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There are 4 reasons why we write:
1. Entertain
2. Inform
3. Instruct
4. Persuade 
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Comma Rules
There are 5 common usages for the comma. As long as you follow these rules, and avoid overly complex sentences, you will quickly learn to master the comma. 

1. , but / , yet
Conjunction. There is one exception: when “but” is used in place of “except”.
2. When Writing Out a Series
For technical writing, sometimes it is better to include the comma before the final “and” (the comma actually replaces the word “and” – that is its grammatical usage). 
While it is optional to use the comma before the word “and”, it is suggested you don’t as it is among popular belief that placing a comma before the word “and” is incorrect.  
EX. I like apples, oranges, peaches and cream.
3. Introductory Words, / Phrases,
Such words are offset by the comma as they are not part of the main sentence. 
Commas here are used to guide readers along your written thoughts. 
EX. On the one hand, on the other hand, firstly, secondly, thirdly, furthermore, however, in future,. 
4. X, Introductory Words / Phrases, Y.
Where x+y = independent clause.
An independent clause simply means a sentence that stands on its own.
Avoid using introductory words/phrases in the middle of sentences altogether, they should be used at the beginning!
5. When You Begin Sentences With Words Like “Because” and “Although”
Although x, y.		or:		Because x, y. 
This usage creates a passive sentence, but it works well for transitional purposes. 
EX. Although religion played a major role in the recent conflicts, economics played an even larger one. 

Contractions 
Contractions are very common grammar mistakes – this lecture examines the confusing relation between the contraction and the possessive case. 

Don’t write the way you speak!

The problem with contractions is they only cause confusion in your writing as they offer too many options.
EX. There, they’re, their, etc. 
The key to eliminating problems in your writing is to minimize the choices that you have – no contractions! 
The possessive case in English exempts the apostrophe as it the simply shows something that belongs to something else. Sometimes these words need the apostrophe to highlight their usage.  
EX. Ricky’s / Jones’ (when words end in “s”). 

Gerunds (-ing Words)
Avoid beginning your sentences with words ending in –ing unless they are the subject of the sentence!
EX.  ✓Swimming is an enjoyable thing to do in the summer (subject = swimming). 
   ✗ Having trouble sleeping, the TV helps me get through the night (subject = TV).
Also, do not begin sentences with “It is…” or “This is…”

Eliminate From Writing
Punctuation 
· Semi-colon 	    ;
· Dashes	                - -
· Parentheses	  ( )
Such punctuation marks wreck the style of your writing (lazy writing)!
· Quotation marks   “ “   when used for emphasis! It is an indication of dialogue, direct quotes or definitions, nothing else!
Phrases
· “as well as” 

Remember! Every sentence is about someone or something! 
S (subject – where is everything starting from?) + V (verb – what about the subject?)  
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Thesis
A good thesis is:
· Argumentative (makes a case – biggest difference between a thesis and a topic!). 
· Controversial (has to be possible for an intelligent person to disagree with your thesis).
· Analytical, not evaluative (not the place to praise or blame!).
· Specific (don’t make it too broad – must be narrowed down!). 
· Well supported (needs to have proof and research!). 

The thesis statement should appear very near the beginning (the very LAST sentence in the first paragraph). 
You will often find  a version of your final thesis in the last paragraph of a first draft. 
A strong final thesis should emerge from, not precede, your analyses. 

Introduction
There are 3 components to an introduction:
1. General opening statement (GOS) – giving an idea of where the paper is going. 
2. Sections – broad words listed somewhat as bullet terms outlining the aspects you’re going to talk about in the paper. Guiding the reader along what he/she is going to be reading about. The 3 sections must be really distinct!
Be careful of using subjects as section headings!
3. Thesis – last because it is the last thing your reader is going to read before you begin to prove your point. 
There have to be a minimum of 3 sentences.

