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I. INTRODUCTORY

Th�s book a�ms to g�ve �n br�ef space the pr�nc�pal requ�rements
of pla�n Engl�sh style. It a�ms to l�ghten the task of �nstructor and
student by concentrat�ng attent�on (�n Chapters II and III) on a few
essent�als, the rules of usage and pr�nc�ples of compos�t�on most
commonly v�olated. In accordance w�th th�s plan �t lays down three
rules for the use of the comma, �nstead of a score or more, and one
for the use of the sem�colon, �n the bel�ef that these four rules
prov�de for all the �nternal punctuat�on that �s requ�red by n�neteen
sentences out of twenty. S�m�larly, �t g�ves �n Chapter III only those
pr�nc�ples of the paragraph and the sentence wh�ch are of the w�dest
appl�cat�on. The book thus covers only a small port�on of the f�eld of
Engl�sh style. The exper�ence of �ts wr�ter has been that once past
the essent�als, students prof�t most by �nd�v�dual �nstruct�on based on
the problems of the�r own work, and that each �nstructor has h�s own
body of theory, wh�ch he may prefer to that offered by any textbook.

The numbers of the sect�ons may be used as references �n
correct�ng manuscr�pt.

The wr�ter's colleagues �n the Department of Engl�sh �n Cornell
Un�vers�ty have greatly helped h�m �n the preparat�on of h�s
manuscr�pt. Mr. George McLane Wood has k�ndly consented to the
�nclus�on under Rule 10 of some mater�al from h�s Suggest�ons to
Authors.



The follow�ng books are recommended for reference or further
study: �n connect�on w�th Chapters II and IV, F. Howard Coll�ns,
Author and Pr�nter (Henry Frowde); Ch�cago Un�vers�ty Press,
Manual of Style; T. L. De V�nne, Correct Compos�t�on (The Century
Company); Horace Hart, Rules for Compos�tors and Pr�nters (Oxford
Un�vers�ty Press); George McLane Wood, Extracts from the Style-
Book of the Government Pr�nt�ng Off�ce (Un�ted States Geolog�cal
Survey); �n connect�on w�th Chapters III and V, The K�ng's Engl�sh
(Oxford Un�vers�ty Press); S�r Arthur Qu�ller-Couch, The Art of
Wr�t�ng (Putnam), espec�ally the chapter, Interlude on Jargon;
George McLane Wood, Suggest�ons to Authors (Un�ted States
Geolog�cal Survey); John Lessl�e Hall, Engl�sh Usage (Scott,
Foresman and Co.); James P. Kelley, Workmansh�p �n Words (L�ttle,
Brown and Co.). In these w�ll be found full d�scuss�ons of many
po�nts here br�efly treated and an abundant store of �llustrat�ons to
supplement those g�ven �n th�s book.

It �s an old observat�on that the best wr�ters somet�mes d�sregard
the rules of rhetor�c. When they do so, however, the reader w�ll
usually f�nd �n the sentence some compensat�ng mer�t, atta�ned at
the cost of the v�olat�on. Unless he �s certa�n of do�ng as well, he w�ll
probably do best to follow the rules. After he has learned, by the�r
gu�dance, to wr�te pla�n Engl�sh adequate for everyday uses, let h�m
look, for the secrets of style, to the study of the masters of l�terature.



II. ELEMENTARY RULES OF USAGE

1. Form the possess�ve s�ngular of nouns by add�ng 's.

Follow th�s rule whatever the f�nal consonant. Thus wr�te,
Charles's fr�end
Burns's poems
the w�tch's mal�ce

Th�s �s the usage of the Un�ted States Government Pr�nt�ng Off�ce
and of the Oxford Un�vers�ty Press.

Except�ons are the possess�ve of anc�ent proper names �n -es
and -�s, the possess�ve Jesus', and such forms as for consc�ence'
sake, for r�ghteousness' sake. But such forms as Ach�lles' heel,
Moses' laws, Is�s' temple are commonly replaced by

the heel of Ach�lles
the laws of Moses
the temple of Is�s

The pronom�nal possess�ves hers, �ts, the�rs, yours, and oneself
have no apostrophe.

2. In a ser�es of three or more terms w�th a s�ngle conjunct�on,
use a comma after each term except the last.



Thus wr�te,
red, wh�te, and blue
gold, s�lver, or copper
He opened the letter, read �t, and made a note of �ts contents.

Th�s �s also the usage of the Government Pr�nt�ng Off�ce and of
the Oxford Un�vers�ty Press.

In the names of bus�ness f�rms the last comma �s om�tted, as,
Brown, Sh�pley & Co.

3. Enclose parenthet�c express�ons between commas.

The best way to see a country, unless you are pressed for t�me, �s to travel on foot.

Th�s rule �s d�ff�cult to apply; �t �s frequently hard to dec�de
whether a s�ngle word, such as however, or a br�ef phrase, �s or �s
not parenthet�c. If the �nterrupt�on to the flow of the sentence �s but
sl�ght, the wr�ter may safely om�t the commas. But whether the
�nterrupt�on be sl�ght or cons�derable, he must never �nsert one
comma and om�t the other. Such punctuat�on as

Marjor�e's husband, Colonel Nelson pa�d us a v�s�t yesterday,

or
My brother you w�ll be pleased to hear, �s now �n perfect health,

�s �ndefens�ble.
If a parenthet�c express�on �s preceded by a conjunct�on, place

the f�rst comma before the conjunct�on, not after �t.
He saw us com�ng, and unaware that we had learned of h�s treachery, greeted us w�th a

sm�le.

Always to be regarded as parenthet�c and to be enclosed
between commas (or, at the end of the sentence, between comma
and per�od) are the follow�ng:

(1) the year, when form�ng part of a date, and the day of the
month, when follow�ng the day of the week:

February to July, 1916.



Apr�l 6, 1917.
Monday, November 11, 1918.

(2) the abbrev�at�ons etc. and jr.
(3) non-restr�ct�ve relat�ve clauses, that �s, those wh�ch do not

serve to �dent�fy or def�ne the antecedent noun, and s�m�lar clauses
�ntroduced by conjunct�ons �nd�cat�ng t�me or place.

The aud�ence, wh�ch had at f�rst been �nd�fferent, became more and more �nterested.

In th�s sentence the clause �ntroduced by wh�ch does not serve to tell
wh�ch of several poss�ble aud�ences �s meant; what aud�ence �s �n
quest�on �s supposed to be already known. The clause adds,
parenthet�cally, a statement supplement�ng that �n the ma�n clause.
The sentence �s v�rtually a comb�nat�on of two statements wh�ch
m�ght have been made �ndependently:

The aud�ence had at f�rst been �nd�fferent. It became more and more �nterested.

Compare the restr�ct�ve relat�ve clause, not set off by commas, �n the
sentence,

The cand�date who best meets these requ�rements w�ll obta�n the place.

Here the clause �ntroduced by who does serve to tell wh�ch of
several poss�ble cand�dates �s meant; the sentence cannot be spl�t
up �nto two �ndependent statements.

The d�fference �n punctuat�on �n the two sentences follow�ng �s
based on the same pr�nc�ple:

Nether Stowey, where Coler�dge wrote The R�me of the Anc�ent Mar�ner, �s a few m�les
from Br�dgewater.

The day w�ll come when you w�ll adm�t your m�stake.

Nether Stowey �s completely �dent�f�ed by �ts name; the statement
about Coler�dge �s therefore supplementary and parenthet�c. The day
spoken of �s �dent�f�ed only by the dependent clause, wh�ch �s
therefore restr�ct�ve.

S�m�lar �n pr�nc�ple to the enclos�ng of parenthet�c express�ons
between commas �s the sett�ng off by commas of phrases or
dependent clauses preced�ng or follow�ng the ma�n clause of a
sentence.



Partly by hard f�ght�ng, partly by d�plomat�c sk�ll, they enlarged the�r dom�n�ons to the
east, and rose to royal rank w�th the possess�on of S�c�ly, exchanged afterwards for
Sard�n�a.

Other �llustrat�ons may be found �n sentences quoted under Rules 4,
5, 6, 7, 16, and 18.

The wr�ter should be careful not to set off �ndependent clauses by
commas: see under Rule 5.

4. Place a comma before a conjunct�on �ntroduc�ng a co-
ord�nate clause.

The early records of the c�ty have d�sappeared, and the story of �ts f�rst years can no
longer be reconstructed.

The s�tuat�on �s per�lous, but there �s st�ll one chance of escape.

Sentences of th�s type, �solated from the�r context, may seem to
be �n need of rewr�t�ng. As they make complete sense when the
comma �s reached, the second clause has the appearance of an
afterthought. Further, and �s the least spec�f�c of connect�ves. Used
between �ndependent clauses, �t �nd�cates only that a relat�on ex�sts
between them w�thout def�n�ng that relat�on. In the example above,
the relat�on �s that of cause and result. The two sentences m�ght be
rewr�tten:

As the early records of the c�ty have d�sappeared, the story of �ts f�rst years can no
longer be reconstructed.

Although the s�tuat�on �s per�lous, there �s st�ll one chance of escape.

Or the subord�nate clauses m�ght be replaced by phrases:
Ow�ng to the d�sappearance of the early records of the c�ty, the story of �ts f�rst years can

no longer be reconstructed.
In th�s per�lous s�tuat�on, there �s st�ll one chance of escape.

But a wr�ter may err by mak�ng h�s sentences too un�formly
compact and per�od�c, and an occas�onal loose sentence prevents
the style from becom�ng too formal and g�ves the reader a certa�n
rel�ef. Consequently, loose sentences of the type f�rst quoted are
common �n easy, unstud�ed wr�t�ng. But a wr�ter should be careful not
to construct too many of h�s sentences after th�s pattern (see
Rule 14).



Two-part sentences of wh�ch the second member �s �ntroduced
by as (�n the sense of because), for, or, nor, and wh�le (�n the sense
of and at the same t�me) l�kew�se requ�re a comma before the
conjunct�on.

If the second member �s �ntroduced by an adverb, a sem�colon,
not a comma, �s requ�red (see Rule 5). The connect�ves so and yet
may be used e�ther as adverbs or as conjunct�ons, accord�ngly as
the second clause �s felt to be co-ord�nate or subord�nate;
consequently e�ther mark of punctuat�on may be just�f�ed. But these
uses of so (equ�valent to accord�ngly or to so that) are somewhat
colloqu�al and should, as a rule, be avo�ded �n wr�t�ng. A s�mple
correct�on, usually serv�ceable, �s to om�t the word so and beg�n the
f�rst clause w�th as or s�nce:

I had never been �n the place before; so
I had d�ff�culty �n f�nd�ng my way about.

As I had never been �n the place before,
I had d�ff�culty �n f�nd�ng my way about.

If a dependent clause, or an �ntroductory phrase requ�r�ng to be
set off by a comma, precedes the second �ndependent clause, no
comma �s needed after the conjunct�on.

The s�tuat�on �s per�lous, but �f we are prepared to act promptly, there �s st�ll one chance
of escape.

