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PREFACE

Assertingthat onemust �rst know the rules to breakthem, this classicreferenceis

a must-have for any studentandconscientiouswriter. Intendedfor usein which the

practiceof compositionis combinedwith thestudyof literature,it givesin brief space

theprincipalrequirementsof plainEnglishstyleandconcentratesattentionontherules

of usageandprinciplesof compositionmostcommonlyviolated.
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Chapter I

INTRODUCTORY

This bookis intendedfor usein Englishcoursesin which thepracticeof composition

is combinedwith the studyof literature. It aimsto give in brief spacethe principal

requirementsof plainEnglishstyle. It aimsto lightenthetaskof instructorandstudent

by concentratingattention(in ChaptersII andIII) onafew essentials,therulesof usage

andprinciplesof compositionmostcommonlyviolated. Thenumbersof thesections

maybeusedasreferencesin correctingmanuscript.

Thebookcoversonly a smallportionof the �eld of Englishstyle,but theexperience

of its writer hasbeenthat oncepastthe essentials,studentspro�t mostby individual

instructionbasedon theproblemsof their own work, andthateachinstructorhashis

own bodyof theory, whichheprefersto thatofferedby any textbook.

Thewriter'scolleaguesin theDepartmentof Englishin CornellUniversityhavegreatly

helpedhim in thepreparationof hismanuscript.Mr. GeorgeMcLaneWoodhaskindly

consentedto the inclusion underRule 11 of somematerialfrom his Suggestionsto

Authors.

The following books are recommendedfor referenceor further study: in connec-

tion with ChaptersII andIV, F. HowardCollins, Author andPrinter(HenryFrowde);

ChicagoUniversityPress,Manualof Style;T. L. DeVinne,CorrectComposition(The

CenturyCompany); HoraceHart,Rulesfor CompositorsandPrinters(Oxford Univer-

sity Press);GeorgeMcLaneWood,Extractsfrom theStyle-Bookof theGovernment

PrintingOf�ce (UnitedStatesGeologicalSurvey); in connectionwith ChaptersIII and

V, Sir Arthur Quiller-Couch,TheArt of Writing (Putnams),especiallythechapter, In-

terludeonJargon;GeorgeMcLaneWood,Suggestionsto Authors(UnitedStatesGeo-

logical Survey); JohnLeslieHall, EnglishUsage(Scott,ForesmanandCo.); JamesP.

Kelly, Workmanshipin Words(Little, Brown andCo.).
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2 CHAPTERI. INTRODUCTORY

It is anold observationthatthebestwriterssometimesdisregardtherulesof rhetoric.

Whenthey do so,however, thereaderwill usually�nd in thesentencesomecompen-

satingmerit,attainedat thecostof theviolation. Unlessheis certainof doingaswell,

hewill probablydobestto follow therules.After hehaslearned,by their guidance,to

write plainEnglishadequatefor everydayuses,let him look, for thesecretsof style,to

thestudyof themastersof literature.



Chapter II

ELEMENTARY RULES OF USAGE

1. Form the possessivesingular of nounswith 's

Follow this rulewhatever the�nal consonant.Thuswrite,

Charles's friend

Burns'spoems

thewitch'smalice

This is theusageof theUnited StatesGovernmentPrintingOf�ce andof theOxford

UniversityPress.

Exceptionsarethe possessivesof ancientpropernamesin -esand-is, the possessive

Jesus',andsuchformsasfor conscience'sake, for righteousness'sake. But suchforms

asAchilles' heel, Moses'laws, Isis' templearecommonlyreplacedby

theheelof Achilles

thelawsof Moses

thetempleof Isis

Thepronominalpossessiveshers, its, theirs, yours, andoneselfhavenoapostrophe.

3



4 CHAPTERII. ELEMENTARY RULES OF USAGE

2. In a seriesof threeor more terms with a singleconjunction, usea
commaafter eachterm exceptthe last

Thuswrite,

red,white,andblue

honest,energetic,but headstrong

He openedthe letter, readit andmadea noteof its
contents.

This is alsotheusageof theGovernmentPrintingOf�ce andof theOxford University

Press.

In thenamesof business�rms thelastcommais omitted,as

Brown, Shipley andCompany

Theabbreviationetc.,evenif only asingletermcomesbeforeit, is alwaysprecededby

acomma.

3. Encloseparentheticexpressionsbetweencommas

Thebestway to seea country, unlessyou arepressedfor
time, is to travel on foot.

This rule is dif�cult to apply; it is frequentlyhard to decidewhethera singleword,

suchashowever, or a brief phrase,is or is not parenthetic.If the interruptionto the

�o w of thesentenceis but slight, thewriter maysafelyomit thecommas.But whether

theinterruptionbeslightor considerable,hemustneveromit onecommaandleavethe

other. Suchpunctuationas

Marjorie's husband,ColonelNelsonpaidusa visit
yesterday.

My brotheryou will be pleasedto hear, is now in
perfecthealth.

is indefensible.
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Non-restrictiverelativeclausesare,in accordancewith this rule,setoff by commas.

Theaudience,whichhadat �rst beenindifferent,became
moreandmoreinterested.

Similar clausesintroducedby whereandwhenaresimilarly punctuated.

In 1769,whenNapoleonwasborn, Corsicahadbut re-
centlybeenacquiredby France.

NetherStowey, whereColeridgewroteThe Rimeof the
AncientMariner, is a few milesfrom Bridgewater.

In thesesentencestheclausesintroducedbywhich, when, andwherearenon-restrictive;

they do not limit theapplicationof thewordson which they depend,but add,paren-

thetically, statementssupplementingthosein theprincipalclauses.Eachsentenceis a

combinationof two statmentswhichmighthavebeenmadeindependently.

The audiencewas at �rst indifferent. Later it became
moreandmoreinterested.

Napoleonwasbornin 1769.At thattimeCorsicahadbut
recentlybeenacquiredby France.

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

Restrictive relativeclausesarenot setoff by commas.

Thecandidatewhobestmeetstheserequirementswill ob-
tain theplace.

In this sentencetherelative clauserestrictstheapplicationof theword candidateto a

singleperson.Unlike thoseabove, thesentencecannotbesplit into two independent

statements.

Theabbreviationsetc. andjr. arealwaysprecededby a comma,andexceptat theend

of a sentence,followedby one.
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Similar in principleto theenclosingof parentheticexpressionsbetweencommasis the

settingoff by commasof phrasesor dependentclausesprecedingor following themain

clauseof a sentence.Thesentencesquotedin this sectionandunderRules4, 5, 6, 7,

16,and18shouldafford suf�cient guidance.

If a parentheticexpressionis precededby a conjunction,placethe�rst commabefore

theconjunction,notafterit.

He saw us coming,andunawarethat we hadlearnedof
his treachery, greeteduswith a smile.

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

The early recordsof the city have disappeared,and the
storyof its �rst yearscanno longerbereconstructed.

