

 
• During World War II, the Japanese occupied Malaysia from January 1942 to August 1945. 

After the occupation of the town of Seremban, a Japanese executive decided to use a pond to 
raise ducks; therefore, he ordered that the pond be fenced in, then he released 600 ducklings into 
the pond. However, the Malaysians did not appreciate the Japanese executive’s plans. At the end 
of two months, only 300 ducklings were still alive, and at the end of three months, only 60 
ducklings were still alive. When the Malaysians were questioned about the disappearance of the 
ducklings, they suggested that the ducklings didn’t know how to swim and therefore must have 
drowned. 
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How Do I Recognize and Correct Run-on Sentences? 
 
Definition 
 
A run-on sentence consists of two independent clauses that are connected without any 
punctuation. 
 

Ex: Hector is a good husband Paris is a bad husband. 
 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
How to Correct a Run-on Sentence 
 
You may correct a run-on sentence in several ways: 
 

1. Make two sentences out of it. 
 
Hector is a good husband. Paris is a bad husband. 
 
2. Join the sentences together with a comma and a connecting word such as and, or, 
but, nor, or yet. 
 
Hector is a good husband, and Paris is a bad husband. 
 
3. If the sentences are closely related, you may join them with a semicolon. 
 
Hector is a good husband; Paris is a bad husband. 
 
4. If the sentences are closely related, you may join them with a semicolon, a 
transition word such as however or moreover, and a comma. 
 
Hector is a good husband; however, Paris is a bad husband. 
 
5. Make one of the independent clauses a subordinate clause. 
 
Although Hector is a good husband, Paris is a bad husband. 
 
6. If appropriate, use a dash. 
 
Hector is a good husband—Paris is a bad husband.  
 

 
The way that you correct a run-on sentence will depend on the context of the sentence. 
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Use a Semicolon to Join Two Closely Related Independent Clauses 
 

Note: An independent clause is a clause that can be correctly punctuated as a sentence. 
 
Two closely related independent clauses may be joined with a semicolon. 
 

Ex: The Yankees are in first place; the Mets are in last place. 
 
Two independent clauses may be joined with a semicolon, a connecting word or phrase such as 
however, moreover, or as a result, and a comma.  
 

Ex: The Yankees are in first place; however, the Mets are in last place. 
 
 

• On January 2, 2007, Cameron Hollopeter, 20, suffered a seizure and fell from a New York 
City subway platform and between the rails of an oncoming subway train. Wesley Autrey 
immediately leaped down to help him. Because Mr. Autrey did not have time to get Mr. 
Hollopeter back onto the platform, he covered Mr. Hollopeter’s body with his own in the 
drainage area between the two rails. The train engineer hit the brakes, but the train went over the 
two men. After the train stopped, Mr. Autrey yelled to the people on the platform, “We’re O.K. 
down here, but I’ve got two daughters up there. Let them know their father’s O.K.” Later, Mr. 
Autrey said about his daring rescue, “I don’t feel like I did something spectacular; I just saw 
someone who needed help. I did what I felt was right.” Mr. Hollopeter’s father, Larry, said, 
“Mr. Autrey’s instinctive and unselfish act saved our son’s life.” 

 
• In 1994, when she was acting in John Waters’ Serial Mom, Kathleen Turner discovered that 

she had rheumatoid arthritis. She exercised regularly, as the doctor ordered, and she had 
surgery as necessary; however, for long periods of time she was unable to wear anything 
but slippers, although she loves shoes. In an interview with Rachel Cooke that was published 
in March of 2008, Ms. Turner said that she was very pleased that she had been able to wear 
shoes for two weeks. She had gone into a shoe store, tried a pair on, and cried, “I can wear 
these!” The shoe-store employee assisting her said, “Of course you can, dear.” Ms. Turner 
admits, “I scared the h*ll out of him.” 