When the subject �s the same for both clauses and �s expressed
only once, a comma �s requ�red �f the connect�ve �s but. If the
connect�ve �s and, the comma should be om�tted �f the relat�on
between the two statements �s close or �mmed�ate.

I have heard h�s arguments, but am st�ll unconv�nced.
He has had several years' exper�ence and �s thoroughly competent.

5. Do not jo�n �ndependent clauses by a comma.

If two or more clauses, grammat�cally complete and not jo�ned by
a conjunct�on, are to form a s�ngle compound sentence, the proper
mark of punctuat�on �s a sem�colon.

Stevenson's romances are enterta�n�ng; they are full of exc�t�ng adventures.
It �s nearly half past f�ve; we cannot reach town before dark.



It �s of course equally correct to wr�te the above as two sentences
each, replac�ng the sem�colons by per�ods.

Stevenson's romances are enterta�n�ng. They are full of exc�t�ng adventures.
It �s nearly half past f�ve. We cannot reach town before dark.

If a conjunct�on �s �nserted the proper mark �s a comma (Rule 4).
Stevenson's romances are enterta�n�ng, for they are full of exc�t�ng adventures.
It �s nearly half past f�ve, and we cannot reach town before dark.

A compar�son of the three forms g�ven above w�ll show clearly the
advantage of the f�rst. It �s, at least �n the examples g�ven, better than
the second form, because �t suggests the close relat�onsh�p between
the two statements �n a way that the second does not attempt, and
better than the th�rd, because br�efer and therefore more forc�ble.
Indeed �t may be sa�d that th�s s�mple method of �nd�cat�ng
relat�onsh�p between statements �s one of the most useful dev�ces of
compos�t�on. The relat�onsh�p, as above, �s commonly one of cause
or of consequence.

Note that �f the second clause �s preceded by an adverb, such as
accord�ngly, bes�des, then, therefore, or thus, and not by a
conjunct�on, the sem�colon �s st�ll requ�red.

Two except�ons to the rule may be adm�tted. If the clauses are
very short, and are al�ke �n form, a comma �s usually perm�ss�ble:

Man proposes, God d�sposes.
The gate swung apart, the br�dge fell, the portcull�s was drawn up.

Note that �n these examples the relat�on �s not one of cause or
consequence. Also �n the colloqu�al form of express�on,

I hardly knew h�m, he was so changed,

a comma, not a sem�colon, �s requ�red. But th�s form of express�on �s
�nappropr�ate �n wr�t�ng, except �n the d�alogue of a story or play, or
perhaps �n a fam�l�ar letter.

6. Do not break sentences �n two.

In other words, do not use per�ods for commas.



I met them on a Cunard l�ner several years ago. Com�ng home from L�verpool to New
York.

He was an �nterest�ng talker. A man who had traveled all over the world and l�ved �n half
a dozen countr�es.

In both these examples, the f�rst per�od should be replaced by a
comma, and the follow�ng word begun w�th a small letter.

It �s perm�ss�ble to make an emphat�c word or express�on serve
the purpose of a sentence and to punctuate �t accord�ngly:

Aga�n and aga�n he called out. No reply.

The wr�ter must, however, be certa�n that the emphas�s �s warranted,
and that he w�ll not be suspected of a mere blunder �n syntax or �n
punctuat�on.

Rules 3, 4, 5, and 6 cover the most �mportant pr�nc�ples �n the
punctuat�on of ord�nary sentences; they should be so thoroughly
mastered that the�r appl�cat�on becomes second nature.

7. A part�c�p�al phrase at the beg�nn�ng of a sentence must refer
to the grammat�cal subject.

Walk�ng slowly down the road, he saw a woman accompan�ed by two ch�ldren.

The word walk�ng refers to the subject of the sentence, not to the
woman. If the wr�ter w�shes to make �t refer to the woman, he must
recast the sentence:

He saw a woman accompan�ed by two ch�ldren, walk�ng slowly down the road.

Part�c�p�al phrases preceded by a conjunct�on or by a prepos�t�on,
nouns �n appos�t�on, adject�ves, and adject�ve phrases come under
the same rule �f they beg�n the sentence.

On arr�v�ng �n Ch�cago, h�s fr�ends met
h�m at the stat�on.

When he arr�ved (or, On h�s arr�val) �n
Ch�cago, h�s fr�ends met h�m at the stat�on.

A sold�er of proved valor, they entrusted
h�m w�th the defence of the c�ty.

A sold�er of proved valor, he was
entrusted w�th the defence of the c�ty.

Young and �nexper�enced, the task
seemed easy to me.

Young and �nexper�enced, I thought the
task easy.

W�thout a fr�end to counsel h�m, the
temptat�on proved �rres�st�ble.

W�thout a fr�end to counsel h�m, he
found the temptat�on �rres�st�ble.



Sentences v�olat�ng th�s rule are often lud�crous.
Be�ng �n a d�lap�dated cond�t�on, I was able to buy the house very cheap.
Wonder�ng �rresolutely what to do next, the clock struck twelve.



III. ELEMENTARY PRINCIPLES OF
COMPOSITION

8. Make the paragraph the un�t of compos�t�on: one paragraph
to each top�c.

If the subject on wh�ch you are wr�t�ng �s of sl�ght extent, or �f you
�ntend to treat �t very br�efly, there may be no need of subd�v�d�ng �t
�nto top�cs. Thus a br�ef descr�pt�on, a br�ef summary of a l�terary
work, a br�ef account of a s�ngle �nc�dent, a narrat�ve merely outl�n�ng
an act�on, the sett�ng forth of a s�ngle �dea, any one of these �s best
wr�tten �n a s�ngle paragraph. After the paragraph has been wr�tten,
exam�ne �t to see whether subd�v�s�on w�ll not �mprove �t.

Ord�nar�ly, however, a subject requ�res subd�v�s�on �nto top�cs,
each of wh�ch should be made the subject of a paragraph. The
object of treat�ng each top�c �n a paragraph by �tself �s, of course, to
a�d the reader. The beg�nn�ng of each paragraph �s a s�gnal to h�m
that a new step �n the development of the subject has been reached.

The extent of subd�v�s�on w�ll vary w�th the length of the
compos�t�on. For example, a short not�ce of a book or poem m�ght
cons�st of a s�ngle paragraph. One sl�ghtly longer m�ght cons�st of
two paragraphs:

A. Account of the work.



B. Cr�t�cal d�scuss�on.

A report on a poem, wr�tten for a class �n l�terature, m�ght cons�st
of seven paragraphs:

A. Facts of compos�t�on and publ�cat�on.
B. K�nd of poem; metr�cal form.
C. Subject.
D. Treatment of subject.
E. For what ch�efly remarkable.
F. Where�n character�st�c of the wr�ter.
G. Relat�onsh�p to other works.

The contents of paragraphs C and D would vary w�th the poem.
Usually, paragraph C would �nd�cate the actual or �mag�ned
c�rcumstances of the poem (the s�tuat�on), �f these call for
explanat�on, and would then state the subject and outl�ne �ts
development. If the poem �s a narrat�ve �n the th�rd person
throughout, paragraph C need conta�n no more than a conc�se
summary of the act�on. Paragraph D would �nd�cate the lead�ng �deas
and show how they are made prom�nent, or would �nd�cate what
po�nts �n the narrat�ve are ch�efly emphas�zed.

A novel m�ght be d�scussed under the heads:

A. Sett�ng.
B. Plot.
C. Characters.
D. Purpose.

An h�stor�cal event m�ght be d�scussed under the heads:

A. What led up to the event.
B. Account of the event.
C. What the event led up to.

In treat�ng e�ther of these last two subjects, the wr�ter would
probably f�nd �t necessary to subd�v�de one or more of the top�cs
here g�ven.



As a rule, s�ngle sentences should not be wr�tten or pr�nted as
paragraphs. An except�on may be made of sentences of trans�t�on,
�nd�cat�ng the relat�on between the parts of an expos�t�on or
argument. Frequent except�ons are also necessary �n textbooks,
gu�debooks, and other works �n wh�ch many top�cs are treated
br�efly.

In d�alogue, each speech, even �f only a s�ngle word, �s a
paragraph by �tself; that �s, a new paragraph beg�ns w�th each
change of speaker. The appl�cat�on of th�s rule, when d�alogue and
narrat�ve are comb�ned, �s best learned from examples �n well-
pr�nted works of f�ct�on.

9. As a rule, beg�n each paragraph w�th a top�c sentence, end �t
�n conform�ty w�th the beg�nn�ng.

Aga�n, the object �s to a�d the reader. The pract�ce here
recommended enables h�m to d�scover the purpose of each
paragraph as he beg�ns to read �t, and to reta�n th�s purpose �n m�nd
as he ends �t. For th�s reason, the most generally useful k�nd of
paragraph, part�cularly �n expos�t�on and argument, �s that �n wh�ch

(a) the top�c sentence comes at or near the beg�nn�ng;
(b) the succeed�ng sentences expla�n or establ�sh or develop the

statement made �n the top�c sentence; and
(c) the f�nal sentence e�ther emphas�zes the thought of the top�c

sentence or states some �mportant consequence.
End�ng w�th a d�gress�on, or w�th an un�mportant deta�l, �s

part�cularly to be avo�ded.
If the paragraph forms part of a larger compos�t�on, �ts relat�on to

what precedes, or �ts funct�on as a part of the whole, may need to be
expressed. Th�s can somet�mes be done by a mere word or phrase
(aga�n; therefore; for the same reason) �n the top�c sentence.
Somet�mes, however, �t �s exped�ent to precede the top�c sentence
by one or more sentences of �ntroduct�on or trans�t�on. If more than
one such sentence �s requ�red, �t �s generally better to set apart the
trans�t�onal sentences as a separate paragraph.

Accord�ng to the wr�ter's purpose, he may, as �nd�cated above,
relate the body of the paragraph to the top�c sentence �n one or more



of several d�fferent ways. He may make the mean�ng of the top�c
sentence clearer by restat�ng �t �n other forms, by def�n�ng �ts terms,
by deny�ng the contrary, by g�v�ng �llustrat�ons or spec�f�c �nstances;
he may establ�sh �t by proofs; or he may develop �t by show�ng �ts
�mpl�cat�ons and consequences. In a long paragraph, he may carry
out several of these processes.

1 Now, to be properly enjoyed, a walk�ng tour should be gone upon alone. 2 If you go �n
a company, or even �n pa�rs, �t �s no longer a walk�ng tour �n anyth�ng but name; �t �s
someth�ng else and more �n the nature of a p�cn�c. 3 A walk�ng tour should be gone upon
alone, because freedom �s of the essence; because you should be able to stop and go on,
and follow th�s way or that, as the freak takes you; and because you must have your own
pace, and ne�ther trot alongs�de a champ�on walker, nor m�nce �n t�me w�th a g�rl. 4 And you
must be open to all �mpress�ons and let your thoughts take colour from what you see. 5 You
should be as a p�pe for any w�nd to play upon. 6 “I cannot see the w�t,” says Hazl�tt, “of
walk�ng and talk�ng at the same t�me. 7 When I am �n the country, I w�sh to vegetate l�ke the
country,” wh�ch �s the g�st of all that can be sa�d upon the matter. 8 There should be no
cackle of vo�ces at your elbow, to jar on the med�tat�ve s�lence of the morn�ng. 9 And so long
as a man �s reason�ng he cannot surrender h�mself to that f�ne �ntox�cat�on that comes of
much mot�on �n the open a�r, that beg�ns �n a sort of dazzle and slugg�shness of the bra�n,
and ends �n a peace that passes comprehens�on.—Stevenson, Walk�ng Tours.