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

Sentencesof this type, isolatedfrom their context, mayseemto be in needof rewrit-

ing. As they make completesensewhenthecommais reached,thesecondclausehas

the appearanceof an after-thought. Further, and, is the leastspeci�c of connectives.

Usedbetweenindependentclauses,it indicatesonly thatarelationexistsbetweenthem

without de�ning that relation. In theexampleabove, the relationis thatof causeand

result.Thetwo sentencesmight berewritten:

As the early recordsof the city have disappeared,the
storyof its �rst yearscanno longerbereconstructed.

Althoughthesituationis perilous,thereisstill onechance
of escape.

Or thesubordinateclausesmight bereplacedby phrases:

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

In this perilous situation, there is still one
chanceof escape.
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But awriter mayerrby makinghissentencestoouniformly compactandperiodic,and

an occasionalloosesentencepreventsthe style from becomingtoo formal andgives

the readera certainrelief. Consequently, loosesentencesof the type �rst quotedare

commonin easy, unstudiedwriting. But awriter shouldbecarefulnot to constructtoo

many of his sentencesafterthispattern(seeRule14).

Two-partsentencesof which thesecondmemberis introducedby as (in thesenseof

because), for, or, nor, andwhile (in thesenseof andat thesametime) likewiserequire

a commabeforetheconjunction.

If a dependentclause,or an introductoryphraserequiringto be setoff by a comma,

precedesthesecondindependentclause,nocommais neededaftertheconjunction.

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

For two-partsentencesconnectedby anadverb,seethenext section.

5. Do not join independentclausesby a comma

If two or moreclauses,grammaticallycompleteandnot joinedby aconjunction,areto

form asinglecompoundsentence,thepropermarkof punctuationis asemicolon.

Stevenson's romancesare entertaining;they are full of
exciting adventures.

It is nearlyhalf past� ve; we cannotreachtown be-
fore dark.

It is of courseequallycorrectto write theabove astwo sentenceseach,replacingthe

semicolonsby periods.

Stevenson's romancesareentertaining.They arefull of
exciting adventures.

It is nearly half past� ve. We cannotreachtown
beforedark.

If aconjunctionis inserted,thepropermarkis acomma(Rule4).

Stevenson's romancesareentertaining,for they are full
of exciting adventures.



8 CHAPTERII. ELEMENTARY RULES OF USAGE

It is nearlyhalf past� ve,andwecannotreachtownbefore
dark.

Notethat if thesecondclauseis precededby anadverb,suchasaccordingly, besides,

so, then, therefore, or thus, andnotby a conjunction,thesemicolonis still required.

I hadneverbeenin theplacebefore;soI 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,

usuallyserviceable,is to omit theword so, andbegin the�rst clausewith as:

As I hadneverbeenin theplacebefore,I haddif�culty in
�nding my way about.

If theclausesareveryshort,andarealike in form, acommais usuallypermissible:

Manproposes,Goddisposes.

The gateswungapart,thebridgefell, theportculliswas
drawn up.

6. Do not break sentencesin two

In otherwords,donotuseperiodsfor commas.

I met themon a Cunardliner severalyearsago. Coming
homefrom Liverpoolto New York.

He wasaninterestingtalker. A manwhohadtraveledall
over theworld, andlivedin half a dozencountries.

In both theseexamples,the �rst periodshouldbe replacedby a comma,andthe fol-

lowing word begunwith asmall letter.
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It is permissibleto make anemphaticword or expressionserve thepurposeof a sen-

tenceandto punctuateit accordingly:

Againandagainhecalledout. No reply.

The writer must,however, becertainthat theemphasisis warranted,andthathe will

notbesuspectedof a mereblunderin punctuation.

Rules3, 4, 5, and6 cover themostimportantprinciplesin thepunctuationof ordinary

sentences;they shouldbesothoroughlymasteredthattheirapplicationbecomessecond

nature.

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

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

Theword walkingrefersto thesubjectof thesentence,not to thewoman.If thewriter

wishesto make it referto thewoman,hemustrecastthesentence:

Hesaw awoman,accompaniedby two children,walking
slowly down theroad.

Participial phrasesprecededby aconjunctionor by a preposition,nounsin apposition,

adjectives,andadjectivephrasescomeunderthesamerule if they begin thesentence.

On arriving in Chicago, his
friendsmethim at thestation.

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

A soldierof provedvalor, they
entrustedhim with thedefence
of thecity.

A soldier of proved valor, he
wasentrustedwith thedefence
of thecity.

Young and inexperienced,the
taskseemedeasyto me.

Young and inexperienced, I
thoughtthetaskeasy.

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

Without a friend to counsel
him,hefoundthetemptationir-
resistible.
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Sentencesviolating this ruleareoftenludicrous.

Being in a dilapidatedcondition, I was able to buy the
houseverycheap.

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

If thereis room at the endof a line for oneor moresyllablesof a word, but not for

thewholeword,dividetheword,unlessthis involvescuttingoff only asingleletter, or

cuttingoff only two lettersof a long word. No hardandfastrule for all wordscanbe

laid down. Theprinciplesmostfrequentlyapplicableare:

A. Divide theword accordingto its formation:

know-ledge(not knowl-edge)

Shake-speare(not Shakes-peare)

de-scribe(notdes-cribe)

atmo-sphere(notatmos-phere)

B. Divide “on thevowel:”

edi-ble(not ed-ible) propo-sition

ordi-nary espe-cial

reli-gious oppo-nents

regu-lar
classi-�-ca-tion (three divi-
sionspossible)

deco-rative presi-dent

C. Divide betweendoubleletters,unlessthey comeat theendof thesimple

form of theword:

Apen-nines Cincin-nati

refer-ring tell-ing

Thetreatmentof consonantsin combinationis bestshown from examples:
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for-tune pic-ture

presump-tuous illus-tration

sub-stan-tial(eitherdivision) indus-try

instruc-tion sug-ges-tion

incen-diary

Thestudentwill do well to examinethesyllable-division in a numberof pagesof any

carefullyprintedbook.
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Chapter III

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 , theremaybeno needof subdividing it into topics. Thusa brief description,a

brief summaryof aliterarywork,abrief accountof asingleincident,anarrativemerely

outlininganaction,thesettingforth of asingleidea,any oneof theseis bestwritten in

a singleparagraph.After theparagraphhasbeenwritten, it shouldbeexaminedto see

whethersubdivisionwill not improveit.

Ordinarily, however, a subjectrequiressubdivision into topics,eachof which should

bemadethesubjectof aparagraph.Theobjectof treatingeachtopic in aparagraphby

itself is, of course,to aidthereader. Thebeginningof eachparagraphis asignalto him

thatanew stepin thedevelopmentof thesubjecthasbeenreached.

