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Selecting and Narrowing a Topic

[image: ]
 When you need to write something longer than a text or an email, whether it’s a class assignment, a report for work, or a personal writing task, there’s work to be done before you dive in and begin writing. This phase is called prewriting (even though some types of prewriting involve actual writing).
 Note that even though instructors may describe a writing process as having steps that seem to go in order, writers usually skip back and forth between those steps as they work toward a final draft. While you’re in the early stage of prewriting, you might use freewriting (a technique for generating text that you’ll learn more about in the section titled “Gathering Ideas“) and then use that technique again after revising your first draft. When instructors describe writing as “recursive,” this process is what they are talking about. The techniques described for prewriting may come in handy later in your own writing process.
 Narrowing/Choosing Your Topic
 If you’re working on a course assignment, you may get to select your own topic or a topic may be assigned to you.
 If you get to choose your topic, be sure that you understand the kind of topic that will fit the assignment. For example, if your instructor asks you to write an argument about a local problem in your community, you wouldn’t choose to write about the national debt—that’s not a local problem, but a national one. You might try some of the techniques in this resource, like freewriting, listing, or clustering, to discover topics you are interested in. You might use your library’s online databases to search for interesting topics, especially databases that give pros and cons for current issues.
 But even if the instructor assigns the topic, you can find ways to make it your own.
 Some More Types of Assignments from Instructors
 Most of the time, instructors give specific assignments that relate to the course and perhaps to assigned readings or discussions from class. When you are given a specific topic, be sure that you understand what you have been asked to do. Look for the verbs used in the assignment. Here are some common verbs from writing assignments and what they usually mean:
 	Summarize: If you are asked to write a summary of something you’ve read, you will be giving the main points and the supporting points from the text. A summary usually does not include your personal opinion.
 	Respond: When you are asked to respond to a text, you can give your opinion in a variety of ways. You might talk about the quality of the text, connections you made with the text, or whether you agree or disagree with the author’s ideas. You may need to incorporate a little bit of summary so that the reader has enough background to understand your response. The summary might be in the form of a single paragraph after your introduction, it might be a few sentences within your introduction, or it might be incorporated in multiple paragraphs in a sentence or two.
 	Analyze: An analysis breaks something down into parts in order to understand the whole.
 	Synthesize: A synthesis combines two or more ideas into a larger whole. For more on synthesis, see “Synthesizing” in this text.
 	Compare and contrast: When you are asked to compare and contrast (or sometimes the instructor will just say compare, but mean both), you will be looking at two items and stating how they are alike and how they are different.
 	Reflect: A reflection asks you to deeply consider something, often on a personal basis. For example, you might be asked to write a personal reflection about your own writing or about your progress during a course. Or you might be asked to reflect on how a particular issue affects you.
 	Other terms: There are many possible verbs that you might find in an assignment. If you are unsure what the assignment calls for, be sure to ask your instructor.
 
 Picking Your Own Topic When One Isn’t Assigned
 For some assignments, you may be able to write about a topic that is personally significant to you. Being able to write about a topic like this can improve your motivation. Be wary, though, of just writing opinion without backing up your ideas with reasons and evidence that your readers will find convincing. If you want to write about a deeply personal topic, be sure that you are willing to share that with others and also consider whether or not your readers want to know that information about you.
 One way to narrow your topic is to decide what you DON’T want to write about. What ideas or subtopics could you eliminate?
 Using Preliminary Research
 Another way to narrow your topic is to do some preliminary research—not the kind of research you would include in an essay, but rather quick online research to inform yourself about the topic. This is one example of when it’s okay to use a simple Google search or use Wikipedia. Once you see what other people are writing about your topic, it can help you see areas that are interesting to you, and it can also help you understand what people, in general, agree on and what is still undecided and needs to be further explored.
 CAUTION: Make sure that you don’t let preliminary research sway your own ideas on a given topic. You are creating an assignment that is purely yours—no one has ever created this assignment before now. Proceed carefully when checking out what others have to say about your proposed topic—make your assignment yours.
 Using Purpose to Determine Topic
 You can also use your purpose for writing to define your topic:
 	Informative: if your purpose in writing is to inform your readers, what are topics that you already know a lot about? What are some interesting topics that you could easily research?
 	Persuasive: if your purpose is to persuade readers to think a certain way or to take an action, what are some topics that you feel strongly about? What are some topics that are currently under discussion that you could explore and form an opinion on?
 	Reflective: if your purpose is to reflect on a personal experience or on your learning process, you can explore your knowledge and experience.
 	Analytical: if your purpose is to analyze something (usually a text of some kind), is there an assigned list or a specific text? If you get to choose, what books, essays, poems, films, songs, etc. have you recently been exposed to that you could analyze?
 
