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PREFACE

Assertingthat one must rst know the rulesto breakthem, this classicreferenceis

a must-hae for any studentand conscientiouswriter. Intendedfor usein which the

practiceof compositions combinedwith the studyof literature,it givesin brief space
theprincipalrequirementsf plain Englishstyleandconcentrateattentionontherules
of usageandprinciplesof compositiormostcommonlyviolated.



PREFACE



Chapter |

INTRODUCTORY

This bookis intendedfor usein Englishcoursesn which the practiceof composition
is combinedwith the study of literature. It aimsto give in brief spacethe principal

requirementsf plain Englishstyle. It aimsto lightenthetaskof instructorandstudent
by concentratingittention(in Chapterdl andlll) onafew essentialsherulesof usage
andprinciplesof compositionmostcommonlyviolated. The numbersof the sections
may be usedasreferencedn correctingmanuscript.

The book coversonly a smallportionof the eld of Englishstyle, but the experience
of its writer hasbeenthat oncepastthe essentialsstudentspro t mostby individual
instructionbasedon the problemsof their own work, andthat eachinstructorhashis
own body of theory which he prefersto that offeredby any textbook.

Thewriter'scolleaguesn theDepartmenof Englishin CornellUniversityhave greatly
helpedhim in thepreparatiorof hismanuscriptMr. GeogeMcLaneWoodhaskindly
consentedo the inclusionunderRule 11 of somematerialfrom his Suggestiongo
Authors.

The following books are recommendedor referenceor further study: in connec-
tion with Chapterdl andlV, F. Howard Collins, Author andPrinter (Henry Frowde);

ChicagoUniversityPressManualof Style; T. L. De Vinne,CorrectCompositionThe
CenturyCompaly); HoraceHart, Rulesfor CompositoraandPrinters(Oxford Univer-

sity Press);Geoge McLaneWood, Extractsfrom the Style-Bookof the Gavernment
Printing Of ce (United StatesGeologicalSuney); in connectiorwith Chaptersll and
V, Sir Arthur Quiller-Couch,The Art of Writing (Putnams)especiallythe chapteyIn-

terludeon Jagon; Geoge McLaneWood, Suggestionso Authors(United StatesGeo-
logical Surwey); JohnLeslie Hall, EnglishUsage(Scott, ForesmarandCo.); JamesP,

Kelly, Workmanshign Words(Little, Brown andCo.).



2 CHAPTERI. INTRODUCTORY

It is anold obsenationthatthe bestwriters sometimeslisregardthe rulesof rhetoric.
Whenthey do so,however, thereademwill usually nd in the sentencesomecompen-
satingmerit, attainedat the costof theviolation. Unlessheis certainof doingaswell,
hewill probablydo bestto follow therules. After hehaslearnedpy their guidanceto
write plain Englishadequatéor everydayuses)et him look, for the secretof style,to
the studyof the masterf literature.



Chapter Il

ELEMENTARY RULES OF USAGE

1. Form the possessie singular of nounswith 's

Follow this rule whateverthe nal consonantThuswrite,

Charlessfriend

Burns's poems

thewitch's malice

This is the usageof the United StatesGovernmentPrinting Of ce and of the Oxford
UniversityPress.

Exceptionsarethe possessiesof ancientpropernamesn -esand-is, the possessie
Jesus'andsuchformsasfor consciencesale, for righteousnesssale. But suchforms
asAdilles' heel Moses'laws Isis' templearecommonlyreplacecby

theheelof Achilles

thelaws of Moses

thetempleof Isis

Thepronominalpossessishers, its, theirs, yours, andoneselhave no apostrophe.
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2. In a seriesof threeor more terms with a singleconjunction, usea
commaatfter eachterm exceptthe last

Thuswrite,

red,white, andblue

honestenepetic,but headstrong

He openedhe letter, readit andmadea noteof its
contents.

Thisis alsothe usageof the GovernmentPrinting Of ce andof the Oxford University
Press.

In thenamesof businessrms thelastcommais omitted,as

Brown, Shipley andCompaty

Theabbreiationetc.,evenif only asingletermcomesbeforeit, is alwaysprecededy
acomma.

3. Encloseparenthetic expressiondhetweencommas

The bestway to seea country unlessyou arepressedor
time, is to travel onfoot.

This rule is dif cult to apply; it is frequentlyhardto decidewhethera single word,
suchashowever, or a brief phrase,s or is not parenthetic.If the interruptionto the
o w of the sentencds but slight, thewriter may safelyomit thecommas But whether
theinterruptionbeslight or considerablehemustnever omit onecommaandleave the
other Suchpunctuatioras

Marjorie's husbandColonelNelsonpaid us a visit
yesterday

My brotheryou will be pleasedo hear is now in
perfecthealth.

is indefensible.



Non-restrictve relative clausesare,in accordancevith this rule, setoff by commas.

Theaudiencewhichhadat rst beenindifferent,oecame
moreandmoreinterested.

Similar clausesntroducedby wheie andwhenaresimilarly punctuated.

In 1769, when Napoleonwas born, Corsicahad but re-
centlybeenacquiredby France.

NetherStavey, whereColeridgewrote The Rime of the
AncientMariner, is a few milesfrom Bridgewater

In thesesentencetheclausesntroducedby which, when andwhere arenon-restrictve;
they do notlimit the applicationof the wordson which they depend put add, paren-
thetically, statementsupplementinghosein the principal clauses Eachsentences a
combinationof two statmentsvhich might have beenmadeindependently

The audiencewas at rst indifferent. Later it became
moreandmoreinterested.

Napoleorwasbornin 1769.At thattime Corsicahadbut
recentlybeenacquiredby France.

Coleridgewrote The Rime of the Ancient Mariner at
NetherStovey. NetherStowvey is only a few milesfrom
Bridgewater

Restrictve relative clausesarenot setoff by commas.

Thecandidatavhobestmeetgheseequirementsvill ob-
taintheplace.

In this sentencehe relative clauserestrictsthe applicationof the word candidateto a
single person.Unlike thoseabove, the sentenceannotbe split into two independent
statements.

The abbreviationsetc. andjr. arealwaysprecededy acomma,andexceptattheend
of asentencefollowedby one.
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Similarin principleto theenclosingof parenthetiexpressiondetweercommass the
settingoff by commaof phrase®r dependentlauseprecedingr following themain
clauseof a sentenceThe sentencesguotedin this sectionandunderRules4, 5, 6, 7,
16,and18 shouldafford sufcient guidance.

If a parenthetiexpressions precededy a conjunction,placethe rst commabefore
theconjunctionnotafterit.

He saw us coming,andunavarethat we hadlearnedof
his treacherygreeteduswith asmile.

4. Place a comma before and or but intr oducing an independent
clause

The early recordsof the city have disappearedandthe
storyof its rst yearscannolongerbereconstructed.

The situation is perilous, but there is still one
chanceof escape.

Sentencesf this type, isolatedfrom their context, may seemto bein needof rewrit-
ing. As they make completesensevhenthe commais reachedthe secondclausehas
the appearancef an afterthought. Further and, is the leastspeci ¢ of connectves.
Usedbetweerindependentlausesit indicatesonly thatarelationexistsbetweerthem
without de ning thatrelation. In the exampleabove, the relationis that of causeand
result. Thetwo sentencemight berewritten:

As the early recordsof the city have disappearedthe
storyof its rst yearscannolongerbereconstructed.