Theextentof subdivisionwill varywith thelengthof thecomposition.For example,a

shortnoticeof abookor poemmightconsistof asingleparagraph.Oneslightly longer

might consistof two paragraphs:

A. Accountof thework.

B. Critical discussion.

13



14 CHAPTERIII. ELEMENTARY PRINCIPLES OF COMPOSITION

A reportonapoem,written for aclassin literature,mightconsistof sevenparagraphs:

A. Factsof compositionandpublication.

B. Kind of poem;metricalform.

C. Subject.

D. Treatmentof subject.

E. For whatchie�y remarkable.

F. Whereincharacteristicof thewriter.

G. Relationshipto otherworks.

The contentsof paragraphsC andD would vary with the poem. Usually, paragraph

C would indicatetheactualor imaginedcircumstancesof thepoem(thesituation),if

thesecall for explanation,andwouldthenstatethesubjectandoutlineits development.

If thepoemis a narrative in thethird personthroughout,paragraphC needcontainno

morethana concisesummaryof the action. ParagraphD would indicatethe leading

ideasandshow how they aremadeprominent,or would indicatewhat points in the

narrativearechie�y emphasized.

A novel might bediscussedundertheheads:

A. Setting.

B. Plot.

C. Characters.

D. Purpose.

A historicaleventmightbediscussedundertheheads:

A. Whatledup to theevent.

B. Accountof theevent.

C. Whattheeventled up to.

In treatingeitherof theselasttwo subjects,thewriter wouldprobably�nd it necessary

to subdivideoneor moreof thetopicsheregiven.

As arule,singlesentencesshouldnotbewrittenor printedasparagraphs.

An exceptionmaybemadeof sentencesof transition,indicatingtherelationbetween

thepartsof anexpositionor argument.

In dialogue,eachspeech,evenif only a singleword, is a paragraphby itself; that is, a

new paragraphbeginswith eachchangeof speaker. Theapplicationof this rule,when
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dialogueand narrative are combined,is best learnedfrom examplesin well-printed

worksof �ction.

10. As a rule, begin eachparagraph with a topic sentence;end it in
conformity with the beginning

Again, theobjectis to aid thereader. Thepracticehererecommendedenableshim to

discoverthepurposeof eachparagraphashebeginsto readit, andto retainthepurpose

in mind ashe endsit. For this reason,the mostgenerallyusefulkind of paragraph,

particularlyin expositionandargument,is thatin which

A. thetopicsentencecomesat or nearthebeginning;

B. the succeedingsentencesexplain or establishor develop the statement

madein thetopicsentence;and

C. the �nal sentenceeitheremphasizesthe thoughtof the topic sentenceor

statessomeimportantconsequence.

Endingwith a digression,or with anunimportantdetail,is particularlyto beavoided.

If the paragraphforms part of a larger composition,its relationto what precedes,or

its functionasa partof thewhole,mayneedto beexpressed.This cansometimesbe

doneby a mereword or phrase(again; therefore; for the samereason) in the topic

sentence.Sometimes,however, it is expedientto precedethetopic sentenceby oneor

moresentencesof introductionor transition.If morethanonesuchsentenceis required,

it is generallybetterto setapartthetransitionalsentencesasa separateparagraph.

Accordingto thewriter's purpose,he may, asindicatedabove, relatethebody of the

paragraphto thetopicsentencein oneor moreof severaldifferentways.Hemaymake

themeaningof thetopic sentenceclearerby restatingit in otherforms,by de�ning its

terms,by denying theconverse,by giving illustrationsor speci�c instances;hemayes-

tablishit by proofs;or hemaydevelopit by showing its implicationsandconsequences.

In a longparagraph,hemaycarryout severalof theseprocesses.

1 Now, to beproperlyenjoyed,
a walking tour shouldbe gone
uponalone.

1 Topicsentence.

2 If you go in a company, or
even in pairs, it is no longer
a walking tour in anything but
name;it is somethingelseand
morein thenatureof a picnic.

2 Themeaningmadeclearerby
denialof thecontrary.
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3 A walking tour should be
goneuponalone,becausefree-
domis of theessence;because
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,
normincein time with a girl.

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

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

4 A fourth reason,statedin two
forms.

5 You shouldbe as a pipe for
any wind to playupon.

5 The samereason,statedin
still anotherform.

6 “I cannotseethe wit,” says
Hazlitt, “of walkingandtalking
at thesametime.”

7 WhenI am in the country, I
wish to vegetatelike thecoun-
try, which is thegist of all that
canbesaiduponthematter.

6-7 The samereasonasstated
by Hazlitt.

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

8 Repetition,in paraphrase,of
thequotationfrom Hazlitt.

9 And so long as a man is
reasoninghe cannotsurrender
himselfto that�ne intoxication
that comesof muchmotion in
the open air, that begins in a
sortof dazzleandsluggishness
of thebrain,andendsin apeace
that passescomprehension. -
Stevenson,Walking Tours.

9 Final statementof the fourth
reason,in languageampli�ed
andheightenedto form astrong
conclusion.
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1 It was chie�y in the eigh-
teenthcenturythat a very dif-
ferent conception of history
grew up.

1 Topicsentence.

2 Historiansthen cameto be-
lieve that their taskwasnot so
much to paint a picture as to
solve a problem; to explain or
illustratethe successive phases
of nationalgrowth, prosperity,
andadversity.

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

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

3 Thede�nition expanded.

4 They soughtrather to write
a historyof peoplesthana his-
tory of kings.

4 The de�nition explained
by contrast.

5 They lookedespeciallyin his-
tory for thechainof causesand
effects.

5 Thede�nition supplemented:
another element in the new
conceptionof history.

6 They undertookto study in
the pastthe physiologyof na-
tions, and hoped by apply-
ing theexperimentalmethodon
a large scale to deducesome
lessonsof real valueaboutthe
conditions on which the wel-
fareof societymainly depend.
-Lecky, The Political Value
of History.

6 Conclusion: an important
consequenceof the new con-
ceptionof history.
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In narrationanddescriptiontheparagraphsometimesbeginswith a concise,compre-

hensivestatementservingto hold togetherthedetailsthatfollow.

Thebreezeservedusadmirably.

Thecampaignopenedwith 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

openingsentencesimply indicatesby its subjectwith whattheparagraphis to beprin-

cipally concerned.

At lengthI thoughtI might returntowardsthestockade.

He picked up the heavy lamp from the tableandbegan
to explore.

Another�ight of steps,andthey emergedon theroof.

Thebrief paragraphsof animatednarrative,however, areoftenwithout eventhis sem-

blanceof a topic sentence.Thebreakbetweenthemservesthepurposeof a rhetorical

pause,throwing into prominencesomedetailof theaction.

11. Usethe activevoice

Theactivevoiceis usuallymoredirectandvigorousthanthepassive:

I shallalwaysremembermy �rst visit to Boston.

This is muchbetterthan

My �rst visit to Boston will always be remem-
beredby me.