 
• Al Jolson was a huge entertainer in vaudeville, but his career declined. Eventually it was 

resurrected when the 1946 movie The Jolson Story, which starred Bert Parks and won an Oscar 
for Best Score, came out. How forgotten was Mr. Jolson? He watched the movie in a theater, 
feeling very proud. At the end of the movie, which was a huge hit, people cheered, and Mr. 
Jolson overheard a woman say, “It’s too bad Jolson couldn’t be alive to see this.” When Mr. 
Jolson was big in show biz, he was huge. He often starred in musicals on Broadway, and when 
he felt like it, 20 minutes into the musical, he would tell the other members of the cast, “Go 
home.” Then he would sing and entertain solo for two hours. The audience never complained; 
after all, they had not come to see and hear the musical. They had come to see and hear Mr. 
Jolson. 
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 How Do I Use Than and Then? 
 

“Than” is used in comparisons: better than, more than. 
 
“Then” is a time word: If this happens, then that will happen. 
 

• For a while, writers Ben Hecht and Charles MacArthur ran a movie studio in which they 
produced their own scripts. They had a policy of not responding to letters, instead hiring 
someone to burn their mail each day, unread. However, they did read a letter from a movie 
theater owner in Iron Mountain, Michigan, which was printed in the Exhibitors’ Herald, a movie 
trade magazine. The letter complained that the Hecht-MacArthur movie The Scoundrel was bad 
for business and annoying to the Iron Mountain movie-goers. Hecht and MacArthur spent all day 
composing an insulting letter, saying among other things that the citizens of Iron Mountain were 
so backward that they lived in trees. After mailing the letter, Hecht and MacArthur read the reply 
in the next issue of the Exhibitors’ Herald. The movie theater owner had written, “Messers 
Hecht and MacArthur, I have received your letter, framed it and hung it in the lobby of my 
theatre, where it is attracting a great deal more attention than did your motion picture.” 

 

• Playwright Charles MacArthur was rewriting a speech in his play The Front Page when 
producer Jed Harris walked in, looked over his shoulder at the writing, said “That’s no good,” 
then yanked the paper out of the typewriter. Mr. MacArthur let out a roar of rage and started for 
Mr. Harris, who ran for his life as Front Page co-writer Ben Hecht restrained Mr. MacArthur. 
Later, Mr. MacArthur and Mr. Hecht added this scene to their play. 

 
• Frank Sinatra spent money freely. A valet once brought him his car, and Frank asked him 

what had been the biggest tip he had ever received. The valet replied that it had been $100. Frank 
gave him a $200 tip, and then he asked the valet who had given him the $100 tip. The valet 
replied, “You did, sir. Last week.” Sammy Davis, Jr., imitated Frank’s free-spending ways, with 
the result that he met with an accountant, who advised him to cut down on his expenses or face 
financial ruin. The next day, Sammy sent the accountant a gift: a gold Cartier cigarette case 
inscribed, “Thanks for the advice.” 
 

• George Carlin’s mother, Mary, was a kind woman. When George was a child, he would 
sometimes talk her into having a meal at the Automat. While they were there, she would often 
see a man nursing a cup of coffee because he had nowhere to go, and she would give George a 
quarter—which bought a lot more then than it does now—to give to the man. George says, 
“She really did have a generous heart.” So did George, who used to be part of a comedy team 
with Jack Burns. (After they split up, Jack became very successful with Avery Schreiber.) One 
day, George and Jack were goofing around in a Chicago hotel when for some reason Jack threw 
a paperback out of the window. Suddenly, they remembered that Jack had put his pay in the 
paperback for safekeeping. They went to the window and watched twenties and fifties float down 
to the ground, knowing that the money would be long gone by the time they ran down the stairs 
and reached the street. A nice guy, George split his pay with Jack. 
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How Do I Use Their, There, and They’re? 
 

there = a place 
Ex: Put it over there. 
 

they’re = they are 
Ex: They’re in the car. 

 
their = possessive of “they” 

Ex: Their coats are in the closet. 
 

Note: We also use the word “there” in phrases such as this: “there were.” However, these phrases 
can be wordy: 
 

Wordy: There were three things that I had to remember. 
 
Not Wordy: I had to remember three things. 

 
• Groucho Marx was occasionally afraid of losing his stardom and his money. In his 

autobiography, Groucho and Me, he explains how this fear started. While working on a movie 
titled A Day at the Races, the director, Sam Wood, said to him, “Groucho, you see those women 
over there? Well, ten years ago, twelve of the fourteen were stars and earned fifteen hundred 
dollars a week and more. Today they’re extras, getting ten and a half dollars. Pity, isn’t it?” As 
soon as the day’s shooting was done, Groucho rushed to the phone, called his insurance agent, 
and bought an annuity to provide for his old age. 