1 Top�c sentence. 2 The mean�ng made clearer by den�al of the contrary. 3 The top�c
sentence repeated, �n abr�dged form, and supported by three reasons; the mean�ng of the
th�rd (“you must have your own pace”) made clearer by deny�ng the contrary. 4 A fourth
reason, stated �n two forms. 5 The same reason, stated �n st�ll another form. 6–7 The same
reason as stated by Hazl�tt. 8 Repet�t�on, �n paraphrase, of the quotat�on from Hazl�tt. 9 F�nal
statement of the fourth reason, �n language ampl�f�ed and he�ghtened to form a strong
conclus�on.

1 It was ch�efly �n the e�ghteenth century that a very d�fferent concept�on of h�story grew
up. 2 H�stor�ans then came to bel�eve that the�r task was not so much to pa�nt a p�cture as to
solve a problem; to expla�n or �llustrate the success�ve phases of nat�onal growth,
prosper�ty, and advers�ty. 3 The h�story of morals, of �ndustry, of �ntellect, and of art; the
changes that take place �n manners or bel�efs; the dom�nant �deas that preva�led �n
success�ve per�ods; the r�se, fall, and mod�f�cat�on of pol�t�cal const�tut�ons; �n a word, all the
cond�t�ons of nat�onal well-be�ng became the subject of the�r works. 4 They sought rather to
wr�te a h�story of peoples than a h�story of k�ngs. 5 They looked espec�ally �n h�story for the
cha�n of causes and effects. 6 They undertook to study �n the past the phys�ology of nat�ons,
and hoped by apply�ng the exper�mental method on a large scale to deduce some lessons
of real value about the cond�t�ons on wh�ch the welfare of soc�ety ma�nly depend.—Lecky,
The Pol�t�cal Value of H�story.

1 Top�c sentence. 2 The mean�ng of the top�c sentence made clearer; the new
concept�on of h�story def�ned. 3 The def�n�t�on expanded. 4 The def�n�t�on expla�ned by
contrast. 5 The def�n�t�on supplemented: another element �n the new concept�on of h�story. 6
Conclus�on: an �mportant consequence of the new concept�on of h�story.



In narrat�on and descr�pt�on the paragraph somet�mes beg�ns w�th
a conc�se, comprehens�ve statement serv�ng to hold together the
deta�ls that follow.

The breeze served us adm�rably.
The campa�gn opened w�th a ser�es of reverses.
The next ten or twelve pages were f�lled w�th a cur�ous set of entr�es.

But th�s dev�ce, �f too often used, would become a manner�sm. More
commonly the open�ng sentence s�mply �nd�cates by �ts subject w�th
what the paragraph �s to be pr�nc�pally concerned.

At length I thought I m�ght return towards the stockade.
He p�cked up the heavy lamp from the table and began to explore.
Another fl�ght of steps, and they emerged on the roof.

The br�ef paragraphs of an�mated narrat�ve, however, are often
w�thout even th�s semblance of a top�c sentence. The break between
them serves the purpose of a rhetor�cal pause, throw�ng �nto
prom�nence some deta�l of the act�on.

10. Use the act�ve vo�ce.

The act�ve vo�ce �s usually more d�rect and v�gorous than the
pass�ve:

I shall always remember my f�rst v�s�t to Boston.

Th�s �s much better than
My f�rst v�s�t to Boston w�ll always be remembered by me.

The latter sentence �s less d�rect, less bold, and less conc�se. If the
wr�ter tr�es to make �t more conc�se by om�tt�ng “by me,”

My f�rst v�s�t to Boston w�ll always be remembered,

�t becomes �ndef�n�te: �s �t the wr�ter, or some person und�sclosed, or
the world at large, that w�ll always remember th�s v�s�t?

Th�s rule does not, of course, mean that the wr�ter should ent�rely
d�scard the pass�ve vo�ce, wh�ch �s frequently conven�ent and
somet�mes necessary.



The dramat�sts of the Restorat�on are l�ttle esteemed to-day.
Modern readers have l�ttle esteem for the dramat�sts of the Restorat�on.

The f�rst would be the r�ght form �n a paragraph on the dramat�sts of
the Restorat�on; the second, �n a paragraph on the tastes of modern
readers. The need of mak�ng a part�cular word the subject of the
sentence w�ll often, as �n these examples, determ�ne wh�ch vo�ce �s
to be used.

As a rule, avo�d mak�ng one pass�ve depend d�rectly upon
another.

Gold was not allowed to be exported. It was forb�dden to export gold (The
export of gold was proh�b�ted).

He has been proved to have been seen
enter�ng the bu�ld�ng.

It has been proved that he was seen to
enter the bu�ld�ng.

In both the examples above, before correct�on, the word properly
related to the second pass�ve �s made the subject of the f�rst.

A common fault �s to use as the subject of a pass�ve construct�on
a noun wh�ch expresses the ent�re act�on, leav�ng to the verb no
funct�on beyond that of complet�ng the sentence.

A survey of th�s reg�on was made �n
1900.

Th�s reg�on was surveyed �n 1900.

Mob�l�zat�on of the army was rap�dly
effected.

The army was rap�dly mob�l�zed.

Conf�rmat�on of these reports cannot be
obta�ned.

These reports cannot be conf�rmed.

Compare the sentence, “The export of gold was proh�b�ted,” �n
wh�ch the pred�cate “was proh�b�ted” expresses someth�ng not
�mpl�ed �n “export.”

The hab�tual use of the act�ve vo�ce makes for forc�ble wr�t�ng.
Th�s �s true not only �n narrat�ve pr�nc�pally concerned w�th act�on, but
�n wr�t�ng of any k�nd. Many a tame sentence of descr�pt�on or
expos�t�on can be made l�vely and emphat�c by subst�tut�ng a verb �n
the act�ve vo�ce for some such perfunctory express�on as there �s, or
could be heard.

There were a great number of dead Dead leaves covered the ground.



leaves ly�ng on the ground.
The sound of a gu�tar somewhere �n the

house could be heard.
Somewhere �n the house a gu�tar

hummed sleep�ly.
The reason that he left college was that

h�s health became �mpa�red.
Fa�l�ng health compelled h�m to leave

college.
It was not long before he was very sorry

that he had sa�d what he had.
He soon repented h�s words.

11. Put statements �n pos�t�ve form.

Make def�n�te assert�ons. Avo�d tame, colorless, hes�tat�ng, non-
comm�ttal language. Use the word not as a means of den�al or �n
ant�thes�s, never as a means of evas�on.

He was not very often on t�me. He usually came late.
He d�d not th�nk that study�ng Lat�n was

much use.
He thought the study of Lat�n useless.

The Tam�ng of the Shrew �s rather weak
�n spots. Shakespeare does not portray
Kathar�ne as a very adm�rable character,
nor does B�anca rema�n long �n memory as
an �mportant character �n Shakespeare's
works.

The women �n The Tam�ng of the Shrew
are unattract�ve. Kathar�ne �s d�sagreeable,
B�anca �ns�gn�f�cant.

The last example, before correct�on, �s �ndef�n�te as well as
negat�ve. The corrected vers�on, consequently, �s s�mply a guess at
the wr�ter's �ntent�on.

All three examples show the weakness �nherent �n the word not.
Consc�ously or unconsc�ously, the reader �s d�ssat�sf�ed w�th be�ng
told only what �s not; he w�shes to be told what �s. Hence, as a rule, �t
�s better to express even a negat�ve �n pos�t�ve form.

not honest d�shonest
not �mportant tr�fl�ng
d�d not remember forgot
d�d not pay any attent�on to �gnored
d�d not have much conf�dence �n d�strusted

The ant�thes�s of negat�ve and pos�t�ve �s strong:



Not char�ty, but s�mple just�ce.
Not that I loved Caesar less, but Rome the more.

Negat�ve words other than not are usually strong:
The sun never sets upon the Br�t�sh flag.

12. Use def�n�te, spec�f�c, concrete language.

Prefer the spec�f�c to the general, the def�n�te to the vague, the
concrete to the abstract.

A per�od of unfavorable weather set �n. It ra�ned every day for a week.
He showed sat�sfact�on as he took

possess�on of h�s well-earned reward.
He gr�nned as he pocketed the co�n.

There �s a general agreement among
those who have enjoyed the exper�ence that
surf-r�d�ng �s product�ve of great
exh�larat�on.

All who have tr�ed surf-r�d�ng agree that
�t �s most exh�larat�ng.

If those who have stud�ed the art of wr�t�ng are �n accord on any
one po�nt, �t �s on th�s, that the surest method of arous�ng and
hold�ng the attent�on of the reader �s by be�ng spec�f�c, def�n�te, and
concrete. Cr�t�cs have po�nted out how much of the effect�veness of
the greatest wr�ters, Homer, Dante, Shakespeare, results from the�r
constant def�n�teness and concreteness. Brown�ng, to c�te a more
modern author, affords many str�k�ng examples. Take, for �nstance,
the l�nes from My Last Duchess,

S�r, 'twas all one! My favour at her breast,
The dropp�ng of the dayl�ght �n the west,
The bough of cherr�es some off�c�ous fool
Broke �n the orchard for her, the wh�te mule
She rode w�th round the terrace—all and each
Would draw from her al�ke the approv�ng speech,
Or blush, at least,

and those wh�ch end the poem,
Not�ce Neptune, though,

Tam�ng a sea-horse, thought a rar�ty,
Wh�ch Claus of Innsbruck cast �n bronze for me.



These words call up p�ctures. Recall how �n The B�shop Orders h�s
Tomb �n St. Praxed's Church “the Rena�ssance sp�r�t—�ts
worldl�ness, �ncons�stency, pr�de, hypocr�sy, �gnorance of �tself, love
of art, of luxury, of good Lat�n,” to quote Rusk�n's comment on the
poem, �s made man�fest �n spec�f�c deta�ls and �n concrete terms.

Prose, �n part�cular narrat�ve and descr�pt�ve prose, �s made v�v�d
by the same means. If the exper�ences of J�m Hawk�ns and of Dav�d
Balfour, of K�m, of Nostromo, have seemed for the moment real to
countless readers, �f �n read�ng Carlyle we have almost the sense of
be�ng phys�cally present at the tak�ng of the Bast�lle, �t �s because of
the def�n�teness of the deta�ls and the concreteness of the terms
used. It �s not that every deta�l �s g�ven; that would be �mposs�ble, as
well as to no purpose; but that all the s�gn�f�cant deta�ls are g�ven,
and not vaguely, but w�th such def�n�teness that the reader, �n
�mag�nat�on, can project h�mself �nto the scene.