 Text Attributions
 	This chapter was adapted from “Selecting and Narrowing a Topic” in The Word on College Reading and Writing by Carol Burnell, Jaime Wood, Monique Babin, Susan Pesznecker, and Nicole Rosevear, which is licensed under a CC BY-NC 4.0 Licence. Adapted by Allison Kilgannon.
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Spelling and Homonyms

One essential aspect of good writing is accurate spelling. With computer spell checkers, spelling may seem simple, but these programs fail to catch every error. Spell checkers identify some errors, but writers still have to consider the flagged words and suggested replacements. Writers are still responsible for the errors that remain.
 For example, if the spell checker highlights a word that is misspelled and gives you a list of alternative words, you may choose a word that you never intended even though it is spelled correctly. This can change the meaning of your sentence. It can also confuse readers, making them lose interest. Computer spell checkers are useful editing tools, but they can never replace human knowledge of spelling rules, homonyms, and commonly misspelled words.
 Common Spelling Rules
 The best way to master new words is to understand the key spelling rules. Keep in mind, however, that some spelling rules carry exceptions. A spell checker may catch these exceptions, but knowing them yourself will prepare you to spell accurately on the first try. You may want to try memorizing each rule and its exception like you would memorize a rhyme or lyrics to a song.
 Write i before e except after c, or when pronounced ay like “neighbor” or “weigh.”
 	achieve, niece, alien
 	receive, deceive
 
 
 When words end in a consonant plus y, drop the y and add an i before adding another ending.
 	happy + er = happier
 	cry + ed = cried
 
 
 When words end in a vowel plus y, keep the y and add the ending.
 	delay + ed = delayed
 
 Memorize the following exceptions to this rule: day, lay, say, pay = daily, laid, said, paid
 
 When adding an ending that begins with a vowel, such as –able, –ence, –ing, or –ity, drop the last e in a word.
 	write + ing = writing
 	pure + ity = purity
 
 
 When adding an ending that begins with a consonant, such as –less, –ment, or –ly, keep the last e in a word.
 	hope + less = hopeless
 	advertise + ment = advertisement
 
 
 For many words ending in a consonant and an o, add –s when using the plural form.
 	photo + s = photos
 	soprano + s = sopranos
 
 
 Add –es to words that end in s, ch, sh, and x.
 	church + es = churches
 	fax + es = faxes
 
 
 Exercise
 
 Identify and correct the nine misspelled words in the following paragraph. Once done, please share with a classmate and compare your answers.
 Sherman J. Alexie Jr. was born in October 1966. He is a Spokane/Coeur d’Alene Indian and an American writer, poet, and filmmaker. Alexie was born with hydrocephalus, or water on the brain. This condition led doctors to predict that he would likly suffer long-term brain damage and possibly mental retardation. Although Alexie survived with no mental disabilitys, he did suffer other serious side effects from his condition that plagud him throughout his childhood. Amazingly, Alexie learned to read by the age of three, and by age five he had read novels such as John Steinbeck’s The Grapes of Wrath. Raised on an Indian reservation, Alexie often felt aleinated from his peers due to his avid love for reading and also from the long-term effects of his illness, which often kept him from socializeing with his peers on the reservation. The reading skills he displaid at such a young age foreshadowed what he would later become. Today Alexie is a prolific and successful writer with several story anthologeis to his credit, noteably The Lone Ranger and Tonto Fistfight in Heaven and The Toughest Indian in the World. Most of his fiction is about contemporary Native Americans who are influenced by pop culture and pow wows and everything in between. His work is sometimes funny but always thoughtful and full of richness and depth. Alexie also writes poetry, novels, and screenplays. His latest collection of storys is called War Dances, which came out in 2009.
 
 
 
 Eight Tips to Improve Spelling Skills
 
 	Read the words in your assignment carefully, and avoid skimming over the page. Focusing on your written assignment word by word will help you pay close attention to each word’s spelling. Skimming quickly, you may overlook misspelled words.
 	Use mnemonic devices to remember the correct spelling of words. Mnemonic devices, or memory techniques and learning aids, include inventive sayings or practices that help you remember. For example, the saying “It is important to be a beautiful person inside and out” may help you remember that beautiful begins with “be a.” The practice of pronouncing the word Wednesday Wed-nes-day may help you remember how to spell the word correctly.
 	Use a dictionary. Many professional writers rely on the dictionary—either in print or online. If you find it difficult to use a regular dictionary, ask your instructor to help you find a “poor speller’s dictionary.”
 	Use your computer’s spell checker. The spell checker will not solve all your spelling problems, but it is a useful tool. See the introduction to this section for cautions about spell checkers.
 	Keep a list of frequently misspelled words. You will often misspell the same words again and again, but do not let this discourage you. All writers struggle with the spellings of certain words; they become aware of their spelling weaknesses and work to improve. Be aware of which words you commonly misspell, and you can add them to a list to learn to spell them correctly.
 	Look over corrected papers for misspelled words. Add these words to your list and practice writing each word four to five times each. Writing teachers will especially notice which words you frequently misspell, and it will help you excel in your classes if they see your spelling improve.
 	Test yourself with flashcards. Sometimes the old-fashioned methods are best, and for spelling, this tried and true technique has worked for many students. You can work with a peer or alone.
 	Review the common spelling rules explained in this chapter. Take the necessary time to master the material; you may return to the rules in this chapter again and again, as needed.
 
 
 
 Tip: Remember to focus on spelling during the editing and revising step of the writing process. Start with the big ideas such as organizing your piece of writing and developing effective paragraphs, and then work your way down toward the smaller—but equally important—details like spelling and punctuation.
 
 Homonyms
 Homonyms are words that sound like one another but have different meanings.
 Commonly Misused Homonyms
 	Principle, Principal
 
 		Principle (noun). A fundamental concept that is accepted as true.
 The principle of human equality is an important foundation for all nations.
 
