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Introduction 
 
This document describes a composition project that I have successfully used during my years of 
teaching at Ohio University in Athens, Ohio. The composition project is to write a Manual that 
gives the reader information that the reader can use. This is practical writing, as opposed to 
academic research papers that teachers grade and return to their students. Manuals tell readers 
information that the readers do not already know but that the readers would like to know and use. 
Academic research papers tend to tell the readers—teachers—information that the teachers 
already know. Academic research papers tend not to have information that the readers can use in 
their own lives. 
 
When I teach the Manual Project, I do so at the end of the term. That way, students can use finals 
week to complete the project, which can be very long. I emphasize that students should write a 
Manual that they can add to their writing portfolio and can use to get an internship or entry-level 
job. Students tend to work very hard on their Manuals because they are writing for their writing 
portfolios and for a real audience. Yes, they will hand in their Manuals to the teacher to be 
graded, but instead of regarding the teacher as the sole reader they think in terms of a real 
audience with real readers. That is why so many Manuals I receive are 30, 40, or 50 pages long. 
If the students were writing for a grade, they would write only the 10-20 pages that I require.  
 
The Manuals are also so long because I teach the Set of Instructions as the composition project 
they write before they write the Manual. If relevant, the Set of Instructions can appear as part of 
the Manual, although the students still have to write 10-20 new pages for their Manual. 
 
Teachers are welcome to evaluate this assignment to see if they want to use it in their own 
classes. Teachers are welcome to adapt this assignment as desired. 
 
Important Disclosure 
 
My Worksheet for the Manual Project is based on a Planning Guide by Paul Anderson that 
appears in the various editions of his book Technical Communication, but contains 
modifications. The Proposal Outline (Class 3) is also based on his Proposal Outline, but contains 
modifications. 
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Class 1: Assign the Manual Project 
 

Teacher’s Expectations 
 
What are your teacher’s expectations for the Manual Project? 
• You will write at least 10 pages of new information for the Manual Project. The pages will 
contain much information. (The Set of Instructions that you wrote may be a part of your Manual, 
but those pages will not count toward the 10 new pages that you need to write.) 
• You will get started early in planning and writing this assignment. (You have only a limited 
time to get the work done.) 
• Almost every day, you will write new material and revise and proofread old material. 
• You will write an outline. 
• You will attend the peer review session. 
• You will write a communication that you are proud of. 
• If necessary, you will use in-text citations and an MLA-format Works Cited list, or you will use 
in-text citations and an APA-format References section. 
 
Note: The 10 pages of new information (that may be in addition to your Set of Instructions) for 
your Manual Project will consist of information that you write, not forms that may appear in the 
appendix. They also do not consist of the pages that will make up the front matter of your 
Manual Project. The 10 more pages of new information (that will be in addition to your Set of 
Instructions) will appear in the body of your Manual Project. (You do not have to put your Set of 
Instructions in your Manual.) The 10 more pages of new information (that will be in addition to 
your Set of Instructions) do include the Introduction and the Conclusion of your Manual Project. 
Be aware that each major section of your Manual Project can begin on a new page. 
 
Note: Do not plan on downloading a lot of material from the WWW and putting it in your 
Manual Project. I want to read what you wrote. If you think that some downloaded material is 
very relevant to what you are writing, put it in an appendix and clearly state that you downloaded 
it word for word from a particular source that you identify. 
 

What Do I Have to Do for the Manual Project? 
 
Benefits 
 
You will write a long document (the Manual Project) that you can add to your writing portfolio 
to show prospective employers. The Set of Instructions that you have already written may 
become part of your Manual Project, perhaps in the body but perhaps in the appendix. 
Instructions are also commonly used and written at work. You may also be able to mention your 
Manual Project in your Resume. For example: “Wrote the employee manual for Mom-and-Pop 
Shop.” Or: “Wrote manual on ‘How to Live with Arthritis.’” 
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On 31 July 2010 I received this from a former student: 
 

Professor Bruce, 
 
You probably do not remember me, but I took ENG 308J with you last fall. About three 
months ago, the Sport Management listserv sent out an e-mail concerning an available 
internship for next winter/spring. Although I applied, I did not hear back from them until 
a few hours ago. Today, I was offered the position of operations intern by the City of 
Goodyear Ballpark (Phoenix-area). There was no interview. Furthermore, they did not 
ask any questions about myself and they spent about thirty seconds discussing my 
resume. However, they spent about five minutes talking about how impressed they were 
with a certain operations manual that I put together last fall regarding OU Football 
Operations. I submitted this manual as my Manual Project for your course. I decided I 
would attach it when I sent the organization my application letter and resume. In other 
words, the manual I wrote for your class just happened to land me a competitive 
internship position. I wanted to thank you and give you a short story that you might be 
able to use as an anecdote when discussing the significance of the Manual Project with 
your future classes.  
 
Thanks again, 
JC 

 
Note: Actually, I remember JC very well. 
 
Assignment Information 
 
• Your Manual Project in this course will be a communication with a body that is 10 to 20 pages 
long. (You may write more pages if you wish; however, the minimum number is 10 new 
pages of body text; this does not include the front matter (cover page and table of contents), 
any appendixes, and the Set of Instructions you have already written (assuming that you 
add them to your Manual Project). The communication will give the reader(s) information that 
the reader(s) can use. Use 12 point for body text. 
 
• You do NOT have to have your Manual Project bound. If you do, you will use card stock 
paper or clear vinyl for the front cover and a solid-color vinyl for the back cover of your Manual 
Project. (This need not be very expensive—around $5.) I recommend that you let me grade your 
Manual Project, look at my comments, revise your Manual Project, then print a copy and bind it 
so you can add it to your writing portfolio. 
 
• Advice: Students in technical or computer majors should choose a technical or computer topic. 
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Examples of Acceptable Topics for the Manual Project: Overview 
 
Important: this course is devoted to expository writing—that is, writing that explains something 
and writing that informs the reader. Here I will give some examples of how a Set of Instructions 
that you have already written can be used as part of your Manual, 
 
Long Sets of Instructions 
 
If you are majoring in an engineering field that requires a deep knowledge of computer-assisted 
drawing, you may want to write a Long Set of Instructions that consists of a tutorial in how to 
use Solid Edge. The Set of Instructions you have already written could be about How to Draw a 
Bolt. This Set of Instructions would later become part of your Manual Project about How to Use 
Solid Edge to Draw a Wheel Support. 
 
Employee Manuals 
 
If you are working at a job that you like (or if you just want to write a Manual Project that will 
look impressive in your Writing Portfolio so that you can get a better job when you graduate), 
you may write an Employee Manual. Your Set of Instructions you have already written could be 
about How to Close the Store. This Set of Instructions will become part of your Employee 
Manual. You won’t be able to cover everything in your Set of Instructions, but you will be able 
to write an introduction, a conclusion, a number of policies, and Sets of Instructions on How to 
Open the Store and How to Close the Store (and perhaps other procedures). Or you may write a 
Manual for one particular position at the business; for example, you may write an Employee 
Manual for Servers. 
 
Organizational Handbooks 
 
If you are an officer in an organization, you may want to write a handbook about how to do your 
job. Your Set of Instructions you have already written could be about some procedure that you 
have to do as an officer in the organization. For example, you could have written about How to 
Run a [Particular Kind of] Fundraiser. This Set of Instructions will become part of your 
President’s Handbook for XYZ Organization. 
 
Other Manuals 
 
If you enjoy hunting, you may want to write a manual about how to hunt a certain kind of 
animal. Your Set of Instructions you have already written could be about How to Clean a Gun. 
This Set of Instructions will become part of your Manual on How to Hunt White-tailed Deer. 
 
Or 
 
If you enjoy working with your hands, you may want to write a manual about how to maintain an 
automobile or a car. Your Set of Instructions you have already written could be about How to 
Change the Oil in Your Car. This Set of Instructions will become part of your Manual on How to 
Maintain Your Ford Escort. 
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Or 
 
If you enjoy working with your hands, you may want to write a manual about how to perform 
simple household repairs. Your Set of Instructions you have already written could be about How 
to Replace Broken Window Glass. This Set of Instructions will become part of your Manual on 
How to Perform Simple Household Repairs. 
 
Or  
 
If you are an education major, you may want to write a manual about how to maintain discipline 
in the elementary classroom. Your Set of Instructions you have already written could be about 
some education-related topic such as How to Carve a Jack-o’-Lantern or How to Make a 
Valentine’s Day Box. This Set of Instructions will become an appendix to your Manual on How 
to Maintain Discipline in the Elementary Classroom or it could be part of the body of your 
Manual on Three Creative Activities for the Elementary Classroom. 
 
Or: 
 
If you are an education major or are interested in education, you may want to write a manual 
about How to Study Well. This would include advice about making a study schedule, writing 
papers, learning grammar and punctuation, taking tests, taking notes, etc. Your Set of 
Instructions you have already written could be about techniques for managing stress. This Set of 
Instructions will become part of your Manual on How to Achieve a Good Education. 
 
Or 
 
If you are interested in health, you may want to write a manual about diet, exercise, sleep, and 
stress management. Your Set of Instructions you have already written could be about some 
health-related topic such as How to Stretch Safely and Correctly or How to Lift Weights Safely 
and Correctly. This Set of Instructions will become part of your Manual on How to Maintain 
Your Health: Diet, Exercise, Sleep, and Stress Management. 
 
Or 
 
If you are a pre-med major, you may want to write a manual about understanding and living with 
a disease. Your Set of Instructions you have already written could be about some health-related 
topic such as How to Stretch Safely and Correctly When You Have Arthritis. This Set of 
Instructions will become part of your Manual on Understanding and Living with Arthritis. 
 
Lab or Professional Manuals 
 
If you are studying to be a scientist, you may want to write about how to perform various lab 
techniques. Your Set of Instructions you have already written would be one of the lab 
procedures; for example, you could have written about How to Perform a Thin Layer 
Chromatography. The rest of your Manual could consist of an introduction, a conclusion, a 
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section on safety in the lab, and instructions for other lab procedures such as microscale 
distillation, evaporation, and/or column chromatography. 
 
Or: 
 
If you are an exercise physiology major, you may want to write an Exercise Testing and 
Prescription Manual. It would explain how to perform many kinds of tests (Body Composition, 
YMCA Bike Test, Treadmill VO2max Test, Treadmill Test for the Elderly, etc.) and how to 
write exercise prescriptions for patients. Your Set of Instructions you have already written could 
be about How to Perform a YMCA Bike Test. This Set of Instructions will become part of your 
Exercise Testing and Prescription Manual. 
 

The Main Point 
 
Choose a topic that interests you for the Manual Project. Make your topic something that you 
care about. Also consider making your topic something that you can add to your Writing 
Portfolio to help you to get a job.  

 
Examples of Acceptable Topics for the Manual Project 

 
Advice: Students in technical or computer majors should choose a technical or computer topic. 
 
Lab or Professional Manuals 
 
• An exercise physiology major wrote an Exercise Testing and Prescription Manual. It explained 
how to perform many kinds of tests (Body Composition, YMCA Bike Test, Treadmill VO2max 
Test, Treadmill Test for the Elderly, etc.) and how to write exercise prescriptions for patients. 
• You can write a safety manual for a lab or workshop that requires the use of dangerous 
equipment. 
• You can write a manual for the workers or users of a computer or science lab. A student wrote 
“A Guide to Understanding and Using Ultraviolet/Visible (UV-Vis) Spectrophotometry in the 
Laboratory.” 
• A student wrote a manual on “How to be a Master Electrician for the Theatre.”  
• A student wrote a manual titled “How to Properly Read, Configure, and Use Equipment in 
EE395A-395C.” 
• A student wrote a guidebook that explained how to perform useful procedures in an organic 
chemistry lab—e.g., thin layer chromatography, column chromatography, small-scale 
distillation, nuclear magnetic resonance imaging (NMR), and evaporation. 
• A student wrote a handbook for the students studying speech language pathology at the Ohio 
University Hearing, Speech, and Language Clinic. 
• A student wrote a “Spirometry Procedures Manual.” 
• A student wrote a “Guide to Basic Audiology.” 
• A student wrote a “Volunteers’ Manual for Dr. Robert Colvin’s Neuroscience Research Lab.” 
• A student wrote a “Lab Manual for a Molecular Biology Laboratory.” 
• A student wrote a manual on “How to Scientifically Measure Athletic Potential.” 
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Employee Manuals 
 
• You can write an Employee Manual for a business; it will tell employees their duties, 
responsibilities, and rights. Students have written Employee Manuals for Bob’s Supermarket, the 
Greenery, the Maplewood Inn, a summer camp, etc.  
• You can write a guide for work-study students in the office where you work. A student wrote a 
“Guide for New Resident Assistants at Jefferson.” A student wrote “The Resident Assistant 
Handbook: A Guide for South Green Staff Members.” 
 
Sales Manuals 
 
• Many students have written manuals for salespeople; for example, a student wrote a “Sales 
Manual for ACRN Account Managers.” A student wrote a “Sales Manual for Post Advertising 
Representatives.” 
 
Organization Handbooks 
 
• You can write a manual for the next person who will hold your job. A student wrote a manual 
about “How to Produce the CONTACT Newspaper.”  
• Other students have been President of a student organization and have written manuals about 
how to do their job for the incoming President.  
• A student wrote a handbook about how to plan the big formal event for her Greek organization. 
• Another student wrote about “How to Plan Earth Day.”  
• You can write about how to organize your organization’s annual fundraising event (this could 
be organized in chronological order: Before the Event, During the Event, and After the Event).  
• Members of fraternities or sororities can write manuals for various offices, telling future 
officeholders how to do the job, including manuals for Pledge Educator, Rush Chair, and 
Philanthropy Chair, or they can write a “Handbook for New Members.” They can write a manual 
telling about and listing the responsibilities of all leadership positions in the organization. 
• New members of the Ohio University Women’s Rugby team often are not very familiar with 
the sport, so a student in my course wrote a “A Beginner’s Guide to Rugby” for the new 
members, explaining the basics of the sport.  
• A student wrote an “Ohio University Women’s Club Lacrosse Team Treasurer’s Manual.” 
 
Guides to Computers 
 
• Several students have written guides on “How to Build a Computer.” (Include a 
troubleshooting section.) 
• Many students have written long tutorials for CAD or other computer programs. 
• A student wrote “How to Create an Intranet Database Using Lotus Notes” for the Ohio 
University School of Business.  
• A student wrote a guide to trading stocks on-line using the Internet. In his guide, he compared 
and contrasted several different companies that allowed the trading of stocks using the Internet.  
• A student wrote a guide to finding information about politicians and issues on the WWW. 
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Guides for Solving Physics/Engineering/Technical Problems 
 
• You can write a communication explaining how to solve certain technical or mathematical 
problems.  
• A student wrote a manual on how to use vectors to solve physics problems.  
• A student wrote a guide on how to use statics to solve engineering problems. (Writing a guide 
on this topic can be a wonderful way of getting ready for the final exam in a difficult course.)  
• A student wrote a “Chemical Engineer’s Guide to Networking Heat Exchangers.”  
• A student wrote “Atomic Diffusion: A Study Guide for the Engineering Student.”  
• A student wrote “Instructions for Projects 1, 2, and 3 for Psychology 221: Statistics for 
Behavior Sciences.” 
 
Long Sets of Instructions 
 
• A student wrote a long Set of Instructions about “How to Tune a Set of Drums.” 
• A student wrote a long Set of Instructions about how to do procedures involving mice at the 
Edison Biotechnology Center. 
• A student wrote a manual on “How to Fabricate an Ankle Foot Orthotic” for her father’s 
business. 
 
Collections of Short Sets of Instructions 
 
• A student wrote a guide on “Maintenance for Various Kinds of Brass Instruments.”  
• If you enjoy working with your hands, you may want to write a manual about how to maintain 
an automobile or a motorcycle. Your Sets of Instructions could include How to Change the Oil in 
Your Car, How to Change Your Windshield Wiper Blades, How to Rotate Your Tires, etc.  
• You can make your Manual Project a collection of Sets of Instructions for performing common 
household repairs, such as repairing a hole in a wall, replacing broken window glass, etc. 
 
Guides to Study Abroad 
 
• You can write a guide that explains what students need to know to study abroad. A student had 
taken a course in which she studied fashion merchandising during two weeks in Paris and 
London. For her Manual Project, she wrote a guide to students telling them how to get the 
greatest benefit from the course and what to expect in Paris and London. A student wrote a 
Guide to Study Abroad in Tours, France.  
 
Manuals for Educators 
 
• A future elementary schoolteacher wrote a “Guide to Celebrating More Diverse Winter 
Holidays in Schools.” She wrote about celebrating Chanukah, Christmas, Las Posadas, Kwanzaa, 
and Eid. For each holiday, she included a short history, a listing of food typically eaten at that 
time, a recipe (simple enough for children to participate in the making of the food), examples of 
family traditions, examples of games and activities, and instructions for playing a children’s 
game associated with that holiday. 
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• Write related sets of short Instructions that can be used by educators. For example, future 
educators could write related short sets of Instructions such as “How to Make a Story Board, 
How to Make a Bulletin Board, and How to Make Classroom Materials Such as Play Dough, 
Clay, Finger Paints, Ink, and Paste.”  
• You can write a read-aloud guide for a children’s literature book. Choose a book, then put 
together several different activities a teacher can use to enhance the book during read-aloud time. 
Examples include how to make and use a storyboard for the book, how to make puppets for the 
book, how to make a skit for the book, and how to make it interactive. A student wrote a guide to 
using “If You Give a Mouse a Cookie” in an active read-aloud. 
• You can write a guide on how to turn an ordinary classroom into a whole-language learning 
environment. 
• You can write a guide for first-year elementary school teachers on how to maintain discipline 
in the classroom.  
• You can write a “Survival Guide for First-Year Kindergarten Teachers.”  
• You can write about “How to Create Lesson Plans.” 
• A student wrote “Learning Styles and Practical Applications in the Classroom.” This guide 
informed the teacher about auditory, visual, and tactile/kinesthetic learners. 
• A student wrote a guide on “How to Read Music.”  
• A Music Education major wrote a “Guide for Beginning Conductors.”  
• You can write a “Survival Guide for First-Year Music Education Teachers.”  
• You can write a guide on “How to Attend and Enjoy the Opera.”  
• A student wrote “A Sample Lesson Plan for a Level One Modern Dance Class.” 
• A student in the military wrote a “Survival and Evasion Manual.” 
• If you will be a high school teacher who teaches composition, you may write a “Guide to 
Identifying and Correcting Common Errors in English Composition.” 
• A student wrote a guidebook on “How to Develop a Teaching Portfolio.” 
• A student wrote a guidebook on “How to Prepare Students to Read in the Content Area.” She 
wrote about asking and answering questions before reading, forecasting passages, understanding 
vocabulary, graphically representing information, and writing before reading. 
 
Proposals 
 
• Your Manual Project can be a long Proposal. A student who was an expert in self-defense 
wrote a Proposal to his fraternity proposing that the fraternity sponsor a self-defense seminar for 
the fraternity’s sister sorority. Another student wrote a Proposal in which he made a bid to 
design, write, and produce a mail-order catalog for a business. 
• You can research various sources of grant monies and write a real Proposal requesting money 
for a project that your organization wishes to complete. 
 
Problem-Solving Reports 
 
• You can write a report to a professor at your university. A student wrote his chemical 
engineering professor thoroughly explaining an experiment in the thermo-expansion of plastics 
and recommending that the experiment be included in a particular Ohio University course. Other 
students have described other experiments. 
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• You can write a report that will tell how to solve a problem (or problems) at a place where you 
work. A student wrote a report for Bromley Hall about how to solve various problems about the 
building opening and closing dates, employee morale and motivation, food service, and resident 
involvement. The report contained several recommendations about how to solve these problems. 
A student wrote a report on “Suggested Improvements to University Commons.” 
• You can write a report telling how to improve a computer laboratory. A student wrote a report 
for the Ohio University Chemical Engineering Department about several ways to improve the 
chemical engineering computer lab. 
• A communications student wrote an “Introduction to Studio C.” 
• You can write a report telling how to improve a university program.  
• A student wrote a report for the Consortium for Overseas Teacher (COST) program that 
recommended ways to help prepare students for their overseas experience.  
• A student wrote a report on the admissions process for the Ohio University School of Physical 
Therapy; the report discussed ways to make the process fairer to students. 
• You can write a report telling how to solve a problem at your university.  
• A student wrote a report that discussed ways to improve bicycle parking on campus.  
• A student wrote a report for the university’s Athletic Director; the report discussed ways to 
improve recognition of the university’s women’s basketball team. 
• You can write a report to a small business recommending that it buy a computer and software. 
Investigate various computers and computer programs and find out which will be best for the 
company. Include a detailed estimate of the costs of buying the computer and software. 
• You can write a report to a campus radio station telling how it can promote itself to students. 
One student wrote a report about 12 inexpensive methods of promoting the radio station. 
• You can write a report to a landlord explaining how the landlord can improve service to and 
relations with his or her tenants.  
 
Manuals for Coaches or Sports Teams 
 
• You can write a manual for a sports team that you coach. The manual can cover team behavior, 
a code of ethics, drills, plays, pre-game warm-ups, etc.  
• You can write a guide for coaches, telling how to teach a certain sport to young players. 
• You can write a Guide for Preparing for the Mid-American Conference Championships for 
athletes in whatever varsity sport you play. 
• A student wrote a handbook for “Ohio University Basketball Game-Day Operations.”  
• A student wrote a “Butler High School Girls’ Softball Coaching Handbook.”  
• A student wrote a players’ handbook for his junior high school football team. 
 
Informative Manuals About Living with Illnesses or Handicaps (Often Written by Future 
Educators or Health Care Professionals, Including Physical Therapists) 
Note: Be sure to avoid plagiarism if you do one of these topics. 
 
• You can write manuals on “How to Live with Arthritis” or “How to Rehabilitate Yourself After 
a Total Knee Replacement.” 
• A student wrote “An Instruction Manual for the Exercise Physiology Student on How to Give 
Sub Maximal Endurance Tests.”  
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• A student whose mother suffered from (but beat) Non-Hodgkin’s Lymphoma wrote “Living 
with Non-Hodgkin’s Lymphoma: A Guide for the Primary Caregiver.” 
• You can write an informative manual for parents who have discovered that their child is 
suffering from a hearing loss.  
• You can write a “Handbook on Autism” for parents who have discovered that their child is 
Autistic.  
• You can write a “Guide for Parents of Children with Attention-Deficit Disorder.”  
• You can write a “Guide for Living With Diabetes.”  
• You can write a “Parents’ Guidebook to Cochlear Implants.” 
 