In expos�t�on and �n argument, the wr�ter must l�kew�se never lose
h�s hold upon the concrete, and even when he �s deal�ng w�th
general pr�nc�ples, he must g�ve part�cular �nstances of the�r
appl�cat�on.

“Th�s super�or�ty of spec�f�c express�ons �s clearly due to the effort
requ�red to translate words �nto thoughts. As we do not th�nk �n
generals, but �n part�culars—as whenever any class of th�ngs �s
referred to, we represent �t to ourselves by call�ng to m�nd �nd�v�dual
members of �t, �t follows that when an abstract word �s used, the
hearer or reader has to choose, from h�s stock of �mages, one or
more by wh�ch he may f�gure to h�mself the genus ment�oned. In
do�ng th�s, some delay must ar�se, some force be expended; and �f
by employ�ng a spec�f�c term an appropr�ate �mage can be at once
suggested, an economy �s ach�eved, and a more v�v�d �mpress�on
produced.”

Herbert Spencer, from whose Ph�losophy of Style the preced�ng
paragraph �s quoted, �llustrates the pr�nc�ple by the sentences:

In proport�on as the manners, customs,
and amusements of a nat�on are cruel and
barbarous, the regulat�ons of the�r penal
code w�ll be severe.

In proport�on as men del�ght �n battles,
bull-f�ghts, and combats of glad�ators, w�ll
they pun�sh by hang�ng, burn�ng, and the
rack.



13. Om�t needless words.

V�gorous wr�t�ng �s conc�se. A sentence should conta�n no
unnecessary words, a paragraph no unnecessary sentences, for the
same reason that a draw�ng should have no unnecessary l�nes and a
mach�ne no unnecessary parts. Th�s requ�res not that the wr�ter
make all h�s sentences short, or that he avo�d all deta�l and treat h�s
subjects only �n outl�ne, but that he make every word tell.

Many express�ons �n common use v�olate th�s pr�nc�ple:

the quest�on as to whether whether (the quest�on whether)
there �s no doubt but that no doubt (doubtless)
used for fuel purposes used for fuel
he �s a man who he
�n a hasty manner hast�ly
th�s �s a subject wh�ch th�s subject
H�s story �s a strange one. H�s story �s strange.

In espec�al the express�on the fact that should be rev�sed out of
every sentence �n wh�ch �t occurs.

ow�ng to the fact that s�nce (because)
�n sp�te of the fact that though (although)
call your attent�on to the fact that rem�nd you (not�fy you)
I was unaware of the fact that I was unaware that (d�d not know)
the fact that he had not succeeded h�s fa�lure
the fact that I had arr�ved my arr�val

See also under case, character, nature, system �n Chapter V.
Who �s, wh�ch was, and the l�ke are often superfluous.

H�s brother, who �s a member of the
same f�rm

H�s brother, a member of the same f�rm

Trafalgar, wh�ch was Nelson's last battle Trafalgar, Nelson's last battle

As pos�t�ve statement �s more conc�se than negat�ve, and the
act�ve vo�ce more conc�se than the pass�ve, many of the examples
g�ven under Rules 11 and 12 �llustrate th�s rule as well.



A common v�olat�on of conc�seness �s the presentat�on of a s�ngle
complex �dea, step by step, �n a ser�es of sentences or �ndependent
clauses wh�ch m�ght to advantage be comb�ned �nto one.

Macbeth was very amb�t�ous. Th�s led
h�m to w�sh to become k�ng of Scotland.
The w�tches told h�m that th�s w�sh of h�s
would come true. The k�ng of Scotland at
th�s t�me was Duncan. Encouraged by h�s
w�fe, Macbeth murdered Duncan. He was
thus enabled to succeed Duncan as k�ng.
(51 words.)

Encouraged by h�s w�fe, Macbeth
ach�eved h�s amb�t�on and real�zed the
pred�ct�on of the w�tches by murder�ng
Duncan and becom�ng k�ng of Scotland �n
h�s place. (26 words.)

There were several less �mportant
courses, but these were the most �mportant,
and although they d�d not come every day,
they came often enough to keep you �n
such a state of m�nd that you never knew
what your next move would be. (43 words.)

These, the most �mportant courses of all,
came, �f not da�ly, at least often enough to
keep one under constant stra�n. (21 words.)

14. Avo�d a success�on of loose sentences:

Th�s rule refers espec�ally to loose sentences of a part�cular type,
those cons�st�ng of two co-ord�nate clauses, the second �ntroduced
by a conjunct�on or relat�ve. Although s�ngle sentences of th�s type
may be unexcept�onable (see under Rule 4), a ser�es soon becomes
monotonous and ted�ous.

An unsk�lful wr�ter w�ll somet�mes construct a whole paragraph of
sentences of th�s k�nd, us�ng as connect�ves and, but, so, and less
frequently, who, wh�ch, when, where, and wh�le, these last �n non-
restr�ct�ve senses (see under Rule 3).

The th�rd concert of the subscr�pt�on ser�es was g�ven last even�ng, and a large aud�ence
was �n attendance. Mr. Edward Appleton was the solo�st, and the Boston Symphony
Orchestra furn�shed the �nstrumental mus�c. The former showed h�mself to be an art�st of
the f�rst rank, wh�le the latter proved �tself fully deserv�ng of �ts h�gh reputat�on. The �nterest
aroused by the ser�es has been very grat�fy�ng to the Comm�ttee, and �t �s planned to g�ve a
s�m�lar ser�es annually hereafter. The fourth concert w�ll be g�ven on Tuesday, May 10, when
an equally attract�ve programme w�ll be presented.

Apart from �ts tr�teness and empt�ness, the paragraph above �s
weak because of the structure of �ts sentences, w�th the�r mechan�cal
symmetry and s�ng-song. Contrast w�th them the sentences �n the



paragraphs quoted under Rule 9, or �n any p�ece of good Engl�sh
prose, as the preface (Before the Curta�n) to Van�ty Fa�r.

If the wr�ter f�nds that he has wr�tten a ser�es of sentences of the
type descr�bed, he should recast enough of them to remove the
monotony, replac�ng them by s�mple sentences, by sentences of two
clauses jo�ned by a sem�colon, by per�od�c sentences of two clauses,
by sentences, loose or per�od�c, of three clauses—wh�chever best
represent the real relat�ons of the thought.

15. Express co-ord�nate �deas �n s�m�lar form.

Th�s pr�nc�ple, that of parallel construct�on, requ�res that
express�ons of s�m�lar content and funct�on should be outwardly
s�m�lar. The l�keness of form enables the reader to recogn�ze more
read�ly the l�keness of content and funct�on. Fam�l�ar �nstances from
the B�ble are the Ten Commandments, the Beat�tudes, and the
pet�t�ons of the Lord's Prayer.

The unsk�llful wr�ter often v�olates th�s pr�nc�ple, from a m�staken
bel�ef that he should constantly vary the form of h�s express�ons. It �s
true that �n repeat�ng a statement �n order to emphas�ze �t he may
have need to vary �ts form. For �llustrat�on, see the paragraph from
Stevenson quoted under Rule 9. But apart from th�s, he should follow
the pr�nc�ple of parallel construct�on.

Formerly, sc�ence was taught by the
textbook method, wh�le now the laboratory
method �s employed.

Formerly, sc�ence was taught by the
textbook method; now �t �s taught by the
laboratory method.

The left-hand vers�on g�ves the �mpress�on that the wr�ter �s
undec�ded or t�m�d; he seems unable or afra�d to choose one form of
express�on and hold to �t. The r�ght-hand vers�on shows that the
wr�ter has at least made h�s cho�ce and ab�ded by �t.

By th�s pr�nc�ple, an art�cle or a prepos�t�on apply�ng to all the
members of a ser�es must e�ther be used only before the f�rst term or
else be repeated before each term.

The French, the Ital�ans, Span�sh, and
Portuguese

The French, the Ital�ans, the Span�sh,
and the Portuguese



In spr�ng, summer, or �n w�nter In spr�ng, summer, or w�nter (In spr�ng,
�n summer, or �n w�nter)

Correlat�ve express�ons (both, and; not, but; not only, but also;
e�ther, or; f�rst, second, th�rd; and the l�ke) should be followed by the
same grammat�cal construct�on, that �s, v�rtually, by the same part of
speech. (Such comb�nat�ons as “both Henry and I,” “not s�lk, but a
cheap subst�tute,” are obv�ously w�th�n the rule.) Many v�olat�ons of
th�s rule (as the f�rst three below) ar�se from faulty arrangement;
others (as the last) from the use of unl�ke construct�ons.

It was both a long ceremony and very
ted�ous.

The ceremony was both long and
ted�ous.

A t�me not for words, but act�on. A t�me not for words, but for act�on.
E�ther you must grant h�s request or

�ncur h�s �ll w�ll.
You must e�ther grant h�s request or

�ncur h�s �ll w�ll.
My object�ons are, f�rst, the �njust�ce of

the measure; second, that �t �s
unconst�tut�onal.

My object�ons are, f�rst, that the measure
�s unjust; second, that �t �s unconst�tut�onal.

See also the th�rd example under Rule 12 and the last under
Rule 13.

It may be asked, what �f a wr�ter needs to express a very large
number of s�m�lar �deas, say twenty? Must he wr�te twenty
consecut�ve sentences of the same pattern? On closer exam�nat�on
he w�ll probably f�nd that the d�ff�culty �s �mag�nary, that h�s twenty
�deas can be class�f�ed �n groups, and that he need apply the
pr�nc�ple only w�th�n each group. Otherw�se he had best avo�d
d�ff�culty by putt�ng h�s statements �n the form of a table.

16. Keep related words together.

The pos�t�on of the words �n a sentence �s the pr�nc�pal means of
show�ng the�r relat�onsh�p. The wr�ter must therefore, so far as
poss�ble, br�ng together the words, and groups of words, that are
related �n thought, and keep apart those wh�ch are not so related.

The subject of a sentence and the pr�nc�pal verb should not, as a
rule, be separated by a phrase or clause that can be transferred to
the beg�nn�ng.



Wordsworth, �n the f�fth book of The
Excurs�on, g�ves a m�nute descr�pt�on of th�s
church.

In the f�fth book of The Excurs�on,
Wordsworth g�ves a m�nute descr�pt�on of
th�s church.

Cast �ron, when treated �n a Bessemer
converter, �s changed �nto steel.

By treatment �n a Bessemer converter,
cast �ron �s changed �nto steel.

The object�on �s that the �nterposed phrase or clause needlessly
�nterrupts the natural order of the ma�n clause. Usually, however, th�s
object�on does not hold when the order �s �nterrupted only by a
relat�ve clause or by an express�on �n appos�t�on. Nor does �t hold �n
per�od�c sentences �n wh�ch the �nterrupt�on �s a del�berately used
means of creat�ng suspense (see examples under Rule 18).

The relat�ve pronoun should come, as a rule, �mmed�ately after �ts
antecedent.