Components of an Example Essay
An example s selected from a class of things and used to show the character of some of the,.
· Briefly stated instances of people, places, ideas or things. 
· Even though you are providing examples, you’re still going to provide arguments.
· Examples shouldn’t come from personal experience, but from quotations, statistics or facts you have discovered through research. 

Remember!
1. Make sure each example is representative of your subject. 
2. Make sure all examples are pertinent (relevant, significant and acceptable to audiences). 
3. Make sure the range and number of examples is limited! (consider the length of the paper!). 
The challenge is to be both selective and comprehensive – include just enough examples to convey your idea clearly and forcefully. 

Basic Template
Title that Reflects the Thesis
· NO “Assignment #1” or “example essay”! NO “Feminism; Fact or Fiction!”
Introduction
· A general opening statement.
· Sections: a, b and c (or more).
· Thesis. 
Section a
Section b
Section c
Proper conclusion.
· Restate thesis.
· Restate sections.
· General summary of what was proven. 
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· Never use unless asked to because it is commonly lacking argument. 

Compare and contrast essay – pointing out similarities vs. pointing out differences. When assess both similarities and differences, it engages in comparing and contrasting.

Purpose
· comparison is a natural mental process.
· Use to answer 3 questions:
1. Main similarities between S1 and S2?
2. Main differences between S1 and S2?
3. Main similarities and differences between S1 and S2?
· Used to inform and evaluate. 

How to Write a Compare and Contrast Essay? 
· Organize paper according to principle of comparisons.
1. Are two items comparable?
2. What terms and comparison?
3. What is most appropriate pattern of organization to use?

There are 2 patterns we can use:
1. Chunk Pattern Template.
2. Slice Pattern Template.

	Sample Chunk Outline
	Sample Slice Outline

	Paragraph 1 
· Intro and thesis.
Paragraph 2 
S1 (novel)
1. Characteristics in novel.
2. Setting in novel.
3. Plot of novel.
Paragraph 3
· S2 (film)
1. Characteristics in film.
2. Setting in film.
3. Plot of film.
Paragraph 4
· Conclusion summarizing similarities and differences.


Template only works for short answer questions. 
	Paragraph 1
· Intro and thesis.
Paragraph 2
· Characters
1. S1 in novel.
2. S2 in film.
Paragraph 3 
· Setting
1. S1 in novel.
2. S2 in film.
Paragraph 4
· Plot
1. S1 in novel.
2. S2 in film.
Paragraph 5
· Conclusion.

Used for longer papers. 



Keep in mind!
· Are you expected to create an argument?
· Are you simply expected to show similarities and differences?
· Will you be expected to propose recommendations? (related to business proposals).
· Will anyone act on your findings? (related to business proposals). 

Steps for Organization
1. Select topic.
2. Ask questions about topic – talk about what angle taken (beginning of thesis).
3. Get information (brainstorming + research, or both).
4. Write does notes/ideas, concepts, quotes, etc.
5. Eliminate any obvious material that doesn’t correlate.
6. Group ideas in relation to commonalities.
7. Position ideas within each group or section. 
8. Eliminate any ideas within a group or section that doesn’t fit.
9. Position groups or sections in logical order.
10. Begin connecting ideas within each group, sharpen theses and begin to link quotes and examples into own thoughts. 
11. Each group creates theme or topics (transition sentence). 
12. Sharpen theses final time and write first draft with full intro.
13. Write second draft with revisions. Write conclusion.
14. If time, leave it alone for about a day. Take a break.
15. Revise and write a third and final draft. 

[bookmark: _WNSectionTitle_4][bookmark: _WNTabType_3]Compare and Contrast Essay	September 26, 2013. 
“Group” = Section. 


Cause and Effect Essay

· The realization between connection of cause and effect would have profound consequences for religion, science, philosophy and art (Copernicus theory). 