Publications for Interested Segments of the General Public 
 
• You can write “Guidelines for a Healthy Life.” A guidebook on this topic will include 
information about diet, exercise, sleep, and stress. 
• A pregnant student wrote “Common Questions of the Expectant Mother: A Handbook for the 
Mother-to-Be.” 
• You can write about such topics as “How to Maintain Your Car” (a manual consisting of Sets 
of Instructions on such procedures as how to change the oil, how to check the fluids, how to 
rotate tires, etc.), “How to Prepare for Marathons,” “How to Prepare to Run a 5K,” “A Guide to 
Snakes in Athens County,” “A Handbook for Triathletes,” “A Guide to Self-Defense for 
Women,” “How to Run a Cheerleading Practice,” “How to Hold a Gymnastics Meet,” “How to 
Modify a Third Generation Tuned Port Injection Camaro,” “How to Produce an Opera,” “How to 
Travel in Italy,” and “How to Manage Your Finances After Graduation.” 
• You can also write a “Guide to Fashion” or a “Guide on Designing a Perfect Wardrobe,” a 
“Guide to Planning the Perfect Wedding,” a “Guide for Making a Band,” a “Guide for Being an 
Intern in New York City,” a “Guide for Walking as an Exercise,” or a “Guide to 
Volunteering.” You can write a “Guide to Veganism” or a “Guide to Vegetarianism.” 
• You can write a hunting or fishing guide. For example: “A Guide to Fishing on the Hocking 
River,” “A Guide to Bowhunting Deer in Southeast Ohio,” etc. 
• You can write a handbook on how to care for a pet. For example, one student wrote a handbook 
on how to care for a leopard gecko. Another student wrote a handbook on how to care for a pet 
rat. Another student wrote a guidebook on how to properly care for his fraternity’s pet bulldog 
mascot. Yet another student wrote a guidebook on “How to Care for a Diabetic Dog.”  
• A student wrote a “Guide to Graphic Design for Non-Designers.” A music major wrote a 
“Guide on How to Attend a Symphony Orchestra Concert.” 
• You can write a travel guide. One student wrote a “Travel Guide to Bermuda”; another student 
wrote a “Travel Guide to Jamaica.” 
 

Unacceptable Manual Project Topics 
 
• No: How to Be a Psychology Major. (This applies to all majors.) 
• No: How to Be a First-Year University Student. 
• No: Term Papers. 
• No: Origami. 
• No: Papers that You are Writing or Have Written for Another Course. 
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Notes on Your Manual Project 
 
• You will have some pages of front matter at the beginning of your Manual Project. These pages 
(cover page and table of contents) do not count as part of the 10 to 20 pages for the body of the 
Manual Project. Note: The 10 more pages of new information (that will be in addition to your Set 
of Instructions, if you include it) will be information that you write, not forms that may appear in 
the appendix. 
 
• Your Manual Project can be double-spaced (do not triple-space between paragraphs, but 
instead use indentations). You will use headings for your Manual Project. If you want, your 
Manual Project can be single-spaced (double-spaced between paragraphs). 
 
• Each major section (for example, Introduction, Conclusions, Recommendations, etc.) can begin 
on a new page. 
 
• In your Manual Project, you may need to cite written sources. Choose whichever method of 
citing sources you wish, as long as it is used in your major. 
 
• You may have an Appendix at the end of your Manual Project. Some students will have a 
Bibliography as their Appendix (or as one of their Appendixes). 
 
• You must cite the source of any visual aids that you did not create, including any visual aids 
that you use on the cover. (Company logos are an exception, since the source of a company logo 
is obvious.) Visual aids that you do not create will not count as part of the 10 to 20 pages of the 
body of your Manual Project. Visual aids that you create will count as part of the 10 to 20 pages 
of the body of your Manual Project.  
 
• Don’t write a Term Paper. (You must give the readers information the readers can use.) 
 
• Don’t hand in a paper that you are writing or have written for another course. 
 
• Avoid plagiarism. 
 
• Of course, your Set of Instructions will not count as part of the 10 to 20 new pages needed for 
your Manual Project. Note: The 10 more pages of new information will be information that you 
write, not forms that may appear in the appendix. 
 

Other Important Advice and Notes 
 
1)  Be aware that this Manual Project is an opportunity for you to investigate a topic of 

interest to you. Occasionally in your college career, you can find an opportunity to get 
college credit for studying a topic of interest to you. This is one of those opportunities. 
(You will be devoting a good hunk of your time to this project, so choose a topic that 
interests you.) 
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2)  Begin writing early. This is a big project, and to have adequate time for evaluating and 
revising (and to avoid doing all-nighters to write this paper when you should be studying 
for finals), don’t put off the writing until the last minute. You do NOT have to have the 
research completed before you begin to write. 

 
3)  Don’t ignore visual aids when writing your Manual Project. You are permitted to create 

original visual aids. (Don’t plagiarize your visual aids. If you use a visual aid that was 
created by someone else, you must give credit to that person. If you use a visual aid from 
the WWW or a book or other source, you must give credit to the source. The best place to 
give credit is immediately under the visual aid.) 

 
4)  Don’t ignore people sources when writing your Manual Project. Remember that 

interviews can be a good source of information.  
 
5)  If your Manual Project turns out well, you may add it to your writing portfolio and 

take it to job interviews to show to prospective employers.  
 
6) If your Manual Project turns out well, you may be able to mention it on your 

resume—for example, if you write an employee manual that is actually being used at 
the place of business. 

 
7)  If your Manual Project turns out well, you may be able to get a good letter of 

recommendation from the person you wrote it for—for example, a business manager 
or professor. 

 
8)  Your Manual Project may be a research project that you can use to get admitted to 

medical school or physical-therapy graduate school (“How to Live with Arthritis”), or 
it may be a start on a graduate school thesis (“How to Be a Conductor”). It will give 
the readers information that the readers can use. 

 
9)  You may decide to post your Manual Project (and your Instructions) on a WWW site 

(perhaps your own) after it is completed. This is a good way of allowing other people to 
view your work. 

 
10)  Make your Manual Project something you can be proud of. 
 
11)  Proofread up to the last minute. (Don’t hand it in early.) 
 
12)  Back up your Manual Project. Buy another travel drive or memory stick to serve as a 

back-up disk. (This piece of advice is very important.) 
 
13)  I will be showing you many examples of Manual Projects during the next two weeks of 

the course. Many of the Manual Projects I will show you will be quite long—occasionally, 
I receive a 60-plus-page Manual Project! (Of course, the student read about the Manual 
Project early and started writing it early in the course.) 
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14) If you wish to do a long Manual Project, you are very welcome to do so. The students 
who do long Manual Projects do them not for me, but because they are working on their 
writing portfolios or because they feel strongly about their topic and wish to do an 
exceptional job on it. Some students have written 60-plus-page Manual Projects—because 
they knew that they would benefit by doing so. 

 
15) Be aware that a 15-page Manual Project can get an A. I do advise students to write at 

least 15 pages so that their Manual Projects don’t look skimpy. A well-written, well-
proofread 15-page Manual Project will get a better grade than a poorly written, poorly 
proofread 30-page Manual Project. (Don’t scrimp on content! Fifteen pages can include 
lots of content!) 

 
16) When you bind your Manual Project later, use spiral binding so that your Manual 

Project will lie flat when people (including myself) read it. Binding will cost around $5 
in most cases. Many students put clear vinyl on the front and black vinyl on the back. 
Kinko’s has a very good spiral binding that will stay nice even after your Manual Project 
has been read many times. You do NOT need to bind your Manual Project for me, but after 
I grade it you should make any needed corrections, print out a new copy, and have it bound 
for your writing portfolio. 

 
17) Remember that your Manual Project must be your original writing. It can’t be just or 

mainly a collection of information you have downloaded and/or copied, then slightly 
altered. 

 
18) Avoid plagiarism! Give credit where credit is due.  
 
19) “Write every day. That way, the book [or manual] you’re working on is never out of your 

awareness for long. It will always be percolating in the back of your mind, growing on its 
own. No part of writing is as hard as getting the engine warmed up, so try not to let it cool 
down.”—Laura Miller 

 
A Good Deed 

 
• In July 2005 Anthony LaBate took a taxi to his home in Brooklyn but forgot to take his case 
with him—a case containing $200,000 in jewelry, including a pair of 10-carat diamond bracelets 
($23,000), a 6-carat emerald cut diamond ring ($70,000) and a vintage Cartier watch (mega-
bucks). Fortunately for Mr. LaBate, his taxi driver was an honest man: Jean L. Jean-Louis, who 
found the case while loading the luggage of his next passenger. Mr. Jean-Louis took the case 
home. He said, “I told my wife I know where I dropped him off and that the next day, a 
Saturday, I was going to take the box to him.” Meanwhile, of course, Mr. LaBate was worrying. 
He said, “I pictured someone wearing my jewelry and dancing around the house with it.” But 
when the honest cabbie returned his case, Mr. LaBate, who gave the cabbie a gift, said, “I was 
crying with happiness this time, because I just couldn’t believe it was just, just amazing that it 
was there.” He added, “I just couldn’t believe that I got it back.” 
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Class 2: Manual Project, Continued; 
How Do I Write Employee Manuals and Problem-Solving 

Reports? 
 
In-Class Work: We will brainstorm the contents of an Employee Manual:  
• What are some policies that could appear in an Employee Manual? 
• What are some procedures that could appear in an Employee Manual? 
• What are some visual aids that could appear in an Employee Manual? 
• What are some appendixes that could appear in an Employee Manual? 
• What are some other things that could appear in an Employee Manual? 
 
Very Important Advice for Your Manual Projects: Make a back-up copy of your Manual.  
 

Manuals 
 

What is a Manual? 
 
A Manual is a communication that gives the reader information that the reader can use. Often, a 
Manual can give the reader information that the reader can use to solve a problem. 
 
Format for Manual 
 
Your Manual Project, whether it is an Employee Manual, Problem-Solving Report, or Handbook, 
will use the book format. It will have a cover page and a table of contents.  
 
Remember: Whatever you write for your Manual Project, your readers will want to use the 
information you provide. For example, if you write an Employee Manual, employees will use the 
information you provide to obey policies and perform procedures correctly. 
 
 

Employee Manuals 
 

This is for those of you who wish to write an Employee Manual for the Manual Project. 
 
• Write an Employee Manual for your place of employment.  
 
• The benefits of writing an employment manual are many: 
 

•  If use of your Employee Manual is implemented at your place of employment, you 
will help new employees learn to do their jobs quickly. 
•  If use of your Employee Manual is implemented at your place of employment, you 
will reduce the amount of time spent training new employees. 
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•  If use of your Employee Manual is implemented at your place of employment, you 
will be able to mention in your Resume that you wrote the Employee Manual for your 
place of employment. 
•  If use of your Employee Manual is implemented at your place of employment, you 
may be able to get a good letter of job recommendation from your employer. 
•  If use of your Employee Manual is implemented at your place of employment, you 
may be able to negotiate a fee for writing the Employee Manual. 
•  You will have an impressive communication to add to your writing portfolio to 
demonstrate that you know how to write on the job. 
•  Coming up with content will be easy. You will write about many policies and 
procedures. 
• Writing the Employee Manual will be time consuming but may not be difficult. You 
will be able to write an outline with many parts that you may be able to easily write 
(dress code, parking policy, how to open the business, etc.). 

 
• Use the book format for your Employee Manual. In addition to the body of your Employee 
Manual, you will need a cover page and a table of contents. In addition, you may need an 
appendix or appendixes. The first page of your introduction will be page 1.  
 
• Your cover page will include the title of your Employee Manual, the name of the organization 
for which you wrote it, the name of the writer(s), and the date. In addition, it may include the 
logo of the organization. 
 
• After your Employee Manual is graded, make the corrections and print out a copy for your 
writing portfolio. Your cover pages—front and back—should be cover-stock (aka card-stock) 
paper. Or you may use clear vinyl over the cover page and colored (or clear) vinyl for the back 
cover. The copy that you hand in to be graded need not be bound, have cover-stock (aka card-
stock) paper, or vinyl. Save your money. 
 
• When writing the Employee Manual, use the writing process you have learned in this course: 
 
Setting Goals 
 
Learn about your readers—new employees—and about topics of interest to them that you should 
address in your Employee Manual. When you write the Employee Manual, answer the readers’ 
important questions. 
 
Planning 
 
Brainstorm a list of topics you should address in your Employee Manual. In addition to having 
an introduction and conclusion, you may need to write about the following: 
 
• A Mission Statement. (This may appear in the introduction.) 
 
• Policies: Dress Code, Parking Policy, Absenteeism Policy, Vacation Policy, Pay Policy, etc. 
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• Procedures: How to Open the Business, How to Close the Business, How to Operate the Cash 
Register and Credit Card Machines, How to Take Inventory, What to Do in Case of an 
Emergency, etc. Instructions can be an important part of Employee Manuals. 
 
• Laws and Regulations: If the organization sells cigarettes or alcohol, employees need to 
understand relevant federal and state laws. Special laws apply to particular organizations; for 
example, a fireworks store must be very careful to enforce laws about smoking. 
 
• Job Descriptions: You may want to list duties to be performed by employees with various job 
titles at the organization. 
 
• Useful Information: For example, your appendix could include a list of useful telephone 
numbers. 
 
For this project, an excellent idea is to interview the organization’s owner or manager to find out 
what topics he or she would like to be included in the Employee Manual. In addition, you can 
find out what the manager or owner would like to have stressed in the Employee Manual. For 
example, if the organization has recently had a problem with employees parking where they 
shouldn’t, you may need to stress the organization’s parking policy when you write your 
Employee Manual.  
 
You may wish to write a survey and ask current employees to fill it out regarding the topics they 
would like to see addressed in an Employee Manual.  
 
In addition, you should plan your visual aids. Determine whether you should include an 
organizational chart. Determine whether you should include a floor plan of the organization. 
Determine which other visual aids, if any, will help the reader. 
 
Drafting 
 
Write successive drafts, check each draft, and consider getting each draft reviewed. 
 
To write well, follow the advice presented in this document for writing well. For example, to get 
advice on writing the introduction of your Employee Manual, see the information in this 
document on writing introductions. To get advice on writing the conclusion of your Employee 
Manual, see the information in this document on writing conclusions.  
 
Procedures are Sets of Instructions. When you describe procedures and such things as filling out 
forms, you will write step-by-step directions. You will test your Sets of Instructions. 
 
Evaluating 
 
An excellent idea is to take along a copy of your outline to an interview with the organization’s 
manager or owner. Ask for a review of the outline to see if you have left out any necessary 
topics, or if you have included any unnecessary topics. Also ask if the manager or owner is 
willing to review a complete draft of your Employee Manual later. 
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If your Employee Manual contains Instructions, you should test those Instructions, either with a 
performance test or an understandability test. 
 
In addition to the checking you do by yourself, you should ask your peers to review drafts of 
your Employee Manual. 
 
Revising 
 
Revise early and often. While you are still writing the section on procedures, you may be able to 
revise the section of policies. As always, you must balance the work you must do on this project 
for this course with the work you must do on other projects for other courses. 
 
A Final Note 
 
After writing your Employee Manual, don’t be timid about presenting a copy to the organization. 
At a job interview, you will sound more impressive if you can say that you wrote the Employee 
Manual currently being used at an organization instead of merely saying that you wrote an 
Employee Manual in your Junior Composition course. In addition, if the organization uses your 
Employee Manual, you can add to your Resume that you wrote the Employee Manual for that 
organization. 
 
Obviously, you can probably write 500 pages to make a complete Employee Manual. For the 
purposes of this course, you will need to concentrate on the important things. If you wrote your 
Set of Instructions on How to Open the Store, you should write an additional Set of Instructions 
on How to Close the Store. Those two Sets of Instructions, plus Policies, and an Introduction and 
a Conclusion, plus perhaps a few Appendices, could be your Employee Manual. (Feel free to 
write more procedures.) Or you may write an Employee Manual for one particular job, or an 
Employee Manual for the Front of the Business, or an Employee Manual for the Back of the 
Business. 
 

Write with Authority 
 

“When you write about what you know, you write with authority. The two words go 
together—author-authority, and what that means is when you write with authority, you give the 
reader the feeling, ‘This author knows what he, or she, is talking about.’ That’s very 
important.”—Betsy Byars.  

 
 

Standing Up for Sassy 
Sassy, a magazine for North American teenage girls, did a few articles on sex and on 

homosexuality when the magazine first started, with the result that many advertisers that were 
afraid of controversy abandoned it. One person who supported Sassy was gay celebrity make-up 
artist Kevyn Aucoin. He was working for Cover Girl, and he told the company, “I’m not going to 
work with you anymore unless you put your ads back in Sassy.” 
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Sample Organizations 
 
A Sample Organization of an Employee Manual 
 
I. Introduction 
II. Policies 
III. Procedures 
IV. Conclusion 
V. Appendixes 
 
Of course, several policies will be listed under “Policies,” and several procedures will be listed 
under “Procedures.” In addition, subheadings will appear under “Introduction,” “Conclusion,” 
and “Appendixes.” Furthermore, other sections may appear in the outline and in the Employee 
Manual. For example, one section may be titled “FAQs” and consist of a number of frequently 
asked questions and their answers.  
 
A Sample Organization of a Problem-Solving Report 
 
I. Introduction 
II. Problem No. 1 
 A. Description of Problem No. 1 
 B. Solution of Problem No. 1 
III. Problem No. 2 
 A. Description of Problem No. 2 
 B. Solution of Problem No. 2 
IV. Problem No. 3 
 A. Description of Problem No. 3 
 B. Solution of Problem No. 3 
V. Problem No. 4 
 A. Description of Problem No. 4 
 B. Solution of Problem No. 4 
VI. Conclusion (including a Summary of Recommendations) 
 
Of course, the headings used in the problem-solving report will not be “Problem No. 1” or 
“Problem No. 2.” Instead, the report will use headings that describe the problem, such as “Low 
Morale on the Third Shift.” In addition, your report may contain more or fewer problems than 
are listed here. Be sure to include a summary of your recommendations in your conclusion even 
if it is obvious what you will recommend in the body of your report. (Some decision-makers will 
not read all of a report, but most will read at least a summary of recommendations.) 
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Class 3: Manual Project, Continued; 
How Do I Write a Proposal? 

 
What Does a Proposal Do? 

 
In a Proposal, you make an offer to do something in return for something else. 
 
Uses of Proposals: 
 
Drum Up Business:  
 
You may write a Proposal to drum up business for your organization. For example, you may 
work for an advertising firm and write a Proposal to Kroger’s in which you offer to take over 
their advertising in return for a certain amount of money. This is a legal document. If Kroger’s 
agrees to the Proposal, you have to do what you promised to do in the Proposal. 
 
Apply for a Grant:  
 
You may write a Proposal in which you apply for a grant to fund a non-profit organization. Or 
you may be a teacher who writes a Proposal in order to receive a grant to fund a school project. 
 
Ask Permission to Work on a Project:  
 
You may write a Proposal to your boss, asking that you be allowed to work on a certain project.  

 
Assign Proposal Memo 

 
For Class 5, you will hand in a typed memo in which you 1) tell me your proposed Manual 
Project topic and audience, 2) give me a short outline of your Manual Project, and 3) tell me your 
qualifications for writing the Manual Project. 
• Proofread carefully. 
• Include an Introduction and a Conclusion in your outline. 
• Note that the Table of Contents goes before the Introduction. 
• Note that the Conclusion goes before the Appendix or Appendixes. 
• Use capitalization consistently in your outline. For example, you may choose to capitalize all 
the important words, including nouns. 
 
Note: Outlines will be very important in your memo. I like to see long, detailed memos. Many 
sample outlines follow the same memo that appears on the next page. 
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SAMPLE MEMO 
 
To:   David Bruce 
From:  Jane Student (9-11 a.m. ENG 308J) 
Re:    Proposed Topic of Manual Project  
Date:   Today’s Date 
 
For the Manual Project, I would like to write a manual about forensic investigations. In this 
Manual Project I will write about the need for forensic investigators to be extremely careful and 
document everything while doing an investigation. I will write instructions for beginning 
forensic investigators so that they will have a manual giving the proper procedures for doing an 
investigation. 
 
For the Set of Instructions, I have written about how to properly fingerprint individuals. For 
visual aids, I included my own ten-print-card of my fingerprints that I made in a Law 
Enforcement Technology course and also fingerprints that I lifted from various surfaces. 
 
In my Manual Project, I will also discuss the different methods of lifting latent prints, which 
include dusting, super-glue fogging, Ninhydrin, and several others. 
 
This is the outline that I will use in my Manual Project: 
 

Table of Contents 
 
I. Introduction 
 A. Topic, Purpose, Intended Readers  
 
II. How to Fingerprint Individuals 
 A. Ten-Print Card 
  
III. How to Lift Latent Prints 
 A. Dusting 
 B. Super-glue Fogging 
 C. Ninhydrin 
 D. Other Methods 
 
IV: Conclusion 
 A. How to Get Further Information 
 
Appendix: Annotated List of Helpful Web Sites 

 
I am a Forensic Chemistry major and have taken two years of Law Enforcement Technology 
courses in which I have learned many methods of forensic investigation. This Manual Project 
will help me to better organize all of my knowledge of forensic investigation and help me in the 
future with investigative techniques. 
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Sample Outline: Reading in the Content Area 
 

My guidebook will introduce how important this topic of reading in the content area is, its 
purpose, and its benefits. It will then give strategies and example lesson plans in teaching reading 
in the content area. 
 
Outline: 
 
I. Introduction 
 A. Topic 
 B. Purpose 
 C. Benefits 
 
II. Five Divisions of Reading in the Content Area 
 A. Asking and Answering Questions Before Reading 
 B. Forecasting Passages 
 C. Understanding Vocabulary 
 D. Graphically Representing Information 
 E. Writing Before Reading  
 
III. Asking and Answering Questions Before Reading 
 A. Strategy: Scaffolded Reading Experience 
 B. Lesson Plan: Prediction Cards 
 C. Strategy: Directed Reading Activity 
 D. Lesson Plan: Reading Activity 
 
IV. Forecasting Passages 
 A. Strategy: Story Impressions 
 B. Lesson Plan: Book Activity 
 C. Strategy: Analogies 
 D. Lesson Plan: The Earth 
 
V. Understanding Vocabulary 
 A. Strategy: Feature Analysis 
 B. Lesson Plan: Animals 
 C. Strategy: Possible Sentences 
 D. Lesson Plan: Physics 
 
VI. Graphically Representing Information 
 A. Strategy: Semantic Web 
 B. Lesson Plan: The Solar System 
 C. Strategy: K-W-L 
 D. Lesson Plan: History 
 
VII. Writing Before Reading 
 A. Strategy: Hennings Sequence 
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 B. Lesson Plan: Metamorphosis 
 C. Strategy: Quick Writes 
 D. Lesson Plan: Bugs 
 
VIII. Conclusion 
 A. Importance of Reading in the Content Area 
 B. Where To Get More Information 
 
Visual Aids: I will be using drawings from the computer for charts and images from the internet. 
These will all help in the explanation of the lesson plans. I will give credit where credit is due to 
avoid plagiarism. 