 

• While filming the B horror movie Evil Dead in rural Tennessee, actor Bruce Campbell 
withdrew some money from a local bank, then realized that it smelled funny. He told the bank 
teller, “This money smells like dirt.” She wasn’t surprised, saying, “Makes sense. Folks around 
here still bury it in their backyard.” 

 
• Lieder singer Lotte Lehmann was frightened of Arturo Toscanini because of his reputation, 

and she found working with him a “fearful pleasure.” Still, shortly after singing for him for the 
first time, she was relieved to sing a few lieder for a Beethoven association. Before performing, 
she told a friend, “Oh, I feel so calm. An easy program, a nice appreciative audience, and no 
Toscanini there to be frightened of.” At that moment, she looked out at the audience—and saw 
Toscanini. 

 
• Some convicts are wise guys. In 1986, police in Green Bay, Wisconsin, placed an order for 

license plates for their unmarked police cars. Wisconsin convicts made the license plates, and on 
each license plate they put the initials “PD”—short for “Police Department.” Deputy Police 
Chief Robert Langan rejected the license plates and sent them back, saying, “They were a dead 
giveaway.” 
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How Do I Use To, Two, Too? 
 

“To” is used (among other uses) in infinitives: to walk, to talk. 
 
“Two” is a number: one, two, three. 
 
“Too” means “excessively” or “very”: too hot, too hard, too soft. It can also mean “also”—I’m 

going, too. 
 
 

• Walter Slezak was an actor—he played the part of the German submarine captain in Alfred 
Hitchcock’s Lifeboat. Because his father was the famous opera singer Leo Slezak, he was able to 
make his stage debut very early in life. At the Cologne Opera House, the director of the opera 
Lohengrin created a startling trick with perspective. At first, a boat carrying Lohengrin seemed 
far away, then it seemed very close to the audience. The trick worked through the use of two 
boats. The first boat was actually very small, and the Lohengrin seen in it was actually a child, 
wearing a fake beard to seem like the adult Lohengrin. The second boat was large and carried the 
adult tenor singing the part of Lohengrin. At one performance, the tiny but bearded Lohengrin 
was four-year-old Walter Slezak. 

 
• Mary Badham, who played Scout in the movie version of To Kill a Mockingbird, did not 

want filming to end, so on the last day of shooting the movie, she deliberately flubbed several 
takes. However, her mother finally told her to say the lines because if shooting took much 
longer, the Los Angeles traffic would be very bad. During the making of the movie, the child 
actors frequently made Gregory Peck a target of their water pistols, so when the last take was 
completed, he stepped away quickly and laughed as the lighting crew poured buckets of water on 
the child actors. By the way, Mary was feisty. She was a 9-year-old who was playing a younger 
child, and when someone told her that she was little for her age, she replied, “You’d be little, 
too, if you drank as much coffee as I do.” 

 
• Theodor Geisel, aka Dr. Seuss, disliked making the movie The 5,000 Fingers of Dr. T, and 

the critics hated it, but it did provide one happy memory for him. The movie featured 150 boy 
pianists, and one day the movie studio made the mistake of giving the boys’ weekly salary to the 
boys instead of to the boys’ parents or agents. The boys happily gorged themselves on way too 
many hot dogs and way too much other junk food, and then filming resumed. One boy vomited, 
and this caused a chain reaction, as one boy after another upchucked the results of a junk-food 
orgy. 
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 How Do I Use Who and Whom? 
 

Use “who” and “whom” to refer to people. “Who” is a subject. “Whom” is an object. 
 

Use “that” and “which” to refer to things. 
 

• Comedian Fred Allen once met a fan who told him that she had traveled to New York all 
the way from San Francisco to see him broadcast his radio program. Mr. Allen replied, 
“Madame, if I had only known you were coming all that way just to catch my little old show, the 
least I could have done was meet you halfway—say, about Omaha.” 