 	Principal (noun). The original amount of debt on which interest is calculated.
 The payment plan allows me to pay back only the principal amount, not any compounded interest.
 
 	Principal (noun). A person who is the main authority of a school.
 The principal held a conference for both parents and teachers.
 
 
 
 	Where, Wear, Ware
 
 		Where (adverb). The place in which something happens.
 Where is the restaurant?
 
 	Wear (verb). To carry or have on the body.
 I will wear my hiking shoes when go on a climb tomorrow morning.
 
 	Ware (noun). Articles of merchandise or manufacture (usually, wares).
 When I return from shopping, I will show you my wares.
 
 
 
 	Lead, Led
 
 		Lead (noun). A type of metal used in pipes and batteries.
 The lead pipes in my homes are old and need to be replaced.
 
 	Led (verb). The past tense of the verb lead.
 After the garden, she led the patrons through the museum.
 
 
 
 	Which, Witch
 
 		Which (pronoun). Replaces one out of a group.
 Which apartment is yours?
 
 	Witch (noun). A person who practices sorcery or who has supernatural powers.
 She thinks she is a witch, but she does not seem to have any powers.
 
 
 
 	Peace, Piece
 
 		Peace (noun). A state of tranquility or quiet.
 For once, there was peace between the argumentative brothers.
 
 	Piece (noun). A part of a whole.
 I would like a large piece of cake, thank you.
 
 
 
 	Passed, Past
 
 		Passed (verb). To go away or move.
 He passed the slower cars on the road using the left lane.
 
 	Past (noun). Having existed or taken place in a period before the present.
 The argument happened in the past, so there is no use in dwelling on it.
 
 
 
 	Lessen, Lesson
 
 		Lessen (verb). To reduce in number, size, or degree.
 My dentist gave me medicine to lessen the pain of my aching tooth.
 
 	Lesson (noun). A reading or exercise to be studied by a student.
 Today’s lesson was about mortgage interest rates.
 
 
 
 	Patience, Patients
 
 		Patience (noun). The capacity of being patient (waiting for a period of time or enduring pains and trials calmly).
 The novice teacher’s patience with the unruly class was astounding.
 
 	Patients (plural noun). Individuals under medical care.
 The patients were tired of eating the hospital food, and they could not wait for a home-cooked meal.
 
 
 
 	Sees, Seas, Seize
 
 		Sees (verb). To perceive with the eye.
 He sees a whale through his binoculars.
 
 	Seas (plural noun). The plural of sea, a great body of salt water.
 The tidal fluctuation of the oceans and seas are influenced by the moon.
 
 	Seize (verb). To possess or take by force.
 The king plans to seize all the peasants’ land.
 
 
 
 	Threw, Through
 
 		Threw (verb). The past tense of throw.
 She threw the football with perfect form.
 
 	Through (preposition). A word that indicates movement.
 She walked through the door and out of his life.
 
 
 
 
 
 Exercise
 
 Complete the following sentences by selecting the correct homonym.
 	Do you agree with the underlying ________(principle, principal) that ensures copyrights are protected in the digital age?
 	I like to ________(where, wear, ware) unique clothing from thrift stores that do not have company logos on them.
 	Marjorie felt like she was being ________(led, lead) on a wild goose chase, and she did not like it one bit.
 	Serina described ________(witch, which) house was hers, but now that I am here, they all look the same.
 	Seeing his friend without a lunch, Miguel gave her a ________(peace, piece) of his apple.
 	Do you think that it is healthy for mother to talk about the ________(passed, past) all the time?
 	Eating healthier foods will ________(lessen, lesson) the risk of heart disease.
 	I know it sounds cliché, but my father had the ________(patients, patience) of a saint.
 	Daniela ________(sees, seas, seize) possibilities in the bleakest situations, and that it is why she is successful.
 	Everyone goes ________(through, threw) hardships in life regardless of who they are.
 
 
 
 
 
 Commonly Misspelled Words
 Below is a list of commonly misspelled words. You probably use these words every day in either speaking or writing. Each word has a segment in bold type, which indicates the problem area of the word that is often spelled incorrectly. If you can, use this list as a guide before, during, and after you write.
 Tip: Use the following two tricks to help you master these troublesome words:
 	Copy each word a few times and underline the problem area.
 	Copy the words onto flash cards and have a friend test you.
 
 
 Commonly misspelled words:
 
 	across
 	disappoint
 	integration
 	particular
 	separate
 	address
 	disapprove
 	intelligent
 	perform
 	similar
 	answer
 	doesn’t
 	interest
 	perhaps
 	since
 	argument
 	eighth
 	interfere
 	personnel
 	speech
 	athlete
 	embarrass
 	jewelry
 	possess
 	strength
 	beginning
 	environment
 	judgment
 	possible
 	success
 	behaviour
 	exaggerate
 	knowledge
 	prefer
 	surprise
 	calendar
 	familiar
 	maintain
 	prejudice
 	taught
 	career
 	finally
 	mathematics
 	privilege
 	temperature
 	conscience
 	government
 	meant
 	probably
 	thorough
 	crowded
 	grammar
 	necessary
 	psychology
 	thought
 	definite
 	height
 	nervous
 	pursue
 	tired
 	describe
 	illegal
 	occasion
 	reference
 	until
 	desperate
 	immediately
 	opinion
 	rhythm
 	weight
 	different
 	important
 	optimist
 	ridiculous
 	written
 