There was a look �n h�s eye that boded
m�sch�ef.

In h�s eye was a look that boded
m�sch�ef.

He wrote three art�cles about h�s
adventures �n Spa�n, wh�ch were publ�shed
�n Harper's Magaz�ne.

He publ�shed �n Harper's Magaz�ne
three art�cles about h�s adventures �n Spa�n.

Th�s �s a portra�t of Benjam�n Harr�son,
grandson of W�ll�am Henry Harr�son, who
became Pres�dent �n 1889.

Th�s �s a portra�t of Benjam�n Harr�son,
grandson of W�ll�am Henry Harr�son. He
became Pres�dent �n 1889.

If the antecedent cons�sts of a group of words, the relat�ve comes
at the end of the group, unless th�s would cause amb�gu�ty.

The Super�ntendent of the Ch�cago D�v�s�on, who

A proposal to amend the Sherman Act,
wh�ch has been var�ously judged.

A proposal, wh�ch has been var�ously
judged, to amend the Sherman Act.

 A proposal to amend the much-debated
Sherman Act.

The grandson of W�ll�am Henry Harr�son,
who

W�ll�am Henry Harr�son's grandson, who

A noun �n appos�t�on may come between antecedent and relat�ve,
because �n such a comb�nat�on no real amb�gu�ty can ar�se.

The Duke of York, h�s brother, who was regarded w�th host�l�ty by the Wh�gs



Mod�f�ers should come, �f poss�ble, next to the word they mod�fy.
If several express�ons mod�fy the same word, they should be so
arranged that no wrong relat�on �s suggested.

All the members were not present. Not all the members were present.
He only found two m�stakes. He found only two m�stakes.
Major R. E. Joyce w�ll g�ve a lecture on

Tuesday even�ng �n Ba�ley Hall, to wh�ch the
publ�c �s �nv�ted, on “My Exper�ences �n
Mesopotam�a” at e�ght P. M.

On Tuesday even�ng at e�ght P. M., Major
R. E. Joyce w�ll g�ve �n Ba�ley Hall a lecture
on “My Exper�ences �n Mesopotam�a.” The
publ�c �s �nv�ted.

17. In summar�es, keep to one tense.

In summar�z�ng the act�on of a drama, the wr�ter should always
use the present tense. In summar�z�ng a poem, story, or novel, he
should preferably use the present, though he may use the past �f he
prefers. If the summary �s �n the present tense, antecedent act�on
should be expressed by the perfect; �f �n the past, by the past
perfect.

An unforeseen chance prevents Fr�ar John from del�ver�ng Fr�ar Lawrence's letter to
Romeo. Meanwh�le, ow�ng to her father's arb�trary change of the day set for her wedd�ng,
Jul�et has been compelled to dr�nk the pot�on on Tuesday n�ght, w�th the result that
Balthasar �nforms Romeo of her supposed death before Fr�ar Lawrence learns of the non-
del�very of the letter.

But wh�chever tense be used �n the summary, a past tense �n
�nd�rect d�scourse or �n �nd�rect quest�on rema�ns unchanged.

The Fr�ar confesses that �t was he who marr�ed them.

Apart from the except�ons noted, wh�chever tense the wr�ter
chooses, he should use throughout. Sh�ft�ng from one tense to the
other g�ves the appearance of uncerta�nty and �rresolut�on (compare
Rule 15).

In present�ng the statements or the thought of some one else, as
�n summar�z�ng an essay or report�ng a speech, the wr�ter should
avo�d �ntercalat�ng such express�ons as “he sa�d,” “he stated,” “the
speaker added,” “the speaker then went on to say,” “the author also
th�nks,” or the l�ke. He should �nd�cate clearly at the outset, once for



all, that what follows �s summary, and then waste no words �n
repeat�ng the not�f�cat�on.

In notebooks, �n newspapers, �n handbooks of l�terature,
summar�es of one k�nd or another may be �nd�spensable, and for
ch�ldren �n pr�mary schools �t �s a useful exerc�se to retell a story �n
the�r own words. But �n the cr�t�c�sm or �nterpretat�on of l�terature the
wr�ter should be careful to avo�d dropp�ng �nto summary. He may f�nd
�t necessary to devote one or two sentences to �nd�cat�ng the subject,
or the open�ng s�tuat�on, of the work he �s d�scuss�ng; he may c�te
numerous deta�ls to �llustrate �ts qual�t�es. But he should a�m to wr�te
an orderly d�scuss�on supported by ev�dence, not a summary w�th
occas�onal comment. S�m�larly, �f the scope of h�s d�scuss�on
�ncludes a number of works, he w�ll as a rule do better not to take
them up s�ngly �n chronolog�cal order, but to a�m from the beg�nn�ng
at establ�sh�ng general conclus�ons.

18. Place the emphat�c words of a sentence at the end.

The proper place �n the sentence for the word, or group of words,
wh�ch the wr�ter des�res to make most prom�nent �s usually the end.

Human�ty has hardly advanced �n
fort�tude s�nce that t�me, though �t has
advanced �n many other ways.

Human�ty, s�nce that t�me, has advanced
�n many other ways, but �t has hardly
advanced �n fort�tude.

Th�s steel �s pr�nc�pally used for mak�ng
razors, because of �ts hardness.

Because of �ts hardness, th�s steel �s
pr�nc�pally used �n mak�ng razors.

The word or group of words ent�tled to th�s pos�t�on of prom�nence �s
usually the log�cal pred�cate, that �s, the new element �n the
sentence, as �t �s �n the second example.

The effect�veness of the per�od�c sentence ar�ses from the
prom�nence wh�ch �t g�ves to the ma�n statement.

Four centur�es ago, Chr�stopher Columbus, one of the Ital�an mar�ners whom the decl�ne
of the�r own republ�cs had put at the serv�ce of the world and of adventure, seek�ng for
Spa�n a westward passage to the Ind�es as a set-off aga�nst the ach�evements of
Portuguese d�scoverers, l�ghted on Amer�ca.

W�th these hopes and �n th�s bel�ef I would urge you, lay�ng as�de all h�ndrance, thrust�ng
away all pr�vate a�ms, to devote yourself unswerv�ngly and unfl�nch�ngly to the v�gorous and
successful prosecut�on of th�s war.



The other prom�nent pos�t�on �n the sentence �s the beg�nn�ng.
Any element �n the sentence, other than the subject, may become
emphat�c when placed f�rst.

Dece�t or treachery he could never forg�ve.
So vast and rude, fretted by the act�on of nearly three thousand years, the fragments of

th�s arch�tecture may often seem, at f�rst s�ght, l�ke works of nature.

A subject com�ng f�rst �n �ts sentence may be emphat�c, but hardly
by �ts pos�t�on alone. In the sentence,

Great k�ngs worsh�pped at h�s shr�ne,

the emphas�s upon k�ngs ar�ses largely from �ts mean�ng and from
the context. To rece�ve spec�al emphas�s, the subject of a sentence
must take the pos�t�on of the pred�cate.

Through the m�ddle of the valley flowed a w�nd�ng stream.

The pr�nc�ple that the proper place for what �s to be made most
prom�nent �s the end appl�es equally to the words of a sentence, to
the sentences of a paragraph, and to the paragraphs of a
compos�t�on.



IV. A FEW MATTERS OF FORM

Head�ngs. Leave a blank l�ne, or �ts equ�valent �n space, after the
t�tle or head�ng of a manuscr�pt. On succeed�ng pages, �f us�ng ruled
paper, beg�n on the f�rst l�ne.

Numerals. Do not spell out dates or other ser�al numbers. Wr�te
them �n f�gures or �n Roman notat�on, as may be appropr�ate.

August 9, 1918 (9 August 1918)
Rule 3
Chapter XII
352nd Infantry

Parentheses. A sentence conta�n�ng an express�on �n
parenthes�s �s punctuated, outs�de of the marks of parenthes�s,
exactly as �f the express�on �n parenthes�s were absent. The
express�on w�th�n �s punctuated as �f �t stood by �tself, except that the
f�nal stop �s om�tted unless �t �s a quest�on mark or an exclamat�on
po�nt.

I went to h�s house yesterday (my th�rd attempt to see h�m), but he had left town.
He declares (and why should we doubt h�s good fa�th?) that he �s now certa�n of

success.

(When a wholly detached express�on or sentence �s
parenthes�zed, the f�nal stop comes before the last mark of
parenthes�s.)



Quotat�ons. Formal quotat�ons, c�ted as documentary ev�dence,
are �ntroduced by a colon and enclosed �n quotat�on marks.

The prov�s�on of the Const�tut�on �s: “No tax or duty shall be la�d on art�cles exported
from any state.”

Quotat�ons grammat�cally �n appos�t�on or the d�rect objects of
verbs are preceded by a comma and enclosed �n quotat�on marks.

I recall the max�m of La Rochefoucauld, “Grat�tude �s a l�vely sense of benef�ts to come.”
Ar�stotle says, “Art �s an �m�tat�on of nature.”

Quotat�ons of an ent�re l�ne, or more, of verse, are begun on a
fresh l�ne and centered, but need not be enclosed �n quotat�on
marks.

Wordsworth's enthus�asm for the Revolut�on was at f�rst unbounded:

Bl�ss was �t �n that dawn to be al�ve,
But to be young was very heaven!

Quotat�ons �ntroduced by that are regarded as �n �nd�rect
d�scourse and not enclosed �n quotat�on marks.

Keats declares that beauty �s truth, truth beauty.

Proverb�al express�ons and fam�l�ar phrases of l�terary or�g�n
requ�re no quotat�on marks.

These are the t�mes that try men's souls.
He l�ves far from the madd�ng crowd.

The same �s true of colloqu�al�sms and slang.
References. In scholarly work requ�r�ng exact references,

abbrev�ate t�tles that occur frequently, g�v�ng the full forms �n an
alphabet�cal l�st at the end. As a general pract�ce, g�ve the
references �n parenthes�s or �n footnotes, not �n the body of the
sentence. Om�t the words act, scene, l�ne, book, volume, page,
except when referr�ng by only one of them. Punctuate as �nd�cated
below.

In the second scene of the th�rd act In III.�� (st�ll better, s�mply �nsert III.�� �n
parenthes�s at the proper place �n the
sentence)



After the k�ll�ng of Polon�us, Hamlet �s placed under guard (IV.��. 14).
2 Samuel �:17–27
Othello II.���. 264–267, III.���. 155–161.

Syllab�cat�on. If there �s room at the end of a l�ne for one or more
syllables of a word, but not for the whole word, d�v�de the word,
unless th�s �nvolves cutt�ng off only a s�ngle letter, or cutt�ng off only
two letters of a long word. No hard and fast rule for all words can be
la�d down. The pr�nc�ples most frequently appl�cable are:

(a) D�v�de the word accord�ng to �ts format�on:
know-ledge (not knowl-edge); Shake-speare (not Shakes-peare); de-scr�be (not des-

cr�be); atmo-sphere (not atmos-phere);

(b) D�v�de “on the vowel:”
ed�-ble (not ed-�ble); propo-s�t�on; ord�-nary; espe-c�al; rel�-g�ous; oppo-nents; regu-lar;

class�-f�-ca-t�on (three d�v�s�ons allowable); deco-rat�ve; pres�-dent;

(c) D�v�de between double letters, unless they come at the end of
the s�mple form of the word:

Apen-n�nes; C�nc�n-nat�; refer-r�ng; but tell-�ng.