Althoughthesituationis perilous thereis still onechance
of escape.

Orthesubordinatelausesnight bereplacedy phrases:

Owing to the disappearancef the early recordsof the
city, the story of its rst yearscanno longerbe recon-
structed.

In this perilous situation, there is still one
chanceof escape.




But awriter mayerr by makinghis sentence®o uniformly compacindperiodic,and
an occasionaloosesentencegreventsthe style from becomingtoo formal and gives
thereadera certainrelief. Consequentlyloosesentencesf the type rst quotedare
commonin easy unstudiedwriting. But awriter shouldbe carefulnotto constructtoo
mary of his sentenceafterthis pattern(seeRule 14).

Two-partsentencesf which the secondmemberis introducedby as (in the senseof
becausk for, or, nor, andwhile (in thesenseof andat the sametime) likewiserequire
a commabeforethe conjunction.

If a dependentlause,or anintroductoryphraserequiringto be setoff by a comma,
precedeshesecondndependentlause no commais neededafterthe conjunction.

The situationis perilous, but if we are preparedto act
promptly, thereis still onechanceof escape.

For two-partsentencesonnectedy anadwerb,seethe next section.

5. Do not join independentclausesby a comma

If two or moreclausesgrammaticallycompleteandnotjoinedby a conjunctionareto
form asinglecompoundsentencethe propermarkof punctuationis a semicolon.

Stevensons romancesare entertaining;they arefull of
exciting adwentures.

It is nearlyhalf past ve;we cannotreachtown be-
foredark.

It is of courseequallycorrectto write the above astwo sentencegach,replacingthe
semicolondy periods.

Stevensons romancesare entertaining. They arefull of
exciting adwentures.

It is nearly half past ve. We cannotreachtown
beforedark.

If aconjunctionis insertedthe propermarkis acomma(Rule4).

Stevensons romancesare entertaining for they arefull
of exciting adwentures.
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It is nearlyhalfpast ve,andwe cannotreachtown before
dark.

Notethatif the seconcclauseis precededy anadwerb,suchasaccodingly, besides
so, then thereforg, or thus andnot by a conjunction the semicolonis still required.

I hadneverbeenin the placebefore;sol haddif culty in
nding my way about.

In general,however, it is best,in writing, to avoid usingso in this manner;thereis
dangerthat the writer who usesit at all may useit too often. A simple correction,
usuallyserviceableis to omit theword so, andbegin the rst clausewith as

As | hadneverbeenin theplacebefore,l haddif culty in
nding my way about.

If theclausesarevery short,andarealike in form, acommais usuallypermissible:

Man proposesGoddisposes.

The gateswungapart,the bridgefell, the portculliswas
drawn up.

6. Do not break sentencesn two

In otherwords,do notuseperiodsfor commas.

I metthemon a Cunardliner severalyearsago. Coming
homefrom Liverpoolto New York.

He wasaninterestingalker. A manwho hadtraveledall
overtheworld, andlivedin half adozencountries.

In boththeseexamples,the rst periodshouldbe replacedby a comma,andthe fol-
lowing word begunwith asmallletter.



It is permissibleto make an emphaticword or expressiorsene the purposeof a sen-
tenceandto punctuatét accordingly:

Againandagainhecalledout. No reply.

The writer must,however, be certainthatthe emphasigs warranted andthat he will
notbesuspectedf amereblunderin punctuation.

Rules3, 4, 5, and6 cover the mostimportantprinciplesin the punctuatiorof ordinary
sentenceghey shouldbesothoroughlymasteredhattheirapplicationbecomesecond
nature.

7. A patrticipial phraseat the beginning of a sentencemust refer to
the grammatical subject

Walking slowly down theroad,he sav a womanaccom-
paniedby two children.

Theword walkingrefersto the subjectof the sentencenot to thewoman.If thewriter
wishesto make it referto thewoman,hemustrecasthesentence:

He sav awoman,accompanietby two children,walking
slowly down theroad.

Participial phrasegrecededy a conjunctionor by a prepositionnounsin apposition,
adjectves,andadjective phrasexomeunderthe samerule if they begin thesentence.

Whenhearrived(or, On his ar-
rival) in Chicago, his friends
methim atthestation.

On arriving in Chicago, his
friendsmethim at the station.

A soldierof provedvalor, they
entrustechim with the defence
of thecity.

A soldier of proved valor, he
wasentrustedwith the defence
of thecity.

Young and inexperienced,the
taskseemecdkasyto me.

Young and inexperienced, |
thoughtthetaskeasy

Without a friend to counsel
him, the temptationproved ir-
resistible.

Without a friend to counsel
him, hefoundthetemptatiorir-
resistible.
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Sentencesiolating this rule areoftenludicrous.

Being in a dilapidatedcondition, | was ableto buy the
housevery cheap.

8. Divide words at line-ends,in accordancewith their formation and
pronunciation

If thereis room at the endof a line for oneor more syllablesof a word, but not for
thewholeword, divide theword, unlesshis involvescutting off only asingleletter, or
cutting off only two lettersof along word. No hardandfastrule for all wordscanbe
laid down. The principlesmostfrequentlyapplicableare:

A. Divide theword accordingto its formation:

know-ledge(notknowl-edge)

Shale-spearégnot Shales-peare

de-scribg(notdes-cribe)

atmo-spherénotatmos-phere)

B. Divide “on thevowel:”

edi-ble(noted-ible) | propo-sition

ordi-nary espe-cial
reli-gious oppo-nents
classi- -ca-tion (three divi-
regu-lar : .
sionspossible)
deco-ratve presi-dent

C. Divide betweendoubleletters,unlessthey comeat the endof the simple
form of theword:

Apen-nines| Cincin-nati

referring tell-ing

Thetreatmenbf consonantin combinationis bestshavn from examples:



for-tune pic-ture
presump-tuous illus-tration
sub-stan-tia(eitherdivision) | indus-try
instruc-tion sug-ges-tion
incen-diary

11

The studentwill dowell to examinethe syllable-dvisionin a numberof pagesof ary

carefully printedbook.
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Chapter Il

ELEMENTARY PRINCIPLES OF
COMPOSITION

9. Make the paragraph the unit of composition: one paragraph to
eachtopic

If thesubjectonwhichyouarewriting is of slightextent,or if youintendto treatit very
brie y, theremay be no needof subdviding it into topics. Thusa brief descriptiona
brief summaryof aliterarywork, abrief accounof asingleincident,anarratve merely
outlining anaction,the settingforth of asingleidea,ary oneof theseis bestwrittenin

asingleparagraphAfter the paragrapthasbeenwritten, it shouldbe examinedto see
whethersubdiisionwill notimproveit.

Ordinarily, however, a subjectrequiressubdvision into topics, eachof which should
be madethe subjectof a paragraphThe objectof treatingeachtopicin a paragrapioy
itself is, of courseto aidthereader Thebeginningof eachparagraplis a signalto him
thata new stepin the developmentof the subjecthasbeenreached.

Theextentof subdvisionwill vary with thelengthof the composition.For example,a
shortnoticeof abookor poemmightconsistof asingleparagraphOneslightly longer
might consistof two paragraphs:

A. Accountof thework.
B. Critical discussion.

13
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A reportonapoem,writtenfor a classin literature,might consistof sevenparagraphs:

Factsof compositionrandpublication.
Kind of poem;metricalform.
Subject.