 Exercise
 
 Identify and correct the ten commonly misspelled words in the following paragraph. Once complete, please share with a classmate and compare your answers.
 Brooklyn is one of the five boroughs that make up New York City. It is located on the eastern shore of Long Island directly accross the East River from the island of Manhattan. Its beginings stretch back to the sixteenth century when it was founded by the Dutch who originally called it “Breuckelen.” Immedietely after the Dutch settled Brooklyn, it came under British rule. However, neither the Dutch nor the British were Brooklyn’s first inhabitants. When European settlers first arrived, Brooklyn was largely inhabited by the Lenapi, a collective name for several organized bands of Indigenous people who settled a large area of land that extended from upstate New York through the entire state of New Jersey. They are sometimes referred to as the Delaware Indians. Over time, the Lenapi succumbed to European diseases or conflicts between European settlers or other Native American enemies. Finalley they were pushed out of Brooklyn completely by the British. In 1776, Brooklyn was the site of the first importent battle of the American Revolution known as the Battle of Brooklyn. The colonists lost this battle, which was led by George Washington, but over the next two years they would win the war, kicking the British out of the colonies once and for all.
 By the end of the nineteenth century, Brooklyn grew to be a city in its own right. The completion of the Brooklyn Bridge was an ocasion for celebration; transportation and commerce between Brooklyn and Manhattan now became much easier. Eventually, in 1898, Brooklyn lost its seperate identity as an independent city and became one of five boroughs of New York City. However, in some people’s opinien, the intagration into New York City should have never happened; they though Brooklyn should have remained an independent city.

 
 
 Text Attributions
 	This chapter was adapted from “Spelling” in English for Business Success by a publisher who has requested that they and the original author not receive attribution is under a CC BY-NC-SA 4.0 Licence. Adapted by Allison Kilgannon.
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Sentence Basics

 In this chapter, please refer to the following grammar key:
 	Subjects are underlined.
 	Verbs are in bold.
 	LV means linking verb
 	HV means helping verb
 	V means action verb
 	N means noun
 	Adj mean adjective
 	Adv means adverb
 	DO means direct object
 	IO means indirect object
 
 
 Components of a Sentence
 Clearly written, complete sentences require key information: a subject, a verb and a complete idea. A sentence needs to make sense on its own. Sometimes, complete sentences are also called independent clauses. A clause is a group of words that may make up a sentence. An independent clause is a group of words that may stand alone as a complete, grammatically correct thought. The following sentences show independent clauses in curly brackets:
 {We went to the store.} {We bought the ingredients on out list}, and then {we went home.}
 All complete sentences have at least one independent clause. You can identify an independent clause by reading it on its own and looking for the subject and the verb.
 Subjects
 When you read a sentence, you may first look for the subject, or what the sentence is about. The subject usually appears at the beginning of a sentence as a noun or a pronoun. A noun is a word that identifies a person, place, thing, or idea. A pronoun is a word that replaces a noun. Common pronouns are I, he, she, it, you, they, and we.
 Malik is the project manager for this project. He will give us our assignments.
 In these sentences, the subject is a person: Malik. The pronoun He replaces and refers back to Malik.
 The computer lab is where we will work. It will be open twenty-four hours a day.
 In the first sentence, the subject is a place: computer lab. In the second sentence, the pronoun It substitutes for computer lab as the subject.
 The project will run for three weeks. It will have a quick turnaround.
 In the first sentence, the subject is a thing: project. In the second sentence, the pronoun It stands in for the project.
 
 
 Compound Subjects
 A sentence may have more than one person, place, or thing as the subject. These subjects are called compound subjects. Compound subjects are useful when you want to discuss several subjects at once.
 
 Desmond and Maria have been working on that design for almost a year. Books, magazines, and online articles are all good resources.
 In the first sentence, the subjects are Desmond and Maria. In the second sentence, books, magazines, and online articles are the subjects.
 Prepositional Phrases
 You will often read a sentence that has more than one noun or pronoun in it. You may encounter a group of words that includes a preposition with a noun or a pronoun. Prepositions connect a noun, pronoun, or verb to another word that describes or modifies that noun, pronoun, or verb. Common prepositions include in, on, under, near, by, with, and about. A group of words that begin with a preposition is called a prepositional phrase. A prepositional phrase begins with a preposition and modifies or describes a word. It cannot act as the subject of a sentence. The following phrases inside curly brackets are examples of prepositional phrases.
 We went {on a business trip}. That restaurant {with the famous pizza} was on the way. We stopped {for lunch}.
 The prepositional phrases in this example include on a business trip, with the famous pizza, and for lunch.
 Exercise
 
 Read the following sentences. Underline the subjects, and circle the prepositional phrases.
 	The gym is open until nine o’clock tonight.
 	We went to the store to get some ice.
 	The student with the most extra credit will win a homework pass.
 	Maya and Tia found an abandoned cat by the side of the road.
 	The driver of that pickup truck skidded on the ice.
 	Anita won the race with time to spare.
 	The people who work for that company were surprised about the merger.
 	Working in haste means that you are more likely to make mistakes.
 	The soundtrack has over sixty songs in languages from around the world.
 	His latest invention does not work, but it has inspired the rest of us.
 