Thelattersentenceis lessdirect,lessbold,andlessconcise.If thewriter triesto make

it moreconciseby omitting “by me,”

My �rst visit to Bostonwill alwaysberemembered,
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it becomesinde�nite: is it thewriter, or somepersonundisclosed,or theworld at large,

thatwill alwaysrememberthisvisit?

This rule doesnot, of course,meanthat thewriter shouldentirelydiscardthepassive

voice,which is frequentlyconvenientandsometimesnecessary.

Thedramatistsof theRestorationarelittle esteemed
to-day.

Modern readershave little esteemfor the dramatistsof
theRestoration.

The �rst would betheright form in a paragraphon thedramatistsof theRestoration;

the second,in a paragraphon the tastesof modernreaders.The needof making a

particularword thesubjectof thesentencewill often,asin theseexamples,determine

whichvoiceis to beused.

Thehabitualuseof theactive voice,however, makesfor forcible writing. This is true

not only in narrative principally concernedwith action, but in writing of any kind.

Many a tamesentenceof descriptionor expositioncanbe madelively andemphatic

by substitutinga transitive in theactivevoicefor somesuchperfunctoryexpressionas

thereis, or couldbeheard.

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

Dead leaves covered
theground.

The sound of the falls could
still beheard.

The sound of the falls still
reachedourears.

The reasonthat he left college
wasthathis healthbecameim-
paired.

Failing health compelledhim
to leavecollege.

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

He soonrepentedhis words.

As a rule,avoid makingonepassivedependdirectly uponanother.

Gold was not allowed to
beexported.

It wasforbiddento export gold
(Theexportof goldwasprohib-
ited).
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He has been proved to have
beenseenenteringthebuilding.

It hasbeenproved that he was
seento enterthebuilding.

In boththeexamplesabove,beforecorrection,thewordproperlyrelatedto thesecond

passive is madethesubjectof the�rst.

A commonfault is to useas the subjectof a passive constructiona nounwhich ex-

pressestheentireaction,leaving to theverbno functionbeyondthatof completingthe

sentence.

A survey of this region was
madein 1900.

This region wassurveyed
in 1900.

Mobilization of the army was
rapidlycarriedout.

The army was rapidly
mobilized.

Con�rmation of thesereports
cannotbeobtained.

These reports cannot
becon�rmed.

Comparethe sentence,“The export of gold wasprohibited,” in which the predicate

“wasprohibited”expressessomethingnot implied in “export.”

12. Put statementsin positive form

Make de�nite assertions.Avoid tame,colorless,hesitating,non-committallanguage.

Usethewordnotasa meansof denialor in antithesis,neverasa meansof evasion.

He wasnot veryoftenon time. Heusuallycamelate.

He did not think that studying
Latin wasmuchuse.

He thought the study of
Latin useless.

The Taming of the Shrew
is rather weak in spots.
Shakespearedoes not portray
Katharineas a very admirable
character, nor does Bianca
remain long in memory as
an important character in
Shakespeare'sworks.

The women in The Taming
of the Shrew are unattrac-
tive. Katharineis disagreeable,
Biancainsigni�cant.
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The last example,beforecorrection,is inde�nite aswell asnegative. The corrected

version,consequently, is simplya guessat thewriter's intention.

All threeexamplesshow the weaknessinherentin the word not. Consciouslyor un-

consciously, thereaderis dissatis�edwith beingtold only whatis not; hewishesto be

told whatis. Hence,asa rule, it is betterto expressanegative in positive form.

nothonest dishonest

not important tri�ing

did not remember forgot

did notpayany attentionto ignored

did not have muchcon�-
dencein

distrusted

Theantithesisof negativeandpositive is strong:

Not charity, but simplejustice.

Not thatI lovedCaesarless,but Romethemore.

Negativewordsotherthannotareusuallystrong:

ThesunneversetsupontheBritish �ag.

13. Omit needlesswords

Vigorouswriting is concise.A sentenceshouldcontainnounnecessarywords,a para-

graphno unnecessarysentences,for the samereasonthat a drawing shouldhave no

unnecessarylinesandamachinenounnecessaryparts.Thisrequiresnotthatthewriter

make all his sentencesshort,or that he avoid all detail andtreathis subjectsonly in

outline,but thateveryword tell.

Many expressionsin commonuseviolatethis principle:

thequestionasto whether whether(thequestionwhether)

thereis nodoubtbut that nodoubt(doubtless)

usedfor fuel purposes usedfor fuel
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heis a manwho he

in a hastymanner hastily

this is a subjectwhich thissubject

His storyis a strangeone. His storyis strange.

In especialtheexpressionthefact thatshouldberevisedoutof everysentencein which

it occurs.

owing to thefactthat since(because)

in spiteof thefactthat though(although)

call your attentionto the
factthat

remindyou (notify you)

I wasunawareof thefactthat
I was unaware that (did
not know)

the fact that he had not
succeeded

his failure

thefactthatI hadarrived my arrival

Seealsoundercase, character, nature, systemin ChapterV.

Whois, which was, andthelike areoftensuper�uous.

His brother, who is a member
of thesame�rm

His brother, a memberof the
same�rm

Trafalgar, which was Nelson's
lastbattle

Trafalgar, Nelson's lastbattle

As positivestatementis moreconcisethannegative,andtheactivevoicemoreconcise

thanthepassive,many of theexamplesgivenunderRules11and12 illustratethis rule

aswell.
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A commonviolation of concisenessis thepresentationof a singlecomplex idea,step

by step,in aseriesof sentenceswhichmight to advantagebecombinedinto one.

Macbeth was very ambitious.
This led him to wish to be-
come king of Scotland. The
witchestold him that this wish
of his would come true. The
king of Scotlandat this time
was Duncan. Encouragedby
his wife, Macbeth murdered
Duncan. He was thusenabled
to succeedDuncan as king.
(55 words.)

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

14. Avoid a successionof loosesentences

This rule refersespeciallyto loosesentencesof a particulartype, thoseconsistingof

two co-ordinateclauses,thesecondintroducedby a conjunctionor relative. Although

singlesentencesof this typemaybeunexceptionable(seeunderRule4), a seriessoon

becomesmonotonousandtedious.

An unskilful writer will sometimesconstructa whole paragraphof sentencesof this

kind, usingasconnectivesand, but, andlessfrequently, who, which, when, where, and

while, theselastin non-restrictivesenses(seeunderRule3).

Thethird concertof thesubscriptionserieswasgivenlast
evening,anda largeaudiencewasin attendance.Mr. Ed-
wardAppletonwasthesoloist,andtheBostonSymphony
Orchestrafurnishedthe instrumentalmusic. The former
showedhimself to beanartistof the�rst rank,while the
latterproveditself fully deservingof its high reputation.
Theinterestarousedby theserieshasbeenverygratifying
to theCommittee,andit is plannedto giveasimilarseries
annuallyhereafter. The fourth concertwill be given on
Tuesday, May 10,whenanequallyattractiveprogramme
will bepresented.