Treatmenbf subject.

For whatchie y remarkable.
Whereincharacteristiof thewriter.
Relationshipto otherworks.

@mmUOoOw>

The contentsof paragraph< andD would vary with the poem. Usually, paragraph
C would indicatethe actualor imaginedcircumstancesf the poem(the situation),if
thesecall for explanationandwould thenstatethe subjectandoutlineits development.
If the poemis a narrative in thethird personthroughout paragraphiC needcontainno
morethana concisesummaryof the action. ParagraphiD would indicatethe leading
ideasand shav how they are madeprominent,or would indicatewhat pointsin the
narrative arechie y emphasized.

A novel mightbediscussedindertheheads:

Setting.
Plot.
Characters.
Purpose.

Sow>»

A historicaleventmight be discussedinderthe heads:

A. Whatleduptotheevent.
B. Accountof theevent.
C. Whattheeventledupto.

In treatingeitherof theselasttwo subjectsthewriter would probably nd it necessary
to subdvide oneor moreof thetopicsheregiven.
As arule, singlesentenceshouldnot bewritten or printedasparagraphs.

An exceptionmay be madeof sentencesf transition,indicatingthe relationbetween
thepartsof anexpositionor agument.

In dialogue eachspeechevenif only asingleword, is a paragraptby itself; thatis, a
new paragraptbeginswith eachchangeof spealer. The applicationof this rule, when
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dialogueand narrative are combined,is bestlearnedfrom examplesin well-printed
worksof ction.

10. As arule, begin eachparagraph with a topic sentence;endit in
conformity with the beginning

Again, the objectis to aid thereader The practicehererecommendeénableshim to
discoverthepurposeof eachparagraplashebeginsto readit, andto retainthepurpose
in mind ashe endsit. For this reasonthe mostgenerallyusefulkind of paragraph,
particularlyin expositionandargument,is thatin which

A. thetopicsentenceomesat or nearthe beginning;

B. the succeedingsentencegxplain or establishor develop the statement
madein thetopic sentenceand

C. the nal sentenceeitheremphasizeshe thoughtof the topic sentenceor
statessomeimportantconsequence.

Endingwith a digressionpr with anunimportantdetail,is particularlyto be avoided.

If the paragraptforms part of a larger composition,its relationto what precedespr
its functionasa part of the whole, may needto be expressed.This cansometimede
doneby a mereword or phrase(again; therefore; for the samereason in the topic
sentenceSometimeshowever, it is expedientto precedehe topic sentencdoy oneor
moresentencesf introductionor transition.If morethanonesuchsentencés required,
it is generallybetterto setapartthe transitionalsentenceasa separatgaragraph.

Accordingto the writer's purposehe may, asindicatedabove, relatethe body of the
paragrapho thetopic sentencén oneor moreof severaldifferentways.He may make
the meaningof thetopic sentencelearerby restatingit in otherforms, by de ning its
terms,by derying thecorverse py giving illustrationsor speci ¢ instanceshemayes-
tablishit by proofs;or hemaydevelopit by shaving its implicationsandconsequences.
In along paragraphhe may carry out severalof theseprocesses.

1 Now, to be properlyenjoyed,
a walking tour shouldbe gone | 1 Topic sentence.
uponalone.

2 If you go in a compaly, or
even in pairs, it is no longer
a walking tour in arything but
name;it is somethingelseand
morein the natureof apicnic.

2 Themeaningnadeclearery
denialof thecontrary
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3 A walking tour should be
goneuponalone,becausdree-
domis of the essencebecause
you shouldbe ableto stopand
go on, and follow this way or
that, as the freak takes you;
and becauseyou must have
your own pace andneithertrot
alongsidea championwalker,
nor mincein time with a girl.

3 The topic sentenceepeated,
in abridged form, and sup-
ported by three reasons;the
meaning of the third (“you
must have your own pace”)
made clearer by derying
thecorverse.

4 And you must be open
to all impressions and let
your thoughtstake colourfrom
whatyou see.

4 A fourthreasonstatedn two
forms.

5 You shouldbe as a pipe for
ary wind to play upon.

5 The samereason,statedin
still anotherform.

6 “I cannotseethe wit,” says
Hazlitt, “of walkingandtalking
atthesametime”

7 When| amin the country |
wish to vegetatelik e the coun-
try, which is the gist of all that
canbesaiduponthe matter

6-7 The samereasonas stated
by Hazlitt.

8 There should be no cackle
of voices at your elbow, to
jar on the meditative silenceof
themorning.

8 Repetition,in paraphraseof
the quotationfrom Hazlitt.

9 And so long as a man is
reasoninghe cannotsurrender
himselfto that ne intoxication
that comesof muchmotion in
the openair, that beginsin a
sortof dazzleandsluggishness
of thebrain,andendsn apeace
that passescomprehension. -
StevensonWalking Tours.

9 Final statementf the fourth
reason,in languageampli ed
andheightenedo form astrong
conclusion.




1 It was chiey in the eigh-
teenthcenturythat a very dif-
ferent conception of history
grew up.

1 Topic sentence.

2 Historiansthen cameto be-
lieve that their taskwas not so
much to paint a picture as to
solve a problem;to explain or
illustratethe successie phases
of nationalgrowth, prosperity
andadersity.

2 Themeaningof thetopicsen-
tence made clearer; the new
conceptiorof historyde ned.

3 The history of morals,of in-
dustry of intellect, and of art;
the changeshat take placein
mannersor beliefs; the domi-
nantideasthatprevailedin suc-
cessve periods; the rise, fall,
and modi cation of political
constitutions; in a word, all
the conditionsof nationalwell-
being becamethe subjectsof
theirworks.

3 Thede nition expanded.

4 They soughtratherto write
a history of peopleghana his-
tory of kings.

4 The de nition explained
by contrast.

5 They lookedespeciallyin his-
tory for the chainof causeand
effects.

5 Thede nition supplemented
another element in the new
conceptiorof history.

6 They undertookto study in
the pastthe physiology of na-
tions, and hoped by apply-
ing theexperimentamethodon
a large scaleto deducesome
lessonsof real value aboutthe
conditions on which the wel-
fare of societymainly depend.
-Lecky, The Political Value
of History.

6 Conclusion: an important
consequenc®f the nev con-
ceptionof history.

17
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In narrationanddescriptionthe paragraptsometimeseginswith a concise,compre-
hensve statemenservingto hold togetheithe detailsthatfollow.

Thebreezesenedusadmirably

The campaigropenedwith a seriesof reverses.

The next ten or twelve pageswere lled with a curious
setof entries.

But this device, if too often used,would becomea mannerism.More commonlythe
openingsentencasimply indicatesby its subjectwith whatthe paragraphs to beprin-
cipally concerned.

At lengthl thoughtl might returntowardsthe stockade.

He picked up the heary lamp from the table and began
to explore.

Another ight of stepsandthey emegedon theroof.

Thebrief paragraphef animatedharrative, however, areoftenwithout eventhis sem-
blanceof atopic sentenceThe breakbetweerthemsenesthe purposeof arhetorical
pausethrowing into prominencesomedetail of theaction.

11. Usethe active voice

Theactive voiceis usuallymoredirectandvigorousthanthe passie:

| shallalwaysremembemy rst visit to Boston.