· In this portion of the course, we are interested in identifying reasons for or consequences of something.
· Cause and effect (causal analysis) is a rhetorical pattern based on the following aspects:
1. Writer attempts to analyze the reasons that lead to something, such as an event (inventions, aspect of a war, the “pill”, the sexual revolution) or a decision (law) or…
2. Attempts to analyze its possible consequences or…
3. Sometimes both (but you want to avoid that for the purposes of this course). 

Purpose
· What are the causes of S? or…
· What are the effects of S? 
Where “S” signifies an event or decision.

To write an effective causal analysis, you must:
· Be honest and objective in your investigation (what does the research/background information say?)
· Analyze complex ideas carefully in order to distinguish between the remote and immediate.
· Not be swayed by your initial biases and prejudices. 
· Not oversimplifying
EX. “the reason for violence in society is caused by all the violence on television”.
· Be aware that an event can be triggered by a complex variety of things.
· Never mistake coincidence for causation.
Ultimately, selecting your focus and scope is very important for this exercise and style of writing. 

Technique of Cause and Effect
· Limit your topic to one you can explore adequately in the space allotted.
· One template for a thesis: the causes of S are a, b and c. 
· A second thesis template: the effects of S were a, b and c. 

· Make sure you support your assertions, and you do that through proof!
· Discussion of your Cause and Effect assignment: proper essay format with an introduction, thesis and sections of argument  that lead to a final conclusion. 

Paragraphs 

Paragraph – is a microcosm of the entire paper, at least 3 sentences per paragraph (Gildea)!
· a group of sentences that focus on one idea. You should always indent 5 spaces (usually tab) before you start a paragraph, then write your focus (your subject).
· Just as in the entire essay, no quotations in the first sentences of our paragraphs or in our last sentences – first (topic sentence) and last sentences (transition sentence) should be author’s voice.

How?
· A paragraph can be divided into 3 sections. This division is very similar to the organization found in any academic essay. 

Outline of a Paragraph
· Topic sentence (introduces the information in the paragraph).
· Body sentence (with supporting evidence)
· Transitional sentence (suggests where were going in the next paragraph – begin such sentences with words like although, because, etc.).
Ideally: a really good paragraph is about half a page, double spaced. It should not go over ¾ of a page! (about 5 or 6 sentences with at least one quote per paragraph!). 

When do I Begin a New Paragraph?
· Shift in focus will tell you when a new paragraph is needed. 

In Summary a Good Paragraph Includes:
· A topic sentence – the main idea or subject of the writing (personal voice).
· Detail sentences – these are the sentences that describe and give more detail about the main idea.
· Supporting evidence – usually in the form of proof.
· Logical order – the sentences have to be put together in a way that makes sense.
· A transition – moves on to the next paragraph (personal voice).
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· There are times when you are not required to define your words for the reader, but there are times when a definition is required in text. 

What is a definition?
· A contract: communication between the writer and the reader cannot take place unless there is a shared understanding of the meaning of the writer’s words. 
· Through definition, a writer makes a reading clearer.

Ways of Defining

Short way – formal definition 
· a writer explains in one sentence a word that may be unknown to the reader. 
· Includes a definition whenever you introduce an unfamiliar word or concept, or whenever you assign a particular meaning to a general term in the thesis (as it is central to the argument – not defining results in a confused reader throughout the rest of the paper). 
EX. Words like justice, religion, terrorist, would need a definition (they bring upon debate). 
· Definitions for uncommon words found in the thesis will appear in the first sentence of the second paragraph (first paragraph after the introduction). 
· Define the word in the way the writer intends to use it – not all the different definitions pertaining to the word. 
· Formal definitions need to be cited, direct quotations.
· Common dictionaries (Webster’s) are acceptable for first year, third and fourth year definitions should be from specialized reference books.
· Best common dictionary to use is Oxford’s.