 
 
 
 Verbs
 
 
 Once you locate the subject of a sentence, you can move on to the next part of a complete sentence: the verb. A verb is often an action word that shows what the subject is doing. A verb can also link the subject to a describing word. There are three types of verbs that you can use in a sentence: action verbs, linking verbs, or helping verbs.
 Action Verbs
 A verb that connects the subject to an action is called an action verb. An action verb answers the question what is the subject doing? In the following sentences, the action verbs are in bold.
 The dog barked at the jogger.
 He gave a short speech before we ate.
 
 Barked and gave are action verbs.
 
 Linking Verbs
 A verb can often connect the subject of the sentence to a describing word. This type of verb is called a linking verb because it links the subject to a describing word. In the following sentences, the linking verbs are in bold.
 The coat was old and dirty.
 The clock seemed broken.
 
 Was and seemed are linking verbs.
 If you have trouble telling the difference between action verbs and linking verbs, remember that an action verb shows that the subject is doing something, whereas a linking verb simply connects the subject to another word that describes or modifies the subject. A few verbs can be used as either action verbs or linking verbs.
 Action verb: The boy looked for his glove.
 Linking verb: The boy looked tired.
 
 Although both sentences use the same verb looked, the two sentences have completely different meanings. In the first sentence, the verb describes the boy’s action. In the second sentence, the verb describes the boy’s appearance.
 
 Helping Verbs
 A third type of verb you may use as you write is a helping verb. Helping verbs are verbs that are used with the main verb to describe a mood or tense. Helping verbs are usually a form of be, do, or have. The word can is also used as a helping verb.
 The restaurant is known for its variety of dishes.
 Is  is the helping verb. Known is the main verb.
 She does speak up when prompted in class.
 Does is the helping verb. Speak up is the main verb.
 We have seen that movie three times.
 Have is the helping verb. Seen is the main verb.
 They can tell when someone walks on their lawn.
 Can is the helping verb. Tell is the main verb.
 
 
 Whenever you write or edit sentences, keep the subject and verb in mind. As you write, ask yourself these questions to keep yourself on track:
 	Subject: Who or what is the sentence about?
 	Verb: Which word shows an action or links the subject to a description?
 
 Exercise
 
 Copy each sentence onto your own sheet of paper and circle the verb(s). Name the type of verb(s) used in the sentence in the space provided (LV, HV, or V).
 	The cat sounds ready to come back inside. ________
 	We have not eaten dinner yet. ________
 	It took four people to move the broken-down car. ________
 	The book was filled with notes from class. ________
 	We walked from room to room, inspecting for damages. ________
 	Harold was expecting a package in the mail. ________
 	The clothes still felt damp even though they had been through the dryer twice. ________
 	The teacher who runs the studio is often praised for his restoration work on old masterpieces. ________
 
 
 
 
 Sentence Structure, Including Fragments and Run-ons
 
 
 Now that you know what makes a complete sentence—a subject and a verb—you can use other parts of speech to build on this basic structure. Good writers use a variety of sentence structures to make their work more interesting. This section covers different sentence structures that you can use to make longer, more complex sentences.
 Sentence Patterns
 Six basic subject-verb patterns can enhance your writing. A sample sentence is provided for each pattern. As you read each sentence, take note of where each part of the sentence falls. Notice that some sentence patterns use action verbs and others use linking verbs.
 Subject – Verb
 Computers hum.
 
 Subject – Linking Verb – Noun
 Computers are tools.
 
 Subject – Linking Verb – Adjective
 Computers are expensive.
 
 Subject – Verb – Adverb
 Computers calculate quickly.
 
 Subject – Verb – Direct Object
 When you write a sentence with a direct object (DO), make sure that the DO receives the action of the verb.
 Sally rides a motorcycle.
 Sally is the subject. Rides is the verb. A motorcycle is the direct object.
 
 Subject – Verb – Indirect Object – Direct Object
 In this sentence structure, an indirect object explains to whom or to what the action is being done. The indirect object is a noun or pronoun, and it comes before the direct object in a sentence.
 My coworker gave me the reports.
 My coworker is the subject. Gave is the verb. Me is the indirect object. Reports is the direct object.
 
 Exercise
 
 	Use what you have learned so far to bring variety in your writing. Write six sentences that practice each basic sentence pattern. When you have finished, label each part of the sentence (S, V, LV, N, Adj, Adv, DO, IO).
 	Find an article in a newspaper, a magazine, or online that interests you. Bring it to class or post it online. Then, looking at a classmate’s article, identify one example of each part of a sentence (S, V, LV, N, Adj, Adv, DO, IO). Please share or post your results.
 
 
 
 
 
 
 Fragments
 The sentences you have encountered so far have been independent clauses. As you look more closely at your past writing assignments, you may notice that some of your sentences are not complete. A sentence that is missing a subject or a verb is called a fragment. A fragment may include a description or may express part of an idea, but it does not express a complete thought.
 Fragment: Children helping in the kitchen.
 Complete sentence: Children helping in the kitchen often make a mess.
 