Thisis muchbetterthan

My rst visit to Bostonwill always be remem-
beredby me.

Thelattersentenceés lessdirect,lessbold, andlessconcise.lf thewriter triesto make
it moreconciseby omitting “by me}

My rst visit to Bostonwill alwaysberemembered
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it becomesdnde nite: isit thewriter, or somepersorundisclosedor theworld atlarge,
thatwill alwaysremembethis visit?

This rule doesnot, of course meanthatthe writer shouldentirely discardthe passie
voice,whichis frequentlycorvenientandsometimesiecessary

Thedramatist®f theRestoratiorarelittle esteemed
to-day

Modernreadershave little esteenfor the dramatistsof
the Restoration.

The rst would bethe right form in a paragrapton the dramatistof the Restoration;
the second,in a paragrapton the tastesof modernreaders. The needof making a
particularword the subjectof the sentencavill often,asin theseexamplesdetermine
which voiceis to beused.

The habitualuseof the active voice, however, makesfor forcible writing. Thisis true
not only in narratve principally concernedwith action, but in writing of any kind.

Many a tamesentencef descriptionor exposition canbe madelively andemphatic
by substitutinga transitive in the active voice for somesuchperfunctoryexpressioras
thereis, or couldbeheard.

There were a great num-
ber of dead leaves lying
ontheground.

Dead leaves covered
theground.

The sound of the falls could
still beheard.

The sound of the falls still
reachedur ears.

The reasonthat he left college
wasthat his healthbecameam-
paired.

Failing health compelledhim
to leave college.

It was not long before he was
very sorry that he had said
whathehad.

He soonrepentechis words.

As arule, avoid makingonepassve dependlirectly uponanother

Gold was not allowed to
be exported.

It wasforbiddento export gold
(Theexportof goldwasprohib-
ited).
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He has been proved to have | It hasbeenprovedthathe was
beenseerenteringhebuilding. | seerto enterthebuilding.

In boththeexamplesabove, beforecorrection the word properlyrelatedto the second
passie is madethe subjectof the rst.

A commonfault is to useasthe subjectof a passie constructiona nounwhich ex-
presseshe entireaction,leaving to theverbno functionbeyondthatof completingthe
sentence.

A surwey of this region was | Thisregionwassurneyed
madein 1900. in 1900.

Mobilization of the army was | The army was rapidly
rapidly carriedout. mobilized.

Con rmation of thesereports| These reports cannot
cannotbe obtained. becon rmed.

Comparethe sentence;The export of gold was prohibited; in which the predicate
“wasprohibited” expressesomethinghotimpliedin “export”

12. Put statementsin positive form

Make de nite assertions Avoid tame,colorless,hesitating,non-committallanguage.
Usetheword not asa meansof denialor in antithesispever asa meanof evasion.

He wasnotvery oftenontime. | Heusuallycamelate.

He did not think that studying | He thoughtthe study of
Latin wasmuchuse. Latin useless.

The Taming of the Shew
is rather weak in spots.
Shalespearedoes not portray | The women in The Taming
Katharineas a very admirable| of the Shew are unattrac-
character nor does Bianca| tive. Katharineis disagreeable
remain long in memory as | Biancainsigni cant.

an important character in
Shalespearesworks.
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The last example,beforecorrection,is inde nite aswell asnegative. The corrected
version,consequentlyis simply a guessatthewriter'sintention.

All threeexamplesshov the weaknessnherentin the word not Consciouslyor un-
consciouslythereadetis dissatis edwith beingtold only whatis not; hewishesto be
told whatis. Henceasarule, it is betterto expressa negative in positive form.

nothonest dishonest
notimportant triing
did notremember forgot

did not payary attentionto | ignored

did not have muchcon -

. distrusted
dencein

Theantithesisof negative andpositive is strong:

Not charity, but simplejustice.

Not thatl loved Caesaiess,but Romethe more.

Negative wordsotherthannot areusuallystrong:

Thesunnever setsuponthe British ag.

13. Omit needlessvords

Vigorouswriting is concise.A sentenceshouldcontainno unnecessarwords,a para-
graphno unnecessargentencesfor the samereasonthat a drawing shouldhave no
unnecessarlinesandamachinenounnecessargarts.Thisrequiresnotthatthewriter
male all his sentenceshort, or that he avoid all detail andtreathis subjectsonly in
outline, but thatevery word tell.

Many expressionsn commonuseviolatethis principle:

thequestionasto whether| whether(the questionwvhether)

thereis nodoubtbut that | nodoubt(doubtless)

usedfor fuel purposes usedfor fuel
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heis amanwho he
in ahastymanner hastily
thisis a subjectwhich this subject

His storyis astrangeone. | His storyis strange.

In especiathe expressiorthefactthatshouldberevisedout of every sentencén which
it occurs.

owing to thefactthat since(because)

in spiteof thefactthat though(although)

call your attentionto the

factthat remindyou (notify you)

| wasunawareof thefactthat | was unaware that (did

notknow)
the fact that he had not o

his failure
succeeded
thefactthatl hadarrived my arrival

Seealsoundercase character, nature, systenin ChaptefV.

Whois, which was andthelik e areoftensuper uous.

His brother who is a member| His brother a memberof the
of thesamerm samerm

Trafalgatr which was Nelsons

lastbattle Trafalgar Nelsonslastbattle

As positive statemenis moreconcisethannegative, andthe active voicemoreconcise
thanthepassie, mary of theexamplesgivenunderRules11 and12illustratethisrule
aswell.
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A commonviolation of conciseness the presentatiorof a singlecomplex idea, step
by step,in a seriesof sentencewsvhich mightto advantagebe combinednto one.

Macbeth was very ambitious.
This led him to wish to be-
come king of Scotland. The
witchestold him thatthis wish
of his would cometrue. The
king of Scotlandat this time
was Duncan. Encouragedoy
his wife, Macbeth murdered
Duncan. He wasthus enabled
to succeedDuncan as king.
(55words.)

Encouragedy his wife, Mac-
bethachievedhis ambitionand
realized the prediction of the
witches by murderingDuncan
andbecomingking of Scotland
in hisplace.(26 words.)

14. Avoid a successiorof loosesentences

This rule refersespeciallyto loosesentencesf a particulartype, thoseconsistingof
two co-ordinateclausesthe secondntroducedby a conjunctionor relative. Although
singlesentencesf this type may be unexceptionablgseeunderRule 4), a seriessoon
becomesnonotonousandtedious.

An unskilful writer will sometimesconstructa whole paragraptof sentencesf this
kind, usingasconnectvesand, but, andlessfrequently who, which, when wheie, and
while, thesdastin non-restrictve sensegseeunderRule 3).

Thethird concertof thesubscriptiorseriesvasgivenlast
evening,andalargeaudiencavasin attendanceMr. Ed-

wardAppletonwasthesoloist,andtheBostonSymphoty

Orchestrdurnishedthe instrumentaimusic. The former

shaved himselfto be anartistof the rst rank,while the

latter proveditself fully deservingof its high reputation.
Theinterestarousedy theserieshasbeenverygratifying

totheCommitteeandit is plannedo giveasimilarseries
annuallyhereafter The fourth concertwill be givenon

TuesdayMay 10, whenanequallyattractive programme
will bepresented.