(d) Do not d�v�de before f�nal -ed �f the e �s s�lent:
treat-ed (but not roam-ed or nam-ed).

The treatment of consonants �n comb�nat�on �s best shown from
examples:

for-tune; p�c-ture; s�n-gle; presump-tuous; �llus-trat�on; sub-stan-t�al (e�ther d�v�s�on);
�ndus-try; �nstruc-t�on; sug-ges-t�on; �ncen-d�ary.

The student w�ll do well to exam�ne the syllable-d�v�s�on �n a
number of pages of any carefully pr�nted book.

T�tles. For the t�tles of l�terary works, scholarly usage prefers
�tal�cs w�th cap�tal�zed �n�t�als. The usage of ed�tors and publ�shers
var�es, some us�ng �tal�cs w�th cap�tal�zed �n�t�als, others us�ng
Roman w�th cap�tal�zed �n�t�als and w�th or w�thout quotat�on marks.
Use �tal�cs (�nd�cated �n manuscr�pt by underscor�ng), except �n
wr�t�ng for a per�od�cal that follows a d�fferent pract�ce. Om�t �n�t�al A
or The from t�tles when you place the possess�ve before them.



The Il�ad; the Odyssey; As You L�ke It; To a Skylark; The Newcomes; A Tale of Two
C�t�es; D�ckens's Tale of Two C�t�es.



V. WORDS AND EXPRESSIONS
COMMONLY MISUSED

(Some of the forms here l�sted, as l�ke I d�d, are downr�ght bad
Engl�sh; others, as the spl�t �nf�n�t�ve, have the�r defenders, but are �n
such general d�sfavor that �t �s at least �nadv�sable to use them; st�ll
others, as case, factor, feature, �nterest�ng, one of the most, are
good �n the�r place, but are constantly obtrud�ng themselves �nto
places where they have no r�ght to be. If the wr�ter w�ll make �t h�s
purpose from the beg�nn�ng to express accurately h�s own �nd�v�dual
thought, and w�ll refuse to be sat�sf�ed w�th a ready-made formula
that saves h�m the trouble of do�ng so, th�s last set of express�ons
w�ll cause h�m l�ttle trouble. But �f he f�nds that �n a moment of
�nadvertence he has used one of them, h�s proper course w�ll
probably be not to patch up the sentence by subst�tut�ng one word or
set of words for another, but to recast �t completely, as �llustrated �n a
number of examples below and �n others under Rules 12 and 13.)

All r�ght. Id�omat�c �n fam�l�ar speech as a detached phrase �n the
sense, “Agreed,” or “Go ahead.” In other uses better avo�ded.
Always wr�tten as two words.

As good or better than. Express�ons of th�s type should be
corrected by rearrang�ng the sentence.

My op�n�on �s as good or better than h�s. My op�n�on �s as good as h�s, or better (�f



not better).

As to whether. Whether �s suff�c�ent; see under Rule 13.
B�d. Takes the �nf�n�t�ve w�thout to. The past tense �n the sense,

“ordered,” �s bade.
But. Unnecessary after doubt and help.

I have no doubt but that I have no doubt that
He could not help see but that He could not help see�ng that

The too frequent use of but as a conjunct�on leads to the fault
d�scussed under Rule 14. A loose sentence formed w�th but can
always be converted �nto a per�od�c sentence formed w�th although,
as �llustrated under Rule 4.

Part�cularly awkward �s the follow�ng of one but by another,
mak�ng a contrast to a contrast or a reservat�on to a reservat�on. Th�s
�s eas�ly corrected by re-arrangement.

Amer�ca had vast resources, but she
seemed almost wholly unprepared for war.
But w�th�n a year she had created an army
of four m�ll�on men.

Amer�ca seemed almost wholly
unprepared for war, but she had vast
resources. W�th�n a year she had created
an army of four m�ll�on men.

Can. Means am (�s, are) able. Not to be used as a subst�tute for
may.

Case. The Conc�se Oxford D�ct�onary beg�ns �ts def�n�t�on of th�s
word: “�nstance of a th�ng's occurr�ng; usual state of affa�rs.” In these
two senses, the word �s usually unnecessary.

In many cases, the rooms were poorly
vent�lated.

Many of the rooms were poorly
vent�lated.

It has rarely been the case that any
m�stake has been made.

Few m�stakes have been made.

See Wood, Suggest�ons to Authors, pp. 68–71, and Qu�ller-
Couch, The Art of Wr�t�ng, pp. 103–106.

Certa�nly. Used �nd�scr�m�nately by some wr�ters, much as others
use very, to �ntens�fy any and every statement. A manner�sm of th�s
k�nd, bad �n speech, �s even worse �n wr�t�ng.



Character. Often s�mply redundant, used from a mere hab�t of
word�ness.

Acts of a host�le character Host�le acts

Cla�m, vb. W�th object-noun, means lay cla�m to. May be used
w�th a dependent clause �f th�s sense �s clearly �nvolved: “He cla�med
that he was the sole surv�v�ng he�r.” (But even here, “cla�med to be”
would be better.) Not to be used as a subst�tute for declare, ma�nta�n,
or charge.

Clever. Th�s word has been greatly overused; �t �s best restr�cted
to �ngenu�ty d�splayed �n small matters.

Compare. To compare to �s to po�nt out or �mply resemblances,
between objects regarded as essent�ally of d�fferent order; to
compare w�th �s ma�nly to po�nt out d�fferences, between objects
regarded as essent�ally of the same order. Thus l�fe has been
compared to a p�lgr�mage, to a drama, to a battle; Congress may be
compared w�th the Br�t�sh Parl�ament. Par�s has been compared to
anc�ent Athens; �t may be compared w�th modern London.

Cons�der. Not followed by as when �t means “bel�eve to be.” “I
cons�der h�m thoroughly competent.” Compare, “The lecturer
cons�dered Cromwell f�rst as sold�er and second as adm�n�strator,”
where “cons�dered” means “exam�ned” or “d�scussed.”

Data. A plural, l�ke phenomena and strata.
These data were tabulated.

Dependable. A needless subst�tute for rel�able, trustworthy.
D�fferent than. Not perm�ss�ble. Subst�tute d�fferent from, other

than, or unl�ke.
D�v�ded �nto. Not to be m�sused for composed of. The l�ne �s

somet�mes d�ff�cult to draw; doubtless plays are d�v�ded �nto acts, but
poems are composed of stanzas.

Don't. Contract�on of do not. The contract�on of does not �s
doesn't.

Due to. Incorrectly used for through, because of, or ow�ng to, �n
adverb�al phrases: “He lost the f�rst game, due to carelessness.” In



correct use related as pred�cate or as mod�f�er to a part�cular noun:
“Th�s �nvent�on �s due to Ed�son;” “losses due to preventable f�res.”

Folk. A collect�ve noun, equ�valent to people. Use the s�ngular
form only.

Effect. As noun, means result; as verb, means to br�ng about,
accompl�sh (not to be confused w�th affect, wh�ch means “to
�nfluence”).

As noun, often loosely used �n perfunctory wr�t�ng about fash�ons,
mus�c, pa�nt�ng, and other arts: “an Or�ental effect;” “effects �n pale
green;” “very del�cate effects;” “broad effects;” “subtle effects;” “a
charm�ng effect was produced by.” The wr�ter who has a def�n�te
mean�ng to express w�ll not take refuge �n such vagueness.

Etc. Equ�valent to and the rest, and so forth, and hence not to be
used �f one of these would be �nsuff�c�ent, that �s, �f the reader would
be left �n doubt as to any �mportant part�culars. Least open to
object�on when �t represents the last terms of a l�st already g�ven �n
full, or �mmater�al words at the end of a quotat�on.

At the end of a l�st �ntroduced by such as, for example, or any
s�m�lar express�on, etc. �s �ncorrect.

Fact. Use th�s word only of matters of a k�nd capable of d�rect
ver�f�cat�on, not of matters of judgment. That a part�cular event
happened on a g�ven date, that lead melts at a certa�n temperature,
are facts. But such conclus�ons as that Napoleon was the greatest of
modern generals, or that the cl�mate of Cal�forn�a �s del�ghtful,
however �ncontestable they may be, are not properly facts.

On the formula the fact that, see under Rule 13.
Factor. A hackneyed word; the express�ons of wh�ch �t forms part

can usually be replaced by someth�ng more d�rect and �d�omat�c.

H�s super�or tra�n�ng was the great factor
�n h�s w�nn�ng the match.

He won the match by be�ng better
tra�ned.

Heavy art�llery has become an
�ncreas�ngly �mportant factor �n dec�d�ng
battles.

Heavy art�llery has played a constantly
larger part �n dec�d�ng battles.

Feature. Another hackneyed word; l�ke factor �t usually adds
noth�ng to the sentence �n wh�ch �t occurs.



A feature of the enterta�nment espec�ally
worthy of ment�on was the s�ng�ng of M�ss
A.

(Better use the same number of words
to tell what M�ss A. sang, or �f the
programme has already been g�ven, to tell
how she sang.)

As a verb, �n the advert�s�ng sense of offer as a spec�al attract�on,
to be avo�ded.

F�x. Colloqu�al �n Amer�ca for arrange, prepare, mend. In wr�t�ng
restr�ct �t to �ts l�terary senses, fasten, make f�rm or �mmovable, etc.

Get. The colloqu�al have got for have should not be used �n
wr�t�ng. The preferable form of the part�c�ple �s got.

He �s a man who. A common type of redundant express�on; see
Rule 13.

He �s a man who �s very amb�t�ous. He �s very amb�t�ous.
Spa�n �s a country wh�ch I have always

wanted to v�s�t.
I have always wanted to v�s�t Spa�n.

Help. See under But.
However. In the mean�ng nevertheless, not to come f�rst �n �ts

sentence or clause.

The roads were almost �mpassable.
However, we at last succeeded �n reach�ng
camp.

The roads were almost �mpassable. At
last, however, we succeeded �n reach�ng
camp.

When however comes f�rst, �t means �n whatever way or to
whatever extent.



However you adv�se h�m, he w�ll probably do as he th�nks best.
However d�scourag�ng the prospect, he never lost heart.

Interest�ng. Avo�d th�s word as a perfunctory means of
�ntroduct�on. Instead of announc�ng that what you are about to tell �s
�nterest�ng, make �t so.