Apart from its tritenessandemptiness,theparagraphaboveis badbecauseof thestruc-

ture of its sentences,with their mechanicalsymmetryandsing-song.Contrastwith

themthe sentencesin the paragraphsquotedunderRule 10, or in any pieceof good

Englishprose,asthepreface(BeforetheCurtain)to VanityFair.
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If the writer �nds that he haswritten a seriesof sentencesof the type described,he

shouldrecastenoughof themto remove themonotony, replacingthemby simplesen-

tences,by sentencesof two clausesjoined by a semicolon,by periodicsentencesof

two clauses,by sentences,looseor periodic,of threeclauses-whicheverbestrepresent

therealrelationsof thethought.

15. Expressco-ordinate ideasin similar form

Thisprinciple,thatof parallelconstruction,requiresthatexpressionsof similarcontent

andfunctionshouldbe outwardly similar. The likenessof form enablesthereaderto

recognizemorereadily the likenessof contentandfunction. Familiar instancesfrom

theBible aretheTenCommandments,theBeatitudes,andthepetitionsof theLord's

Prayer.

Theunskilful writer oftenviolatesthisprinciple,from amistakenbelief thatheshould

constantlyvary the form of his expressions.It is true that in repeatinga statement

in orderto emphasizeit he may have needto vary its form. For illustration, seethe

paragraphfrom StevensonquotedunderRule10. But apartfrom this,heshouldfollow

theprincipleof 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-handversiongives the impressionthat the writer is undecidedor timid; he

seemsunableor afraidto chooseoneform of expressionandhold to it. Theright-hand

versionshowsthatthewriter hasat leastmadehis choiceandabidedby it.

By this principle, an article or a prepositionapplyingto all the membersof a series

musteitherbeusedonly beforethe�rst termor elseberepeatedbeforeeachterm.

TheFrench,theItalians,Span-
ish,andPortuguese

The French, the Italians, the
panish,andthePortuguese

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

Correlativeexpressions(both, and; not, but; notonly, but also; either, or; �r st, second,

third; andthe like) shouldbe followedby thesamegrammaticalconstruction.Many

violationsof this rulecanbecorrectedby rearrangingthesentence.
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It was both a long ceremony
andvery tedious.

The ceremony was both long
andtedious.

A time not for words,but
action

A time not for words,but
for action

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

You must either grant his re-
questor incurhis ill will.

My objectionsare,�rst, the in-
justiceof themeasure;second,
thatit is unconstitutional.

My objectionsare,�rst, thatthe
measureis unjust;second,that
it is unconstitutional.

Seealsothethird exampleunderRule12andthelastunderRule13.

It maybeasked,whatif awriter needsto expressavery largenumberof similar ideas,

say twenty? Must he write twenty consecutive sentencesof the samepattern? On

closerexaminationhewill probably�nd thatthedif�culty is imaginary, thathis twenty

ideascanbeclassi�ed in groups,andthatheneedapplytheprincipleonly within each

group.Otherwisehehadbestavoid thedif�culty by puttinghis statementsin theform

of a table.

16. Keeprelatedwords together

The positionof the wordsin a sentenceis theprincipal meansof showing their rela-

tionship. The writer musttherefore,so far aspossible,bring togetherthewords,and

groupsof words, that are relatedin thought,andkeepapartthosewhich are not so

related.

Thesubjectof a sentenceandtheprincipalverbshouldnot, asa rule,beseparatedby

a phraseor clausethatcanbetransferredto thebeginning.

Wordsworth, in the �fth
book of The Excursion,
gives a minute descriptionof
this church.

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

Cast iron, when treated in a
Bessemerconverter, is changed
into steel.

By treatment in a Bessemer
converter, castiron is changed
into steel.

The objectionis that the interposedphraseor clauseneedlesslyinterruptsthenatural

orderof themainclause.Thisobjection,however, doesnotusuallyholdwhentheorder



26 CHAPTERIII. ELEMENTARY PRINCIPLES OF COMPOSITION

is interruptedonly by a relative clauseor by anexpressionin apposition.Nor doesit

hold in periodicsentencesin which the interruptionis a deliberatelyusedmeansof

creatingsuspense(seeexamplesunderRule18).

Therelativepronounshouldcome,asa rule, immediatelyafterits antecedent.

Therewasa look in hiseyethat
bodedmischief.

In hiseyewasalook thatboded
mischief.

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

Hepublishedin Harper'sMag-
azine three articles about his
adventuresin Spain.

This is a portrait of Benjamin
Harrison,grandsonof William
Henry Harrison, who became
Presidentin 1889.

This is a portrait of Benjamin
Harrison,grandsonof William
Henry Harrison. He became
Presidentin 1889.

If the antecedentconsistsof a groupof words, the relative comesat the endof the

group,unlessthis would causeambiguity.

TheSuperintendentof theChicagoDivision,who

A proposalto amendtheSher-
manAct, which hasbeenvari-
ouslyjudged

A proposal, which has been
variouslyjudged,to amendthe
ShermanAct

A proposalto amendthemuch-
debatedShermanAct

The grandson of William
HenryHarrison,who

William Henry Harrison's
grandson,Benjamin Harrison,
who

A noun in appositionmay comebetweenantecedentandrelative, becausein sucha

combinationno realambiguitycanarise.

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

Modi�ers shouldcome,if possiblenext to thewordthey modify. If severalexpressions

modify thesameword,they shouldbesoarrangedthatnowrongrelationis suggested.
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All thememberswerenot
present.

Not all thememberswere
present.

Heonly foundtwo mistakes. He foundonly two mistakes.

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

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

17. In summaries,keepto onetense

In summarizingtheactionof a drama,thewriter shouldalwaysusethepresenttense.

In summarizinga poem,story, or novel, heshouldpreferablyusethepresent,though

he may usethe pastif he prefers. If the summaryis in the presenttense,antecedent

actionshouldbeexpressedby theperfect;if in thepast,by thepastperfect.

An unforeseenchancepreventsFriar Johnfrom deliver-
ing Friar Lawrence's letter to Romeo.Juliet,meanwhile,
owing to her father's arbitrarychangeof the day setfor
her wedding, has beencompelledto drink the potion
on Tuesdaynight, with the resultthatBalthasarinforms
Romeo of her supposeddeath before Friar Lawrence
learnsof thenondeliveryof theletter.

But whichever tensebe usedin the summary, a pasttensein indirect discourseor in

indirectquestionremainsunchanged.

TheLegateinquireswhostrucktheblow.

Apart from the exceptionsnoted,whichever tensethe writer chooses,he shoulduse

throughout.Shifting from onetenseto the othergivesthe appearanceof uncertainty

andirresolution(compareRule15).