 
• Back when vaudeville was alive and well, Eddie Cantor and George Jessel were performing 

together. Mr. Cantor made an ad-lib that got a big laugh, and then Mr. Jessel made an ad-lib that 
got an even bigger laugh. Not knowing anything to say to get a bigger laugh than Mr. Jessel, Mr. 
Cantor took off a shoe and hit Mr. Jessel on the head with it. Upset, in part because of the huge 
laugh that Mr. Cantor had gotten by hitting him, Mr. Jessel started complaining to the audience, 
“Ladies and gentlemen, this so-called grown-up man, whom I have the misfortune to be working 
with, is so lacking in decorum, breeding, and intelligence, that when he was unable to think of a 
clever retort he had to descend to the lowest form of humor by taking off his shoe and striking 
me on the head. Only an insensitive oaf would sink so low.” Mr. Cantor had the perfect response 
to Mr. Jessel’s speech. He hit Mr. Jessel on the head with his shoe again. 

 
• British comedian David O’Doherty once performed in front of 40 people, 20 of whom were 

members of the Active Elderly Association, which meant that much of his audience were in their 
eighties. Unfortunately, his act was not meant for people in their eighties, so he was performing 
routines about iPhones and about spying on a naked lady doing aerobics when he was 12 years 
old. During intermission, he figured that all the old people would leave, but they were still 
present when he walked out for the second half of his act. He asked them, “Why are you still 
here?” One of the old people replied, “The bus doesn’t come to get us until 11.” He also used to 
do readings of children’s books in libraries. Ten minutes after he began reading one book, a 
small boy raised his hand and asked, “Does this get good soon?” Mr. O’Doherty says, “It was so 
profound. How many times—not just at a gig, but in a relationship or at a family get-together—
have you wanted to raise your hand and ask that?” 

 
• Sam Mayo was a British music-hall comedian who was popular for a time, but whose 

comedy fell out of favor and forced his retirement. After retiring, he used to stand outside of 
music halls listening to the applause given to other performers as tears ran down his cheeks. 

 
• Comedian Robin Williams earned great fame as Mork of the TV sitcom Mork and Mindy. 

Mork was an outer-space alien, and when Mr. Williams was asked at an audition to sit in a chair 
while in character as Mork, he did exactly that—and sat on his head. Fame really did come 
quickly. At an ice-skating rink, Mr. Williams stepped into a telephone booth to make a call. He 
was recognized by fans, who gawked at him through the glass. Mr. Williams says, “I felt like I 
was in the San Diego Zoo.” 
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 How Do I Use Your And You’re? 
 

your = possessive form of you 
Ex: Your coat is in that closet. 
Ex: Your car is at the carwash. 

 
you’re = contraction of you are 

Ex: You’re standing in the rain. 
Ex: You’re an incredibly sensitive woman. 

 
 

• When she was a little girl, actress Samantha Morton attended drama club with other little 
kids. For one lesson, she was supposed to improvise a scene with another little girl. The two girls 
stood in front of the group, and the drama teacher whispered to little Samantha the theme of the 
improvisation: “The other girl’s stolen your hamster.” Samantha responded by improvising in 
her own way. She says, “I beat the crap out of this girl, and they didn’t ask me back.” 

 
• The day that Carey Mulligan, star of An Education, passed her driving test, three cars 

driven by paparazzi followed her. She tried to do such things as changing lanes to get rid of 
them, but she ended up driving into cul-de-sacs and making U-turns and getting lost. Eventually, 
she pulled over, and one of the paparazzi got out of his car and walked to her car and motioned 
for her to roll down her window. She did, and the paparazzo said, “We know where you’re 
going. We can’t take pictures of you there. But do you want us to show you how to get there?” 
She accepted his help—somewhat reluctantly—and he said, “Okay, I’ll show you where it is, 
and then we’ll leave you alone. Just follow me.” He led her to the place she was going—it was 
only two minutes away! Then next day, she went shopping and forgot to feed the parking meter-
—the same paparazzo fed the meter for her! 