 
Sample Outline: Guide to Vegetarian Living 

 
The following is an outline for my Guide to Vegetarian Living: 
 
I. Introduction 
 A. What is vegetarianism? 
 B. Who am I and why am I vegetarian? 
 C. My goals for this guide 
 
II. Vegetarianism 
 A. What kinds of vegetarians are there? 
  1. Standard vegetarian 
  2. Lacto-ovo vegetarian 

3. Pescetarian 
4. Vegan 
5. Raw food vegetarian 

B. Who is vegetarian? 
C. Survey of vegetarianism 
 

III. Benefits of a Vegetarian Diet 
 A. Health 
 B. Ethical 
 C. Environmental 
 
IV.  Vegetarian Cooking 
 A. Benefits and ease 
 B. Substitutions 
 C. Personal Recipes 
  1. Smoothies 
  2. Burrito-in-a-bowl 
  3. Vegan pancakes 
  
V. Conclusion 
 A. Benefits of vegetarianism 
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 B. Where to find more information 
 C. Making the switch 
  1. Supplements 
  2. Leafletting 
 
Visual Aids: I will use original photographs, the food pyramid, and self-drawn images 
throughout my Manual Project. 

 
Sample Outline: Beginner’s Guide to Horses 

 
The following is an outline for my Beginner’s Guide to Horses: 
 
I. Introduction 
 A. Topic 
 B. Purpose 
 C. Benefits 
 
II. Getting to Know Your Horse 
 A. Approaching Your Horse 
 B. Leading Your Horse 
 C. Tying Up Your Horse 
 D. Working Around Your Horse 
 E. Veterinarians and Blacksmiths 
 
III. Feeding and Watering Your Horse 
 A. Schedule 
 B. Types of Food 
 C. Amounts of Food 
 D. Important Safety Concerns 
 
IV. Providing Shelter/Pasture 
 A. Shelter Options 
 B. Bedding 
 C. Pasture time 
 D. Checking Shelter and Pasture Areas 
 E. Important Safety Concerns 
 
V. Grooming Your Horse 
 A. Brushing 
 B. Hoof Care 
 C. Important Safety Concerns  
 
VI. Preparing Your Horse For A Ride 
 A. Saddling 
 B. Bridling 
 C. Un-Saddling 
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 D. Un-Bridling 
 E. End-of-Ride Grooming 

F. Important Safety Concerns 
 
VII. Conclusion 
 A. Building a Strong, Safe Relationship With Your Horse 
 B. Where to Get More Information 
 
Visual Aids: I will mainly be using photographs taken by me at a friend’s farm in Kentucky. I 
will also be using my own personal drawings and some charts taken from the internet. 

 
Sample Outline: How to Teach a Dance Lesson 

 
The following is an outline of my instructions for How to Teach a Dance Lesson: 
 
I. Introduction 
 A. Topic and reasoning 
 B. Space and time needed 
 C. Importance of teaching 
 D. Warning for physical exercise 
 
II. Warm up 
 A. Getting started moving the body 
 B. Stretching 
 C. Warming up the feet 
 D. Warming up the core 
 E. Isolations 
 
III. Floor Work 
 A. Strength work 
 B. Coordination 
 C. Rhythm and timing 
 
IV. Across the Floor 
 A. Prances (preparing the body to travel) 
 B. Chenes (turns) 
 C. Combination traveling through space 
 D. Big jumps through space 
 
V. Large Combination 
 A. Breaking it down 
 B. Adding counts 
 C. Adding music 
 D. Run through of the material 
 E Performing full out in groups 
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VI. Cool Down 
 A. Lowering the heart rate 
 B. Stretching 
 C. Breathing 
 
VII. Conclusion 
 A. Importance of properly teaching a class 
 B. Benefits of having a guide/instructions 
 
Visual Aids: I will use photographs, or other visual aids as needed, throughout the entire set of 
instructions to show movement and correct body placement.  

 
An Important Note on Outlines 

 
I like to see long, detailed outlines with a few subheadings under “Introduction” and 
“Conclusion.” You may want to look at the relevant classes in this Study Guide for information 
about how to write Introductions and for information about how to write Conclusions. 
 
Although I like to see long, detailed outlines, I realize that students may plan to do too much. For 
example, a student may list several procedures (Sets of Instructions) in an outline of an 
Employee Manual, then realize that if the student were to actually write all of the procedures, the 
Employee Manual will be over 100 pages long! In a case like that, of course, the student can cut 
down on the number of procedures the student writes. For example, the student may decide to 
write “How to Open the Store” and “How to Close the Store,” but simply say that new 
employees will learn how to use the cash register and the credit-card machine during orientation. 
That is OK with me as long as the student meets the requirements of the course: at least 10 new 
pages of information. (Note: The 10 more pages of new information [that will be in addition to 
your Set of Instructions, if you use your Set of Instructions in your Manual] means information 
that you write, not forms that may appear in the appendix.) In real life, however, be aware that 
you ought not to promise to do more than you can actually do. In some cases, a Proposal is a 
legal document. If you promise to do a certain of work for a certain amount of money, you have 
to either do the work or break the contract. 
 
Note: The Proposal Memo that I am requiring you to write is less detailed than the one described 
in the next reading. You are welcome to write a longer, more detailed Proposal Memo than the 
one I require. One advantage of doing that is that it helps you in planning your Manual Project. 

 



 30 

 Proposal Outline 
 
Note: On the next few pages is an outline for a Proposal that you could write for me. You will 
not have to write a long Proposal for this course, but you will have to write an Outline for your 
Manual Project and hand it in. Be aware that the short memo that you will write will include an 
outline of your Manual Project and will include your qualifications for writing the Manual. 
 
The following notes and outline are intended to help you write an effective Proposal asking me 
for permission to write your Manual Project. The Proposal is to take the form of a memo 
addressed to me, and each of the sections listed below (except the Introduction) should have a 
heading. 
 
Be aware that a common mistake is to not go into enough detail in the sections below. Name 
names. Don’t say that “a professor” has agreed to review your Manual Project; tell me the name 
(both first and last) of the professor. Don’t say that you will use a library to find books related to 
your subject. Tell me the titles of a couple of books you will use. 
 
Notes:  
• Avoid plagiarism. Don’t copy sentences from any sample Proposals I may show you. Write 
your Proposal using your own words.  
• In your Proposal, use the same word to refer to your Manual Project. Don’t start out by calling 
it a manual, then call it a guidebook. 
• Don’t blindly follow the outline or schedule in any sample Proposals I have in this Study 
Guide. Your outline and schedule must be suitable for your particular topic. However, it is 
possible that you can slightly modify a particular schedule and use it; after all, schedules will 
contain the same sorts of information: paper due dates, dates of peer reviews, parallel structure, 
times for all the parts of the writing process (set goals and analyze audience, plan, draft, evaluate, 
and revise), etc. I will not consider it plagiarism if you use many of the same words and phrases 
that appear in the sample Proposals in this Study Guide; you can write “Set Goals and Analyze 
Audience,” “Participate in Peer Review,” etc. in your schedule without being accused of 
plagiarism. 
• It’s an excellent idea to arrange for an expert (perhaps a professor) to review your Manual 
Project. 
• If you had to write a complete Proposal for this course, leaving out one or more sections would 
lower your grade. 
  
Introduction (No heading is needed for the Introduction of a memo, although you do need a 
heading for the Introduction of your Manual Project and other communications using the 
book format.) 
Tell me that you want approval of a specific topic for a Manual Project). Tell me the topic and 
the readers of your Manual Project. Say whether you are writing a Report, a Proposal, a long Set 
of Instructions, a Handbook, or an Employee Manual. Be sure to give me enough information 
that I understand what you will do for your Manual Project.  
 



 31 

Problem (You may call this section “Need” if this name is more appropriate.) 
Describe the problem your Manual Project will help solve or the need it will help meet. Explain 
why your Manual Project is needed and ought to be written.  
 
Goals and Readers 
To describe goals and readers, explain these things:  

1) What do you want your Manual Project to accomplish? After your target audience 
reads your Manual, what should they be able to do? 
2) How do you want your Manual Project to persuade the readers? In what way do you 
want the readers’ attitudes to be changed after your target audience reads your Manual 
Project?  
3) Identify the readers of your Manual Project. How much background information can 
you expect these readers to already have? How much information will you need to give 
these readers? Which kind of vocabulary will you have to use for these particular 
readers? 

 
Solution 
Write down the tentative outline of your Manual Project. Go into detail in your outline. (You 
need not list the Table of Contents in your outline.) I should be able to look at the outline and tell 
that you have been working hard in planning your Manual Project. Tell me which visual aid(s) 
you are planning to use in your Manual Project. (If you aren’t going to use any visual aids, tell 
me.)  
• Don’t blindly follow the outline in any sample Proposals I have in this Study Guide. Your 
outline must be suitable for your particular topic.  
 
Plan  
Explain how you are going to obtain the information you will use for your Manual Project. Will 
you use surveys, library or WWW research, interviews? What are the resources you will use in 
preparing your Manual Project? Your resources can include books and journals from a library, 
pages on the WWW, and people (such as professors) to review your work. Be specific in this 
section. Name titles, Web sites, and names.  
 
Schedule 
Tell me when you plan to work on and complete the various parts of the writing process: 
defining goals, planning, drafting, evaluating, and revising. Show me that you know the dates for 
the Peer Review and the deadline for handing in your Manual Project. Be sure to list when the 
Progress Report is due.  
• Don’t blindly follow the schedule in any sample Proposals I have in this Study Guide. Your 
schedule must be suitable for your particular topic. However, it is possible that you can slightly 
modify a particular schedule and use it; after all, schedules will contain the same sorts of 
information: paper due dates, dates of peer reviews, parallel structure, times for all the parts of 
the writing process (set goals and analyze audience, plan, draft, evaluate, and revise), etc. I will 
not consider it plagiarism if you use many of the same words and phrases that appear in the 
sample Proposals in this Study Guide; you can write “Set Goals and Analyze Audience,” 
“Participate in Peer Review,” etc. in your schedule without being accused of plagiarism. 
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Be sure to have the correct due dates. To get the correct due dates, see your schedule for 
this course. The dates that appear in the sample Proposals in this Study Guide will almost 
certainly be different from the dates that appear in your schedule for this course.  
 
Use parallel structure when writing your Schedule; that is, begin each task with a verb:  
 
 Set Goals and Analyze Audience 
 Do Research at Library 
 Interview Manager, etc.  
 
Remember that it’s a good idea to begin writing early—before the research is completed. Don’t 
leave days when you aren’t doing anything; instead, give yourself blocks of time in which to 
accomplish important tasks—for example, five or more days in which to write your first draft.  
Note: The time spent working on the Proposal is time spent Planning your Manual Project. Don’t 
mention the Proposal in your schedule. Simply write “Plan Manual Project” or something 
similar. 
 
Qualifications 
Present your real qualifications to undertake writing the Manual Project. Persuade me that you 
are qualified to write the Manual Project and will do so competently. 
 
Conclusion 
Tell me that you will finish all work on time. Tell me (if you can) that you are enthusiastic about 
writing this Manual Project. Tell me to whom you will give your Manual Project, if anyone [a 
professor (not me), a boss, an organization, etc.]. You may write that if your Manual Project 
turns out well, then you will give it to the organization. If you can, say how the Manual Project is 
relevant to your future career. Be sure that I come away from reading this section feeling that 
you are writing something that is important to you and that you are not just writing the Manual 
Project for a grade. 
 
Note: In the world of business, Proposals will have a section devoted to Cost. Since you will not 
be asking me for money, you will not have that section in any Proposals that you write for me. 
The true cost of the Manual Project is the time that you will spend writing it. 
 
Note: On the following pages are two sample long proposals for you to look at. 
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To:  David Bruce 
From:  Carleigh Daly (9-11 a.m. ENG 308J) 
Date:  Today’s Date 
Re:  Proposal of Manual Project 
 
I request permission to create a manual for future Ohio University Women’s Lacrosse Team 
Treasurers so that they know what their responsibilities include and how to perform tasks.  
 
PROBLEM 
 
When the women’s club lacrosse team elects a new treasurer every year, the new treasurer needs 
to be aware of many important responsibilities. When I was a freshman on the lacrosse team, we 
did not have a treasurer. The president that year also took on the responsibilities of the treasurer. 
The president asked me if I would like to become the treasurer and I agreed, not knowing what I 
was taking on. As a first-year treasurer, I became very confused and frustrated because I was not 
sure what to do when asked to handle money situations. I feel that if I create a manual for future 
treasurers to follow, they will not have to feel confused or frustrated. They will have a resource 
to guide them if they come across a question that they need to have answered.  
 
GOALS AND AUDIENCE 
 
Final Result:  
 
My manual will inform future treasurers of their responsibilities and role. It will inform them of 
the mandatory meetings required, how to deposit and withdraw money from the account, what 
paperwork and request forms to fill out, how to balance the book, and whom to contact in case of 
a question or emergency.  
 
Persuasion:  
 
My manual will give future treasurers security and guidance so that they can feel comfortable 
taking on this role. It will also let them know how important the treasurer is to the team. I will 
also point out that the position of team treasurer looks great on a Resume. 
 
Audience Analysis:  
 
My manual will be written for future women’s lacrosse team treasurers. The manual will also be 
a good resource for women who are interested in becoming treasurer, but need to look over the 
manual first to make sure they have the time and can be committed to the job. I will not use 
technical terms in the manual because I cannot assume that future treasurers know how to deal 
with money correctly. I will write the manual as if the future treasurers have no prior experience 
with checking accounts, filling out deposit slips, and keeping good records.  
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SOLUTION 
 
The following is an outline of my manual: 
 
I. Introduction 
 A. Topic 
 B. Purpose 
 C. Benefits 
 
II. Mandatory Meetings to Attend 

A. Fall quarter meetings 
B. Winter quarter meetings 
C. Spring quarter meetings 

 
III. Filling Out a Deposit Ticket 

A. When to use a deposit ticket 
B. What to write in the correct lines 
C. Where to take the money and deposit ticket 
D. How to record the deposit in the book 
E. Why you need to keep receipts 
F. How to determine the amount for dues for the season 

 
IV. Filling Out a Disbursement Voucher 

A. When to use a disbursement voucher 
B. What to write in the correct lines 
C. Where to turn in the completed disbursement voucher 
D. How to get a check printed 
E. Where to pick up the check 
F. Which receipts are acceptable to get a check printed 
G. How long it takes to get a check printed 
H. How to record a withdrawal in the book 
I. Why you need to keep receipts 

 
V. Which Forms Need to be Filled Out and Turned in During the Year 

A. Forms due during fall quarter 
B. Forms due during winter quarter 
C. Forms due during spring quarter 
 

VI. End-of-the-Year Duties 
A. Voting on a new treasurer 
B. Balancing the book 
C. Turning in the book to the university 
D. University contacts 
E. Club Advisor 
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F. Student Advisor 
G. Chubb Hall 
H. Club Sports Office 
 

VII. Conclusion 
 A. This is an important job 
 B. Where to go if you need help 
 
VIII. Appendixes 

A. University Map 
B. Deposit Ticket  
C. Disbursement Voucher 
D. Example Forms 

 
Visual Aids: I will use examples of forms to show what needs to be filled out during the year. In 
addition, I will use examples of the deposit ticket, disbursement voucher and book to 
demonstrate how to fill them out. 
 
PLAN OF ACTION AND RESOURCES 
 
I will be interviewing Joni Jones, the president of the Ohio University Women’s Club Lacrosse 
Team. Joni oversees all the other positions that help to run the team. She has been the president 
for the last two years, and she has been on the team for the last three years. Joni is a great person 
to ask questions if I’m having trouble filling out a form or getting a detailed receipt. Joni will 
also review a complete draft of my manual to inform me of any information I have left out. I will 
include Sets of Instructions on these two topics: How to Fill Out a Deposit Form and How to Fill 
Out a Disbursement Form.  
 
SCHEDULE 
 
Decide on Topic October 18-20 
Set Goals and Analyze Audience October 20 
Plan and Conduct Research October 20-22 
Write Several Pages of Body October 20-24 
Evaluate, Make Revisions and Finish First Draft October 25-October 28  
Write Progress Report in Class October 29 
Participate in Peer Review Session October 29 
Obtain Expert Review October 30 
Revise and Proofread   October 30-31 
Turn in Manual Project  November 1 
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QUALIFICATIONS 
 
I have three years experience being the team treasurer and team member. During the past three 
years, I have helped to organize fundraisers to earn the team extra money. For the past two years, 
I have made a PowerPoint presentation to present to the Club Sports Office and other club sports 
members asking the Club Sports Office to donate money to our team. Both years after I created 
and gave the presentation, the Club Sports Office donated over $1,000.00 to our team. The team 
has been very successful in traveling and playing in tournaments because we have enough money 
to participate. I feel that by creating this manual, I will help the team further succeed in 
managing and earning more money. 
 
CONCLUSION 
 
This manual will make future treasurers more secure in their job. It will answer any questions 
that may arise and can be of assistance to women thinking about becoming treasurer. It will be a 
great resource to the treasurer and team. In addition, it will also make the president’s job easier 
because the treasurer will not be coming to her, asking questions. This will continue to make the 
team organized and prepared. It is going to make me feel great to have created a resource for 
future treasurers to refer to. In addition, my manual will be an excellent addition to my writing 
portfolio. 
 

Keeping a Future Great from Quitting 
 

During his career, African-American baseball player Frank Robinson had to endure a lot of 
racism. While he was still a minor-league player for the Columbia, South Carolina, team in the 
South Atlantic, aka Sally, League, he could hear racial taunts from the fans while he was playing 
or in the dugout. At one point, he decided to quit professional baseball. His team left to go on a 
road trip, but he stayed behind and started packing. Fortunately, the only other black player on 
the team, Marv Williams, also stayed behind and talked to him all night and convinced him not 
to quit. If not for Mr. Williams, Mr. Robinson would never have hit 586 career home runs in the 
major leagues and have won a World Series ring with the Baltimore Orioles. 
 

Nothing to Worry About 
 

Ernie Banks was the first African-American athlete to play for the Chicago Cubs, and he 
worried about how the veterans Cubs would treat an African-American rookie. He needn’t have 
worried. When he walked into the Cubs for the first time, three players were there: home-run 
hitter Hank Sauer and infielders Randy Jackson and Bill Serena. All three players shook Mr. 
Banks’ hand and welcomed him to the Cubs. The same thing happened when he met home-run 
hitter Ralph Kiner. During batting practice, Mr. Banks had no bats of his own, so he asked Mr. 
Kiner if he could use one of his bats. Mr. Kiner had no objections. Mr. Banks hit the first pitch 
thrown to him into the left-field bleachers, and the Cubs were silent for a moment, then Mr. 
Kiner yelled to Mr. Banks, “Hey, Banks! You can use all my bats if you promise to keep on 
hitting like that!” 
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To:  David Bruce 
From:  Meredith Tomlinson (9-11 a.m. ENG 308J) 
Re:  Proposal for Manual Project 
Date:  Today’s Date 
 
I am writing this memo to ask you to approve my Proposal for my Manual Project. My topic is 
an employee manual for ticket office employees of Ohio University’s Memorial Auditorium. 
This will benefit all current and potential new employees; it will explain all policies and 
procedures of the ticket office. 
 
Problem 
 
Currently, the Memorial Auditorium ticket office has no official employee manual. This has 
created a problem in that all employees must know certain policies and procedures while 
working in the ticket office. When the employee is first hired, the manager may explain these 
policies and procedures, but this is information that may be easily forgotten. We need an 
employee manual that clerks can easily refer to when there is a question regarding a policy or 
procedure within the office. 
 
Goals and Audience 
 
Final Result:  
My employee manual will inform all ticket office clerks of all policies and procedures such as 
opening and closing, how to make a ticket sale, how to take a phone order, how to process a 
credit card and how to fill out the timesheets. My manual will also include what is expected of 
each employee and the attitudes that should be displayed while at work. It is important that each 
employee know the importance of professionalism when waiting on a customer; all employees 
must give each customer their full attention and make the customer our number-one priority. 
 
Persuasion:  
My manual will persuade employees that our number-one priority is customer satisfaction. 
 
Audience Analysis:  
My manual will be for the employees of the ticket office. Most employees should already be 
knowledgeable about most of the terms I will use, but I will define the few terms that they will 
not know. 
 
Solution 
 
An employee handbook for the employees of the ticket office will greatly benefit both employees 
and management. The manual will be a useful tool in that it will be able to explain all policies, 
procedures, and responsibilities of the employees. This will be a source employees can refer to 
when they have a question regarding their job within the ticket office. 
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In addition, this employee manual will help the managers. The employees will be able to refer to 
the manual for answers to questions instead of asking a manager. The manual will also help to 
make clear policies and procedures, which are sometimes unclear. The employees will now have 
a written manual to determine what is right and wrong if there is a question regarding a 
procedure or policy. 
 
Outline:  
 
I. Introduction 
 A. Welcome to Templeton-Blackburn Alumni Memorial Auditorium 
 B. Purpose of employee manual 
 C. Benefits of reading the employee manual 
 
II. General Policies 
 A. Customer service 
 B. Customers with disabilities 
 C. Scheduled events 
 D. Employee ticket purchase 
 
III. Procedures 
 A. Opening the ticket office 
   i. Accessing the ticket office 
   ii. Accessing the safe 
   iii. Preparing your change drawer 
 B. Selling a ticket at the window 
 C. Selling a ticket over the phone 
 D. Selling a season subscription 
 E. Selling a student card 
 F. Reprinting tickets 
 G. Accepting methods of payment 
   i. Methods of payment 
   ii. Processing a credit card 
   iii. Reprinting a credit card slip 
   iv. Voiding a credit card charge 
 H. Closing the ticket office 
   i. Closing the window 
   ii. Counting cash drawer 
   iii. Filling out batch out sheet 
   iv. Filling out timesheet 
 
IV. Conclusion 
 A. Where you can obtain further information 
 B. Once again, welcome to Memorial Auditorium 
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V. Appendix 
 A. Performing Arts Series brochure 
 B. Phone order form 
 C. Batch out form 
 D. Seating map 
 E. Timesheet form 
 F. Staff contacts 
 
Visual Aids: I will be using screen shots for the basic instructions on making ticket sales. In 
addition, I will draw a diagram of the ticket office set up as well as print examples of forms such 
as phone order forms, batch out forms and timesheet form. 
 