 
 
 You can easily fix a fragment by adding the missing subject or verb. In the example, the sentence was missing a verb. Adding often make a mess creates an subject-verb-noun sentence structure.
 [image: A decision tree for how to edit fragments that are missing a subject or a verb. Image description available.][Image description]

 
 See whether you can identify what is missing in the following fragments.
 Fragment: Told her about the broken vase.
 Complete sentence: I told her about the broken vase.
 
 Fragment: The store down on Main Street.
 Complete sentence: The store down on Main Street sells music.
 
 Common Sentence Errors
 Fragments often occur because of some common error, such as starting a sentence with a preposition, a dependent word, an infinitive or a gerund. If you use the six basic sentence patterns when you write, you should be able to avoid these errors and thus avoid writing fragments.
 When you see a preposition, check to see that it is part of a sentence containing a subject and a verb. If it is not connected to a complete sentence, it is a fragment, and you will need to fix this type of fragment by combining it with another sentence. You can add the prepositional phrase to the end of the sentence. If you add it to the beginning of the other sentence, insert a comma after the prepositional phrase.
 [image: Decision tree for editing fragments that begin with a preposition. Image description available.][Image description]

 Example A:
 Incorrect: After walking over two miles. John remembered his wallet.
 Correct: After walking over two miles, John remembered his wallet.
 Correct: John remembered his wallet after walking over two miles.
 
 Example B
 Incorrect: The dog growled at the vacuum cleaner. When it was switched on.
 Correct: When the vacuum cleaner was switched on, the dog growled.
 Correct: The dog growled at the vacuum cleaner when it was switched on.
 
 Clauses that start with a dependent word—such as since, because, without, or unless—are similar to prepositional phrases. Like prepositional phrases, these clauses can be fragments if they are not connected to an independent clause containing a subject and a verb. To fix the problem, you can add such a fragment to the beginning or end of a sentence. If the fragment is added at the beginning of a sentence, add a comma.
 
 Incorrect: Because we lost power. The entire family overslept.
 Correct: Because we lost power, the entire family overslept.
 Correct: The entire family overslept because we lost power.
 
 Incorrect: He has been seeing a physical therapist. Since his accident.
 Correct: Since his accident, he has been seeing a physical therapist.
 Correct: He has been seeing a physical therapist since his accident.
 
 When you encounter a word ending in -ing in a sentence, identify whether or not this word is used as a verb in the sentence. You may also look for a helping verb. If the word is not used as a verb or if no helping verb is used with the -ing verb form, the verb is being used as a noun. An -ing verb form used as a noun is called a gerund.
 Verb: I was working on homework until midnight.
 Noun: Working until midnight makes me tired the next morning.
 
 
 Once you know whether the -ing word is acting as a noun or a verb, look at the rest of the sentence. Does the entire sentence make sense on its own? If not, what you are looking at is a fragment. You will need to either add the parts of speech that are missing or combine the fragment with a nearby sentence.
 [image: A decision tree for editing fragments that begin with gerunds. Image description available.][Image description]

 
 Incorrect: Taking deep breaths. Saul prepared for his presentation.
 Correct: Taking deep breaths, Saul prepared for his presentation.
 Correct: Saul prepared for his presentation. He was taking deep breaths.
 
 
 Incorrect: Congratulating the entire team. Sarah raised her glass to toast their success.
 Correct: She was congratulating the entire team. Sarah raised her glass to toast their success.
 Correct: Congratulating the entire team, Sarah raised her glass to toast their success.
 
 
 Another error in sentence construction is a fragment that begins with an infinitive. An infinitive is a verb paired with the word to; for example, to run, to write, or to reach. Although infinitives are verbs, they can be used as nouns, adjectives, or adverbs. You can correct a fragment that begins with an infinitive by either combining it with another sentence or adding the parts of speech that are missing.
 Incorrect: We needed to make three hundred more paper cranes. To reach the one thousand mark.
 Correct: We needed to make three hundred more paper cranes to reach the one thousand mark.
 Correct: We needed to make three hundred more paper cranes. We wanted to reach the one thousand mark.
 
 Exercise
 
 Copy the following sentences and identify the fragments. Then combine the fragment with the independent clause to create a complete sentence.
 	Working without taking a break. We try to get as much work done as we can in an hour.
 	I needed to bring work home. In order to meet the deadline.
 	Unless the ground thaws before spring break. We won’t be planting any tulips this year.
 	Turning the lights off after they were done in the kitchen. Kris tries to conserve energy whenever possible.
 	You’ll find what you need if you look. On the shelf next to the potted plant.
 	To find the perfect apartment. Deidre scoured the classifieds each day.
 
 
 
 
 
 
 Run-on Sentences
 Just as short, incomplete sentences can be problematic, lengthy sentences can be problematic too. Sentences with two or more independent clauses that have been incorrectly combined are known as run-on sentences. A run-on sentence may be either a fused sentence or a comma splice.
 Fused sentence: A family of foxes lived under our shed young foxes played all over the yard.
 Comma splice: We looked outside, the kids were hopping on the trampoline.
 
 
 When two complete sentences are combined into one without any punctuation, the result is a fused sentence. When two complete sentences are joined by a comma, the result is a comma splice. Both errors can easily be fixed.
 Punctuation
 One way to correct run-on sentences is to correct the punctuation. For example, adding a period will correct the run-on by creating two separate sentences.
 Run-on: There were no seats left, we had to stand in the back.
 Correct: There were no seats left. We had to stand in the back.
 