Apartfrom its tritenessandemptinessthe paragraplaboveis badbecausef thestruc-
ture of its sentencesyith their mechanicasymmetryand sing-song. Contrastwith
themthe sentence# the paragraphguotedunderRule 10, or in ary pieceof good
Englishprose asthe preface(Beforethe Curtain)to Vanity Fair.
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If the writer nds that he haswritten a seriesof sentencesf the type describedhe
shouldrecastenoughof themto remove the monotory, replacingthemby simplesen-
tences by sentence®f two clausegoined by a semicolon,by periodic sentencesf
two clausesby sentencedposeor periodic,of threeclauses-whicheer bestrepresent
therealrelationsof thethought.

15. Expressco-ordinate ideasin similar form

This principle,thatof parallelconstructionrequireghatexpression®f similar content
andfunction shouldbe outwardly similar. Thelikenessf form enableghereaderto

recognizemorereadily the likenessof contentandfunction. Familiar instancegrom

the Bible arethe Ten Commandmentghe Beatitudesandthe petitionsof the Lord's

Prayer

Theunskilful writer oftenviolatesthis principle,from a mistalenbelief thathe should
constantlyvary the form of his expressions.lt is true thatin repeatinga statement
in orderto emphasizet he may have needto vary its form. For illustration, seethe
paragraptirom StezensonguotedunderRule 10. But apartfrom this, heshouldfollow
theprinciple of parallelconstruction.

Formerly, sciencewas taught
by the textbook method,while
now the laboratory method
is employed.

Formerly, sciencewas taught
by the textbook method; now
it is taught by the laboratory
method.

The left-handversiongivesthe impressionthat the writer is undecidedor timid; he
seemasunableor afraidto chooseoneform of expressiorandholdto it. Theright-hand
versionshavsthatthewriter hasatleastmadehis choiceandabidedby it.

By this principle, an article or a prepositionapplyingto all the membersof a series
musteitherbe usedonly beforethe rst termor elseberepeatedeforeeachterm.

The French,the ltalians, Span-
ish,andPortuguese

The French, the ltalians, the
panish,andthe Portuguese

In spring, summey or win-
ter (In spring, in summey or
in winter)

In spring,summeyor in winter

Correlatve expressiongboth, and not, but; notonly, but alsg; either, or; r st, second
third; andthe like) shouldbe followed by the samegrammaticakonstruction.Many
violationsof this rule canbe correctedby rearranginghe sentence.



It was both a long ceremory
andverytedious.

The ceremony was both long
andtedious.

A time notfor words,but
action

A time notfor words,but
for action

Either you must grant his re-
questor incur hisill will.

You must either grant his re-
questor incurhisill will.

My objectionsare, rst, thein-
justiceof the measuresecond,
thatit is unconstitutional.

My objectionsare, rst, thatthe
measuras unjust; secondthat
it is unconstitutional.
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Seealsothethird exampleunderRule 12 andthelastunderRule 13.

It maybeasled,whatif awriter needso expressavery largenumberof similarideas,
say twenty? Must he write twenty consecutie sentence®f the samepattern? On
closerexaminationhewill probably nd thatthedif culty isimaginary thathistwenty
ideascanbeclassi edin groups,andthathe needapplythe principle only within each
group.Otherwisehe hadbestavoid the dif culty by puttinghis statementin theform
of atable.

16. Keeprelatedwords together

The positionof the wordsin a sentencas the principal meansof shaving their rela-
tionship. The writer musttherefore so far as possible bring togetherthe words, and
groupsof words, that are relatedin thought,and keepapartthosewhich are not so
related.

The subjectof a sentencendthe principal verb shouldnot, asa rule, be separatedy
aphraseor clausethatcanbetransferredo thebeginning.

In the fth book of The Ex-
cursion, Wordsworth gives
a minute description of
this church.

Wordsworth, in the fth
book of The Excusion,
gives a minute description of
this church.

Castiron, when treatedin a
Bessemecorverter is changed
into steel.

By treatmentin a Bessemer
converter, castiron is changed
into steel.

The objectionis thatthe interposedhraseor clauseneedlesslynterruptsthe natural
orderof themainclause.This objection however, doesnotusuallyholdwhentheorder
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is interruptedonly by a relative clauseor by an expressionn apposition.Nor doesit
hold in periodic sentenceén which the interruptionis a deliberatelyusedmeansof

creatingsuspenséseeexamplesunderRule 18).

Therelative pronounshouldcome,asarule,immediatelyafterits antecedent.

Therewasalook in hiseyethat
bodedmischief.

In hiseyewasalook thatboded
mischief.

He wrote three articles about
his adwenturesin Spain,which
were published in Harper's
Magazine

He publishedn Harper'sMag-
azine three articles about his
adwenturesn Spain.

This is a portrait of Benjamin
Harrison,grandsorof William

This is a portrait of Benjamin
Harrison,grandsorof William

Henry Harrison, who became
Presidentn 1889.

Henry Harrison. He became
Presidentn 1889.

If the antecedentonsistsof a group of words, the relatve comesat the end of the
group,unlesshis would causeambiguity

The Superintendentf the ChicagoDivision, who

A proposal, which has been
variouslyjudged,to amendthe

A proposalto amendthe Sher Shermarict

manAct, which hasbeenvari-
ouslyjudged

A proposato amendahemuch-
debatedshermarAct

William Henry Harrisons
grandson,Benjamin Harrison,
who

The grandson of William
HenryHarrison,who

A nounin appositionmay comebetweenantecedenandrelative, becausén sucha
combinatiomo realambiguitycanarise.

The Duke of York, his brother who was regardedwith
hostility by the Whigs

Modi ers shouldcome,if possiblenext to thewordthey modify. If severalexpressions
modify the sameword, they shouldbe soarrangedhatnowrongrelationis suggested.
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All themembersverenot Not all themembersvere
present. present.
He only foundtwo mistales. He foundonly two mistales.

On Tuesdayevening at eight
PM., Major R.E. Joyce will
give in Bailey Hall a lec-
ture on “My Experiencesin
Mesopotamid. The public
is invited.

Major R. E. Joyce will give a
lecture on Tuesdayeveningin
Bailey Hall, to whichthepublic
is invited, on “My Experiences
in Mesopotamia’at eightP.M.

17. In summaries,keepto onetense

In summarizinghe actionof a drama,the writer shouldalwaysusethe presentense.
In summarizinga poem,story, or novel, he shouldpreferablyusethe presentthough
he may usethe pastif he prefers. If the summaryis in the presentense,antecedent
actionshouldbe expressedy the perfect;if in the past,by the pastperfect.

An unforeseerchancepreventsFriar Johnfrom deliver-

ing Friar Lawrences letterto Romeo.Juliet,meanwhile,
owing to herfathers arbitrary changeof the day setfor

her wedding, has been compelledto drink the potion

on Tuesdaynight, with the resultthat Balthasarinforms

Romeo of her supposeddeath before Friar Lawrence
learnsof thenondelvery of theletter.

But whichever tensebe usedin the summary a pasttensein indirect discourseor in
indirectquestiorremainsunchanged.

TheLegateinquireswho struckthe blow.

Apart from the exceptionsnoted, whichever tensethe writer chooseshe shoulduse
throughout. Shifting from onetenseto the othergivesthe appearancef uncertainty
andirresolution(compareRule 15).