 
• One problem that many actors have is acting in bad weather conditions of extreme heat or 

extreme cold, often at unpleasant times such as night or very early in the morning. In her acting, 
Laura Linney deals with industrial-strength issues such as death, illness and personal failure. 
However, she says, “You know what’s more difficult, what they don’t teach you in drama 
school? How to act at 4:30 in the morning in the freezing cold or boiling heat. That’s more 
challenging than any sort of emotional work. And it’s like childbirth. You forget about it once a 
movie’s finished and you’re on to the next.” While acting in the 2007 remake of 3:10 to Yuma, 
Russell Crowe ran into the problem of an unpleasant acting environment: “We were surrounded 
by four-and-a-half feet of snow doing scenes where we’re talking about the drought.” 
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Appendix I: Make-Up Memos 
 
You may make up excessive absences (or in-class work such as missed Peer Reviews) by doing 
these things:  
 

1) writing a well-written 250-word memo summarizing a part of the Study Guide or 
something about punctuation and grammar,  
2) writing an apology—if relevant—in the introduction, and  
3) attaching documentation for your absence, if you have documentation.  
 

Type your memo.  
 
For example: 
 

To: David Bruce 
From: Jane College (3-5 p.m. ENG 308J) 
Date: Today’s Date 
Re: Summary of Class 3: What is the Reader-Centered Writing Process? 
Words:  274 words 
 
I have written this memo summarizing “Class 3: What is the Reader-Centered Writing 
Process?” to make up for my absence. I am sorry for my absence on that day, and I have 
attached a copy of my doctor’s excuse. Nothing in this memo is plagiarized. 
 

Of course, what would follow the introduction would be a summary of “Class 3: What is the 
Reader-Centered Writing Process?” that is at least 250 words long to make one absence or 500 
words to make up two absences. (If you miss both hours of class one day, you have two absences 
for that day.). 
 
Note: When writing your memo, don’t begin every paragraph with “I.” 

 
See your Syllabus for information about the attendance policy of this course. 
 
You may do a few things for make-up memos: 
 

1) Summarize part of this Study Guide. 
2) Explain a point of punctuation or grammar. 
3) Write the answers to some study questions for the papers in the Problem-Solving Letter 

and Autobiographical Essay sections in this Study Guide. 
 
For a few examples of make-up memos, see the following pages:  
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A Sample Make-Up Memo: Summarizing Part of This Study Guide 
 
TO:   David Bruce 
FROM:  Joe College (1-3 p.m. MW, ENG 308J) 
DATE:  Today’s Date 
SUBJECT:  Guidelines for Reviewing When You are the Writer  
WORDS:  643 words 
 
This is a memo that summarizes what the Study Guide says about reviewing papers when you 
are the writer. I am sorry for being absent two classes on MON/March 8, and I want to thank you 
for giving me the opportunity to make it up by writing a 500-memo memo (or two 250-word 
memos). This is all my own writing, and nothing is plagiarized. 
 
The first point that the Study Guide cites as being important while reviewing a paper that 
you have written yourself is to bring a good draft to the review session. This eliminates the 
wasted time that would be spent by both you and the other peer reviewers. If you bring a good 
draft, your reviewer may be able to point out almost all of the errors that you created. If the draft 
is incomplete, the rest of the paper that you write later may not have a chance to be reviewed by 
someone else. This may result in a lesser grade for that paper. Also, if the draft is very rushed 
there may be too many errors for somebody to point out in one peer review. 
 
The second point in the Study Guide is to discuss the goals of the communication and the 
review. This leads to a more efficient and productive review. If the reviewers are aware of 
something that you would like to work on the most, they can give you more help in that needed 
area. For example, if your conclusion seems weak and you are unhappy with how it is written, let 
the reviewers know so that they can pay special attention in that area. 
 
The third point in the Study Guide is to make sure that you encourage the reviewers to 
make criticisms and comments. The reviewers might be skeptical at first with how they want to 
address problems with the paper, which is unproductive. If you tell them ahead of time that you 
would really appreciate constructive feedback, they may be more likely to give you an effective 
review. This goes along with another point in the Study Guide, which is to not be defensive 
about a suggestion. This is definitely not productive and makes the entire process more difficult. 
 
The fourth point in the Study Guide is to fully explore the reasons for all given suggestions. 
If you actually learn the reasons instead of simply correcting the errors, the reviews will be much 
more helpful overall. They will add to your knowledge of writing papers and aid you for the rest 
of your life. 
 
Lastly, if you have time you should definitely get more than one review. Multiple opinions 
are very helpful and will encompass more areas in your paper than with only one reviewer. 
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In addition, here is information about a punctuation rule that I need to learn. 
 