In presentingthe statementsor the thoughtof someoneelse,as in summarizingan

essayor reportinga speech,thewriter shouldavoid intercalatingsuchexpressionsas

“he said,” “he stated,” “the speaker added,” “the speaker thenwent on to say,” “the

authoralsothinks,” or the like. He shouldindicateclearly at theoutset,oncefor all,

thatwhatfollows is summary, andthenwastenowordsin repeatingthenoti�cation.
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In notebooks,in newspapers,in handbooksof literature,summariesof one kind or

anothermaybeindispensable,andfor childrenin primaryschoolsit is ausefulexercise

to retell a story in their own words. But in thecriticism or interpretationof literature

thewriter shouldbecarefulto avoid droppinginto summary. He may�nd it necessary

to devoteoneor two sentencesto indicatingthe subject,or the openingsituation,of

thework he is discussing;hemaycite numerousdetailsto illustrateits qualities.But

he shouldaim to write an orderly discussionsupportedby evidence,not a summary

with occasionalcomment.Similarly, if thescopeof his discussionincludesa number

of works,hewill asa rule do betternot to take themup singly in chronologicalorder,

but to aim from thebeginningatestablishinggeneralconclusions.

18. Placethe emphaticwords of a sentenceat the end

The properplacefor the word, or groupof words,which the writer desiresto make

mostprominentis usuallytheendof thesentence.

Humanityhashardlyadvanced
in fortitude since that time,
thoughit hasadvancedin many
otherways.

Humanity, sincethat time, has
advancedin many otherways,
but it has hardly advanced
in fortitude.

This steel is principally used
for making razors,becauseof
its hardness.

Becauseof its hardness,this
steelis principallyusedin mak-
ing razors.

Thewordorgroupof wordsentitledto thispositionof prominenceis usuallythelogical

predicate,thatis, thenew elementin thesentence,asit is in thesecondexample.

Theeffectivenessof theperiodicsentencearisesfrom theprominencewhich it givesto

themainstatement.

Four centuriesago, ChristopherColumbus, one of the
Italian marinerswhomthedeclineof their own republics
hadputat theserviceof theworld andof adventure,seek-
ing for Spaina westward passageto the Indiesasa set-
off againstthe achievementsof Portuguesediscoverers,
lightedonAmerica.

With thesehopesandin thisbelief I wouldurgeyou,lay-
ing asideall hindrance,thrustingawayall privateaims,to
devoteyourselvesunswervinglyandun�inchingly to the
vigorousandsuccessfulprosecutionof this war.
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The other prominentposition in the sentenceis the beginning. Any elementin the

sentence,otherthanthesubject,becomesemphaticwhenplaced�rst.

Deceitor treacheryhecouldnever forgive.

So vast and rude, fretted by the action of nearly three
thousandyears,thefragmentsof thisarchitecturemayof-
tenseem,at �rst sight,likeworksof nature.

A subjectcoming�rst in its sentencemaybeemphatic,but hardlyby its positionalone.

In thesentence,

Greatkingsworshippedat hisshrine,

theemphasisuponkingsariseslargely from its meaningandfrom thecontext. To re-

ceivespecialemphasis,thesubjectof asentencemusttakethepositionof thepredicate.

Throughthemiddleof thevalley �o weda winding
stream.

The principle that theproperplacefor what is to bemademostprominentis theend

appliesequallyto thewordsof a sentence,to thesentencesof a paragraph,andto the

paragraphsof a composition.
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Chapter IV

A FEW MATTERS OF FORM

� Headings.Leaveablankline, or its equivalentin space,afterthetitle or heading

of a manuscript.On succeedingpages,if usingruled paper, begin on the �rst

line.

� Numerals.Do not spellout datesor otherserialnumbers.Write themin �gures

or in Romannotation,asmaybeappropriate.

August9, 1918 ChapterXII

Rule3 352dInfantry

� Parentheses.A sentencecontaininganexpressionin parenthesisis punctuated,

outsideof the marksof parenthesis,exactly as if the expressionin parenthesis

wereabsent.Theexpressionwithin is punctuatedasif it stoodby itself, except

thatthe�nal stopis omittedunlessit is aquestionmarkor anexclamationpoint.

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

He declares(andwhy shouldwe doubthis goodfaith?)
thatheis now certainof success.

(Whena wholly detachedexpressionor sentenceis parenthesized,the�nal stop

comesbeforethelastmarkof parenthesis.)

� Quotations.Formal quotations,cited asdocumentaryevidence,areintroduced

by acolonandenclosedin quotationmarks.

Theprovisionof theConstitutionis: “No taxor dutyshall
belaid onarticlesexportedfrom any state.”

31
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Quotationsgrammaticallyin appositionor the direct objectsof verbsarepre-

cededby acommaandenclosedin quotationmarks.

I recall themaximof La Rochefoucauld,“Gratitudeis a
lively senseof bene�ts to come.”

Aristotlesays,“Art is animitation of nature.”

Quotationsof an entire line, or more,of verse,are begun on a fresh line and

centred,but notenclosedin quotationmarks.

Wordsworth's enthusiasmfor theRevolution wasat �rst
unbounded:

Bliss wasit in thatdawn to bealive,
But to beyoungwasveryheaven!

Quotationsintroducedby that areregardedasin indirectdiscourseandnot en-

closedin quotationmarks.

Keatsdeclaresthatbeautyis truth, truth beauty.

Proverbialexpressionsandfamiliar phrasesof literary origin requireno quota-

tion marks.

Thesearethetimesthattry men'ssouls.

He livesfar from themaddingcrowd.

Thesameis trueof colloquialismsandslang.

� References.In scholarlywork requiringexact references,abbreviate titles that

occur frequently, giving the full forms in an alphabeticallist at the end. As

a generalpractice,give the referencesin parenthesisor in footnotes,not in the

bodyof thesentence.Omit thewordsact, scene, line, book, volume, page, except

whenreferringby only oneof them.Punctuateasindicatedbelow.

In thesecondsceneof the
third act

In III.ii (still better, simply in-
sert III.ii in parenthesisat the
properplacein thesentence)

After the killing of Polonius,Hamlet is placedunderguard
(IV. ii. 14).
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2 Samueli:17-27
Othello II.iii. 264-267,
III.iii. 155-161

� Titles. For the titles of literary works,scholarlyusageprefersitalics with cap-

italized initials. The usageof editorsandpublishersvaries,someusingitalics

with capitalizedinitials, othersusingRomanwith capitalizedinitials andwith or

without quotationmarks.Useitalics (indicatedin manuscriptby underscoring),

exceptin writing for a periodicalthatfollowsa differentpractice.Omit initial A

or Thefrom titles whenyouplacethepossessivebeforethem.

The Iliad; the Odyssey; As You Like It; To a Skylark;
TheNewcomes; A Tale of Two Cities; Dickens's Tale of
Two Cities.
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Chapter V

WORDS AND EXPRESSIONS

COMMONLY MISUSED

(Many of the wordsandexpressionsherelisted arenot so muchbadEnglishasbad

style, thecommonplacesof carelesswriting. As illustratedunderFeature,theproper

correctionis likely to benot thereplacementof oneword or setof wordsby another,

but thereplacementof vaguegeneralityby de�nite statement.)