Plan of Action and Resources 
 
I will interview Ethan Smith, the ticket office manager. Ethan has been the office manager for 
over a year. He has an extraordinary amount of knowledge regarding the ticket office and general 
business ethics and skills. As the ticket office assistant manager, I will be able to obtain all other 
information on my own, as I have access to all other information and forms. For my Set of 
Instructions project, I will write about How to Open the Ticket Office. If I don’t have at least 24 
steps for that procedure, I will also write about How to Close the Ticket Office. After I hand in 
my Set of Instructions, I will write the other procedures, using what I have learned from writing 
the Set of Instructions. 
 
Schedule 
 
Decide on Topic October 18-20 
Set Goals and Analyze Audience October 20 
Plan and Conduct Research October 20-22 
Write Several Pages of Body October 20-24 
Evaluate, Make Revisions and Finish First Draft October 25-October 28  
Write Progress Report in Class October 29 
Participate in Peer Review Session October 29 
Obtain Expert Review October 30 
Revise and Proofread   October 30-31 
Turn in Manual Project  November 1 
 
Qualifications 
 
I have worked in the ticket office for three years and was recently promoted to assistant manager. 
Through my time working in the ticket office, I have gained experience and knowledge 
regarding the ticket office policies, procedures and general information needed when working for 
Memorial Auditorium. I am responsible for many duties such as selling tickets, opening and 
closing the ticket office, depositing daily transactions, managing nightly events, and scheduling  
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ticket office clerks; therefore, I am very qualified to write an employee handbook for the ticket 
office staff of Memorial Auditorium. 
 
Conclusion 
 
I am very excited to be working on this employee manual. I will be able to present my final copy 
to my manager of the ticket office so current and new employees can use it. By creating this 
employee manual, I will learn how to write professionally, as this is an important document that 
will hopefully be used for many years to come. After I have completed writing it, I will add to 
my resume that I wrote this employee manual, and I will add a copy of the employee manual to 
my writing portfolio so I can show it to prospective employers. This is a great opportunity to 
show the staff and administration of the ticket office what I can do as an assistant manager. 
 

Free Food 
 

Minor-league baseball players don’t make much money, and major-league baseball players 
make a lot of money. Once in a while, a major-league player will go down into the minor leagues 
to rehab after an injury. A tradition has sprung up that the major-league player will buy a meal 
for the entire minor-league team. This is quite a good tradition because some minor-league 
players find it difficult to pay rent and buy food during the season. During the 2004 season, the 
Tampa Yankees enjoyed a truckload of Hooters wings, courtesy of Jon Lieber, and they enjoyed 
P.F. Chang’s Chinese food and Outback Steakhouse steaks, courtesy of Jason Giambi. (Another 
good thing about minor-league baseball is creative promotions. In 2002, the Nashua Pride had a 
“Who Wants to be a Turkish Millionaire” promotion. Fans who correctly answered a trivia 
question received a million Turkish lira. At the time, that was worth $1.16.) 
 

Good Deeds Galore 
 

Of course, major-league baseball player Roberto Clemente was a hero in his native Puerto 
Rico, and often he found that people there would not take his money when he ate a meal or 
wanted to buy something. Once, he tried unsuccessfully to pay for something he wanted to buy, 
but the storeowner explained that he would not take Roberto’s money because when he was a 
kid, he had tried to get a foul ball, but an older, stronger fan had taken it from him. The next 
inning, Roberto gave him a baseball to replace “the one they took away from you.” The man 
said, “That’s why I can’t charge you.” Roberto was always good to fans. He said, “I send out 
20,000 autographed pictures a year to the kids.” Why? He explained, “A country without idols is 
nothing.” In addition, he signed many, many autographs because “I believe we owe something to 
the people who watch us. They work hard for their money.” He also looked out for other players 
from Puerto Rico, such as pitcher John Candelaria, who says, “The first Pirate I met when they 
were trying to sign me was Clemente. Clemente was supposed to be arguing for the front office. 
But while they were trying to talk me into signing, Clemente kept telling me in Spanish, ‘You 
can get more money.’” 
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Plagiarism Alert #1 
 
Please be aware that it is possible to plagiarize this Manual Project and that I will be on the 
lookout for plagiarism. For example, a student turned in a Manual Project that contained these 
paragraphs. 
 

Alessandro Volta was born in Como, Italy in 1745. In 1774, he was appointed as 
professor of physics at the Royal School in Como. While at the Royal School, Alessandro 
Volta designed his first invention the electrophorus in 1774, a device that produced static 
electricity. For years at Como, he studied and experimented with atmospheric electricity 
by igniting static sparks. In 1779, Alessandro Volta was appointed professor of physics at 
the University of Pavia and it was while there that he invented his most famous invention, 
the voltic pile. 
 
In 1800, Alessandro Volta of Italy built the voltaic pile and discovered the first practical 
method of generating electricity. Constructed of alternating discs of zinc and copper, with 
pieces of cardboard soaked in brine between the metals, the voltic pile produced electrical 
current. The metallic conducting arc was used to carry the electricity over a greater 
distance. Alessandro Volta’s voltaic pile was the first battery that produced a reliable, 
steady current of electricity. 

 
Unfortunately for the student, I discovered the below paragraphs at 
<http://inventors.about.com/library/inventors/bl_Alessandro_Volta.htm>. The student deserved 
the F the student received for the Manual Project, and I took the student to Judiciaries. 
 

In 1800, Alessandro Volta of Italy built the voltaic pile and discovered the first practical 
method of generating electricity. Constructed of alternating discs of zinc and copper, with 
pieces of cardboard soaked in brine between the metals, the voltic pile produced electrical 
current. The metallic conducting arc was used to carry the electricity over a greater 
distance. Alessandro Volta’s voltaic pile was the first battery that produced a reliable, 
steady current of electricity. 
 
Alessandro Volta was born in Como, Italy in 1745. In 1774, he was appointed as 
professor of physics at the Royal School in Como. While at the Royal School, Alessandro 
Volta designed his first invention the electrophorus in 1774, a device that produced static 
electricity. For years at Como, he studied and experimented with atmospheric electricity 
by igniting static sparks. In 1779, Alessandro Volta was appointed professor of physics at 
the University of Pavia and it was while there that he invented his most famous invention, 
the voltic pile. 
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Plagiarism Alert #2 
 
This information comes from Roger Ebert’s website at 
http://rogerebert.suntimes.com/apps/pbcs.dll/section?category=ANSWERMAN. I downloaded 
this information on March 6, 2005. 
 

Q. I work for the online division of the University of Colorado at Denver and am creating 
some cheating-prevention resources for fellow faculty. I was using as an example this 
line from your Citizen Kane review: “The structure of Citizen Kane is circular, adding 
more depth every time it passes over the life.” When I Googled the quote, I found two 
links that were not yours. In both cases, these are paper mills promising to sell completed 
essays to students.— David Thomas, Denver 
 
A. The sites, which I checked out for myself, were www.allfreeessays.com and a pay site, 
www.exampleessays.com. There is a certain consistency, don’t you think, in a site that 
sells plagiarism also practicing it? 

 
A Deal from Dinty Moore 

 
In 1941, umpires Ernie Stewart and Jocko Conlan dined in New York City at Dinty Moore’s 

restaurant. The bill for two meals came to $16, which was very high at the time. Mr. Conlan saw 
on the bill that the charge was 85 cents for a piece of strawberry pie, so he asked the waiter if a 
mistake had been made. After all, Mr. Conlan pointed out, his mother was very capable of 
baking eight pies for 85 cents. (Remember, this was in 1941.) The owner of the restaurant—
Dinty Moore himself—happened to be passing by, and he said that his mother could also bake 
eight pies for 85 cents. Mr. Moore then talked to the umpires and discovered that the restaurant 
was very expensive for them. Being a baseball fan, he invited them to eat there anytime for $2.50 
per meal. Later, when the umpires received a raise, Mr. Moore asked them if they could afford 
$3.50 for a meal. They could, and that became the price they paid, no matter what they ate. 
 

Coffee and a Kidney 
 

In Tacoma, Washington, Annamarie Ausnes was a regular customer at a Starbucks where 
Sandie Andersen was a barista. When Ms. Andersen asked Ms. Ausnes why she was looking sad 
one day, Ms. Ausnes replied that she had polycystic kidney disease and needed a new kidney. 
Ms. Andersen’s blood type matched Ms. Ausnes’ blood type (and testing revealed that other 
matches made her kidney likely to work well in Ms. Ausnes’ body), and Ms. Andersen offered 
Ms. Ausnes one of her kidneys. In 2008, the operation took place, and Ms. Ausnes became the 
recipient of Ms. Andersen’s left kidney. A year after the operation, Ms. Ausnes said, “I’m 
nothing special. She gave me my life back. How do you thank someone for that? I thank God 
every day for Sandie.” Ms. Andersen said, “I am more aware of how fragile life is, but also how 
amazing people are. We all want to do good towards one another. Sometimes we just have to say 
‘yes’ to an opportunity.” (Ms. Andersen’s husband, Jeff, told her, “Next time someone comes in 
and says they don’t feel good, don’t give away another body part.”) 
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Class 4: Manual Project, Continued; 
Discriminatory Language; Interviews and Surveys 

 
How Do I Avoid Discriminatory Language? 

 
• Don’t use stereotypes when referring to people. 
 
Avoid both positive and negative stereotypes. A positive stereotype of people from Oriental 
countries is that they are good at math, but many Asian-American students struggle when trying 
to learn math. 
 
• Unless they are relevant, don’t mention a person’s sex or race or characteristics such as 
handicaps. 
 
When is this kind of identification relevant? A newspaper article could be about the first woman 
mayor of a town or city. In such an article, the mayor’s sex is relevant. A newspaper article about 
a crime can mention such characteristics as the suspect’s height, age, sex, race, and physical or 
mental handicaps. In such an article, mentioning these characteristics is relevant. A person who 
needs to use a wheelchair could wheel him- or herself across the country in order to raise money 
for charity. In such an article, the person’s physical handicap is relevant. 
 
• When referring to people of both sexes, don’t use such words as “man,” “men,” “he,” or 
“him.” 
 
Dr. Donald Borchert is a philosophy professor at Ohio University. His philosophy textbooks use 
the word “Humankind” instead of “Mankind” to refer to people of both sexes. 
 
Sexist: Each customer has brought his checkbook. (This is OK if all the customers are males.) 
 
Grammatically correct and non-sexist: All customers have brought their checkbooks. 
 
• Do not use greetings in letters that imply the reader or readers of a letter is a man or 
men—unless, of course, the reader or readers of a letter is a man or men. 
 
You don’t want to write “Dear Sir” in a letter to a personnel manager, and then discover that the 
personnel manager is a woman. 
 
• Use parallelism when you refer to individual men and women. 
 
If you refer to the woman by her first name, refer to the man by his first name. 
 
If you give the man a respectful title such as “Mr.,” give the woman a respectful title such as 
“Ms.” 
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Not parallel: The two leaders of the project are Sheila and Mr. Smith. 
 
Parallel: The two leaders of the project are Sheila and David. 
Parallel: The two leaders of the project are Ms. Jones and Mr. Smith. 
Parallel: The two leaders of the project are Ms. Sheila Jones and Mr. David Smith. 
 
• Unless you have a good reason not to, use parallelism when you include information such 
as age, race, or gender.  
 
If you mention any of these characteristics for one person or group, mention them for all people 
or groups.  
 
Can be Better: Three groups, including a group of young African-American women, raised 
money for the charity. 
Better: Three groups—a group of middle-aged African-American women, a group of white 
women, and a group of African-American and white teenagers, raised money for the charity. 
 
• Refer to people first when writing or speaking about people with disabilities. 
 
Can be Better: Our purpose is to help the bedridden. 
Better: Our purpose is to help people who are bedridden. 
 
Can be Better: Our purpose is to help the physically handicapped. 
Better: Our purpose is to help people with physical handicaps. 
 
• Don’t stereotype sex roles.  
 
For example, don’t assume that all nurses are women or that all doctors are male. 
 
Can be Better: A nurse has as her special interest providing excellent care for patients. 
Better: A nurse’s special interest is providing excellent care for patients. 
 
• When possible and desirable, use plurals so that you can use words such as “they,” 
“them,” and “their.” 
 
Can be Better: A law student should study both oral and written communication if he wants to 
succeed in his profession. 
Better: Law students should study both oral and written communication if they want to succeed 
in their profession. 
 
• When possible and desirable, use both the masculine and the feminine pronouns. 
 
Can be Better: As a heterosexual adolescent matures, his thoughts turn to girls. 
Better: As a heterosexual adolescent matures, his or her thoughts turn to the opposite sex. 
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• When possible and desirable, don’t use sex-linked pronouns or adjectives. 
 
Can be Better: It is possible that our female employees may feel unsafe in the parking lot. 
Better: It is possible that our employees may feel unsafe in the parking lot. 
 
What is wrong with singling out a person’s or group’s characteristics such as sex, race, etc., 
when talking or writing something positive about that person or group? 
 
Sometimes, doing so may make it seem as if it is unusual for a person or people in that group to 
have that positive characteristic. 
 
Example: He’s an intelligent black man. 
Example: He’s an intelligent Muslim. 
 
I once read a book against the ideas of Christian fundamentalists; the book kept pointing out that 
many fundamentalists are intelligent and many fundamentalists are people of good will. The 
author thought that he was being very fair to fundamentalists, but I kept thinking that the author 
should read aloud one of these paragraphs but substitute “African Americans” for 
“fundamentalists.” Maybe then the author would realize how condescending his writing is. 
 
What about Miss, Mrs., and Ms.? 
 
The general rule is to use “Ms.” unless the woman wants to be called something else, such as 
“Miss” or “Mrs.” 
 
In the South, an unmarried woman may prefer to be called “Miss” and her first name: Miss Jane. 
 
Why Avoid Discriminatory Language? 
 
What are some reasons to avoid discriminatory language? 
 
• Moral: Discrimination is immoral. 
• Practical: Employers can lose good employees. 
• Legal: Companies that discriminate sometimes get sued. 
 
Remember: What you write in e-mail can end up in a law court. 
 
What is Wrong with These Sentences? 
 
1) All Irishmen are drunks. 
2) All Jews are smart. 
 
3) The suggestion for improving our accounting was made by Margaret, a handicapped person. 
4) Bill Peterson, a black person, wrote a good article on Clinton’s economic plan. 
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5) This house is completely made of man-made materials. 
6) How many man-hours did this department contribute last week? 
 
7) How many businessmen live in Athens? 
8) Did you see the mailman? 
 
9) This survey shows that the consumer is very worried that he won’t get quick and courteous 
service during the warranty period. 
10) Each dancer should bring her shoes to the recital. 
 
11) Beginning of a letter: Dear Sir: 
12) Beginning of a letter: Gentlemen: 
 
13) Mr. Jones and Sherry represented us at the trade fair. 
14) The two leaders of the project are Mr. David Jones and Sherry Smith. 
 
15) We are trying to help the disabled. 
16) We are trying to help the mentally retarded. 
 
17) Always use Ms. in business letters when writing to a woman. 
18) Always use Mrs. or Miss in business letters when writing to a woman. 
 
Grammatically Correct and Non-Sexist Sentences 
 
All customers have brought their checkbooks. 
 Note: The plural adjective “their” refers to the plural word “customers.” 
 
All dancers should go to their dressing rooms now. 
 Note: The plural adjective “their” refers to the plural word “dancers.” 
 
The employees are in their cubicles. 
 Note: The plural adjective “their” refers to the plural word “employees.” 
 
The workers are taking their lunch break now. 
 Note: The plural adjective “their” refers to the plural word “workers.” 
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A Male Nurse 
 
Ross P. Mayo, a male nursing student working in the nursing station at an elementary school, ran 
into a problem when a little girl named Tammi came in to have a scratch treated. Even though he 
told her, “I am a nurse. I can help you. Trust me,” Tammi was terrified because she thought that 
all nurses were female and she did not know who this strange man was. Fortunately, Ms. Walker, 
the school nurse, walked in and reassured Tammi. Even then, Tammi did not believe that Ross 
was a nurse. Ross asked Tammi why she did not believe that he was a nurse, and Tammi 
answered, “Because you’re not a lady.” Therefore, Ross decided to teach the students that some 
nurses are men. He addressed the second-grade students because he felt that they would be able 
to understand what he had to say to them. He turned it into a game and had the children 
determine his occupation by asking him questions. It took a while, with the children guessing 
that he was a doctor or a dentist, but finally they figured out that he was a nurse. Ross was able 
to explain in words that the children could understand that some women are doctors and that 
some men are nurses. Before the meeting, the children had written about nurses. After the 
meeting, he had the children write again about nurses. The writing showed that the children had 
learned a lot about nurses. A sample BEFORE paper: “I think a nurse is a nice lady who helps 
people.” A sample AFTER paper: “A nurse can be a lady or a man. Nurses are working in 
clinics, schools, and hospitals. And some nurses are going to people’s houses, too. And a lady 
can be a doctor.” 
 

How Do I Give Surveys? 
 
Another way of gathering information for your Manual is to give a survey to a few or many 
people. For example, if you are writing an Employee Manual for a business, you could survey 
some employees and ask them about the content that they think should appear in the Employee 
Manual. It may even be possible to survey ALL the employees. If you are writing an Employee 
Manual for a small business that has only five employees, you could survey all five employees 
about the content they would like to see in your Employee Manual. You may also ask them other 
questions about such things as common problems at work. If you know what the problems are, 
you may be able to help solve them by writing about them in your Employee Manual. For 
example, if some employees are parking in the wrong place, you can be sure about the 
company’s Parking Policy and let employees know where they should park. If you are writing a 
Manual that can be used by members of the general public, you may interview a few people from 
your target audience and ask them what kind of content they would like to see in your Manual. 
 
Note: You are NOT required to survey people for your Manual, although surveying people can 
be a good idea. 
 
Note: Some of the interview questions on the following page could also make good survey 
questions. 
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Optional Interview for the Manual Project 
 
As part of your work on the Manual Project, you may want to conduct an interview. 

However, you are NOT required to do so, although it can be a good idea. Your aim in the 
interview will be to understand what content your target reader needs in your Manual Project. 
It’s best if you interview someone from the target audience or the person who is in charge of the 
organization you are writing the Manual Project for (not me, but perhaps a manager or business 
owner), although another person close to these people may be interviewed instead.  

If you are writing your Manual Project for a business, you should interview your boss or a 
representative of your boss. For example, if you are writing an Employee Manual for a business, 
you should interview your boss to find out what content he or she would like to see in your 
Manual Project. Sometimes, you may be able to interview someone else. For example, you may 
be writing an Employee Manual telling the servers of a restaurant in Cleveland how to do their 
job, but you are unable to go to Cleveland to interview the restaurant manager (and you can’t 
reach him or her on the telephone or by e-mail). In this case, you can interview a friend who has 
worked as a server in a similar restaurant and find out what content the server would like to see 
in your Employee Manual. For example, in some Manual Projects a reader may suggest a 
Frequently Asked Questions (FAQ) section. 

In your interview, focus on the content you hope to discover that your readers desire and the 
ways you will address these desires when you write your Manual Project.  

 
These are good questions to ask:  
 
 1) What content would you like to see in my Manual Project?  
 
 2) What visual aids would you like to see in my Manual Project?  
 
 3) What are the most important things to stress in my Manual Project?  
 
 4) What will be the most frequently asked questions by the readers?  
 
 5) What attitudes should the readers have after reading my Manual Project? 
 
 6) What do you think of my outline of my Manual Project? 
 
 7) Would you be willing to criticize a draft of my Manual Project? 
 
 8) What else do you think I should know? 
 

In addition, if you are writing an Employee Manual, you may need to ask if there are any new 
policies or any recent changes in policy. 

 
 

Note: On the following pages are two worksheets that you can use to plan your Manual and 
your research on your Manual. 
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Worksheet: Setting Goals, Analyzing Audience, and Thinking Ethically 

 
Topic, Purpose, and Final Result  
 
What are you writing? What is the communication’s topic? 
 
 
 
 
Why are you writing the communication (other than it’s a course requirement)? What is the 
communication’s purpose? 
 
 
 
 
What outcome (final result) do you desire? After the target audience reads the communication, 
what do you want to happen? 
 
 
 
 
Target Audience and Other Readers 
 
Who are your primary readers? Who is your target audience? 
 
 
 
 
What is your readers’ relationship to you? Do your readers know you? 
 
 
 
 
What are your readers’ job titles and responsibilities? Are your readers decision makers, 
advisors, or implementers? 
 
 
 
 
Who else might read your communication? Sometimes, people who are not in your target 
audience will read what you wrote. 
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How familiar are your readers with your subject? Do you need to provide any background 
information?  
 
 
 
 
 
How familiar are your readers with your specialty—knowledge you learned in your major? Will 
your readers be familiar with the words and concepts you use? 
 
 
 
 
 
What is your readers’ attitude toward your subject? Why? What do you want it to be? 
 
 
 
 
 
What is your readers’ attitude toward you? Why? What do you want it to be? 
 
 
 
 
 
What events and circumstances influence the way you should write? For example, knowing that 
the reader has just written a large check to the IRS may make it difficult to persuade the reader to 
spend money. 
 
 
 
 
 
How will your readers use the information you provide? For example, if you are writing a Set of 
Instructions, you will want to use numbered steps and you will want to be sure that your Set of 
Instructions can lie flat (don’t use a binding that forces the reader to close the Sets of Instructions 
when not actually reading them) because readers will read a step, then perform the step, and then 
find and read the next step. 
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Readers’ Questions 
 
What are the important questions your readers will want you to answer in the communication? 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
Stakeholders: Identify all the stakeholders. 
Who, besides your readers and yourself, are the stakeholders in your communication? (Stake- 
holders are people who will be affected by your communication.) In the next section, you will 
answer this question: How will the stakeholders be affected by your communication? 
 
 
 
 
 
Ethics: Determine if your communication is ethical. 
Is this communication ethical? 
 
• Would you want done to you what you are thinking of doing to other people? 
 
 
 
 
• What are the consequences of the action you are thinking about doing? (Be sure to consider the 
consequences for all the stakeholders.) 
 