After an introductory element, use a comma. 
 
 Ex: After an introductory element, use a comma. 
 
 “Element” is a vague word that I have deliberately chosen to use. The word “element” includes 
such things as words, phrases, and clauses. 
 
 Ex: However, you should not do this. 
 Ex: In that case, you should not do this. 
 Ex: Although he did that, you should not do this. 
 
Note that if … then sentences need a comma. 
 
 Ex: If he does this, then you should do that. 
 Ex: If it is summer, then it is not winter. 
 Ex: If it is sunny and dry, then it is not cloudy and wet. 
 
Often, a comma after an introductory element can prevent misunderstandings. (Although the 
reader can figure out the meaning of the sentence below, you should make reading as easy for the 
reader as possible.) 
 
 Needs a Comma: If you want to shoot George will set up the bull’s-eye. 
 Has a Comma: If you want to shoot, George will set up the bull’s-eye. 
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 A Sample Make-Up Memo: Answering Study Questions 
 
To: David Bruce 
From:  Jane Student (1-3 p.m. MW, ENG 308J) 
Re:  Peter Singer, “Rich and Poor” 
Date: Today’s date 
Words: 604 
 
I am sorry for being absent for two hours of class one day last week, and I want to thank you for 
giving me the opportunity to make it up.  
 
• What are “absolute poverty” and “absolute affluence”? 
 
Absolute poverty is when you can’t provide yourself and your dependents with the necessities of 
life: food, shelter, and clothing. Many people in third-world nations suffer from absolute poverty. 
 
Absolute affluence is when you have a significant amount of income above what is needed to 
provide yourself and your dependents with the necessities of life. Many people in Europe, North 
America, and Asia have absolute affluence. 
 
Part of Singer’s point is that people in first-world nations don’t do enough to help people in 
third-world nations. This comes out in his discussion of the percentage of GNP that first-world 
nations spend on developmental assistance to third-world nations. 
 
• Explain how Singer arrives at the conclusion that “We ought to prevent some absolute 
poverty.” What “plausible principle” does he use to get his argument started? 
 
Singer uses an analogy. On his walk to work is an ornamental pond. Suppose he were to see a 
child drowning in the pool. Shouldn’t he rescue the child even if it is inconvenient to him? For 
example, even if he has to get his pants dirty and be late for a lecture, wouldn’t we think that he 
ought to rescue the child? Of course we do. Singer believes that this situation is analogous to 
helping a person in a third-world nation. 
 
The plausible principle he arrives at is this: “If it is in our power to prevent something bad from 
happening, without thereby sacrificing anything of comparable moral significance, we ought to 
do it.” 
 
• What is triage, and what is the argument that tries to show that we ought to adopt it as a 
policy toward the poor countries? 
 
Triage is a way of dealing with the wounded in wartime when medical resources are limited. The 
wounded are divided into three groups: 1) those who will probably get better without medical 
assistance, 2) those who will probably get better with medical assistance, and 3) those who will 
probably not get better with medical assistance. Because medical resources are limited, the idea 
is to make the best use of them by focusing on people in the middle group. That way, the greatest 
number of people will live. 
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People who make use of this argument believe that the world is like a lifeboat. If too many get on 
the lifeboat, it will sink and everyone will die. Therefore, we should focus on helping only those 
whom we think it possible to save without thereby jeopardizing ourselves. In this way of 
reasoning, people think that if we help the poorest of the poor, we will only be setting up 
conditions for even more people to die in the future. People will live to have lots of children, and 
the children will die. 
 
• What is a “demographic transition”? What role does it play in Singer’s argument against 
triage? 
 
As countries become affluent, there is a demographic transition. Instead of having lots of 
children because so many die in infancy, people begin to have fewer children. Because of this, 
when we give aid, we need not be setting up conditions for even greater misery in the future. 
Singer does say, however, that we need to consider population growth in the kind of aid we give, 
and that we ought to give the kinds of aid that lead to the desired demographic transition.  
 
[Note by David Bruce: Of course, I hope that you will not need to write any make-up memos. I 
recommend that you treat this course like a job and show up on time—prepared—for every 
class.] 
 