All right. Idiomaticin familiar speechasadetachedphrasein thesense,“Agreed,” or

“Go ahead.” In otherusesbetteravoided.Alwayswrittenastwo words.

As goodor better than. Expressionsof this typeshouldbecorrectedby rearranging

thesentence.

My opinionis asgoodor better
thanhis.

My opinionis asgoodashis,or
better(if notbetter).

As to whether. Whetheris suf�cient; seeunderRule13.

Bid. Takesthein�niti vewithout to. Thepasttenseis bade.

Case. TheConciseOxford Dictionarybeginsits de�nition of thisword: “instanceof a

thing'soccurring;usualstateof affairs.” In thesetwo senses,theword is usually

unnecessary.

In many cases,the roomswere
poorly ventilated.

Many of theroomswerepoorly
ventilated.

It hasrarely beenthe casethat
any mistakehasbeenmade.

Few mistakeshavebeenmade.

35
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SeeWood, Suggestionsto Authors, pp. 68-71,andQuiller-Couch,TheArt of

Writing, pp. 103-106.

Certainly. Usedindiscriminatelyby somespeakers,muchasothersusevery, to inten-

sify any andevery statement.A mannerismof this kind, badin speech,is even

worsein writing.

Character. Oftensimply redundant,usedfrom a merehabitof wordiness.

Actsof ahostilecharacter Hostileacts

Claim, vb. With object-noun,meanslay claim to. May be usedwith a dependent

clauseif thissenseisclearlyinvolved:“He claimedthathewasthesolesurviving

heir.” (But even here,“claimed to be” would be better.) Not to be usedasa

substitutefor declare, maintain,or charge.

Compare. To compare to is to point out or imply resemblances,betweenobjectsre-

gardedasessentiallyof differentorder; to compare with is mainly to point out

differences,betweenobjectsregardedas essentiallyof the sameorder. Thus

life hasbeencomparedto a pilgrimage,to a drama,to a battle; Congressmay

be comparedwith the British Parliament. Paris hasbeencomparedto ancient

Athens;it maybecomparedwith modernLondon.

Clever. Thiswordhasbeengreatlyoverused;it is bestrestrictedto ingenuitydisplayed

in smallmatters.

Consider. Not followedby aswhenit means,“believe to be.” “I considerhim thor-

oughlycompetent.” Compare,“The lecturerconsideredCromwell�rst assoldier

andsecondasadministrator,” where“considered”means“examined”or “dis-

cussed.”

Dependable.A needlesssubstitutefor reliable, trustworthy.

Due to. Incorrectlyusedfor through, becauseof, or owing to, in adverbial phrases:

“He lost the �rst game,dueto carelessness.” In correctuserelatedaspredicate

or asmodi�er to a particularnoun: “This inventionis dueto Edison;” “losses

dueto preventable�res.”

Effect. As noun,meansresult; asverb,meansto bring about, accomplish(not to be

confusedwith affect, whichmeans“to in�uence”).

As noun,oftenlooselyusedin perfunctorywriting aboutfashions,music,paint-

ing, andotherarts: “an Orientaleffect;” “effectsin palegreen;”“very delicate
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effects;” “broadeffects;” “subtleeffects;” “a charmingeffect wasproducedby.”

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 beusedif oneof thesewould be insuf�cient, that is, if the readerwould

beleft in doubtasto any importantparticulars.Leastopento objectionwhenit

representsthelasttermsof a list alreadygivenin full, or immaterialwordsat the

endof aquotation.

At theendof alist introducedby such as, for example, or any similarexpression,

etc. is incorrect.

Fact. Use this word only of mattersof a kind capableof direct veri�cation, not of

mattersof judgment.Thata particulareventhappenedona givendate,thatlead

meltsat a certaintemperature,arefacts.But suchconclusionsasthatNapoleon

wasthegreatestof moderngenerals,or that theclimateof Californiais delight-

ful, however incontestablethey maybe,arenotproperlyfacts.

On theformulathefact that,seeunderRule13.

Factor. A hackneyedword; theexpressionsof which it formspartcanusuallybere-

placedby somethingmoredirectandidiomatic.

His superior training was the
great factor in his winning
thematch.

Hewonthematchbybeingbet-
ter trained.

Heavy artillery is becomingan
increasinglyimportantfactorin
decidingbattles.

Heavy artillery is playing a
larger andlarger part in decid-
ing battles.

Feature. Anotherhackneyedword; like factor it usuallyaddsnothingto thesentence

in which it occurs.

A featureof the entertainment
especiallyworthy of mention
wasthesingingof MissA.

(Better use the samenumber
of words to tell what Miss A.
sang, or if the programme
hasalreadybeengiven, to tell
somethingof how shesang.)

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

Fix. Colloquial in America for arrange, prepare, mend. In writing restrict it to its

literary senses, fasten, make �rm or immovable, etc.
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He is a man who. A commontypeof redundantexpression;seeRule13.

He is a manwho is very
ambitious.

He is veryambitious.

Spainis acountrywhich I have
alwayswantedto visit.

I have always wantedto
visit Spain.

However. In themeaningnevertheless,not to come�rst in its sentenceor clause.

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

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

Whenhowevercomes�rst, it meansin whateverwayor to whateverextent.

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

However discouraging the
prospect,henever lost heart.

Kind of. Not to be usedas a substitutefor rather (beforeadjectivesand verbs),or

exceptin familiarstyle,for somethinglike(beforenouns).Restrictit to its literal

sense:“Amber is a kind of fossil resin;” “I dislike that kind of notoriety.” The

sameholdstrueof sort of.

Less. Shouldnotbemisusedfor fewer.

Hehadlessmenthanin thepre-
viouscampaign.

He had fewer men than in the
previouscampaign.

Lessrefersto quantity, fewer to 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 thepetitionwerelessthanahundred,“wheretheroundnumber,

ahundred,is somethinglikeacollectivenoun,andlessis thoughtof asmeaning

a lessquantityor amount.

Line, along theselines. Line in the senseof courseof procedure, conduct, thought,

is allowable,but hasbeensomuchoverworked,particularlyin thephrasealong

theselines, thata writer who aimsat freshnessor originality hadbetterdiscard

it entirely.

Mr. B. also spoke along the
samelines.

Mr. B. alsospoke, to the
sameeffect.
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He is studyingalongtheline of
Frenchliterature.

He is studyingFrenchlit-
erature.

Literal, literally . Oftenincorrectlyusedin supportof exaggerationorviolentmetaphor.

A literal �ood of abuse A �ood of abuse

Literally deadwith fatigue
Almost deadwith fatigue
(deadtired)

Loseout. Meant to be moreemphaticthanlose,but actually lessso, becauseof its

commonness.Thesameholdstrueof try out, win out, signup, registerup. With

a numberof verbs,out andup form idiomatic combinations:�nd out, run out,

turn out, cheerup, dry up, makeup, andothers,eachdistinguishablein meaning

from thesimpleverb. Loseout is not.