 

 
 
• Are there any other ethical considerations that you should take into account? (For example, 
effect on the environment? Effect on future generations? Does the action you are considering 
doing involve breaking any ethical rules that are important to you? Are your persuasive strategies 
ethical?) 
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Legality: Determine whether your communication is legal. 
For example, if you are making a recommendation, is the recommended action legal? 
 
 
 
 
 
Strategies for Achieving Your Goals 
What are some strategies you can use to make your communication persuasive? What arguments 
will you use? What persuasive points will you make? (For example, telling the benefits for the 
readers is persuasive.) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 
 
 
What are some strategies you can use to make sure your communication gives the readers the 
information they need? (For example, you will provide answers for all the readers’ important 
questions that you listed earlier, but are there any other questions you should answer?) What 
informative points do you need to make? How can you make it easy for the readers to use the 
information you provide? (For example, using headings makes it easy to find information.) Make 
notes about anything else you have learned from filling out this worksheet. (For example, how 
long should the communication be? Should the tone be formal or informal?) 
 
1. 
 
2. 
 
3. 
 
4. 
 
5. 
 
6. 

 
Note: This Worksheet is based on the work of Paul Anderson, author of Technical Communication 
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Research and Interview Worksheet 
 

Who will be a good person for you to interview to get information to help you write your Manual 
Project? 
 
 
What are the goals of your research? (What do you wish to find out from your interview? For 
example, if you are writing an Employee Manual, you may wish to learn whether the 
organization has recently instituted any new policies or has recently changed any old policies.) 
 
 
1. 
 
2. 
 
3. 
 
 
Brainstorm a list of questions to ask your interviewee: 
 
  
1) What content would you like to see in my Manual?  
 
2) What visual aids would you like to see in my Manual?  
 
3) What are the most important things to stress in my Manual?  
 
4)  
 
5)  
 
6)  
 
7)  
 
8) What else do you think I should know? 
 
 
 
Can you take an outline of your Manual to the interview and ask the interviewee to review it? Is 
the interviewee willing to review a complete draft of your Manual later? 
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Class 5: Manual Project, Continued; 
How Do I Write Introductions?  

How Do I Draft Sections or All of a Communication? 
How Do I Create Graphs? 

Organizational Charts 
 

Homework (Short Proposal Memo) Due Today 
 
• Hand in a typed memo in which you 1) tell me your proposed Manual Project topic and 
audience, 2) give me a short outline of your Manual Project, and 3) tell me your qualifications 
for writing the Manual Project. 
• Proofread carefully. 
• Include an Introduction and a Conclusion in your outline. 
• Note that the Table of Contents goes before the Introduction. 
• Note that the Conclusion goes before the Appendix or Appendixes. 
• Use capitalization consistently in your outline. For example, you may choose to capitalize all 
the important words, including nouns. 
 
SAMPLE MEMO 
 
To: David Bruce 
From: Cortnee Phillips 
Re:    Proposed Topic of Manual Project  
Date:   Today’s Date 
 
For the Manual Project, I have chosen to write Instructions on how to classify soils using the 
three main classification systems: AASHTO, USCS and ASTM. This will benefit me and all 
other civil engineering majors, or anyone who needs to classify a soil, by simplifying the 
process. 
 
As a civil engineering student, I know the loads of work that can be assigned; soil classification 
is one of many tasks. Soil classification is not a simple task, especially for first-timers. The first 
time I attempted classifying a soil I ran into many problems and had questions on some steps. I 
was not clear about some terms as well. With soils having so many characteristics, often many 
minor details affect the final classification name and can cause a person to classify a soil falsely. 
Although this task has some difficulties, it can be made easy, and that is my objective of my 
Manual. 
 
For the Set of Instructions, I have written about how to perform a Sieve Analysis of soils, a 
Hydrometer Analysis, and an Atterberg Limit Test. I will use these Sets of Instructions in my 
Manual. 
 
This is the outline that I will use in my Manual Project: 
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Table of Contents 

 
I. Introduction 

A. Topic and purpose 
B. Materials needed 
C. Importance of soil classification 

 
II. Gathering of the Soil Sample 

A. Proper way to collect the soil 
B. Precautions 
C. What not to do with the soil 

 
III. Sieve Analysis 

A. Materials needed 
B. Instructions on running the test 
C. Finding and defining the coefficients 

 
IV. Hydrometer Analysis 

A. Materials needed  
B. Instructions on running the test 

 
V. Atterberg Limit Test 

A. Liquid limit 
B. Plastic limit 

 
VI. Classifying Soils using AASHTO System 

A. Proper steps 
B. Graphs needed  
C. Determine the AASHTO soil name 

 
VII. Classifying Soils using ASTM System 

A. Proper steps 
B. Graphs needed 
C. Determine the ASTM soil name 
 

VIII. Classifying Soils using USCS System 
A. Proper steps 
B. Graphs needed 
C. Determine USCS soil name 

 
IX. Conclusion 

A. Importance of soil classifications in all engineering fields 
B. Additional information sources 
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X. Appendixes 
A. Sieve Analysis Table 
B. Hydrometer Analysis Table 
C. Atterberg Limits Table 

 
Visual Aids: I will be using many graphs that are necessary to classify the soils using each 
system. Each system has set graphs that will be included. Also, I will provide photos and/or 
drawings of the sieve analysis, hydrometer analysis and Atterberg limit tests equipment and 
setup. In addition, I may include photos of soil failures to show the importance of soil 
classification. 
 
For three years, I have been a civil engineering major and am currently enrolled in a class that 
requires soil classification. I am also enrolled in a lab where I have performed the tests necessary 
before classifying soils. Considering I have done each of these procedures and been tested on 
them, I am confident that I will create a manual of helpful Instructions.  

 
Note: If you want, you may write and hand in a long, more detailed Proposal such as described 
(with examples) in Class 3. 

 
 

The Sixteen Acres Fire Station 
 
On June 1, 2011, a tornado struck Springfield, Massachusetts, killing four people and causing 
much havoc and destruction. Bob and Cheryl Sacks were returning from a medical appointment 
that Mrs. Sacks, a cardiac patient who is on oxygen, had in Boston. They write in a letter to the 
editor of MassLive.com, “We were caught in the gridlock resulting from the downed trees and 
power lines. For over three hours we tried to find a way to get to our home. All routes were 
blocked. My wife is a cardiac patient and her oxygen tank was running out. We were at a dead 
stop in the traffic wondering what we could do, when I remembered that we were near the 
Sixteen Acres Fire Station. We got there and were welcomed by the staff. They gave us oxygen 
and a safe haven. After an hour or so, they escorted us to our home through the blocked streets, 
so that my wife could fill her oxygen tank and get to her medications. We cannot thank them 
enough for their warmth, friendliness, professionalism and assistance.” 
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How Do I Write Introductions? 
 
Note: You will need to write an introduction for your Manual Project. Not writing an 
introduction will lower your grade. 
 
1. Write a friendly beginning. 
 
For example, at the beginning of an introduction in an Employee Manual, you may want to write, 
“Welcome to Company XYZ. We are happy to have you as a member of our team.” Or at the 
beginning of an introductory manual about snowboarding, you could write, “Welcome to the 
wonderful world of snowboarding.” 
 
If relevant, open with sincere praise. Find something that you can sincerely praise the reader or 
the reader’s organization for. Sincere praise at the beginning of a communication can influence 
the reader to accept a recommendation that appears later. Be aware, however, that the reader will 
likely find insincere praise offensive. 
 
Avoid needless negative criticism. If you write like a carping critic, your recommendation will 
NOT be accepted and your reader will NOT be open to whatever points you make in your 
communication. Sometimes, however, you may have a make a legitimate criticism. If you are 
writing a Problem-Solving Report that makes recommendations, you may be able to sincerely 
say that the organization is a good organization, but that your recommendations can make it 
better. 
 
Delay the presentation of your main point, if the reader is likely to be hostile to your main point. 
If you are going to make a recommendation that you know that the reader is likely to reject at 
first glance, first give the supporting evidence that justified the recommendation, then make the 
recommendation. 

 
2. State the topic and purpose. 
 
No matter what your Manual Project is about, you should state the topic and purpose. 
 

Example: “This Employee Manual will help new employees learn the policies and 
procedures of Company XYZ. In addition, current employees may use this manual if they 
have any questions about company policies and procedures.” 

 
The topic of the Employee Manual is the policies and procedures of Company XYZ. Its 
purpose is to teach new employees those policies and procedures. In other words, it is 
intended to be used as a training manual. In addition, current employees can use it as a 
reference guide to look up answers to their questions. 

 
3. Identify the intended audience. 
 

The example for the previous guideline identifies the intended audience of the Employee 
Manual as new and current employees. 
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4. Identify the benefits for the readers. 
 
Benefits are persuasive; mention the benefits for the readers. 
 

Example: The benefits of your reading this Employee Manual are to become familiar 
more quickly with company policies and procedures. This can help you fit in better and 
feel comfortable at work more quickly. In addition, the Employee Manual is a useful 
resource if you have questions about company policies or procedures. 
 
Example poor introduction: This memo discusses improved technology in our 
department. 
Example good introduction: Improved technology in our department will not only save us 
money, but also increase our productivity. 

 
If relevant, refer to the readers’ request. 
 

If the reader has requested information from you, tell the reader, “Here is the information 
that you requested.” That will give the reader a reason to pay attention. 
 
Example: Here is the report on absenteeism that you asked for last week. 
 
Example poor introduction: This report discusses forklifts. 
Example good introduction: This report gives you the information that you requested 
about the electric and propane forklifts that our company is considering buying. 

 
If relevant, help the readers solve a problem. 
 

Readers want to solve problems. If you tell the reader that you can help the reader solve a 
problem, the reader will pay attention to your communication. 

 
5. State the main point or main points. 
 
If you are responding to a request, the main point will be the answer to the question the reader(s) 
asked. 
 
Or the main point might be what you want the readers to think or do after reading your 
communication. 
 
A main point or may be a warning or a piece of advice that is intended to keep the reader safe. 
For example: “Before beginning this or any other exercise program, consult a physician.” 
  
For example, what is the main point of the Employee Manual or other communication you are 
writing? 
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If you are writing an Employee Manual for servers at a restaurant, the main point may be 
that customer satisfaction is of the highest importance at Restaurant ABC. Or you may 
have a couple of main points. For example, “At Restaurant ABC, customer satisfaction 
and food safety are of the highest importance. This Employee Manual will tell you how 
to ensure both.” 
 

6. Use a forecasting statement to tell the readers what to expect. 
 
Tell about your communication’s organization—especially in longer communications. 
 
You can forecast the organization of the Employee Manual or other communication you are 
writing.  
 

For example: “This Employee Manual will inform you about company policies, the 
procedures you need to know to do your job well, on-the-job etiquette, and relevant state 
and federal laws.”  
 
This forecasting statement tells the readers that they will read about company policies 
first, the procedures they need to know to do their job well second, on-the-job etiquette 
third, and relevant state and federal laws last. 

 
7. If relevant, tell about the communication’s scope. 
 
Tell about the communication’s scope. (When you tell the reader the scope of your 
communication, you tell the reader what the communication covers—and what it doesn’t cover.) 
 

For example, if you are writing an instruction manual and you will not explain how to use 
a certain piece of equipment, explain in the introduction that you assume that the readers 
already know how to use that piece of equipment. 
 
Sometimes, a manager will not want you to write about insurance policies in an 
Employee Manual because the Personnel Department already has an excellent 
communication that does that. In that case, you can tell the readers in the introduction 
that you will not write about insurance policies in the Employee Manual, but that they 
can get information about insurance policies from the Personnel Department. 

 
8. Provide necessary or desirable background information. 
 
You need to provide necessary background information when the readers need to learn certain 
general principles to understand your specific points. You may need to write an explanation of 
general principles. 
 
You need to provide necessary background information when the readers are unfamiliar with 
basic features of the situation you are discussing. 
 
You may need to define some technical terms in the introduction.  
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You may need to provide necessary background information about safety. For example, you may 
need to point out the importance of using safety goggles while performing a certain procedure. 
 
You may need to provide necessary background information such as a legal disclaimer. For 
example, if you are writing about exercises, you need to point out that the reader should see a 
physician before beginning this or any other exercise program. 
 
Students writing Employee Manuals may wish to include a brief company history. (This may 
also appear in a separate section.) 
 
9. Explain how best to use the communication. 
 
You may explain that new employees should read an employee manual word for word, while 
employees who have worked for a while at the organization should look it over briefly, then use 
it as a reference guide. 
 
For a set of instructions, you may state that the readers should read each step carefully and do 
exactly what it says. You may state that if the readers try to figure out what to do on their own 
that it will only slow them down. 
 
You may need to refer the readers to a glossary in the appendix. Occasionally, a student will put 
certain terms in bold throughout the Manual Project and in the introduction tell the reader that 
the terms in bold are defined in the glossary in the appendix. 
 
10. Explain who you are and state your qualifications for writing the communication. 
 
To establish your credibility, mention your qualifications for writing the communication. In 
addition, you can establish credibility by saying that your communication has been reviewed by 
an expert, such as a manager or owner. You can also establish credibility by mentioning your 
sources, including library sources (you may simply refer the reader to a bibliography in the 
appendix). If your sources are credible, your communication will appear to be (or will be) 
credible. Sometimes, your major at your school is a qualification. 
 
In your Manual, you may have a subsection titled “About the Author” in your Introduction. 
 
11. If desirable, use headings to reveal your introduction’s organization. 
 
Headings may be used in the introductions and conclusions of long communications.  
 
Sample Introductions 
 
On the following pages are some sample introductions that follow come from Manuals on these 
topics: How to Train for and Run an 8K Race, How to Get an Engineering Co-Op Job, and How 
to Seal Cracks in Asphalt 
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Introduction 
 

This manual will help moderate-level runners train for an 8K race. When training for an 

8K or any other race, many runners become frustrated, unmotivated, and even injured because of 

their lack of knowledge about running and lack of proper training techniques and schedules. This 

manual will help runners avoid running-related injuries and achieve personal goals that they have 

set for themselves. 

Included in this manual are important tips and suggestions on getting and staying 

motivated, choosing goals, avoiding and treating injuries, and planning a training schedule. 

While this manual is especially dedicated to training for an 8K, the tips and suggestions can be 

used for many other distance races. This manual is more than just a training schedule; for this 

reason it can be very helpful as well as very widely used. 

In my eight years of running, I have learned many running and training techniques. I have 

experienced almost every common running-related injury, and I have made many beginning-

runner mistakes. To help you avoid these injuries and mistakes, I have researched and 

experimented with many training techniques and regimens, and I have found the most successful 

techniques and regimens available. Although I am still learning about running, I have created—

with the help of friends, coaches, and running professionals—a helpful manual for training for an 

8K. 

Important: Before beginning this or any other exercise program, see your physician. 
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Introduction 
 
Topic, Purpose, and Readers 
 
The topic of this manual is how to find a co-op job. Its purpose is to help students through the 
entire process of securing a job during their college years that will help them out tremendously in 
the future with their career decision and give them experience in their field of study by learning 
what they cannot learn in the classroom. The intended readers of this manual are students who 
are interested in working a co-op job during their sophomore or junior year at Ohio University. 
This manual will help clear up any confusing parts of the job search process. It should be read 
through at the beginning of the process and then kept for reference. All the information you will 
need should be contained in this manual.  
 
Benefits  
  
Working a co-op job is very beneficial for both you and your co-op company. You gain 
knowledge, experience in the field, and understand more about what you would like to do when 
you graduate. The company benefits from the extra help, acquires fresh ideas from students who 
are being taught the latest technology, and meets a possible future engineer who could work for 
their company. In these types of cases, you are an engineer in training for their facility. Another 
benefit for you is the pay. Co-op students are paid very well for their work; usually between $9 
and $20 per hour based on major, co-op experience, and whether the student will be living at 
home or in an apartment.  
 
Organization 
 
This manual will inform you about the mandatory meetings you will need to attend, the forms 
you will need to fill out, and your responsibilities as a co-op student. It also contains a reference 
section with quick sheets you can look at for reference during your job search. Finally, an 
appendix section at the end will help you fill out all the forms you will need to register in the Co-
op Program. 
 
About the Author 
 
I have been enrolled in the Ohio University Russ College of Engineering and Technology 
Cooperative Education Program for one year and I have successfully secured a job for both the 
Spring and Summer quarters of 2004. I have also interviewed Kelley Jolley, the Administrative 
Associate to the Assistant Dean who directs the Co-op Program. She assisted me with additional 
information and provided me with most of the forms included at the end of this manual. She was 
always available for questions.  
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Introduction 
 

 These Instructions tell you how to operate the Super Shot 200D Crack-Sealer, which 
performs the functions of melting and applying tar to cracks in an asphalt road surface. Cracks 
appear over time in the road due to stress brought on by everyday traffic. Applying tar to these 
cracks will help maintain the road and prolong its life. The tar will also prevent the asphalt from 
further cracking and breaking apart. 
 These Instructions cover preparing the unit for travel, heating the unit, assembling the 
wand system, starting circulation/operating the unit, and stopping circulation/shutting down the 
unit. 
 Reading the Instructions is necessary for the operation of this unit. Failure to read the 
Instructions may result in personal injury and damage to the unit and the road surface. 
 
Materials Needed 
 Super Shot 200D melter/sealer and provided parts (listed below) 
 • Hoses  
 • Wands  
 • Applicators  
 • Shoulder Harnesses 
 • Aprons 
 Blocks of tar (designed for road maintenance purposes) 
 Wipe-All fabric wipes 
 Electrical tape 
 Heavy-duty gloves 
 Boots 
 Shoulder harness 
 
Warnings! 
 Use caution. Outside of unit, wands, hoses, and fresh tar will be very hot.  
 Operate only when road is dry. 
 Do not overfill melter. 
 Beware of splashing tar if loading block when agitator is on. 
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 Introductions Worksheet 
 
Some Important Points: The introduction to your Manual Project will not be huge. If it is 
longer than a page, you will probably need to put some of the background information into 
another section, such as Company History. Your introduction may not answer every question 
below. Your answers to some of the questions below may overlap. Some of the information 
requested below may appear in an appendix, such as a Glossary. 
 
Topic: The writer should tell the readers the topic of the communication. (The topic is the 
subject of the communication.) What is the topic of your communication?  
 
 
 
 
 
Purpose: The writer should tell the readers the purpose of the communication. (The purpose is 
the reason you wrote the communication.) What is the purpose of your communication? 
 
 
 
 
 
Intended Audience: Who will be the readers of the communication? 
 
 
 
 
 
Benefits: One way to persuade readers to pay attention to a communication is to tell them that it 
will benefit them. What are the benefits for the readers of reading the communication you are 
writing? (For example, you may be able to solve a problem for the readers.) 
 
 
 
 
Organization/Forecasting Statement: Tell about your communication’s organization. Write a 
forecasting statement that tells the organization of the communication you are writing. For 
example: “This Employee Manual will inform you about company policies, the procedures you 
need to know to do your job well, on-the-job etiquette, and relevant state and federal laws.” 
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Scope: Tell about your communication’s scope (when you tell the readers the scope of your 
communication, you tell the readers what the communication covers — and what it doesn’t). 
What is the scope of the communication you are writing? (The forecasting statement will tell the 
readers what the communication covers; do you need to tell the readers what it doesn’t cover?) 
 
 
 
 
 
Background Information: The writer should provide the readers with any general background 
information he or she needs in order to understand or use the rest of the communication. What is 
the necessary background information that your readers will need to know when reading your 
communication? 
 
 
 
 
 
Usage: Should you tell the reader the best way to use the communication? 
 
 
 
 
 
 
Qualifications: One way of establishing credibility is to tell your qualifications for writing the 
communication. What are your qualifications for writing the communication? Another way to 
establish credibility is to say that a credible person (such as a boss) reviewed the communication. 
 
 
 
 
 
Headings in Your Introduction: One way to reveal organization to a reader is to use headings. 
Should you use headings in your introduction to your Manual Project? If so, which headings will 
you use? 
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How Do I Draft Sections or All of a Communication? 
 
1. State your topic and purpose and intended audience. 
 
This guideline applies also to introductions. 
 
2. Present your recommendations before you present your supporting evidence. 
 
In business writing, writers often state recommendations first, then they supply the evidence that 
leads to the writers making those recommendations.  
 
Sometimes, you should not do that. For example, if you think the reader may, at first glance, 
reject your recommendation, then you ought to present your arguments first, and then make the 
recommendation. 
 
3. Put the most important information first. 
 
This helps to ensure that the reader will actually read this information. 
 
Recommendations are often the most important information. 
 
When you put items in a list, put the most important items first.  
 
When you write about your qualifications in a Resume or a Job-Application Letter, put your 
most important qualifications first. 
 
4. When desirable, use a forecasting statement to reveal your communication’s 
organization. 
 
What does this forecasting statement below tell you about the organization of the segment? 
 

This Employee Manual will inform you about company policies, the procedures you need 
to know to do your job well, on-the-job etiquette, and relevant state and federal laws. 
 

This forecasting statement tells the readers that they will read about company policies first, the 
procedures they need to know to do their job well second, on-the-job etiquette third, and relevant 
state and federal laws last. (The Employee Manual would also have an introduction and a 
conclusion and perhaps an appendix, but the forecasting statement is for the body of the 
Employee Manual.) 
 
5. When desirable, use headings and page design to reveal your communication’s 
organization. 
 
When you use headings for the various parts of a communication, you help the reader to learn 
which content is in those parts. 
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Page design can work together with headings to reveal your communication’s organization. 
 
A major heading can be big, bold, and centered. A minor heading can smaller, bold, and left 
justified. With a glance at the heading, the reader can see whether a new major section such as a 
chapter is coming up or if the new section is simply another minor section of the old major 
section. 
 

Graphs and Tables 
 
You may write a Manual that includes tables and graphs. 
 
A table can be used to present large amounts of information. See The Statistical Abstract of the 
United States for examples of tables filled with large amounts of data. 
 
A bar graph can be used to compare quantities. 
 
A pictograph is a bar graph that uses pictures. For example, a pictograph about the number of 
physicians in the United States can use pictures of physicians and stack them into columns. One 
possible problem with pictographs is that some audiences find them cutesy. Pictographs may be 
OK for a presentation to the general public buy not for a presentation to a board of directors.  
 
A line graph can be used to show trends. It can also be used to show complex relationships. 
 
A pie chart shows how a whole into divided into parts. One possible problem is that it can be 
difficult to compare the sizes of the wedges of the pie. 
 