In presentingthe statement®r the thoughtof someone else,asin summarizingan
essayor reportinga speechthe writer shouldavoid intercalatingsuchexpressionsas
“he said] “he stated, “the spealer added, “the spealer thenwenton to say’ “the
authoralsothinks; or thelike. He shouldindicateclearly at the outset,oncefor all,
thatwhatfollowsis summaryandthenwasteno wordsin repeatinghenoti cation.
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In notebooks,n nawspapersjn handbooksof literature, summariesof one kind or
anothemaybeindispensableandfor childrenin primaryschoolst is ausefulexercise
to retell a story in their own words. But in the criticism or interpretationof literature
thewriter shouldbe carefulto avoid droppinginto summary He may nd it necessary
to devote oneor two sentenceso indicating the subject,or the openingsituation, of
thework heis discussinghe may cite numerougetailsto illustrateits qualities. But
he shouldaim to write an orderly discussiorsupportecby evidence,not a summary
with occasionatomment.Similarly, if the scopeof his discussiorincludesa number
of works, hewill asarule do betternotto take themup singlyin chronologicalorder,
but to aim from the beginningat establishinggenerakconclusions.

18. Placethe emphatic words of a sentenceat the end

The properplacefor the word, or group of words, which the writer desiresto make
mostprominentis usuallythe endof the sentence.

Humanityhashardlyadvanced| Humanity sincethattime, has

in fortitude since that time,
thoughit hasadvancedn mary
otherways.

advancedin mary otherways,
but it has hardly adwanced
in fortitude.

This steelis principally used
for making razors, becauseof
its hardness.

Becauseof its hardness,this
steelis principally usedn mak-
ing razors.

Theword or groupof wordsentitledto this positionof prominencés usuallythelogical
predicatethatis, the new elemenin the sentenceasit is in the secondexample.

Theeffectivenes®of theperiodicsentencarisesrom theprominenceavhichit givesto
themainstatement.

Four centuriesago, ChristopherColumhus, one of the
Italian marinerswvhomthe declineof their own republics
hadputattheserviceof theworld andof adventure seek-
ing for Spaina westward passagéo the Indiesasa set-
off againstthe achierementsof Portuguesealiscoverers,
lightedon America.

With thesehopesandin this beliefl would urgeyou, lay-
ing asideall hindrancethrustingaway all privateaims,to
devoteyoursehesunswervinglyandun inchingly to the
vigorousandsuccessfuprosecutiorof this war.
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The other prominentpositionin the sentences the beginning. Any elementin the
sentencegtherthanthe subject becomegmphatiovhenplaced rst.

Deceitor treacheryhe could neverforgive.

So vastand rude, fretted by the action of nearly three
thousandgrears thefragmentsof thisarchitecturenayof-
tenseemat rst sight,like worksof nature.

A subjecttoming rst in its sentencenaybeemphaticput hardlyby its positionalone.
In the sentence,

Greatkingsworshippedat his shrine,

the emphasisiponkings arisedargely from its meaningandfrom the context. To re-
ceive speciakmphasisthesubjectof asentencenusttake thepositionof thepredicate.

Throughthe middle of thevalley o wedawinding
stream.

The principle that the properplacefor whatis to be mademostprominentis the end

appliesequallyto thewordsof a sentenceto the sentencesf a paragraphandto the
paragraphsf acomposition.
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Chapter IV

A FEW MATTERS OF FORM

HeadingsLeave ablankline, or its equivalentin spaceafterthetitle or heading
of a manuscript.On succeedingages,if usingruled paper begin on the rst
line.

Numerals.Do not spellout datesor otherserialnumbers Write themin gures
or in Romannotation,asmaybe appropriate.

August9,1918 | ChapterXIl

Rule3 352dInfantry

ParenthesesA sentenceontainingan expressionin parenthesiss punctuated,
outsideof the marksof parenthesisexactly asif the expressionin parenthesis
wereabsent.The expressionwithin is punctuatedsif it stoodby itself, except
thatthe nal stopis omittedunlessit is aquestiormarkor anexclamationpoint.

I went to his houseyesterday(my third attemptto see
him), but he hadleft town.

He declaregandwhy shouldwe doubthis goodfaith?)
thatheis now certainof success.

(Whenawholly detachedxpressioror sentencés parenthesizedhe nal stop
comesheforethelastmarkof parenthesis.)

Quotations.Formal quotations cited asdocumentaryevidence,areintroduced
by a colonandenclosedn quotationmarks.

Theprovisionof the Constitutionis: “No taxor dutyshall
belaid on articlesexportedfrom ary state’

31
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Quotationsgrammaticallyin appositionor the direct objectsof verbsare pre-
cededby acommaandenclosedn quotationmarks.

| recallthe maxim of La Rochefoucauld;Gratitudeis a
lively senseof bene tsto come’.

Aristotle says,"Art is animitation of nature'.

Quotationsof an entireline, or more, of verse,are begun on a freshline and
centredput notenclosedn quotationmarks.

Wordsworth's enthusiasnfor the Revolution wasat rst
unbounded:

Blisswasit in thatdawn to bealive,

But to beyoungwasvery heaven!

Quotationsintroducedby that areregardedasin indirectdiscourseandnot en-
closedin quotationmarks.

Keatsdeclareghatbeautyis truth, truth beauty

Proverbial expressionsandfamiliar phrasef literary origin requireno quota-
tion marks.

Thesearethetimesthattry men's souls.

He livesfarfrom themaddingcrowd.

Thesameis true of colloquialismsandslang.

Referencesln scholarlywork requiring exact referencesabbreviate titles that
occur frequently giving the full formsin an alphabeticalist at the end. As
a generalpractice,give the referencesn parenthesi®r in footnotes,notin the
bodyof thesentenceOmitthewordsact, sceneline, book volume page, except
whenreferringby only oneof them.Punctuatesindicatedbelow.

In IILii (still better simply in-
sertllLii in parenthesisat the
properplacein thesentence)

In thesecondsceneof the
third act

After the killing of Polonius,Hamletis placedunderguard
(IV.ii. 14).
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Othello ILiii. 264-267,

2 Samuel:17-27 IILiii. 155-161

Titles. For the titles of literary works, scholarlyusageprefersitalics with cap-
italized initials. The usageof editorsand publishersvaries,someusingitalics
with capitalizednitials, othersusingRomanwith capitalizednitials andwith or
without quotationmarks. Useitalics (indicatedin manuscripby underscoring),
exceptin writing for a periodicalthatfollows a differentpractice.Omit initial A
or Thefrom titles whenyou placethe possessi beforethem.

The lliad; the Odyssg; As You Like It; To a Skylark;
TheNewcomesA Tale of Two Cities Dickenss Tale of
Two Cities.
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Chapter V

WORDS AND EXPRESSIONS
COMMONLY MISUSED

(Many of the words andexpressiondherelisted are not so muchbadEnglishasbad
style,the commonplacesf carelesswriting. As illustratedunderFeature the proper
correctionis likely to be not the replacemenbf oneword or setof wordsby anothey
but the replacemenbf vaguegeneralityby de nite statement.)

All right. ldiomaticin familiar speectasadetachegphrasen thesense;Agreed; or
“Go ahead. In otherusesbetteravoided. Alwayswritten astwo words.

As goodor better than. Expression®f this type shouldbe correctedby rearranging
thesentence.