Long way – extended definition
· Required when the nature of the thing to be defined is complex and explaining  what it is in detail is the writer’s goal. 
· Answers the question “What does S mean?”.
EX. Metaphysics – entire books have been written to define it and how it works in any culture. 
· Extended definitions are used for 3 purposes:
1. Explaining the abstract, the technical, or the changed meanings of a word or concept. 
EX. Words like freedom, globalization, justice.
2. Used to clarify the way in which a particular term has changed over the years.
3. Not restricted to its expository function. Defining something in a particular way sometimes involves persuading other people to accept and act on the definition.

· Constructing  a formal definition is a logical way to begin any task of definition. It prevents vague formulations.
EX. “a turtle lives in water” – so does a tuna. 
· Avoid circular definitions! – never use the words you’re trying to define in your definition.
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Search Strategy

Choosing Keywords
· Try to find at least one very unique keyword that captures the main idea. The others can be more generic.
· Don’t be tempted by generic words.
EX. Cause/effect/determine. 
· These words often have no meaning in a search.

Constructing a Search String
· Social media AND privacy.
· Facebook AND privacy. 
· “social media” OR facebook OR twitter AND privacy OR personal information. 
Tips
· AND narrows your search.
· OR broadens your search.
· Use quotations around several words.
· * finds different endings of a word. 

Picking the Right Database
· identify the broad subject area.
The topic of interest privacy is probably within the field of communications or medias or even sociology. Knowing this helps you to identify appropriate resources. The Library Research Guides can help you find appropriate search tools once you have identified the discipline(s) that might be conducting research on this topic.

Identify what type of resource you need.
· Encyclopedias introduce a subject.
· Books describe it in depth.
· Articles describes one small aspect in detail.

What is a scholarly source?
· Peer reviewed journals are academic research journals which contain articles in which an editorial committee has reviewed articles for submission without knowing the authors (blind review). 
· To confirm that a journal is peer reviewed look for submission and acceptance dates for an article, or at the cover info of the journal to determine the presence of an editorial board or committee. 
· Many databases allow you to limit your search to peer-reviewed articles. 

Citation
· The purpose of citation is so readers can find the sources you used in your paper.
· Cite every document you refer to in your text.
· There are different styles – try to learn one.
· The essay writing library guide has links to a citation creator and style guides.
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· Persuasion is used in a variety of writing formats and is used to convince the reader of your arguments and ideas. 
· Used in almost every form of communication where argumentation will be employed.
· Sometimes, the thesis in certain persuasive pieces is not stated until near the end and is commonly used in speeches and other forms of communication where the audience may not initially agree with your point of view. 
· To persuade is to get the readers to either think, act or feel a certain way. 

Persuasion appeals to 1 or more of the following
1. Reason – relies upon logic and intellect and is usually most effective when you are expecting your readers to disagree with you in any way.
2. Emotion – emotional appeals attempt to around your readers’ feelings, instincts, senses and biases.
EX. Usually used in charities, commercials, news abut victims, etc. 
3. Ethics – usually associated with philosophical attitudes (although the term has profound meanings for different individuals). 

The grade for the persuasion assignment will be based on whether or not you are convincing and not just on structure and paragraphing. 
· Are you making the argument you said you were going to make in the thesis?

What? – Definition

Argument – the logical approach, convincing a person by way of the mind.
Persuasion – emotional approach, convincing a person by way of the heart. 

· We decide which approach to use; logical or emotional or a combination of the two, depending on the issue we are discussing. 
· Best not to use both for an academic paper. 

· An important part of convincing the reader is getting the facts straight. An argument is only as strong as the logic behind it. 
· Even when appealing primarily to the reader’s feelings, the writer must do so reasonably or risk producing a paper that is either sentimental or bullying and, therefore, not persuasive. 