An �nterest�ng story �s told of (Tell the story w�thout preamble.)
In connect�on w�th the ant�c�pated v�s�t of

Mr. B. to Amer�ca, �t �s �nterest�ng to recall
that he

Mr. B., who �t �s expected w�ll soon v�s�t
Amer�ca

K�nd of. Not to be used as a subst�tute for rather (before
adject�ves and verbs), or except �n fam�l�ar style, for someth�ng l�ke
(before nouns). Restr�ct �t to �ts l�teral sense: “Amber �s a k�nd of
foss�l res�n;” “I d�sl�ke that k�nd of notor�ety.” The same holds true of
sort of.

Less. Should not be m�sused for fewer.

He had less men than �n the prev�ous
campa�gn

He had fewer men than �n the prev�ous
campa�gn

Less refers to quant�ty, fewer to number. “H�s troubles are less
than m�ne” means “H�s troubles are not so great as m�ne.” “H�s
troubles are fewer than m�ne” means “H�s troubles are not so
numerous as m�ne.” It �s, however, correct to say, “The s�gners of the
pet�t�on were less than a hundred,” where the round number a
hundred �s someth�ng l�ke a collect�ve noun, and less �s thought of as
mean�ng a less quant�ty or amount.

L�ke. Not to be m�sused for as. L�ke governs nouns and
pronouns; before phrases and clauses the equ�valent word �s as.

We spent the even�ng l�ke �n the old
days.

We spent the even�ng as �n the old days.

He thought l�ke I d�d. He thought as I d�d (l�ke me).

L�ne, along these l�nes. L�ne �n the sense of course of
procedure, conduct, thought, �s allowable, but has been so much



overworked, part�cularly �n the phrase along these l�nes, that a wr�ter
who a�ms at freshness or or�g�nal�ty had better d�scard �t ent�rely.

Mr. B. also spoke along the same l�nes. Mr. B. also spoke, to the same effect.
He �s study�ng along the l�ne of French

l�terature.
He �s study�ng French l�terature.

L�teral, l�terally. Often �ncorrectly used �n support of
exaggerat�on or v�olent metaphor.

A l�teral flood of abuse. A flood of abuse.
L�terally dead w�th fat�gue Almost dead w�th fat�gue (dead t�red)

Lose out. Meant to be more emphat�c than lose, but actually less
so, because of �ts commonness. The same holds true of try out, w�n
out, s�gn up, reg�ster up. W�th a number of verbs, out and up form
�d�omat�c comb�nat�ons: f�nd out, run out, turn out, cheer up, dry up,
make up, and others, each d�st�ngu�shable �n mean�ng from the
s�mple verb. Lose out �s not.

Most. Not to be used for almost.

Most everybody Almost everybody
Most all the t�me Almost all the t�me

Nature. Often s�mply redundant, used l�ke character.

Acts of a host�le nature Host�le acts

Often vaguely used �n such express�ons as a “lover of nature;”
“poems about nature.” Unless more spec�f�c statements follow, the
reader cannot tell whether the poems have to do w�th natural
scenery, rural l�fe, the sunset, the untracked w�lderness, or the hab�ts
of squ�rrels.

Near by. Adverb�al phrase, not yet fully accepted as good
Engl�sh, though the analogy of close by and hard by seems to just�fy
�t. Near, or near at hand, �s as good, �f not better.

Not to be used as an adject�ve; use ne�ghbor�ng.



Oftent�mes, oftt�mes. Archa�c forms, no longer �n good use. The
modern word �s often.

One hundred and one. Reta�n the and �n th�s and s�m�lar
express�ons, �n accordance w�th the unvary�ng usage of Engl�sh
prose from Old Engl�sh t�mes.

One of the most. Avo�d beg�nn�ng essays or paragraphs w�th
th�s formula, as, “One of the most �nterest�ng developments of
modern sc�ence �s, etc.;” “Sw�tzerland �s one of the most �nterest�ng
countr�es of Europe.” There �s noth�ng wrong �n th�s; �t �s s�mply
threadbare and forc�ble-feeble.

A common blunder �s to use a s�ngular verb �n a relat�ve clause
follow�ng th�s or a s�m�lar express�on, when the relat�ve �s the subject.

One of the ablest men that has attacked
th�s problem.

One of the ablest men that have
attacked th�s problem.

Part�c�ple for verbal noun.

Do you m�nd me ask�ng a quest�on? Do you m�nd my ask�ng a quest�on?
There was l�ttle prospect of the Senate

accept�ng even th�s comprom�se.
There was l�ttle prospect of the Senate's

accept�ng even th�s comprom�se.

In the left-hand column, ask�ng and accept�ng are present
part�c�ples; �n the r�ght-hand column, they are verbal nouns
(gerunds). The construct�on shown �n the left-hand column �s
occas�onally found, and has �ts defenders. Yet �t �s easy to see that
the second sentence has to do not w�th a prospect of the Senate, but
w�th a prospect of accept�ng. In th�s example, at least, the
construct�on �s pla�nly �llog�cal.

As the authors of The K�ng's Engl�sh po�nt out, there are
sentences apparently, but not really, of th�s type, �n wh�ch the
possess�ve �s not called for.

I cannot �mag�ne L�ncoln refus�ng h�s assent to th�s measure.

In th�s sentence, what the wr�ter cannot �mag�ne �s L�ncoln h�mself, �n
the act of refus�ng h�s assent. Yet the mean�ng would be v�rtually the
same, except for a sl�ght loss of v�v�dness, �f he had wr�tten,

I cannot �mag�ne L�ncoln's refus�ng h�s assent to th�s measure.



By us�ng the possess�ve, the wr�ter w�ll always be on the safe s�de.
In the examples above, the subject of the act�on �s a s�ngle,

unmod�f�ed term, �mmed�ately preced�ng the verbal noun, and the
construct�on �s as good as any that could be used. But �n any
sentence �n wh�ch �t �s a mere clumsy subst�tute for someth�ng
s�mpler, or �n wh�ch the use of the possess�ve �s awkward or
�mposs�ble, should of course be recast.

In the event of a recons�derat�on of the
whole matter's becom�ng necessary

If �t should become necessary to
recons�der the whole matter

There was great d�ssat�sfact�on w�th the
dec�s�on of the arb�trators be�ng favorable to
the company.

There was great d�ssat�sfact�on that the
arb�trators should have dec�ded �n favor of
the company.

People. The people �s a pol�t�cal term, not to be confused w�th
the publ�c. From the people comes pol�t�cal support or oppos�t�on;
from the publ�c comes art�st�c apprec�at�on or commerc�al patronage.

Phase. Means a stage of trans�t�on or development: “the phases
of the moon;” “the last phase.” Not to be used for aspect or top�c.

Another phase of the subject Another po�nt (another quest�on)

Possess. Not to be used as a mere subst�tute for have or own.

He possessed great courage. He had great courage (was very brave).
He was the fortunate possessor of He owned

Prove. The past part�c�ple �s proved.
Respect�ve, respect�vely. These words may usually be om�tted

w�th advantage.

Works of f�ct�on are l�sted under the
names of the�r respect�ve authors.

Works of f�ct�on are l�sted under the
names of the�r authors.

The one m�le and two m�le runs were
won by Jones and Cumm�ngs respect�vely.

The one m�le and two m�le runs were
won by Jones and by Cumm�ngs.

In some k�nds of formal wr�t�ng, as geometr�cal proofs, �t may be
necessary to use respect�vely, but �t should not appear �n wr�t�ng on
ord�nary subjects.



Shall, W�ll. The future tense requ�res shall for the f�rst person,
w�ll for the second and th�rd. The formula to express the speaker's
bel�ef regard�ng h�s future act�on or state �s I shall; I w�ll expresses
h�s determ�nat�on or h�s consent.

Should. See under Would.
So. Avo�d, �n wr�t�ng, the use of so as an �ntens�f�er: “so good;”

“so warm;” “so del�ghtful.”
On the use of so to �ntroduce clauses, see Rule 4.
Sort of. See under K�nd of.
Spl�t Inf�n�t�ve. There �s precedent from the fourteenth century

downward for �nterpos�ng an adverb between to and the �nf�n�t�ve
wh�ch �t governs, but the construct�on �s �n d�sfavor and �s avo�ded by
nearly all careful wr�ters.

To d�l�gently �nqu�re To �nqu�re d�l�gently

State. Not to be used as a mere subst�tute for say, remark.
Restr�ct �t to the sense of express fully or clearly, as, “He refused to
state h�s object�ons.”

Student Body. A needless and awkward express�on mean�ng no
more than the s�mple word students.

A member of the student body A student
Popular w�th the student body L�ked by the students
The student body passed resolut�ons. The students passed resolut�ons.

System. Frequently used w�thout need.

Dayton has adopted the comm�ss�on
system of government.

Dayton has adopted government by
comm�ss�on.

The dorm�tory system Dorm�tor�es

Thank�ng You �n Advance. Th�s sounds as �f the wr�ter meant,
“It w�ll not be worth my wh�le to wr�te to you aga�n.” In mak�ng your
request, wr�te, “W�ll you please,” or “I shall be obl�ged,” and �f
anyth�ng further seems necessary wr�te a letter of acknowledgment
later.



They. A common �naccuracy �s the use of the plural pronoun
when the antecedent �s a d�str�but�ve express�on such as each, each
one, everybody, every one, many a man, wh�ch, though �mply�ng
more than one person, requ�res the pronoun to be �n the s�ngular.
S�m�lar to th�s, but w�th even less just�f�cat�on, �s the use of the plural
pronoun w�th the antecedent anybody, any one, somebody, some
one, the �ntent�on be�ng e�ther to avo�d the awkward “he or she,” or to
avo�d comm�tt�ng oneself to e�ther. Some bashful speakers even say,
“A fr�end of m�ne told me that they, etc.”

Use he w�th all the above words, unless the antecedent �s or
must be fem�n�ne.

Very. Use th�s word spar�ngly. Where emphas�s �s necessary, use
words strong �n themselves.

V�ewpo�nt. Wr�te po�nt of v�ew, but do not m�suse th�s, as many
do, for v�ew or op�n�on.

Wh�le. Avo�d the �nd�scr�m�nate use of th�s word for and, but, and
although. Many wr�ters use �t frequently as a subst�tute for and or
but, e�ther from a mere des�re to vary the connect�ve, or from
uncerta�nty wh�ch of the two connect�ves �s the more appropr�ate. In
th�s use �t �s best replaced by a sem�colon.

The off�ce and salesrooms are on the
ground floor, wh�le the rest of the bu�ld�ng �s
devoted to manufactur�ng.

The off�ce and salesrooms are on the
ground floor; the rest of the bu�ld�ng �s
devoted to manufactur�ng.

Its use as a v�rtual equ�valent of although �s allowable �n
sentences where th�s leads to no amb�gu�ty or absurd�ty.

Wh�le I adm�re h�s energy, I w�sh �t were employed �n a better cause.

Th�s �s ent�rely correct, as shown by the paraphrase,
I adm�re h�s energy; at the same t�me I w�sh �t were employed �n a better cause.

Compare:

Wh�le the temperature reaches 90 or 95
degrees �n the dayt�me, the n�ghts are often
ch�lly.

Although the temperature reaches 90 or
95 degrees �n the dayt�me, the n�ghts are
often ch�lly.