My opinionis asgoodor better | My opinionis asgoodashis, or
thanhis. better(if notbetter).

As to whether. Whetheris sufcient; seeunderRule 13.
Bid. Takesthein niti vewithoutto. Thepasttenseis bade.

Case. TheConciseOxford Dictionary beginsits de nition of thisword: “instanceof a
thing's occurring;usualstateof affairs” In thesetwo sensesthewordis usually
unnecessary

In mary casestheroomswere | Marny of theroomswerepoorly
poorly ventilated. ventilated.

It hasrarely beenthe casethat

ary mistale hasbeenmade. Fewn mistaleshave beenmade.

35
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SeeWood, Sugestionsto Authors, pp. 68-71,and Quiller-Couch, The Art of
Writing, pp. 103-106.

Certainly. Usedindiscriminatelyby somespealers,muchasothersusevery, to inten-
sify arny andevery statementA mannerisnof this kind, badin speechijs even
worsein writing.

Character. Oftensimply redundantusedfrom a merehabitof wordiness.

Acts of ahostilecharacter| Hostileacts

Claim, vb. With object-noun,meanslay claim to. May be usedwith a dependent
claussf thissensés clearlyinvolved: “He claimedthathewasthesolesurviving
heir” (But even here,“claimed to be” would be better) Not to be usedasa
substitutfor declale, maintain,or charge.

Compare. To compae to is to point out or imply resemblancegetweenobjectsre-
gardedasessentiallyof differentorder;to compae with is mainly to point out
differences betweenobjectsregardedas essentiallyof the sameorder Thus
life hasbeencomparedo a pilgrimage,to a drama,to a battle; Congressnay
be comparedwith the British Parliament. Paris hasbeencomparedo ancient
Athens;it maybe comparedvith modernLondon.

Clever. Thiswordhasbeengreatlyoverusedit is bestrestrictedo ingenuitydisplayed
in smallmatters.

Consider. Not followedby aswhenit means,'believe to be! “I considerhim thor
oughlycompetent. Compare;The lecturerconsiderecCromwell rst assoldier
and secondas administratof where“considered”’means‘examined” or “dis-
cussed.

Dependable. A needlessubstitutefor reliable, trustworthy

Dueto. Incorrectlyusedfor through becauseof, or owingto, in adwerbial phrases:
“He lostthe rst game,dueto carelessnesslin correctuserelatedaspredicate
or asmodi er to a particularnoun: “This inventionis dueto Edison;” “losses
dueto preventableres.”

Effect. As noun,meansresult asverb, meango bring about accomplish(not to be
confusedwith affect whichmeans'to in uence”).

As noun,oftenlooselyusedin perfunctorywriting aboutfashionsmusic,paint-
ing, andotherarts: “an Orientaleffect;” “effectsin palegreen;”“very delicate
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effects;” “broad effects;” “subtle effects;” “a charmingeffect wasproducedy.”
The writer who hasa de nite meaningto expresswill not take refugein such
vagueness.

Etc. Not to be usedof persons.Equivalentto and the rest and so forth, andhence
not to be usedif oneof thesewould beinsufcient, thatis, if the reademwould
beleft in doubtasto arny importantparticulars.Leastopento objectionwhenit
representshelasttermsof alist alreadygivenin full, orimmaterialwordsatthe
endof aquotation.

At theendof alist introducedby sud as, for example or ary similarexpression,
etc isincorrect.

Fact. Usethis word only of mattersof a kind capableof direct veri cation, not of
mattersof judgment.Thata particulareventhappenean a givendate thatlead
meltsat a certaintemperaturearefacts. But suchconclusionsasthatNapoleon
wasthe greatesof moderngeneralsor thatthe climateof Californiais delight-

ful, haweverincontestabléhey maybe,arenot properlyfacts.

Ontheformulathefactthat, seeunderRule13.

Factor. A hackngredword; the expression®f whichit forms partcanusuallybere-
placedby somethingnoredirectandidiomatic.

His superiortraining was the
great factor in his winning
thematch.

Hewonthematchby beingbet-
tertrained.

Heavy artillery is becomingan
increasinglyimportantfactorin
decidingbattles.

Heary artillery is playing a
largerandlarger partin decid-
ing battles.

Feature. Anotherhackngredword; like factor it usuallyaddsnothingto the sentence
in whichit occurs.

(Better use the same number

A featureof the entertainment
especiallyworthy of mention
wasthe singingof Miss A.

of wordsto tell what Miss A.
sang, or if the programme
hasalreadybeengiven, to tell
somethingof how shesang.)

As averb,in theadertisingsenseof offer asa specialattraction, to beavoided.

Fix. Colloquialin Americafor arrange, prepare, mend In writing restrictit to its
literary sensesfasten make rm orimmovable etc.
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Heisamanwho. A commontype of redundanexpressionseeRule13.

He is a manwho is very
ambitious.

He s very ambitious.

Spainis a countrywhich | have
alwayswantedto visit.

| have always wantedto
visit Spain.

CHAPTERV. WORDS AND EXPRESSIONS COMMONLY MISUSED

However. In themeaningneverthelessnotto come rst in its sentencer clause.

Theroadswerealmostimpass-
able. However, we at last suc-
ceededn reachingcamp.

Theroadswerealmostimpass-
able. At last, however, we suc-
ceededn reachingcamp.

Whenhowevercomesrst, it meansn whaterer way or to whatever extent.

However you advise him, he
will probably do as he thinks
best.

However discouraging the
prospectheneverlostheart.

Kind of.

Less.

Not to be usedas a substitutefor rather (before adjectves and verbs),or
exceptin familiar style,for somethindike (beforenouns).Restrictit toiits literal
sense*Amberis akind of fossil resin;” “l dislike thatkind of notoriety” The
sameholdstrue of sortof.

Shouldnot be misusedor fewer.

He hadlessmenthanin thepre-
viouscampaign.

He had fewer menthanin the
previouscampaign.

Lessrefersto quantity fewerto number “His troublesarelessthanmine” means
“His troublesare not so greatas mine” “His troublesare fewer than mine”
means'His troublesarenotsonumerousasmine’ It is, however, correctto say
“The signersof the petitionwerelessthana hundred,;'wheretheroundnumber
ahundredjs somethindik e a collective noun,andlessis thoughtof asmeaning
alessquantityor amount.

Line, alongtheselines. Line in the senseof course of procedue, conduct thought
is allowable,but hasheenso muchoverworked,particularlyin the phrasealong
theselines thata writer who aimsat freshnes®r originality hadbetterdiscard
it entirely.

Mr. B. also spole along the
samelines.

Mr. B. alsospole, to the
sameeffect.
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Heis studyingalongtheline of | Heis studyingFrenchlit-
Frenchliterature. erature.

Literal, literally. Oftenincorrectlyusedn supporiof exaggeratioror violentmetaphor

A literal ood of aluse A ood of aluse

Almost deadwith fatigue

Literally deadwith fatigue (deadtired)

Loseout. Meantto be more emphaticthanlose, but actuallylessso, becauseof its
commonnessThe sameholdstrue of try out, win out, signup, registerup. With
a numberof verbs,out and up form idiomatic combinations: nd out, run out,
turn out, cheerup, dry up, male up, andotherseachdistinguishablén meaning
from the simpleverh Loseoutis not.

Most. Notto beusedfor almost.