 Using a semicolon between the two complete sentences will also correct the error. A semicolon allows you to keep the two closely related ideas together in one sentence. When you punctuate with a semicolon, make sure that both parts of the sentence are independent clauses.
 Run-on: The accident closed both lanes of traffic we waited an hour for the wreckage to be cleared.
 Complete sentence: The accident closed both lanes of traffic; we waited an hour for the wreckage to be cleared.
 
 
 When you use a semicolon to separate two independent clauses, you may wish to add a transition word to show the connection between the two thoughts. After the semicolon, add the transition word and follow it with a comma.
 Run-on: The project was put on hold we didn’t have time to slow down, so we kept working.
 Complete sentence: The project was put on hold; however, we didn’t have time to slow down, so we kept working.
 
 
 
 Coordinating Conjunctions
 You can also fix run-on sentences by adding a comma and a coordinating conjunction. A coordinating conjunction acts as a link between two independent clauses. Common coordinating conjunctions are for, and, nor, but, or, yet, and so.
 These are the seven coordinating conjunctions that you can use: for, and, nor, but, or, yet, and so. Use these words appropriately when you want to link the two independent clauses. The acronym FANBOYS will help you remember this group of coordinating conjunctions.
 
 Run-on: The new printer was installed, no one knew how to use it.
 Complete sentence: The new printer was installed, but no one knew how to use it.
 
 
 
 Dependent Words
 Adding dependent words is another way to link independent clauses. Like the coordinating conjunctions, dependent words show a relationship between two independent clauses.
 Run-on: We took the elevator, the others still got there before us.
 Complete sentence: Although we took the elevator, the others got there before us.
 
 Run-on: Cobwebs covered the furniture, the room hadn’t been used in years.
 Complete sentence: Cobwebs covered the furniture because the room hadn’t been used in years.
 
 
 Image Descriptions
 A decision tree for editing sentence fragments that are missing a subject or a verb:
 	Does the sentence contain a subject? 	If yes, go to #2.
 	If no, the sentence is a fragment. Add a subject to make it a complete sentence. Then go to #2.
 
 
 	Does the sentence contain a verb? 	If yes, the sentence is a complete sentence.
 	If no, the sentence is a fragment. Add a verb to make it a complete sentence.
 
 
 
 [Return to image]
 A decision tree for editing fragments that begin with a preposition:
 	Can you find a preposition or prepositional phrase?
 	Can you find a subject? 	If yes, go to #3.
 	If no, go to #4.
 
 
 	Can you find a verb? 	If yes, the sentence is a complete sentence.
 	If no, go to #4.
 
 
 	The phrase is a fragment. Combine the prepositional phrase with another sentence. Add the prepositional phrase to the end of the combined sentence or add the prepositional phrase to the beginning of the combined sentence and add a comma after the prepositional phrase.
 
 [Return to image]
 A decision tree for editing fragments that begin with a gerund:
 	Does the phrase contain a word that ends in -ing?
 	Does the -ing word have a helping verb? 	If yes, the -ing word is a verb. Go to
 	If no, the -ing word is a gerund, a noun.
 
 
 	Does the phrase make sense on its own? 	If yes, the sentence is a complete sentence.
 	If no, go to #4.
 
 
 	The phrase is a fragment. Correct by adding the missing part of speech or correct by combining with a nearby sentence.
 
 [Return to image]
 Text Attributions
 	This chapter was adapted from “Sentence Writing” in Writing for Success by a publisher who has requested that they and the original author not receive attribution (and republished by University of Minnesota Libraries Publishing), which is licensed under a CC BY-NC-SA 4.0 Licence. Adapted by Allison Kilgannon.
 
 Media Attributions
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52
Synthesizing

 [image: The front cover of J.D. Salinger's novel, The Catcher in the Rye.]
 To synthesize is to combine ideas and create a completely new idea. That new idea becomes the conclusion you have drawn from your reading. This is the true beauty of reading: it causes us to weigh ideas, to compare, judge, think, and explore—and then to arrive at a moment that we hadn’t known before. We begin with simple summary, work through analysis, evaluate using critique, and then move on to synthesis.
 For example, many people read J.D. Salinger’s The Catcher in the Rye at some point during their lives, often during high school. The book focuses on an angsty, rebellious teen who relates aspects of his teenage experiences; he does this from his room in a mental institution. In the end, the teen understands more about himself and the world, and he begins to consider his possible future.
 Many teens read this story and see themselves in it; grappling with the ideas in the text helps them better understand themselves and often encourages them to reach for their own futures. This is an example of how they draw their own conclusions from the text and synthesize their own directions and ideas.
 Most of us can point to one or two books that have been life-changing—books that have held us captive for a moment in time and shaped our outlook. These are moments of synthesis. If this hasn’t happened to you yet, grab a good book (ask a teacher or librarian if you need suggestions), pour a cup of tea, and start reading.
 Text Attributions
 	This chapter was adapted from “Drawing Conclusions, Synthesizing, and Reflecting” in The Word on College Reading and Writing by Carol Burnell, Jaime Wood, Monique Babin, Susan Pesznecker, and Nicole Rosevear, which is licensed under a CC BY-NC 4.0 Licence. Adapted by Allison Kilgannon.
 