The paraphrase,



The temperature reaches 90 or 95 degrees �n the dayt�me; at the same t�me the n�ghts
are often ch�lly,

shows why the use of wh�le �s �ncorrect.
In general, the wr�ter w�ll do well to use wh�le only w�th str�ct

l�teralness, �n the sense of dur�ng the t�me that.
Whom. Often �ncorrectly used for who before he sa�d or s�m�lar

express�ons, when �t �s really the subject of a follow�ng verb.

H�s brother, whom he sa�d would send
h�m the money

H�s brother, who he sa�d would send h�m
the money

The man whom he thought was h�s
fr�end

The man who (that) he thought was h�s
fr�end (whom he thought h�s fr�end)

Worth wh�le. Overworked as a term of vague approval and (w�th
not) of d�sapproval. Str�ctly appl�cable only to act�ons: “Is �t worth
wh�le to telegraph?”

H�s books are not worth wh�le. H�s books are not worth read�ng (are not
worth one's wh�le to read; do not repay
read�ng; are worthless).

The use of worth wh�le before a noun (“a worth wh�le story”) �s
�ndefens�ble.

Would. A cond�t�onal statement �n the f�rst person requ�res
should, not would.

I should not have succeeded w�thout h�s help.

The equ�valent of shall �n �nd�rect quotat�on after a verb �n the
past tense �s should, not would.

He pred�cted that before long we should have a great surpr�se.

To express hab�tual or repeated act�on, the past tense, w�thout
would, �s usually suff�c�ent, and from �ts brev�ty, more emphat�c.

Once a year he would v�s�t the old
mans�on.

Once a year he v�s�ted the old mans�on.



VI. SPELLING

The spell�ng of Engl�sh words �s not f�xed and �nvar�able, nor does
�t depend on any other author�ty than general agreement. At the
present day there �s pract�cally unan�mous agreement as to the
spell�ng of most words. In the l�st below, for example, r�me for rhyme
�s the only allowable var�at�on; all the other forms are co-extens�ve
w�th the Engl�sh language. At any g�ven moment, however, a
relat�vely small number of words may be spelled �n more than one
way. Gradually, as a rule, one of these forms comes to be generally
preferred, and the less customary form comes to look obsolete and
�s d�scarded. From t�me to t�me new forms, mostly s�mpl�f�cat�ons, are
�ntroduced by �nnovators, and e�ther w�n the�r place or d�e of neglect.

The pract�cal object�on to unaccepted and over-s�mpl�f�ed
spell�ngs �s the d�sfavor w�th wh�ch they are rece�ved by the reader.
They d�stract h�s attent�on and exhaust h�s pat�ence. He reads the
form though automat�cally, w�thout thought of �ts needless
complex�ty; he reads the abbrev�at�on tho and mentally suppl�es the
m�ss�ng letters, at the cost of a fract�on of h�s attent�on. The wr�ter
has defeated h�s own purpose.

WORDS OFTEN MISSPELLED

acc�dentally
adv�ce



affect
bel�eve
benef�t
challenge
coarse
course
cr�t�c�ze
dece�ve
def�n�te
descr�be
desp�se
develop
d�sappo�nt
d�ss�pate
duel
ecstasy
effect
embarrass
ex�stence
fasc�nate
f�ery
formerly
humorous
hypocr�sy
�mmed�ately
�mpostor
�nc�dent
�nc�dentally
latter
led
lose
marr�age
m�sch�ef
murmur
necessary
occurred
opportun�ty



parallel
Ph�l�p
playwr�ght
preced�ng
prejud�ce
pr�nc�pal
pr�nc�ple
pr�v�lege
pursue
repet�t�on
rhyme
rhythm
r�d�culous
sacr�leg�ous
se�ze
separate
shepherd
s�ege
s�m�lar
s�m�le
too
tragedy
tr�es
undoubtedly
unt�l
v�lla�n

Note that a s�ngle consonant (other than v) preceded by a
stressed short vowel �s doubled before -ed and -�ng: planned, lett�ng,
beg�nn�ng. (Com�ng �s an except�on.)

Wr�te to-day, to-n�ght, to-morrow (but not together) w�th a hyphen.
Wr�te any one, every one, some one, some t�me (except �n the

sense of formerly) as two words.



VII. EXERCISES ON CHAPTERS II AND
III

I. Punctuate:

1. In 1788 the K�ng's adv�sers warned h�m that the nat�on was fac�ng bankruptcy
therefore he summoned a body called the States-General bel�ev�ng that �t would author�ze
h�m to levy new taxes. The people of France however were suffer�ng from burdensome
taxat�on oppress�ve soc�al �njust�ce and acute scarc�ty of food and the�r representat�ves
refused to cons�der projects of taxat�on unt�l soc�al and econom�c reforms should be
granted. The K�ng who d�d not real�ze the grav�ty of the s�tuat�on tr�ed to overawe them
collect�ng sold�ers �n and about Versa�lles where the sess�ons were be�ng held. The people
of Par�s see�ng the danger organ�zed m�l�t�a compan�es to defend the�r representat�ves. In
order to supply themselves w�th arms they attacked the Inval�des and the Bast�lle wh�ch
conta�ned the pr�nc�pal suppl�es of arms and mun�t�ons �n Par�s.

2. On h�s f�rst cont�nental tour begun �n 1809 Byron v�s�ted Portugal Spa�n Alban�a
Greece and Turkey. Of th�s tour he composed a poet�cal journal Ch�lde Harold's P�lgr�mage
�n wh�ch he ascr�bed h�s exper�ences and reflect�ons not to h�mself but to a f�ct�t�ous
character Ch�lde Harold descr�bed as a melancholy young nobleman prematurely fam�l�ar
w�th ev�l sated w�th pleasures and emb�ttered aga�nst human�ty. The substant�al mer�ts of
the work however lay not �n th�s shadowy and somewhat theatr�cal f�gure but �n Byron's
sp�r�ted descr�pt�ons of w�ld or p�cturesque scenes and �n h�s eloquent champ�on�ng of Spa�n
and Greece aga�nst the�r oppressors. On h�s return to England �n 1811 he was persuaded
rather aga�nst h�s own judgment �nto allow�ng the work to be publ�shed. Its success was
almost unprecedented �n h�s own words he awoke and found h�mself famous.

II. Expla�n the d�fference �n mean�ng:

3. ‘God save thee, ancyent Mar�nere!



‘From the f�ends that plague thee thus—
Lyr�cal Ballads, 1798.

‘God save thee, anc�ent Mar�ner!
From the f�ends, that plague thee thus!—

Lyr�cal Ballads, 1800.

III. Expla�n and correct the errors �n punctuat�on:

4. Th�s course �s �ntended for Freshmen, who �n the op�n�on of the Department are not
qual�f�ed for m�l�tary dr�ll.

5. A restaurant, not a cafeter�a where good meals are served at popular pr�ces.—Advt.
6. The poets of The Nat�on, for all the�r �ntens�ty of patr�ot�c feel�ng, followed the Engl�sh

rather than the Celt�c trad�t�on, the�r work has a pol�t�cal rather than a l�terary value and
bears l�ttle upon the development of modern Ir�sh verse.

7. We were �n one of the strangest places �mag�nable. A long and narrow passage
overhung on e�ther s�de by a stupendous barr�er of black and threaten�ng rocks.

8. Only a few years ago after a snow storm �n the passes not far north of Jerusalem no
less than twenty-s�x Russ�an p�lgr�ms per�shed am�dst the snow. One cannot help th�nk�ng
largely because they made l�ttle attempt to save themselves.

IV. Po�nt out and correct the faults �n the follow�ng sentences:

9. Dur�ng ch�ldhood h�s mother had d�ed.
10. Any language study �s good m�nd tra�n�ng wh�le acqu�r�ng vocabulary.
11. My farm cons�sted of about twenty acres of excellent land, hav�ng g�ven a hundred

pounds for my predecessor's lease.
12. Prepared to encounter a woman of d�sordered m�nd, the appearance presented by

Mrs. Taylor at h�s entrance greatly aston�shed h�m.
13. Pale and swoon�ng, w�th two broken legs, they carr�ed h�m �nto the house.
14. Count Cass�n�, the Russ�an plen�potent�ary, had several long and �nt�mate

conversat�ons dur�ng the ted�ous weeks of the conference w�th h�s Br�t�sh colleague, S�r
Arthur N�cholson.

15. But though they had been v�ctor�ous �n the land engagements, they were so l�ttle
dec�s�ve as to lead to no �mportant results.

16. Know�ng noth�ng of the rules of the college or of �ts customs, �t was w�th the greatest
d�ff�culty that the Dean could make me comprehend where�n my wrong-do�ng lay.

17. F�re, therefore, was the f�rst object of my search. Happ�ly, some embers were found
upon the hearth, together w�th potato-stalks and dry ch�ps. Of these, w�th much d�ff�culty, I
k�ndled a f�re, by wh�ch some warmth was �mparted to our sh�ver�ng l�mbs.

18. In th�s connect�on a great deal of h�stor�c fact �s �ntroduced �nto the novel about the
past h�story of the cathedral and of Spa�n.

19. Over the whole scene hung the haze of tw�l�ght that �s so peaceful.
20. Compared w�th Italy, l�v�ng �s more expens�ve.



21. It �s a fundamental pr�nc�ple of law to bel�eve a man �nnocent unt�l he �s proved gu�lty,
and once proved gu�lty, to rema�n so unt�l proved to the contrary.

22. Not only had the wr�ter entrée to the t�tled fam�l�es of Italy �n whose v�llas she was
hosp�tably enterta�ned, but by royalty also.

23. It �s not a strange s�ght to catch a gl�mpse of deer along the shore.
24. Earn�ngs from other sources are of such a favorable character as to enable a

splend�d show�ng to be made by the company.
25. But wh�le earn�ngs have mounted amaz�ngly, the status of affa�rs �s such as to make

�t �mposs�ble to pred�ct the course events may take, w�th any degree of accuracy.



Transcr�ber's Note:
The follow�ng �s a l�st of correct�ons made to the or�g�nal. The
f�rst passage �s the or�g�nal passage, the second the corrected
one.
Page 5:
of h�s manuscr�pt Mr. George McLane Wood has
of h�s manuscr�pt. Mr. George McLane Wood has
Page 20:
Compare the sentence. “The export of gold was proh�b�ted,”
Compare the sentence, “The export of gold was proh�b�ted,”
Page 26:
under Rule 10. But apart from th�s, he should follow the
under Rule 9. But apart from th�s, he should follow the
Page 36:
�n the sense, “ordered”) �s bade.
�n the sense, “ordered,” �s bade.
Page 39:
Effect. As noun, means result; as verb, means to br�ng
Effect. As noun, means result; as verb, means to br�ng
Page 39:
they ma ybe, are not properly facts.
they may be, are not properly facts.
Page 42:
Acts of a host�le nature.
Acts of a host�le nature
Page 45:
Dayton has adopted the comm�ss�on system of government
Dayton has adopted the comm�ss�on system of government.
Page 48:
embarass
embarrass
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