One possible solution to some programs involving graphs is to present the data in more than one 
way: in a graph and in a table. That way, the reader will have the actual numbers in the table as 
well as a visual representation of those numbers. 
   

The Statistical Abstract of the United States 
 
The Statistical Abstract of the United States has tables about entry-level salaries and a lot of 
other interesting information. 
 
Example of a Table: Salary Offers to Candidates for Bachelor’s Degrees in 2006 and 2008 
 
Bachelor’s Degree 2006 2008 

Accounting $44,928 $48,020 

Business Administration/Management $41,155 $46,171 

Chemistry $39,804 $43,951 

Computer Science $50,744 $61,110 

Engineering, Chemical $56,269 $63,773 
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Engineering, Civil $46,084 $51,780 

Engineering, Computer $53,096 $60,280 

Engineering, Electrical $53,300 $57,603 

Engineering, Mechanical $51,808 $57,024 

Engineering, Petroleum $67,069 $75,621 

Engineering Technology $48,514 $53,511 

Humanities $31,183 $40,7021 

Marketing $37,191 $41,506 

Mathematics $44,672 $49,759 

Physics $45,120 $49,616 

Social Sciences (Excludes Economics) $32,134 $39,476 

 
Source of Table: Adapted from The Statistical Abstract of the United States. 

 
Note: For other information about earnings and net worth, see The Statistical Abstract of the United States. 

 
 

What kind of visual aid would be best for … 
 
1.  Showing how many full orphans were in each state in the U.S. from 1950-1990? 
 
2.  Showing the rise in the U.S. budget deficit from 1970-1990? 
 
3.  Showing how the U.S. budget expenditures are divided among Defense, Medicare and 

Medicaid, Social Security, and all other items?  
 
4.  Showing how one’s net worth has risen each year from 2006-2016? 
 
5.  Showing how one’s assets are divided up: car, house, jewelry, etc.? 
 
6.  Showing your monthly budget? 
 
7.  Showing how one’s net worth is divided between assets and liabilities? 
 
What kinds of personal finance computer programs are you familiar with? 
 
What are some advantages of using a personal finance computer program? 
 
 

 
1 Fewer than 50 offers reported. 
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How Do I Create Graphs? 
 
1.  Provide informative labels. 
 
Make sure the reader knows what he or she is looking at. 
 
2.  Show the entire graph, when possible and desirable. 
 
One way to ensure that you do this is to use zero points. 
 
3.  Start the axes at zero, when possible and desirable. 
 
Zero points keep line and bar graphs from being misleading; however, in some technical and 
business graphs, they are not needed. For instance, a graph showing the performance of the stock 
market will not usually have a zero point so that the day-to-day performance of the stock market 
can be clearly seen. 
 
Unfortunately, some computer graphics programs will sometimes not allow the user to create a 
graph with a zero point even when it is desired. 
 
4.  If you are creating a pictograph, use pictures that are all the same size and stack   
 them to create columns. 
 
The readers’ eye is drawn to area, not just height. 
 
5.  Provide a consistent time line. 
 
The time line may be every year or every five years or every ten years, but it should be 
consistent. 
 
6. Avoid sexism. 
 
If you are creating a pictograph about physicians, some of the pictures of physicians should be of 
females. 
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Organizational Charts 
 

You may find it useful to have an organizational chart in your Employee Manual, if you are 
writing one. An organizational chart shows how a company or other organization is organized. 
Below is an organizational for a small newspaper. 
 

 
Proofreading Tips for the Manual Project 

 
• To proofread, you need a draft. Begin writing early so you have lots of time to find errors and 
make revisions. 
• You don’t have to have an entire draft to proofread. Each day you can proofread what you 
wrote the day before, then write more pages. Alternatively, each day you can write new pages, 
then proofread what you wrote the day before. (What works best for me is to write new stuff, 
then to proofread old stuff, but you should do what works for you.) 
• You don’t need to have all the editing done before you proofread for obvious errors. It can be a 
good idea to proofread and correct obvious errors so that they don’t distract you while you are 
editing. 
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Room or Floor Layouts  
 
Another useful visual aid for Employee Manuals or for Sets of Instructions is a room or floor 
layout. This is very good for showing where things are located. They can be used to show a 
Before and After. For example, one of my students, M. Megan Roberts, wrote about how a work 
area could be improved by removing shelving and adding a work table next to the copy machine.  
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Class 6: Manual Project, Continued; 
How Do I Write Conclusions? 
Front Matter; Giving Credit 

 
Important Notes on Your Manual 

 
Note: The 10 more pages of new information for your Manual Project will consist of information 
that you write, not forms that may appear in the appendix. They also do not consist of the pages 
that will make up the front matter of your Manual Project. The 10 more pages of new 
information (that will be in addition to your Set of Instructions) will appear in the body of your 
Manual Project. The 10 more pages of new information (that will be in addition to your Set of 
Instructions) do include the Introduction and the Conclusion of your Manual Project. Be aware 
that each major section of your Manual Project can begin on a new page. 
 
Note: You will need to write a conclusion for your Manual Project. Not writing a conclusion will 
lower your grade. 
 
Note: Do not plan on downloading a lot of material from the WWW and putting it in your 
Manual Project. I want to read what you wrote. If you think that some downloaded material is 
very relevant to what you are writing, put it in an appendix and clearly state that you downloaded 
it word for word from a particular source that you identify. 
 

Is Grammar Important? 
 

[Thomas] Hodson recalled one day when an attorney was making a case before the court and 
used the non-word “irregardless” in his argument. [U.S. Supreme Court Chief Justice William] 
Rehnquist always leaned way back in his chair because of his back problems, but when the 
attorney said “irregardless” a second time, the chief justice “catapulted” up in his chair and told 
the attorney that he should use “regardless” or “irrespective,” but not “irregardless,” Hodson 
said. The attorney was naturally flustered, having been corrected for his grammar, and then 
referred to one of the judges by the wrong name. That brought Rehnquist out of his chair again 
as he admonished the attorney one more time. 

Hodson noted that the attorney did eventually win his case, but he felt bad for him as he was 
probably making the biggest legal argument of his career and was being corrected during the 
argument for poor grammar. 
 
Source: Nick Claussen, “Scripps director recalls his time working for William Rehnquist.” The 
Athens News. 26 September 2005 
<http://www.athensnews.com/issue/article.php3?story_id=21668>. 
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How Do I Write Conclusions? 
 
1. Tell the reader what the reader has learned from reading your communication. 
  
For example:  
Now that you have read this Employee Manual, you should have a greater understanding of the 
policies and procedures of Company ABC. 
 
2. Repeat your main point or main points. 
  
For example:  
This problem must be solved immediately. It is a significant safety hazard for all employees 
working in the area. 
 
For example:  
If the customer is not happy, then we are not happy. 
 
For example:  
Any employee caught not wearing a hard hat in a construction zone subjects our company to 
considerable fines and so may be fired immediately. 
 
For example:  
After reading this manual, you should understand the following important points: 
 

1. Customer satisfaction is extremely important. The customers pay our bills and our 
salaries. 

2. Food safety is extremely important. Do not serve food that you would not eat. 
 

For example:  
After reading this Employee Manual, you should understand these three important points:  
 

1. Excellent attendance is mandatory.  
2. Customer satisfaction is of the greatest importance.  
3. Safe working practices are both mandatory and rewarded. 

 
3. Tell your readers how to get more information. 
  
For example: 
If you have any questions, please ask your supervisor.  
 
For example: 
If you have any questions, please see Appendix B: For Further Information. 
 
For example, in a Job-Application Letter, you may write this: 
If you need further information about my qualifications, please see the enclosed Resume or give 
me a call. 
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4. Tell your readers the next step to take. 
  
For example: 
Company ABC encourages you to make suggestions about how to make the working 
environment safer, more profitable, and more enjoyable. Feel free to make suggestions to your 
supervisor. 
 
For example, in an Employee Manual written for salespeople, you may want to say this: 
“Get out there and sell!” 
 
For example, A student’s Guide to Snowboarding Manual Project ended in this way:  
“I leave you with this: Go ride. Now.” 
 
5. Make your readers feel good about the organization and/or themselves. 
  
For example:  
Everyone who works at Company ABC is a member of our team. 
 
For example, in an Employee Manual, you may want to once again welcome the new 
employees into the business by writing this: 
Once again, we welcome you as a member of the team at Company ABC. 
 
6. Be polite. 
 
For example, in a Job-Application Letter or in a Problem-Solving Letter, you may have 
written this: 
Thank you for your time and consideration. 
 
For example, in an Employee Manual you may write this: 
Thank you for reading this Employee Manual. 
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Sample Introduction and Conclusion From an Employee Manual 
 
Which pieces of advice are being followed in the following introduction and conclusion from an 
Employee Manual? 
 

Introduction 
 

Congratulations! You are now part of the Valley Brook Country Club family! As a 
new employee, you will naturally have questions about your new place of work. This 
Employee Manual is designed to answer those questions while also helping to acquaint 
you with Valley Brook Country Club operations. This manual will explain the policies, 
procedures, and rules of Valley Brook Country Club. Let’s begin! 
 
Conclusion from the Same Employee Manual 
 

We hope that reading this Employee Manual has made you feel more familiar with 
the policies, procedures, and rules of Valley Brook Country Club. We want you to have a 
pleasant experience working for Valley Brook Country Club. Therefore, any time you 
have a question or a concern, remember to refer back to this Employee Manual. If your 
question or concern is not answered in this Employee Manual, please do not hesitate to 
ask your supervisor. Once again, welcome to Valley Brook Country Club! 
 

Sample Conclusion 
 
On the next page is a conclusion from a Manual Project on How to a Get an Engineering Co-Op 
Job. 

 
A Guide Dog 

 
Jessica Stam, legally blind and aged 25 in July 2005, owes her life to her guide dog, Joan, a 2-
year-old yellow Labrador retriever, who engaged in what is called “intelligent disobedience,” 
which is disobeying the owner when there is a good reason for disobeying the owner. Jessica and 
Joan were walking together when Joan suddenly stopped even though Jessica wanted to continue 
walking forward. Just then a car came down a driveway. Jessica said, “The woman didn’t see us. 
She said, ‘Oh, my God, I am so sorry.’ Joan saved my life. With just my cane, I would have been 
road kill.” Jessica, who lives in Eustis, Florida, is grateful to have Joan. She said, “There's so 
much I can do now that I couldn’t do before. I was always nervous even when I would go to the 
grocery store. I would knock over displays. Joan stops and goes around it. She stops for 
obstacles. She looks to see what’s there.” The guide dog also has another advantage for Jessica, 
who said, “The general public is much more sensitive to a handicap when you have a guide dog. 
With my cane, most people would avoid me. I hated it. I felt self-conscious. There’s nothing I 
can’t do now, except drive. I really have that much self-confidence.” She added, “Before I used 
my cane, and now it’s so much different. It’s so much easier to have my dog. Joan is just perfect. 
She is my miracle.” 
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Conclusion 
 
Why Cooperative Education is Important 
 
Cooperative Education is important for three main reasons: the experience you will gain, the 
benefits for both you and your company, and the pay you will receive. The pay is useful and will 
help with all the school expenses that make college students so poor. The experience is 
something you could not get anywhere else. What is a better way to find out if engineering is for 
you? The opportunities that a student receives by working a co-op job are endless.  
 
What You have Learned from Reading This Manual 
 
After reading this manual, you should understand how to get involved in the Co-op Program, 
know how to go about finding a co-op job, be able to use an interview as a tool for success, and 
know what to do once you have accepted a job offer. You should have a much better 
understanding of the co-op job search process. Follow everything in this manual, and you will 
have no problem finding a job that is right for you. 
 
How to Get More Information 
 
I hope that you now have a feeling of confidence in starting the Co-op Program and excitement 
to work and learn from your experiences at a real company working on real solutions to real 
engineering problems. If you have any further questions about the process, stop by and ask 
someone at the co-op office in Stocker, Room 168, or give them a call at 593-1618. 
 
What to Do Next 
 
Find out when the next Nuts and Bolts meeting is and get started. The current dates for these 
meetings are located on the Russ College of Engineering and Technology website. Good luck in 
your co-op experience and career!  
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 Conclusions Worksheet 
 
Advice on Writing Your Conclusion: 
• The conclusion to your Manual Project will not be huge. If it is longer than a page, you will 
probably need to put some of the information into another section, such as an appendix. Your 
conclusion will not use every guideline below, although it will probably use several of them. 
 
Guideline: Tell the reader what the reader has learned from reading your communication. 
The reader should have learned a lot by reading your Manual.  
• For example, “After reading this Employee Manual, you should have a greater understanding 
of the policies and procedures of Company ABC.” 
 
 
 
 
 
Guideline: Repeat your main point or main points. 
Does your Manual Project have a main point or main points that need to be repeated? If so, what 
is it or what are they?  
• You may need to stress the importance of customer satisfaction, or you may need to stress 
safety. For example, “If the customer is not happy, then we are not happy.” For example, “Any 
employee caught not wearing a hard hat in a construction zone subjects our company to 
considerable fines and so may be fired immediately.”  
• For example, “After reading this Employee Manual, you should understand these three points: 
1. Excellent attendance is mandatory. 2. Customer satisfaction is of the greatest importance. 
3. Safe working practices are both mandatory and rewarded.”) 
 
 
 
 
 
Guideline: Tell your readers how to more information. 
How can your reader get assistance or more information about the topic of your Manual Project? 
If this will take up a lot of space, you should have a “For Further Information” section as an 
appendix.  
• For example, “If you have any questions, please see Appendix B: For Further Information.”  
• For example, “If you have any questions, please ask your supervisor.” 
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Guideline: Tell your readers the next step to take. 
Should the readers perform an action after reading your Manual Project? • For example, in an 
Employee Manual written for salespeople, you may want to say, “Get out there and sell!” 
 
 
 
 
 
 
Guideline: Make your readers feel good. 
With what feeling do you want to leave the readers of your Manual Project? For example, in an 
Employee Manual, you want the reader to feel good about working for your organization.  
• For example, in an Employee Manual, you may want to write, “Company ABC encourages you 
to make suggestions about how to make the working environment safer, more profitable, and 
more enjoyable. Feel free to make suggestions to your supervisor.”) 
• For example, in an Employee Manual, you may want to once again welcome the new 
employees into the business by writing, “Once again, we welcome you as a member of the team 
at Company ABC.”) 
 
 
 
 
 
 
Guideline: Be polite. 
• For example, in a Job-Application Letter or in a Problem-Solving Letter, you may have written: 
Thank you for your time and consideration. 
• For example, in an Employee Manual you may write: 
Thank you for reading this Employee Manual. 
 
 
 
 
 
 
Headings in Your Conclusion: One way to reveal organization to a reader is to use headings. 
Should you use headings in your conclusion to your Manual Project? If so, which headings will 
you use? 
• For example: 
 

What You Have Learned 
The Main Points 
How to Get More Information 
The Next Step for You to Take 
Once Again, Welcome 
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How Do I Use the Book Format? 
 
Book Format 
 
Communications written in the book format are usually bound and have a cover page and a table 
of contents (and sometimes they have a title page); in addition, each section usually begins on a 
new page. Sometimes, communications written in the book format also have a title page. 
 
• Formal Reports are Reports that use the book format.  
 
• Formal Proposals are Proposals that use the book format.  
 
• Instruction Manuals are Sets of Instructions that use the book format. 
 
The Front Matter of Your Manual Project 
 
Your Manual Project will contain 10-30 pages in the body (from the introduction to the 
conclusion); in addition to these 10-30 pages of the body, two pages will make up the front 
matter of your Manual Project and you may also have several pages in an Appendix or 
Appendices. In addition, the body of your Manual Project may be over 30 pages, followed by an 
Appendix or Appendices. 
 
These are the two pages that will make up the front matter of your Manual Project: 
 
1. Cover Page.  
 
The cover page will contain this information: 
 
•  The title of the Manual Project. 
•  Name of the organization (or person) to which (or whom) the Manual Project is written. (If 

the Manual Project is written for the general public, it doesn’t need a name of an 
organization.) 

•  Name(s) of the author(s) of the Manual Project. 
•  Date of submission. 
 
Note: The name of your teacher will NOT appear on your Manual Projects. You are writing 
these your Manual for some other person or organization. 
 
Note: The title of the Manual should use large letters. The cover page should be attractive. 
 
Note: Your cover page may include a logo or illustration. 
 
2. Table of Contents.  
 
The table of contents should show major headings and minor headings. You don’t need a page 
number for your table of contents. The Introduction will start on page 1. 
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Note: Page one of the Manual Project will be the first page of the Introduction. The Introduction 
will follow the Table of Contents. 

 
How Do I Avoid Plagiarism and Document My Sources? 

 
• If it is common knowledge and you are using your own words, you don’t need to cite it. For 
example, engineers are supposed to know the engineering formulas commonly used in their 
work. They don’t need to cite their college engineering textbooks. Of course, if you quote 
something word for word, use quotation marks and cite the source. If you put a company logo on 
the cover page, you will not need to cite the logo because its source is obvious: the company. 
 
• Written material owned by the organization which the organization wishes you to put in a 
communication without giving credit to the original source or author is known as boilerplate. 
Employees are allowed to use this material without citing it. For example, let’s say you write a 
Proposal for your company. Your company has already written a list of awards it has received, 
and it expects each employee-written Proposal to include that list. You may include that list 
without stating that someone else wrote it. Note: At a university, you would have to cite the 
source. Therefore, if you write a communication that uses some text or graphic aids created by 
other people, you will have to let me know that it isn’t your own work. See “Giving Credit 
Where Credit is Due” below for various ways you can do that. 
 
• At work, you cannot steal other people’s ideas. For example, if Sue Smith in Accounting came 
up with a great way to solve a problem, and you are writing a report on how to solve that 
problem, say that Sue Smith in Accounting came up with a great way to solve the problem and 
you recommend that the company implement her solution. 
 
• Some of you may end up writing articles for research journals. If you do, the editors will be 
very concerned about plagiarism. For research journals, you will probably need endnotes or 
footnotes and a Bibliography or Works Cited list. Use a Works Cited list only if you actually 
cited works in the article. If you simply used works as reference sources without actually citing 
them, use a Bibliography. (Even if you did cite works, you may still use a Bibliography rather 
than a Works Cited list.) 
 
At school you can ask the teacher for help about how to avoid plagiarism. At work, you can ask a 
boss. When writing for a research journal, you can ask the editor.  
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How Do I Give Credit Where Credit is Due? 
 
Bibliography or Works Cited List 
In general, Employee Manuals will not include a Bibliography or Works Cited List. Other 
Manual Projects that require library research may need a Bibliography or Works Cited List. Use 
a Works Cited list only if you actually cited works in the Manual Project. If you simply used 
works as reference sources without actually citing them, use a Bibliography. (Even if you did 
cite works, you may still use a Bibliography rather than a Works Cited list.) 
 
Method of Obtaining Facts 
You may give credit where credit is due in your Introduction when you describe your method of 
obtaining facts, if you describe your method of obtaining facts in your Introduction. 
 
Acknowledgements  
You may include an Acknowledgements section as an Appendix at the end of the Manual 
Project. In the Acknowledgements section, you can thank the people who helped you and 
acknowledge which print or electronic sources you used.  
 
A For Further Information Section 
You may include a For Further Information section as an Appendix at the end of the Manual 
Project. In the For Further Information section, you can list sources where people can find more 
information on the topic of your Manual Project. You can also add a note saying that you found 
these sources useful and that you used them in writing your Manual Project, but that you put the 
information in your own words. 
 
A Separate Memo to Me 
You may write a separate memo to me. The memo will not be graded and will not be bound in 
your Manual Project, but it could explain which sources you used. For example, you may have 
permission from a manager at work to quote from a couple of pamphlets in your Manual Project. 
However, the manager does not think it is necessary for you to mention the pamphlets in a 
Bibliography or a Method of Obtaining Facts section because the pamphlets are owned by the 
organization. In that case, you could write a memo to me and submit it with your Manual Project. 
If you use boilerplate (material owned by the organization which the organization wishes you to 
put in a communication without giving credit to the original source or author), you will most 
likely write a separate memo to me. 
 
Post-It Notes 
You can give credit with a Post-It note. For example, you may have written an Employee 
Manual. All but two paragraphs are your own words because your manager asked you to quote 
two paragraphs word for word from the old, mostly outdated Employee Manual. Your manager 
also does not want you to cite the old Employee Manual in your Employee Manual. To give 
credit to the source, simply write a message on a Post-It note saying which two paragraphs are 
quoted word for word from the old Employee Manual and stick the Post-It note on that page. 
That will let me know that these two paragraphs are not your own work, and so you will avoid 
plagiarism. 
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Giving Credit for a Visual Aid 
The best place to give credit to a visual aid is immediately under the visual aid. However, you 
could do that and also give credit in an appendix. Each visual aid could be listed along with its 
source. For example: Source of Figure 3: <www.engineeringclipart.com>. 
 
Your Own Work 
Many of my students do very good work and make very good visual aids. Occasionally, I ask a 
student to stick a Post-It note on a page telling me that they created the visual aid so that I don’t 
think it is plagiarized. If you are using some of your own original visual aids as well as other 
people’s visual aids, you should clearly cite the source of each visual aid, including your own. 
For example: “Figure 2: Chemistry Glassware. Source: Photograph taken by Joe Student.” 
 
What if You are Using the Visual Aids of the Organization for Which You are Writing? 
Sometimes you may wish to use visual aids provided by the organization for which you are 
writing the Manual Project. That is OK, but you must use one of the methods listed above to let 
me know that you are using the organization’s visual aids. (Don’t worry about logos; their source 
is obvious.) 
 
What if You are Using Clip Art? 
If you are using clip art, you should acknowledge the origin of the clip art in a note at the end of 
your introduction. For example: “Note: The clip art used in this manual is from Microsoft Word 
Clip Art.” 
 
You Must Let Me Know What You Have Adapted or Taken Word for Word From Other 
Sources 
You must tell me when you have adapted information from other sources. It is not enough 
simply to have a Bibliography. You must let me and the readers know, for example, that pages 
16-17 of an appendix in your Manual Project have been adapted from another source such as a 
website. The best way to do that is to list the website at the end of that section. For example: 
“Note: The information on pp. 16-17 has been adapted from 
<www.soccerinaction.com.htm.1000>.” Of course, you will also let me and the readers know if 
something has been taken word for word from another source such as a website. For example: 
“Note: The information on page 23 has been taken word for word from 
<www.soccerrules.com.htm.ABCs>.”  
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 Class 7: Manual Project, Continued;  
How Do I Write Progress Reports? 