 Media Attributions
 	“J.D. Salinger’s Catcher in the Rye photo” by Andy Field is licensed under CC BY-NC-SA 2.0 Licence.
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Revision: Higher Order Concerns

After you have written a draft, you very likely will need to make revisions—you should plan on it. In an academic writing class, your instructor probably might even have requirements about revising your work and showing the progression of drafts. You may feel that you write best “under pressure” the night before your assignment is due, but writing a single draft at the last minute rarely results in your best work.
 You may feel that you’ve put a lot of effort into your first draft, and it can be challenging to think about changing your work or even eliminating words that you toiled over. But it’s well worth the pain of revising to produce a polished piece of writing that others can easily understand. Your instructor will expect that you have carefully considered the writing task, possibly done some research, and given considerable thought to your ideas and to the needs of your reader/audience. It’s unlikely that you will be able to do so without taking time in between drafts to reconsider your ideas and then revise your draft.
 To revise a piece of writing, it may help you to think of three separate ways to improve your writing—even if you combine those three ways or move back and forth between them. You can look at the big picture, check your organization, and also edit and proofread your final draft.
 Higher Order Concerns—Revision
 Revising for higher order concerns means changing and revising sections of your paper and working on the organization of your ideas.
 When you revise at the “big picture” stage, you are looking at the most important aspects of the writing tasks—the ones that require the most thought.
 Here’s a set of questions to help you revise for these higher order concerns:
 	Have I met the purpose and requirements?
 	Does my draft say what I mean?
 	Have I changed my thinking through writing or researching?
 	Are there parts that do not belong here? (For more help with this, see “Reverse Outlining” later in this  text.)
 	Are there pieces missing?
 	Are there places where the writing does not make sense?
 	Is the tone right for my reader?
 	Are my sources the right kind for my purpose and reader?
 	Are all the pieces in the right place?
 	Are sources documented?
 
 Text Attributions
 	This chapter was adapted from “Higher vs. Lower Order Concerns” in The Word on College Reading and Writing by Carol Burnell, Jaime Wood, Monique Babin, Susan Pesznecker, and Nicole Rosevear, which is licensed under a CC BY-NC 4.0 Licence. Adapted by Allison Kilgannon.
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Using Sources Correctly
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For Students: How to Access and Use this Textbook

This textbook is available in the following formats:
 	Online webbook. You can read this textbook online on a computer or mobile device in one of the following browsers: Chrome, Firefox, Edge, and Safari.
 	PDF. You can download this book as a PDF to read on a computer (Digital PDF) or print it out (Print PDF).
 	Mobile. If you want to read this textbook on your phone or tablet, you can use the EPUB (eReader) file.
 	HTML. An HTML file can be opened in a browser. It has very little style so it doesn’t look very nice, but some people might find it useful.
 
 For more information about the accessibility of this textbook, see the Accessibility Statement.
 You can access the online webbook and download any of the formats for free here: Advanced English. To download the book in a different format, look for the “Download this book” drop-down menu and select the file type you want.
 How can I use the different formats? 	Format 	Internet required? 	Device 	Required apps 	Accessibility Features 	Screen reader compatible 
 	Online webbook 	Yes 	Computer, tablet, phone 	An Internet browser (Chrome, Firefox, Edge, or Safari) 	WCAG 2.0 AA compliant, option to enlarge text, and compatible with browser text-to-speech tools, videos with captions 	Yes 
 	PDF 	No 	Computer, print copy 	Adobe Reader (for reading on a computer) or a printer 	Ability to highlight and annotate the text. If reading on the computer, you can zoom in. 	Unsure 
 	EPUB 	No 	Computer, tablet, phone 	eReader app 	Option to enlarge text, change font style, size, and colour. 	Unsure 
 	HTML 	No 	Computer, tablet, phone 	An Internet browser (Chrome, Firefox, Edge, or Safari) 	WCAG 2.0 AA compliant and compatible with browser text-to-speech tools. 	Yes 
  
 Tips for Using This Textbook
 	Search the textbook. 	If using the online webbook, you can use the search bar in the top right corner to search the entire book for a key word or phrase. To search a specific chapter, open that chapter and use your browser’s search feature by hitting [Cntr] + [f] on your keyboard if using a Windows computer or [Command] + [f] if using a Mac computer.
 	The [Cntr] + [f] and [Command] + [f] keys will also allow you to search a PDF, HTML, and EPUB files if you are reading them on a computer.
 	If using an eBook app to read this textbook, the app should have a built-in search tool.
 
 
 	Navigate the textbook. 	This textbook has a table of contents to help you navigate through the book easier. If using the online webbook, you can find the full table of contents on the book’s homepage or by selecting “Contents” from the top menu when you are in a chapter.
 
 
 	Annotate the textbook. 		If you like to highlight or write on your textbooks, you can do that by getting a print copy, using the Digital PDF in Adobe Reader, or using the highlighting tools in eReader apps.
 
 
 
 
 
 Webbook vs. All Other Formats
 The webbook includes some videos. If you are not using the webbook to access this textbook, the videos will not be included. Instead, your copy of the text will provided a link to where you can access that content online.
 Even if you decide to use a PDF or a print copy to access the textbook, you can access the webbook and download any other formats at any time.
 