Mosteverybody | Almosteverybody

Mostall thetime | Almostall thetime

Nature. Oftensimply redundantusedlik e character.

Acts of ahostilenaturéHostileacts

Often vaguelyusedin suchexpressionsas “a lover of nature;” “poemsabout
nature. Unlessmorespeci ¢ statement$ollow, the readercannottell whether
the poemshave to do with naturalsceneryrural life, the sunsetthe untracled
wildernesspr the habitsof squirrels.

Near by. Adverbialphrasenotyetfully accepteédsgoodEnglish,thoughtheanalogy
of closeby andhard by seemdo justify it. Near, or nearat hand is asgood, if
not better

Not to beusedasanadjectve; useneighboring

Oftentimes, ofttimes. Archaic forms, no longerin gooduse. The modernword is
often

Onehundred and one. Retaintheandin this andsimilar expressionsin accordance
with theunvaryingusageof Englishprosefrom Old Englishtimes.

One of the most. Avoid beginning essaywor paragraphsvith this formula, as,“One
of themostinterestingdevelopment®f modernsciencss, etc.;” “Switzerlandis
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oneof themostinterestingcountriesof Europ€’. Thereis nothingwrongin this;
it is simply threadbarandforcible-feeble.

People. Thepeopleis a political term, not to be confusedwith the public. Fromthe
peoplecomespolitical supportor opposition;from the public comesartisticap-
preciationor commerciapatronage.

Theword peopleis notto be usedwith wordsof numberin placeof persons If

of “six people” vewentaway, how mary “people” would beleft?

Phase. Meansa stageof transitionor development:“the phasesf the moon;” “the
lastphasé. Not to be usedfor aspector topic.

Another  point
otherquestion)

Anotherphaseof the subject (an-

PossessNot to be usedasa meresubstitutefor haveor own

He hadgreatcouraggwasvery

He possessedreatcourage. brave).

He wasthefortunatepos-

He owned
sessoof

Respectve, respectvely. Thesewordsmayusuallybe omittedwith advantage.

Works of ction arelisted un- Works of ction are listed un-

der the namesof their respec-
tive authors.

derthe namesof their authors.

Theonemile andtwo mile runs
were won by Jonesand Cum-
mingsrespectiely.

The one mile and two mile
runswerewon by Jonesandby
Cummings.

In somekindsof formal writing, asin geometricaproofs,it maybenecessaryo
userespectivelybut it shouldnotappeaiin writing on ordinarysubjects.

So. Avoid, in writing, the useof soasanintensi er: “so good;” “so warm;” “so de-
lightful.”

Ontheuseof soto introduceclausesseeRule 4.

Sort of. SeeunderKind of.
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State. Not to be usedasa meresubstitutefor say, remark Restrictit to the senseof
expressfully or clearly, as,“He refusedto statehis objections.

Studentbody. A needlesandawkwardexpressionmeaningno morethanthesimple
word students

A memberof thestudentody | A student

Popularwith the studentody | Likedby thestudents

The studentbody passed Thestudentpassedeso-
resolutions. lutions.

System. Frequentlyusedwithout need.

Dayton has adoptedthe com- | Dayton has adopted govern-
missionsystemof government.| mentby commission.

Thedormitorysystem Dormitories

Thanking you in advance. This soundsasif the writer meant,“It will not be worth
my while to write to you again’ Simply write, “Thankingyou; andif thefavor
whichyou have requesteds grantedwrite a letterof acknavledgment.

They. A commoninaccuray is the useof the plural pronounwhenthe antecedenis
a distributive expressionsuchasead, ead one everybody every one manya
man which, thoughimplying morethanonepersonrequiresthe pronounto be
in the singular Similar to this, but with evenlessjusti cation, is the useof the
plural pronounwith the antecedenanybody any one somebodysomeoneg the
intentionbeingeitherto avoid the awkward “he or she; or to avoid committing
oneselfto either Somebashfulspealersevensay “A friend of minetold methat
they, etc’

Usehewith all theabove words,unlessthe antecedenis or mustbefeminine.

Very. Use this word sparingly Whereemphasidgs necessaryuse words strongin
themseles.

Viewpoint. Write point of view, but do not misusethis, asmary do, for view or opin-
ion.

While. Avoid the indiscriminateuseof this word for and, but, andalthough Many
writers useit frequentlyasa substitutefor and or but, eitherfrom ameredesire
to vary the connectve, or from uncertaintywhich of the two connectvesis the
moreappropriateln this useit is bestreplacedy a semicolon.
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Thisis entirely correct,asshovn by the paraphrase,

The of ce and salesroomsare
on the ground oor, while the
rest of the building is devoted
to manugcturing.

The of ce and salesroomsare
ontheground oor; therestof
the building is devotedto man-
ufacturing.

Its useasa virtual equivalentof althoughis allowablein sentencesvherethis

leadsto no ambiguityor absurdity

bettercause.

While I admirehis enegy, | wish it wereemployedin a

ployedin abettercause.

| admirehis enepgy; atthe sametime | wish it wereem-

Compare:

While the temperaturageaches
900r 95degreedn thedaytime,
thenightsareoftenchilly.

Although the temperature
reache®0 or 95 degreesin the
daytime, the nights are often
chilly.

Theparaphrase,

Thetemperatureeache®0 or 95 degreesn thedaytime;
atthe sametime the nightsareoftenchilly,

shavs why the useof whileis incorrect.

In generalthewriter will dowell to usewhile only with strictliteralnessjn the

senseof during thetimethat

Whom. Oftenincorrectlyusedfor whobeforehe said or similar expressionswhenit

is really the subjectof a following verh

His brother whom he said
would sendhim the money

His brother who he saidwould
sendhim themonegy

Themanwhomhethoughtwas
hisfriend

Themanwho (that) he thought
was his friend (whom he
thoughthis friend)
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Worth while. Overworkedasaterm of vagueapproval and(with not) of disappreal.
Strictly applicableonly to actions:“Is it worth while to telegraph?”

His booksarenotworth while.

His booksare not worth read-
ing (not worth one's while to
read;do notrepayreading).

Theuseof worth while beforea noun(“a worth while story”) is indefensible.

Would. A conditionalstatemenin the rst persorrequiresshould notwould

| shouldnot have succeedevithout his help.

The equivalentof shall in indirect quotationafter a verb in the pasttenseis

should notwould

greatsurprise.

He predictedthat before long we should have a

To expresshabitualor repeatediction, the pasttense without would, is usually
sufcient, andfrom its brevity, moreemphatic.

Oncea yearhe would visit the
old mansion.

Oncea year he visited the old
mansion.
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Chapter VI

WORDS OFTEN MISSPELLED

accidentally formerly

advice
affect
beginning
believe
bene t
challenge
criticize
deceve
de nite
describe
despise
develop
disappoint
duel
ecstasy
effect
existence
ery

humorous
hypocrisy
immediately
incidentally
latter

led

lose
marriage
mischief
murmur
necessary
occurred
parallel
Philip
playwright
preceding
prejudice
principal

privilege
pursue
repetition
rhyme
rhythm
ridiculous
sacrilggious
seize
separate
shepherd
siege
similar
simile

too

tragedy
tries
undoubtedly
until

Write to-day; to-night, to-mormow (but not togethen with hyphen.

Write any one every one someone sometime (exceptthe senseof formerly) astwo

words.

THE END
[
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