 
How Do I Write a Progress Report? 

 
A Progress Report is a report on work that you are currently doing and have not finished. 
 
A common kind of Progress Report done at work is called a Periodic Report because it is written 
periodically. For example, every Friday afternoon you may sit down and write a Periodic Report 
to your boss about the work you have done this week on your Project and about the work you 
plan to do next week on your Projects. This makes the Periodic Report a good planning tool both 
for yourself and for your boss. It is a good planning tool for you because you plan your work for 
the upcoming week. It is a good planning tool for your boss because the boss must manage 
several projects. You may need to get your work done on a Project before someone else can take 
over and do their work on a Project.  
 
You must be honest when you write your Periodic Report. Bosses read Periodic Reports to help 
them plan for the future. For example, before a software product can be shipped, you must finish 
writing your Instruction Manual. If you miss your deadline, the product can’t be shipped. 
Therefore, if you are having problems, be honest about them. If you keep promising that a 
certain project will be finished on time, and it is not finished on time, you can get fired. But if 
you admit that you are behind schedule, then your boss will be able to plan ahead and may even 
be able to help you get caught up. Sometimes, a boss will give you a temporary helper, extend a 
deadline, or have someone else take over one of your projects.  
 
Be aware that Progress Reports may be used to help determine who gets a raise or who gets 
promoted, so don’t sell your accomplishments short. 
 
Organization for a Periodic Report in Which You Report on Your Progress for Several 
Projects 
 

Introduction 
 
Project #1 

Past Work 
Future Work 
 

Project #2 
Past Work 
Future Work 
 

Project #3 
Past Work 
Future Work 
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Project #4 
Past Work 
Future Work 

 
Conclusion 

 
In-Class Writing: Progress Report 

 
In addition to Periodic Reports, you can write a Progress Report about your progress on one 
particular project. For example, your boss gives you a project on Monday that must be finished 
within 10 working days. To help ensure that the project is finished on time, the boss tells you to 
write a Progress Report on the project this coming Monday. 
 
Purpose: The purpose of the Progress Report is to tell your teacher about the work you have 
done on your Manual. In addition, you can tell your teacher about any problems you are having. 
Your teacher may be able to help you solve a problem. 
 
Format: Use the memo format, and address your Progress Report to your teacher.  
 
Use of Headings: When you write your Progress Report, use the headings listed below (except 
for the introduction, which doesn’t need a heading).  
 

Introduction (no heading is needed for the introduction) 
• The introduction should give the topic of your Manual. 
• The introduction should sum up the conclusion. (Are things going well?) 
 
Accomplishments to Date (use a heading for this and the following sections) 
• This section should tell what progress you have made on your Manual so far.  
 
Problems to Date 
• The important thing to do here is to tell what you are doing about the problems, not to 
describe the problems in great detail. In this section, you may wish to ask me a question 
or two about how to solve a problem. 
 
Progress Expected for the Rest of the Term 
• This section should give your plans for getting your work done during the rest of the 
term. For some of you, only a few final touches and lots of reviews/proofreading will 
need to be done at this point. More likely, you still have a few pages to write. 
 
Conclusion 
• The conclusion should tell whether the work is going well. You should state whether 
you can complete it on time. 

 
Tone: It’s OK to sound proud of the work you have done so far, but be sure not to sound like an 
advertisement. 
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Voice: Avoid the passive voice unless you have a good reason for using it. 
 

Passive: The Manual is expected to be completed on time. 
Active: I will complete the Manual on time. 
 
Passive: There have been many problems in setting up my main interview. 
Active: I have experienced many problems in setting up my main interview. 

 
Use of Checklists 
 
Be sure to use the checklists in the next class. They can improve your grade for your Manual. 
 
Sample Progress Report 
 
See the following pages for two excellent examples of a Progress Report. 
 
 

A Women’s Basketball Star 
 

Caroline Mast, who played women’s basketball for Ohio University in the 1980s, was a solid 
player who did not dazzle with acrobatics. After her games—and I personally witnessed many of 
them—fans would think that Caroline had a quiet night although her team had won yet again. 
Then the fans would look at the box score that see that she had scored 30-plus points again. Ohio 
University Sports Information Director Glenn Coble once sent film to a person who evaluated 
candidates for All-American honors. Mr. Coble says that the person returned the film. He adds, 
“I was told she wasn’t flashy enough to be All-American.” However, Central Michigan coach 
Donita Davenport said about Caroline, “If I had to put together a scouting report on Mast, I’d 
suggest they lock the bus, and if they don’t let her off the bus, I think they could hold her to 20.” 
In 1986, Caroline scored 33 points and led Ohio to a 92-85 overtime victory over Central 
Michigan in the Mid-American Conference championship game. After the game, most of the 
Ohio University players could be seen celebrating in the middle of the court. Caroline could be 
seen by the Central Michigan bench, shaking hands with Central Michigan players. I (David 
Bruce, the author of the document you are reading now) can vouch for the fact that Caroline is a 
kind, considerate person. When I was a sports reporter for The Athens News, I covered both the 
men’s and women’s basketball teams, which played games on the same night: The women 
played their game first, and the men played their game afterward. In one game, Caroline set yet 
another record, and I needed a quotation from her quickly because the men had started play and I 
needed to watch that game. As soon as Caroline heard that a reporter needed a quotation quickly, 
she came out of the women’s locker room and gave me the quotation I needed. By the way, 
Caroline was an excellent student at Ohio University as well as an excellent athlete and an 
excellent person. I was teaching in the Ohio University philosophy department when she took 
logic from a friend of mine. She missed one class all quarter, and after missing that one class she 
saw her teacher during his office hours and apologized to him. Now Caroline Mast Daugherty, 
she was inducted into the Mid-American Conference Hall of Fame in 1994. 
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To:   David Bruce 
From:  Jane Student (9-11 a.m. ENG 308J) 
Re:    Progress on My Manual Project 
Date:   Today’s Date 
 
For the Manual Project, I am writing a manual about forensic investigations. In this Manual 
Project I am writing about the need for forensic investigators to be extremely careful and 
document everything while doing an investigation. I am also writing instructions for beginning 
forensic investigators so that they will have a Manual giving the proper procedures for doing an 
investigation. All is going well. 
 
Accomplishments to Date 
 
For the Set of Instructions, I had already written about how to properly fingerprint individuals. 
For visual aids, I included my own ten-print-card of my fingerprints that I had made in a Law 
Enforcement Technology course and also fingerprints that I lifted from various surfaces. Since 
completing the Set of Instructions, I have written instructions for the different methods of lifting 
latent prints, which include dusting, super-glue fogging, Ninhydrin, and several others. The body 
of my Manual is complete. In addition, I have used performance tests to make sure that my target 
audience can perform my instructions and to find ways to make my instructions better. 
 
Problems to Date  
 
The only problem that I have run into is the problem that most students have at the end of the 
term: lack of time. I have big Final Projects assigned in all of my courses, and I am working 
frantically to complete them on time and in a quality manner. 
 
Progress Expected 
 
I still need to write my introduction, conclusion, and an annotated list of helpful Web sites that 
will serve as my appendix. I also need to proofread my Manual multiple times. 
 
I still have the Introduction and the Conclusion Worksheets that we filled out in class. They will 
be a big help when I write my introduction and conclusion. The annotated list of helpful Web 
sites should not be difficult to write. 
 
Conclusion 
 
As you know, I am a Forensic Chemistry major and have taken two years of Law Enforcement 
Technology courses in which I have learned many methods of forensic investigation. This 
Manual Project has helped me to better organize all of my knowledge of forensic investigation 
and will help me in the future with investigative techniques. I will add my Manual to my writing 
portfolio, and I believe that it will help me to get an entry-level job in Forensic Chemistry. 
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To: David Bruce 
From: Mark Weiman (9-11 a.m. MW ENG 308J) 
Re: Progress on My Manual Project 
Date: Today’s Date 
 
The Manual Project I have chosen is to write a long Proposal for implementing a work program 
at the Daytona Psychiatric Hospital. Work on my Manual Project is progressing well, but I have 
had one problem. 
 
Accomplishments to Date 
 
To date, I have written much of the body of my Proposal, and I have written the introduction and 
conclusion. The only change I have made in my plans for my Manual Project is to delete the part 
listing clients’ names as an example of the type of patient who would be appropriate for each 
group. Because patients’ identities are confidential, listing their names would be inappropriate in 
a Proposal that will be read by people outside of the Daytona Psychiatric Hospital. 
 
Problems to Date  
 
I have had some delays in gathering information that I wanted to include regarding the cost of 
the Proposal. The delays are basically a result of not being able to get in contact with two of my 
primary contact people. I have left messages with Ms. Alberta Knox and Mr. Gerald Jira, but I 
haven’t received any callbacks. I plan to call them again on March 6, and if they are not 
available, I will leave a more detailed message identifying specifically what I need and asking if 
they could fax the information to me. This has been a major setback in following my proposed 
schedule, but I plan to be persistent and receive all the information I need to complete my 
Manual Project on time. 
 
Progress Expected 
 
Once I have the important information concerning the cost of the Proposal, I will be able to 
finish the body of my Manual Project. I also need to write the front matter of my Manual Project. 
I plan to write the front matter tonight, but will not yet add the page numbers to my table of 
contents. In addition, I will proofread my Manual Project daily until it is due. 
 
Conclusion 
 
Overall, I have the bulk of my Proposal completed. However, I am still waiting on some 
important information concerning the cost of the Proposal. I will be able to hand in my Manual 
Project on time. I am looking forward to adding my Manual Project to my writing portfolio. 
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What is Doublespeak? 
 

“Doublespeak is language that pretends to communicate but really doesn’t. It is language that 
makes the bad seem good, the negative appear positive, the unpleasant appear attractive or at 
least tolerable. Doublespeak is language that avoids or shifts responsibility, language that is at 
variance with its real or purported meaning. It is language that conceals or prevents thought; 
rather than extending thought, doublespeak limits it.”—William Lutz, author of Doublespeak 
 
Examples of Doublespeak 
 
• A defense contractor sold $450 “unidirectional impact generators” to the Pentagon. In non-
doublespeak language, they were claw hammers that normally sold for $10. (Source: Rose B. 
and Nathra Nader. It Happened in the Kitchen: Recipes for Food and Thought. Washington, 
D.C.: Center for Study of Responsive Law, 1991, p. 156.) 
 
• “A Canadian military spokesman calls a helicopter crash a ‘departure from normal flight.’ The 
National Agricultural Chemical Association changes its name to the American Crop Protection 
Association. Soap dispensers become ‘hand cleansing systems.’ Logging companies no longer 
‘bulldoze,’ they ‘access timber.’ O.J.’s defense team uses the term ‘marital discord’ instead of 
wife-beating. The U.N. sends troops for ‘armed humanitarian interventions.’ The University of 
California at Berkeley now has a ‘department of human biodynamics’ (formerly physical 
education). Prostitutes are ‘commercial sex workers.’ … Belts are made of ‘genuine simulated 
leather.’” (Source: <http://www.chiprowe.com/magrev/doublespeak.html>.) 
 
• “We don’t necessarily discriminate. We simply exclude certain types of people,” said Lt. Col. 
Gerald Wellman, an ROTC instructor at the Massachusetts Institute of Technology, on the 
military’s ban on gays. (Source: Newsweek, 25 May 1992, p. 21.) 
 
How Can I Avoid Doublespeak? 

 
A very good way to avoid doublespeak is to follow this piece of advice from Strunk and White’s 
Elements of Style: “Avoid fancy words.” As Mr. White writes so well , “Do not be tempted by a 
twenty-dollar word when there is a ten-center handy, ready and able.” 
 
Books by William Lutz, Doublespeak Expert 
 
William Lutz is professor of English at Rutgers University. These are some of his books: 
• Beyond Nineteen Eighty-Four: Doublespeak in a Post-Orwellian Age. Edited by William Lutz.  
Urbana, Ill.: National Council of Teachers of English, 1989. 
• Doublespeak Defined: Cut through the Bull**** and Get to the Point. New York: 
HarperResource, 1999. 
• The New Doublespeak: Why No One Knows What Anyone’s Saying Anymore. New York: 
HarperCollins Publishers, 1996. 
• Doublespeak: From “Revenue Enhancement” to “Terminal Living,” How Government, 
Business, Advertisers, and Others Use Language to Deceive You. New York: Harper & Row, 
1989. 
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Doublespeak Quiz 

1. ____   safety-related occurrence A.   to smell something 

2.  ____   incomplete success B.   used car 

3.  ____   fiscal underachievers C.   pig pens and chicken coops 

4.  ____   service technician D.   thermometer 

5.  ____   non-goal oriented member of society E.   repairman 

6.  ____   single-purpose agricultural structures  F.   newspaper delivery person 

7.  ____   downsizing personnel G.   accident 

8.  ____   advanced downward H.   failure 

9.  ____   collateral damage   I.   the poor 

10. ____   experienced automobile  J.   burn, street person 

11. ____   media courier K.   firing employees 

12. ____   unauthorized withdrawal L.  budget cuts 

13. ____   digital fever computer  M.   bank robbery 

14. ____   organoleptic analysis N.   civilian causalities during war 

15. ____   nail technician O.   grocery-store checkout clerk 

16. ____  philosophically disillusioned P.   anti-satellite weapon 

17. ____   kinetic kill vehicle Q.   scared 

18. ____   ultimate high-intensity warfare R.   greeting cards 

19. ____  social-expression products S.  manicurist 

20. ____   career associate scanning professional T.   nuclear war 

 

 

Source: http://iws.collin.edu/mizell/doublespeak_quiz.htm 

Date Downloaded: 22 June 2011 
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What is Gobbledygook?? 
 
If you wish to avoid Gobbledygook, avoid writing like this: 
 

Objective consideration of contemporary phenomena compels the conclusion that success 
or failure in competitive activities exhibits no tendency to be commensurate with innate 
capacity, but that a considerable element of the unpredictable must be taken into account. 
 

How can you do that? By following the advice about choosing words that you read earlier in this 
Study Guide. For example:  
 

Choose plain words over fancy words. 
 
Strunk and White’s Elements of Style gives this advice: “Avoid fancy words: Avoid the 
elaborate, the pretentious, the coy, and the cute. Do not be tempted by a twenty-dollar 
word when there is a ten-center handy, ready and able.” 

 
It is never a good idea to send the reader to a dictionary to decode what you wrote. (Of course, if 
you are an engineer writing to other engineers, you may use the specialized engineering 
terminology that engineers know and understand.) 
 
“Objective consideration of contemporary phenomena …”  
 
Are you wondering where the “Objective consideration of contemporary phenomena …” quote 
above came from? To make a point about bad writing, George Orwell—a good writer—rewrote 
a famous passage from the Bible (Ecclesiastes): 
 

I returned and saw under the sun, that the race is not to the swift, nor the battle to the 
strong, neither yet bread to the wise, nor yet riches to men of understanding, nor yet favor 
to men of skill, but time and chance happen to them all. 

 
Gobbledygook Proverbs 

 
Several common proverbs have been translated into gobbledygook. Can you match them with the 
easily understood proverbs that follow the gobbledygook proverbs?  
 
1. ____  Everything is legitimate in matters pertaining to ardent affection and armed conflict 
 between nations. 
 
2. ____  The herbage is customarily more verduous on the diametrical selvage of the property 
 barrier. 
 
3. ____  A single unit of a seam properly distributed at the correct measure of duration will 
 maintain a square root of 81. 
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4. ____  Any object that ascends into the stratosphere irrevocably and inevitably descends to 
 terra firma.  
 
5. ____  Taciturnity is aurous. 
 
6. ____  Splintered wood and mineral chunks can rupture my skeletal system, but 
 nomenclatures do not injure me. 
 
7. ____  An amorous attraction to a financial medium of exchange is the source of everything 
 sinful. 
 
8. ____  Visualizing is the equivalent to having faith. 
 
9. ____  Pulchritude pertains solely to the epidermis. 
 
10. ____  Immature homo sapiens should be endowed with visibility but not oral facilities. 
 
11. ____  If primary failure is imminent, new attempts should be made repetitiously. 
 
12. ____  A ferrous alloy rope fashioned of interlocking loops is only as hearty as its least 
 potent section. 
 
13. ____  One more than one is a congenial group of invited guests, but one more than two is a 
 multitude. 
 
14. ____  Hemoglobin is more viscous than H2O. 
 
15. ____  Perambulate in moccasins, and shoulder a gargantuan wooden rail. 
 
16. ____  Allow somnolent quadrupeds that are homo sapiens’ greatest comrades to remain 
 reclining. 
 
17. ____  Lack of what is required is the matriarch of inspiration. 
 
18. ____  A maximum amount of purposeful activity and a minimum amount of disport and 
 dalliance cause Jack to become a dim-witted, stagnant dunce of the male species. 
 
19. ____  That which is acquired without difficulty is dispersed with equal facility. 
 
20. ____  It is more desirable to arrive in the medium of time which constitutes a later than 
 desirable hour or date than not to arrive at all. 
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21. ____ A red fruit of the Maius family absorbed into the digestive system every 1,440 minutes 
or 86,400 seconds, keeps a physician from your presence. 
 
The Proverbs (In Alphabetical Order) 
 
A.  A chain is only as strong as its weakest link. 

B.  A stitch in time saves nine. 

C.  All work and no play make Jack a dull boy. 

D.  All’s fair in love and war! 

E.  An apple a day keeps the doctor away. 

F.  Beauty is only skin deep. 

G.  Better late than never. 

H.  Blood is thicker than water. 

I.  Children should be seen and not heard. 

J.  Easy come, easy go. 

K.  If at first you don’t succeed, try, try again! 

L.  Let sleeping dogs lie. 

M.  Love of money is the root of all evil. 

N.  Necessity is the mother of invention. 

O.  Seeing is believing. 

P.  Silence is golden. 

Q.  Sticks and stones may break my bones, but words can never hurt me. 

R.  The grass is always greener on the other side of the fence. 

S.  Two’s company, three’s a crowd. 

T.  Walk softly and carry a big stick. 

U.  What goes up, must come down. 

 
Source: http://www.defensivecarry.com/forum/off-topic-humor-discussion/36490-inspired-
captain-crunch-doublespeak-proverbs.html 
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Class 8: Peer Review of Manual Project 
 

Teacher’s Expectations for the Peer Review 

Your teacher expects for you to do these things: 

• Bring a complete, carefully proofread draft to the peer review. Better, bring two copies. 

• Actively read the other person’s draft and seriously look for errors that the writer can correct. 

• Tell the writer something that he or she has done well. 

• Seriously give good advice to the writer about what the writer can do to improve his or her 
paper. 

• Listen carefully to the other person’s comments about your paper. Don’t be defensive, even if 
you disagree with some of the other person’s comments. 

• Try to get at least two peer reviews. 

• If you have time after getting the peer reviews, look over and evaluate your paper. 

• Don’t ask the teacher, “Can we leave now?” 

Revise 
 

“I really think any woman who even vaguely wants to write should just try it and not think 
she has to be different to do it. There’s no secret. There is no secret. You just sit on your bottom 
and you type words into the computer. That really is all it is. And you work and work and work 
until they’re less rubbish, and you work some more and they’re less rubbish, and eventually they 
might be quite good.”— Charlotte Mendelson, author 

 
On-the-Job Writing Interview 

 
One of my students interviewed a Student Financial Assistant for Ohio University Dining 

Service. In answer to the question “Is there anything else you would like to comment on about 
professional writing?” the interviewee said, “It could be the difference between landing that 
dream job and being out on the street. There was a story about an e-mail that our hiring director 
received from a person seeking employment. The e-mail was penned in bad English and did not 
have complete sentences. Needless to say, that e-mail was deleted immediately.” 
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What Do I Have to Do for the Peer Review? 
 

Peer Review Session on Manual Project: At this point, you should have an almost complete 
draft of your entire Manual Project, including the introduction, conclusion, front matter (cover 
page and table of contents) and appendixes. 

 
What Do You Need to Bring to the Peer Review? 
 
• Bring one or two typed copies of your current copy of your Manual Project. 
• Bring as much as you have written. You should have most or all of your Manual Project 
written, including the appendixes and the front matter. (It is a good idea to do the Table of 
Contents last because page numbers can change with the addition or deletion of material. In 
addition, you may change the wording of headings during revisions and proofreading.) 
• An alert mind. 
 
Use the Checklists 
 
Use the checklists in this section. 
 
Arrows in Visual Aids 
 
Check the color of the arrows in your visual aids. Sometimes, the arrows are hard to see if they 
are a dark color against a dark background. They will sometimes be much more visible if you 
make them yellow. 
 
Bring a Good Draft—Not a Zero Draft—to the Review 
 
A zero draft is a seriously incomplete draft. Zero drafts receive zero credit. Bring a complete or 
an almost complete draft to this peer review. At this point, you should have mostly polishing to 
do on your Manual Project. However, you may still have work to do on a few sections. For 
example, you may be waiting for information to add to an appendix or you may be waiting to 
add the page numbers to the Table of Contents. In some (perhaps all) cases, I may cancel the 
conference of a student who brings a zero draft to a peer review. I don’t want my time wasted, 
and I don’t want the time of the peer reviewers wasted. 
 
Review Your Previously Graded Papers 
 
Are you making the same mistakes over and over? If so, sit down and study and learn not to 
make those mistakes. Study any handouts I have given you about common errors in grammar and 
punctuation. Try not to make the mistakes you have made previously. It’s up to you to learn this; 
the teacher can’t learn it for you. Many students do not make many errors in punctuation and 
grammar; unfortunately, they make the same mistakes over and over. 
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Read and Proofread as Much as You Can 
 
This is not a time to glance over the Manual Project. If you can, read and proofread every word 
of every page, even if the Manual Project is 60 pages long.  
 

Very Important Advice for Your Manual Projects 
 
During Finals Week, proofread your Manual Project each day until it is due. Use the Checklists 
below and use the information provided in the section for the final Peer Review. Doing these 
things will help you to get a better grade on your Manual Project and to make it something to be 
proud of. 
 
Back up your computer disk. Nearly every quarter, one or more students end up retyping their 
entire Manual Project because something went wrong with their computer disk.  
  
Important: One quarter, three of my students lost their Manual Projects because of bad disks. All 
three students pulled all-nighters to finish their Manual Projects because I didn’t cut them any 
slack. 
  
BACK UP YOUR COMPUTER DISK! Almost every quarter someone loses a disk or a disk 
goes bad. (A bad disk is not a good excuse for lateness.)  
 
Be sure to use the Checklists below. 
 