· Inductive reasoning – “scientific method” – logical process of examining a number of individual cases and then coming to a general conclusion.
 EX. I ordered a number of pizzas from Fido’s that were horrible and concluded that their pizza was crap.
· Deductive reasoning – “thesis model” – instead of considering specific cases to come up with a general statement, deduction applies a general statement to a specific instance and then reasons through to a logical conclusion.
· Formal logic of the syllogism, a traditional 3-part formula:
1. Major premise – all humans are mortal.
2. Minor premise – Socrates is human.
3. Conclusion – Socrates is mortal. 
· Deduction is only as solid as its premises.
· Deducing specifics from faulty generalizations is dangerous reasoning. 
· Any writing intended to convince must be grounded in sound logic.
· Both inductive and deductive reasoning are only as sound as the observations or the premises on which they are based. 
· If readers are able to detect logical gaps, faulty premises, or unsupportable generalizations (3 things to watch for in argumentative papers) in your reasoning, they will not be convinced of anything you have to say. 

Why? – Purpose 
· We write arguments to make a case for something and to prove that case through an analysis. 
· Keep in mind that critical means to make a judgment for or against, not just finding a fault. 
· Avoid “my side, their side” in academic papers. Pick a side, acknowledge that it is a controversial issue, but support your side only.
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Chapter 8
· The simple sentence (subjects and verbs) – keep the action at the beginning of your sentences – subject + verb + object.
EX. John hit the baseball. 

Compound and Complex Sentences 
· Compound sentence – links simple sentences with a coordinating conjunction (connecting words – and, but, nor, or, yet, still, for, so) or with a semi-colon. 
· The compound  sentence coordinates, treating everything on the same level. 
· The compound links ideas one after the other. 
· Complex sentence – hooks lesser sentences onto the main sentence (that, which, who) or one of many subordinating (works on 2 different levels) connectives (although, because, where, when, after, if).
· The complex subordinates, putting everything else below its one main self-sufficient idea. 
· The complex is a simple sentence elaborated by clauses instead of merely phrases. 
EX. We had a great time, although some found fault with the decorations. 

Dangling and Misplaced Modifiers
· dangling modifiers – the modifier isn’t even in the sentence.
· misplaced modifiers – you think you’re modifying one thing but are in fact modifying another.
· They are both words, phrases or clauses where it is unclear which element of the sentences they are modifying.

EX. Having trouble sleeping, the T.V. helps me get though the night. 
· Dangling modifier – we’re missing words – suggests it is the T.V. having trouble sleeping as it is the T.V. that is the subject of the sentence.

EX. I only had enough money for the show.
Only I had enough money for the show.
I had enough money for the only show. 
· Misplaced modifier – all sentences are correct, but when words are thrown in different places in a sentences, they can entirely alter the sentence’s intended meaning. 

· You can improve your writing quite a bit by paying attention to basic problems like misplaced modifiers and dangling modifiers. 

Parallel Construction
· Being consistent in writing.
EX. Faulty – the woman was confident, intelligent and knew how to express herself.
EX. Better – the woman was confident, intelligent and articulate.

Chapter 9

Passive and Active Voice
· Passive – the subject and verb are found at the end of the sentence.
EX. The bill was approved by the board.
· Active – the subject and verb are found at the beginning of the sentence. 
EX. The board approved the bill.
· Passive sentences are good to use for transitional sentences in terms of flow.
· Watch out for stretchers – avoid to be on its own
EX. He seems [to be] upset.
· Avoid use of phrases.
EX. His use of dialogue is effective. 

Chapter 10

Denotation and Connotation
·  Denotation – the literal meaning of a word, the dictionary definition.
· Connotation – the cultural associations or emotional suggestions  associated with a word. 

Inclusive and Nonsexist Language
· Euphemism – a word or phrase used to mask a rude or offensive concept. These figures of speech provide a technique to avoid taboos by being polite.
EX. Corporate – layoff, downsize, rightsize, headcount adjustment (mass firing of employees) / outsource (firing local employees to hire cheaper labor elsewhere).  
EX. Military – neutralize, service (to kill or disable a target) / friendly fire (being inadvertently and mistakenly attacked by your allies) / collateral damage (unintentional killing or damage) / pre-hostility (peace) / pre-hostility (peace) / mop up (kill remaining enemy soldiers). 