Most. Not to beusedfor almost.

Mosteverybody Almosteverybody

Mostall thetime Almostall thetime

Nature. Oftensimply redundant,usedlike character.

Actsof ahostilenatureHostileacts

Often vaguelyusedin suchexpressionsas “a lover of nature;” “poemsabout

nature.” Unlessmorespeci�c statementsfollow, the readercannottell whether

the poemshave to do with naturalscenery, rural life, the sunset,theuntracked

wilderness,or thehabitsof squirrels.

Near by. Adverbialphrase,notyetfully acceptedasgoodEnglish,thoughtheanalogy

of closeby andhard by seemsto justify it. Near, or nearat hand, is asgood,if

notbetter.

Not to beusedasanadjective;useneighboring.

Oftentimes,ofttimes. Archaic forms, no longer in good use. The modernword is

often.

One hundred and one. Retaintheandin this andsimilar expressions,in accordance

with theunvaryingusageof Englishprosefrom Old Englishtimes.

One of the most. Avoid beginning essaysor paragraphswith this formula, as,“One

of themostinterestingdevelopmentsof modernscienceis, etc.;” “Switzerlandis
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oneof themostinterestingcountriesof Europe.” Thereis nothingwrongin this;

it is simply threadbareandforcible-feeble.

People. Thepeopleis a political term,not to be confusedwith the public. From the

peoplecomespolitical supportor opposition;from thepublic comesartisticap-

preciationor commercialpatronage.

Theword peopleis not to beusedwith wordsof number, in placeof persons. If

of “six people”� vewentaway, how many “people”wouldbeleft?

Phase.Meansa stageof transitionor development:“the phasesof the moon;” “the

lastphase.” Not to beusedfor aspector topic.

Anotherphaseof thesubject
Another point (an-
otherquestion)

Possess.Not to beusedasa meresubstitutefor haveor own.

He possessedgreatcourage.
Hehadgreatcourage(wasvery
brave).

Hewasthefortunatepos-
sessorof

Heowned

Respective,respectively. Thesewordsmayusuallybeomittedwith advantage.

Works of �ction are listed un-
der the namesof their respec-
tiveauthors.

Works of �ction are listed un-
derthenamesof their authors.

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

The one mile and two mile
runswerewonby Jonesandby
Cummings.

In somekindsof formalwriting, asin geometricalproofs,it maybenecessaryto

userespectively, but it shouldnotappearin writing onordinarysubjects.

So. Avoid, in writing, theuseof soasan intensi�er: “so good;” “so warm;” “so de-

lightful.”

On theuseof soto introduceclauses,seeRule4.

Sort of. SeeunderKind of.
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State. Not to beusedasa meresubstitutefor say, remark. Restrictit to thesenseof

expressfully or clearly, as,“He refusedto statehisobjections.”

Student body. A needlessandawkwardexpression,meaningnomorethanthesimple

word students.

A memberof thestudentbody A student

Popularwith thestudentbody Likedby thestudents

The studentbody passed
resolutions.

Thestudentspassedreso-
lutions.

System. Frequentlyusedwithoutneed.

Dayton has adoptedthe com-
missionsystemof government.

Dayton has adopted govern-
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

whichyouhaverequestedis granted,write a letterof acknowledgment.

They. A commoninaccuracy is theuseof theplural pronounwhentheantecedentis

a distributive expressionsuchaseach, each one, everybody, everyone, manya

man, which, thoughimplying morethanoneperson,requiresthepronounto be

in thesingular. Similar to this, but with evenlessjusti�cation, is theuseof the

plural pronounwith theantecedentanybody, anyone, somebody, someone, the

intentionbeingeitherto avoid theawkward“he or she,” or to avoid committing

oneselfto either. Somebashfulspeakersevensay, “A friendof minetold methat

they, etc.”

Usehewith all theabovewords,unlesstheantecedentis or mustbefeminine.

Very. Use this word sparingly. Whereemphasisis necessary, usewords strongin

themselves.

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

ion.

While. Avoid the indiscriminateuseof this word for and, but, andalthough. Many

writersuseit frequentlyasa substitutefor andor but, eitherfrom a meredesire

to vary theconnective, or from uncertaintywhich of the two connectivesis the

moreappropriate.In this useit is bestreplacedby a semicolon.
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This is entirelycorrect,asshown by theparaphrase,

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

The of�ce and salesroomsare
on theground�oor; the restof
thebuilding is devotedto man-
ufacturing.

Its useasa virtual equivalentof althoughis allowablein sentenceswherethis

leadsto noambiguityor absurdity.

While I admirehis energy, I wish it wereemployedin a
bettercause.

I admirehis energy; at thesametime I wish it wereem-
ployedin abettercause.

Compare:

While the temperaturereaches
90or 95degreesin thedaytime,
thenightsareoftenchilly.

Although the temperature
reaches90 or 95 degreesin the
daytime, the nights are often
chilly.

Theparaphrase,

Thetemperaturereaches90or 95degreesin thedaytime;
at thesametime thenightsareoftenchilly,

showswhy theuseof while is incorrect.

In general,thewriter will do well to usewhile only with strict literalness,in the

senseof during thetimethat.

Whom. Oftenincorrectlyusedfor whobeforehesaidor similar expressions,whenit

is really thesubjectof a following verb.

His brother, whom he said
wouldsendhim themoney

His brother, whohesaidwould
sendhim themoney

Themanwhomhethoughtwas
his friend

Themanwho (that)hethought
was his friend (whom he
thoughthis friend)
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Worth while. Overworkedasa termof vagueapproval and(with not) of disapproval.

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;donot repayreading).

Theuseof worth whilebeforea noun(“a worthwhile story”) is indefensible.

Would. A conditionalstatementin the�rst personrequiresshould, notwould.

I shouldnothavesucceededwithouthis help.

The equivalent of shall in indirect quotationafter a verb in the past tenseis

should, notwould.

He predictedthat before long we should have a
greatsurprise.

To expresshabitualor repeatedaction,thepasttense,without would, is usually

suf�cient, andfrom its brevity, moreemphatic.

Oncea yearhe would visit the
old mansion.

Oncea yearhe visited the old
mansion.
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Chapter VI

WORDS OFTEN MISSPELLED

accidentally formerly privilege
advice humorous pursue
affect hypocrisy repetition
beginning immediately rhyme
believe incidentally rhythm
bene�t latter ridiculous
challenge led sacrilegious
criticize lose seize
deceive marriage separate
de�nite mischief shepherd
describe murmur siege
despise necessary similar
develop occurred simile
disappoint parallel too
duel Philip tragedy
ecstasy playwright tries
effect preceding undoubtedly
existence prejudice until
�ery principal

Write to-day, to-night, to-morrow (but not together) with hyphen.

Write anyone, everyone, someone, sometime(exceptthesenseof formerly) astwo

words.

THE END
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