Manual Project Introduction and Conclusion Checklists 
 
Note: Not everything listed in this section may be relevant to your Introduction or 
Conclusion. 
 
Introduction 
 
1.  Do you state the topic of your Manual? 
2.  Do you state the purpose of your Manual? 
3.  Do you identity the intended audience of your Manual? 
4.  Do you mention the benefits of reading your Manual for your intended audience? (Or do you 
 give the readers some other reason to pay attention?) 
5.  Do you state the main point or main points of your Manual? 
6.  Do you tell the readers what to expect in your Manual (for example, by using a forecasting 

statement)? 
7.  Do you state your qualifications for writing your Manual? 
8.  If relevant, do you state the sources you used? 
9.  If relevant, do you provide important background information, such as explanations of 
 general principles or explanations of technical terms, or explanations of the background of 
 the situation you are writing about? 
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Conclusions 
 
1.  Do you tell your readers what they have learned by reading your Manual? 
2.  Do you repeat the main point or main points of your Manual? 
3.  Do you tell your readers how to get help or more information? 
4.  If relevant, do you tell your readers the next step they should take? 
5.  If relevant, do you persuade your readers to think positively about the organization for 
 which your Manual is written?  
6.  If relevant, do you persuade your readers to think positively about themselves? 
 

Manual Project Checklist 
 
1.  Your Manual Project must have a cover page. Does it follow the correct format? 
 
 Cover. The cover will contain this information: 
 • The title of the Manual Project. 
 • Name of the organization (or person) to which the Manual Project is written. (If the 
 Manual Project is written for the general public, it doesn’t need a name.) 
 • Name(s) of the author(s) of the Manual Project. 
 • Date of submission. (The month and year are necessary.) 
 • The cover may have a visual aid. You do not need to give the source of a company’s 
 logo, but you will need to give the source of other visual aids that you yourself did not 
 create. 
 
2.  Your Manual Project must have a table of contents. Does it? 
 
 Table of Contents. The table of contents should show both the major headings and the 
 minor subheadings. Make sure that the major headings are emphasized more than the 
 subheads. (For example, the major headings may be big, bold, and centered, while the 
 minor subheadings can be 12 point, bold, and right justified. 
 

Note: The column of page numbers should be lined up evenly. (Use tabs, not spaces.) 
 
3.  Do the headings and subheadings listed in your table of contents match word for word the 

headings and subheadings used in your Manual Project? 
 
4.  Does your Manual Project have headings for the introduction and conclusion? It should. 
 
5.  Is the first page of the introduction page 1? It should be. One way to have the introduction 

start on p. 1 is to put the front matter (cover page and table of contents) in a separate 
document. 

 
6.  Do you use descriptive titles and page numbers for the appendix or appendices? You should, 

and you should list the descriptive titles in the table of contents. 
 
7.  Does the appendix (or appendices) come after the conclusion? It (or they) should. 
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8.  Does each page of the body of your Manual Project have a 1-inch top margin? (The size of 

the bottom margin may vary.) 
 
9.  Have you run a final spelling check just before printing your Manual Project for the last 

time? (Sometimes, every page of a Manual Project will be carefully proofread except for the 
most recently written page, which has many, many proofreading errors.) 

 
10.  Have you double-checked all references to appendixes, steps, and pages? (Sometimes, an 

Employee Manual will say “See Appendix B on page 18,” when it should say “See 
Appendix C on page 19.” Sometimes, an instruction manual will say “Go to step 8” when it 
should say “Go to step 7.” Sometimes, a Manual Project will say “See section B on page 
___” but will not have a page number listed.) 

 
11.  Have you avoided plagiarism by giving credit where credit is due? For example, if you 

are using someone else’s visual aids, you must give credit to the source, preferably 
immediately under the visual aid. You must tell me when you have adapted information 
from other sources. It is not enough simply to have a Bibliography.  

 
12.  Is your Introduction well written? Does it identify the topic of your Manual Project and 

provide important background information? 
 
13.  Is your Conclusion well written? Does it tell the reader how to get help or more 

information? 
 
14. Do you use visual aids where they are needed? For example, if you are writing about 

exercises, you should include visual aids showing how to perform the exercises correctly. 
 
15.  Does your Manual Project have correct information that is useful to the readers? 
 
16.  Is your Manual Project well written? 
 
17.  Is your Manual Project well proofread? 
 
18.  Have you checked to make sure that no pages are missing? 
 
19.  Have you checked to make sure that all pages are in the correct order? (The pages should 

not appear in this order: 1, 2, 3, 5, 4, 6, etc.). 
 
20.  Have the bottoms of the page numbers printed correctly? 
 
21. Does your unoriginal text appear in an appendix or appendixes instead of in the body of 

your Manual Project? For example, you may download definitions for a glossary. If you do 
so, the glossary should appear in an appendix and you must give credit to the source of the 
definitions.  
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22.  Are you proud of your Manual Project?  
 
23.  Is your Manual Project worthy to be placed in your writing portfolio? 
 
24.  Have you made plans to deliver your Manual Project to its readers? 
 

Other Important Things to Check For 
 
Check that the Page Numbers of the Manual Project are Not Handwritten 
 
The page numbers should be created by the computer, and they should appear in the same 
location on each page.  
 
Make Sure that the Writer has Given Credit Where Credit is Due 
 
No plagiarism is permitted—even in visual aids. For example, if you are using a photograph you 
did not take, you must give credit to the photographer. If you adapted a table from a book, you 
must add this line at the bottom of the table—Source: Adapted from [title of book]. If you use a 
table from the Statistical Abstract of the United States to get data from which to make a graph, 
you must have a copy of the table in your Appendix.  
 
Check the Front Matter and the Appendixes of the Manual Project for the Following 
Information 
 

Cover Page. The cover will contain this information: 
• The title of the Manual Project. 
• Name of the organization (or person) to which the Manual Project is written. (If the 
Manual Project is written for the general public, it doesn’t need a name.) 
• Name(s) of the author(s) of the Manual Project. 
• Date of submission. (For example: November 20, 2010.) 
Note: The cover page of your Manual Project must not be blank. 
 
Table of Contents. The table of contents should show not only section headings, but also 
at least the first level of subheadings (the writer must use headings and subheadings in his 
or her Manual Project). It should be laid out so that the subheadings are visually 
subordinate to the headings. Your Introduction will begin on page 1. 
Note: The appendixes (including descriptive titles) must be listed in the table of contents. 
Note: The column of page numbers MUST be lined up evenly. (USE TABS, NOT 
SPACES.) 
 
Appendixes.  
• The appendixes must have descriptive titles. If there is more than one appendix, the 
appendixes must be distinguished from each other with numbers or letters. (For example, 
Appendix A: For Further Information and Appendix B: Important Telephone Numbers.) 
• The appendixes usually will have page numbers. Sometimes, a particular form or other 
communication that appears in the appendix does not have space for a page number or a 
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descriptive title. In that case, you can put the appendix number (or letter) and descriptive 
title on the page preceding the appendix. If you do that, you do not need page numbers 
for the appendixes. The appendixes will still be listed in the table of contents and will still 
have descriptive titles. You may wish to use colored paper for the appendix title pages to 
make them easy to find. 
• If you wish, you can have a table of contents just for the appendixes. This table of 
contents would appear after the conclusion. If you do this, you will still have to list the 
appendixes in your regular table of contents that appears before the introduction. 
 

• Check that the headings and subheadings listed in the table of contents match word for word 
the headings and subheadings used in the Manual Project. 
 
• Please note that headings and subheadings should not appear at the very bottom of the page; 
they must always be followed by body text. 
 
• Be sure to actually identify appendices (and figures) as needed. Sometimes, a student will write 
“See Appendix ????” (or “See Figure ????”) in an early draft because he or she hasn’t yet figured 
out the letter or number of the appendix (or figure). That’s OK as long as the writer replaces ???? 
with an accurate letter or number later. 
 
• If you tell the readers to look at a particular appendix, make sure that you have that appendix. 
Sometimes, students will decide to delete a certain appendix but forget that they have told the 
readers to look at that appendix. 
 

A Good Deed 
 
Eric Feldt, 10 years old, of Surprise, Arizona, got a surprise when he returned after a week at 
Camp Sunrise, a camp run by the American Cancer Society. The non-profit organization A Hand 
of Hope had completely redone his bedroom to reflect his interest in Australia. It now had cargo 
crates from Australia, eucalyptus trees, and places where he could hang his stuffed koala bears. 
Garrett and Pam Walker are the Glendale artists who volunteered to redo Eric’s room. Pam said 
about many of the children served by A Hand of Hope, “These kids are so sick they just need a 
haven. A lot of them spend a lot of downtime—they can’t be exposed to germs or can’t go to the 
store. We wanted to give them a place they didn’t want to leave.” Everything in Eric’s room now 
reflects his fascination with Australia. Pam said, “Now his parents will never be able to get him 
out.” A Hand of Hope grants more than one wish to seriously ill children. Eric’s mother, Cathy, 
said, “Eric’s gotten to meet Jeff Gordon, Tony Hawk, Randy Johnson, Toby Keith. He’s gone to 
dozens of baseball games, the zoo, the movies. Every month, he has something to look forward 
to.” Garrett’s employer, Target, donated the materials for the room makeover. Pam said, “When 
he [Garrett] told them what we were doing, they gave us a huge gift card to see that we had 
everything we needed for Eric’s room.” Although Eric has been cancer-free for 18 months, his 
parents still worry. Cathy said, “You never stop worrying. It’s always there in the back of your 
mind. Every bruise he gets, every ache he tells us about, you wonder: Is this something new?” 
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How Do I Review Papers?  
 

What is a coach?  
 
A coach is someone who reviews your document, but who CANNOT force you to make changes 
to it. Your classmates are coaches. 
 
What is a gatekeeper?  
 
A gatekeeper is someone who reviews your document, and who CAN force you to make changes 
to it. For example, a lawyer can be a gatekeeper. If your company is suing another  
company, a lawyer for your company may review a letter you are planning to send to the other 
company. The lawyer may force you to revise the letter before you send it. 
 
What is an advantage of a review? 
 
Reviewers don’t know what you meant to write, so they read what you did write. When you 
write something, you know what you meant to write, so sometimes when you check your paper, 
you see what you meant to write, not what you did write. For example, I once wrote an anecdote 
in which a kind woman gave a homeless man “a plate of fried children.” And a cookbook once 
included as an ingredient “freshly ground black people.” Of course, the references were to fried 
chicken and black pepper. Usually, requesting reviews has benefits even when they aren’t 
required, so you should have both academic and on-the-job writing reviewed when that will 
benefit you. Constructive criticism helps the reader. The reviewer points out what the writer is 
doing correctly as well as points out how the writer can strengthen weak parts. 
 

Advice for Reviews  
 
In the Peer Reviews for this course, you will bring a draft of your communication, as will all 
other students. During class, you will exchange drafts and review them, making comments and 
suggestions about how to improve the draft. 
 
Both the reviewer and the writer should do these things: 
 
1. Bring a good draft—not a zero draft—to the review. 
 
•  A zero draft is a seriously incomplete draft. For example, a student may arrive at a peer review 
with only the first paragraph of a document. Zero drafts receive zero credit. Bring full drafts to 
the peer reviews. I don’t want the time of the peer reviewers wasted.  
•  Bring at least two copies of a typed, carefully proofread draft to conferences and to peer 
review sessions. 
•  Proofread your drafts before having them reviewed. 
 
2. Discuss the purpose of the communication. 
 
•  Find out the purpose of the communication. Who is its audience? Why did the writer create it? 
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•  For example, the reader of a resume and job-application letter is interested in learning about 
the skills of the prospective employee. Do the resume and job-application letter succeed in 
communicating that the prospective employee has the skills the employer is looking for? 
 
3. Discuss the purpose of the review. 
 
•  Find out the purpose of the review. Does the writer want the reviewer to look at something in 
particular? For example, if the writer is happy with the communication’s content, the writer may 
ask the reviewer to focus on proofreading. Or the writer may wish the reviewer to look at the 
content of a particular paragraph. 
 
The writer should do these things: 
 
1. Encourage the reviewer to carefully read your document and make criticisms and 
comments. 
 
•  If the only thing the reviewer does is glance at your document and say, “It looks great,” 
when actually it has glaring errors, you are not getting the help you need. 
•  The reviewer may not be able to explain what is wrong with a paper, but it may be useful 
to know that the reviewer thinks that something is wrong in a certain section. You may be 
look to look at the section and know what is wrong.  
 
2. Listen carefully to all suggestions, and don’t be defensive.  
 
•  If you are defensive, the person reviewing your draft may not make the next suggestion, 
which could be very helpful. 
 
The reviewer should do these things: 
 
1. Read and re-read each word of the other person’s document carefully—and look both 
for errors and for some things to praise. 
 
•  Read the draft more than once, carefully looking for errors each time so you can help the 
writer. 
•  You must do this in order to come up with good suggestions for improving the 
communication. 
 
2. Rank in order of importance the revisions you suggest. 
 
•  Talk about the most important things first in case you run out of time. 
•  Ranking in order of importance the revisions you suggest helps the writer decide which 
revisions will bring about the greatest amount of improvement in the least amount of time. 
•  Correcting misspellings and obvious grammatical and punctuation errors is always important. 
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3. Begin with praise (if you can), then make suggestions about improvements. 
 
•  Begin your comments with praise. “Start with, ‘I think it’s a masterpiece!’ then tell me what 
you think could be changed.”—Tom Robbins. 
•  For example, you may be able to say that the writer did a good job explaining how his or her 
education is relevant to the job the writer is seeking, and now the writer needs to do a better job 
explaining  how his or her work experience is relevant to the job the writer is seeking. 
 
Both the reviewer and the writer should do these things: 
 
1. Discuss the suggestions. 
 
•  For example, if the reviewer suggests that the writer add some particular content and the 
writer doesn’t know why the reviewer is recommending that, the writer should ask, “Why do 
you think I should add this content?” 
•  For example, the reviewer can say, “I think that you should add this content because ….” 
 
2. If you have time, get and/or do more than one review. 
 
•  More than one pair of eyes can be very helpful in finding errors in your paper. 
 
Advice for Reviews 
 
•  Bring a full draft to peer review sessions and to conferences. If your draft is seriously 
 incomplete, the reviewer can’t make helpful criticisms. 
•  Bring a draft that you have proofread to peer review sessions and to conferences. If your draft 
 is sloppy, the reviewer will be distracted from other important considerations. Also, if the 
 reviewer simply identifies errors that you already know are errors, you are wasting your time 
 and the reviewer’s time. 
•  Bring two or more copies of your draft to class and to conferences. The reviewer can read
 (and perhaps mark) one copy; you can mark the second copy as the reviewer makes  
 comments. (Or you can give a clean copy to a second reviewer.) 
•  Take reviewing seriously. If all you do is glance at a draft and say it looks good, you aren’t 
 helping the reader, and you aren’t learning the job skill of reviewing.  
•  Get more than one review (several if you have time). Also, get reviews outside of class. 
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Peer Review Sheet: Manual 
 
What is a Peer Review? 
 
In a peer review, you exchange drafts of your communication with other members of the course. 
They evaluate your writing, you evaluate their writing, then both of you talk about each other’s 
writing, telling what the other person has done right and how the other person can improve his or 
her communication. 
 
You can help the writer by doing these things: 1) Telling the writer what the writer has done 
well, 2) Checking the format of the communication, 3) Checking the content of the 
Communication, 4) Helping the writer with proofreading, and 5) Communicating orally with the 
writing. 
 
1. What has the writer done well? After you read the Manual, write down a few things that the 
writer has done well. 
 
 
 
2. Format. 
 
• Check that the Manual has a Cover and a Table of Contents. (A Title Page is optional.) 
 
• Check that the page numbers of the Manual are not handwritten. They should be created on the 
computer. 
 
• Check that the headings have a consistent style and that any subheadings have a consistent 
style. 
 
• Check that the headings and subheadings listed in the Table of Contents are word for word the 
same as the headings and subheadings in the Manual. 
 
• Check that the Manual has headings for the Introduction and the Conclusion. 
 
• Check that the first page of the Introduction is 1. 
 
• Check that the page numbers listed in the Table of Contents are accurate. 
 
• Check that the appendixes, if any (including perhaps a Works Cited list or a Bibliography) 
come after the Conclusion. 
 
• Check that the appendixes, if any, have descriptive titles and that the descriptive titles are listed 
in the Table of Contents. 
 
• Check that each page of the body of the Manual (and its Introduction and Conclusion) has a 1-
inch top margin. (The size of the bottom margin may vary.) 
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• Check that the writer has given credit where credit is due. For example, if a visual aid is taken 
from the WWW or a textbook, the source of the visual aid must appear under the visual aid. For 
example, if an appendix is taken from the WWW or a textbook, the source of the appendix must 
appear at the beginning or the end of the appendix. 
 
• Check that the Manual has correct information that is useful to the readers. (We are not writing 
a term paper.) 
 
3. Content. As you read the Manual, write down any questions you have about confusing 
passages. As you read the Manual, mark passages that you think may be incorrect. 
 
 
 
 
 
 
 
 
4. Proofreading. As you read the Manual, mark or correct typos. If you identify a pattern of 
errors, mark it down here so you can tell the writer later. 
 
 
 
 
5. Communicate orally. 
 
After you are done reading and marking the Manual, communicate orally with the writer. 
 
• Tell the writer a few things that the writer has done well. 
 
• Go over the format of the Manual. If you have found a few problems with the format, tell the 
writer what the problems are. 
 
• Go over the content of the Manual. If you found passages that were confusing to you or made 
you ask questions, tell the writer where those passages are. Ask the writer the questions that 
arose in your mind as you read the Manual. 
 
• Go over the proofreading of the Manual. If you have found a pattern of errors (i.e., the same 
error made over and over), tell the writer what kind of error(s) the writer often makes. That way, 
the writer can do some work to learn how to avoid that error or those errors and can proofread 
better. 
 
Note: If you have time, get another peer review. If you don’t have time, work on your own 
Manual until class is over. 
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The Most Important Things I Have Learned from 
Writing the Manual Project 

 
Note: In this section, “I” refers to you, the student. 
 
•  I have learned that a journey of a thousand miles begins with a single step. By working 

throughout the last few weeks, I have completed a substantial communication. Considering I 
started with only a computer, paper, pen, and (most importantly) brain, my communication is 
impressive. 

 
• I have learned how to use the book format, with binding, a cover page, and a table of contents. 
 
•  I have learned how to write a Progress Report, which tells the reader about the work I have 

done in the past, as well as the work I will do in the future. 
 
•  I have learned various methods of beginning a communication and of ending a 

communication. For example, at the beginning of a communication, I should identity its topic, 
purpose and if necessary, intended readers. 

 
•  I have learned that I should avoid writing Doublespeak (writing that pretends to communicate 

but really doesn’t). 
 
•  I have learned how to give credit is due and how to avoid plagiarism. 
 
•  I have learned some pieces of advice for revising my communications. For example, I should 

make first the revisions that will make the most improvement in case I run out of time later. 
 
•  I hope that you have learned not to procrastinate. For example: This e-mail is from a Spring 

2003 student: 
 

Professor Bruce, 
 

I’m very sorry, but I don’t think I’m going to be able to turn in my manual today. 
This has been the most frustrating day of my life. I’m not sure if you want to hear about 
it, but here it is.  

All I had left to do today was to finish taking photographs at the Ping Center and 
insert them into my Manual Project. I was then going to adjust the page numbers on the 
Table of Contents and get it bound. However, I have experienced one of those days 
where nothing goes right.  

First off the power in my apartment complex went out this morning sometime 
before I woke up at 9. I had my alarm set for 7:30, and obviously, it didn’t go off at all. 
So, I got a late start. (Unbelievable that as I’m writing this right now our Internet 
connection just went out!)  

I went to Ping and started taking photographs and everything was fine. The digital 
camera I was using stores only 10 photographs at a time, so I was going back and forth to 
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the library and putting them on a disk. The third time I was in Ping (about 1:00) the 
manager came up to me and said that I wasn’t allowed to take photographs in Ping 
Center. I thought that I was, for lack of a better word, screwed. I then had to go to the 
Director to get a permit. Of course, the Director was in a meeting, and I had to wait for 
about 15 minutes. Finally, I got the permit and started taking photographs again. After 
about 5 photos, the camera just stopped taking photographs, so I decided to just go to the 
library and transfer the ones that I got to a disk.  

When I came out of the library to get in my roommate’s car (he let me borrow it 
for the day), a note on the windshield said, “I’m sorry for backing into your car. Please 
call me to work it out,” and she left her name and telephone number. Apparently, I was in 
too much of a hurry to notice the huge scratch on the front bumper of my roommate’s car. 

I went back to the Ping Center to finish taking photographs. (I had only about 5 
left.) Again, the camera would come on and flash but would not store the photograph.  

After about 30 minutes of unsuccessfully trying to take photographs and being 
EXTREMELY frustrated, I decided to come back to my apartment and let you know that 
I wouldn’t be able to turn in my paper on time. I also had to tell my roommate about his 
car; he wasn’t very happy.  

As I mentioned earlier, my Internet just went out and is still not working. I will 
send this e-mail as soon as it starts working. Hopefully, it will be working sometime 
tonight, but if this is like anything else today, who knows when it’ll be on. 

I’m very sorry about this inconvenience. I know you have many papers to grade. I 
couldn’t have imagined getting done with this paper anytime after noon today. I would 
have had it done because the work that I did took only a couple of hours, but all of the 
problems caused me to have to write this e-mail. Maybe you can use my story in future 
classes as an example to show that even if you only have a little bit to get done, do it 
before the last day. 
 

Note by David Bruce: This student did well in my course, but the grade for the Manual Project 
— which was excellent — was B instead of A because it was handed in a day late. 
 

Self-Evaluation 
 
Evaluate yourself. You should have treated this course like a job. Did you do these things? 
• Avoid tardiness and absenteeism. 
• Hand in all work on time. 
• Refrain from looking bored. 
• Refrain from doing crossword or sudoko puzzles while on the job (that is, while in class). 
• Refrain from leaving the room during working (that is, class) hours in order to get a drink of 
water or go to the bathroom. 
• Proofread multiple times. 
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Appendix A: A Few Writing Rules 
 

How Do I Use Affect And Effect? 
 

The word “effect” is both a noun and a verb. The noun “effect” means “result” and refers to the 
consequences an action or event has 

The effect her father’s death had on her was to throw her into a deep depression. 
 
The word “affect” is a verb, meaning “to influence.” 

Her father’s death affected her by throwing her into a deep depression. 
 
The verb “effect” means “to bring about,” “to accomplish.” 

He effected his escape with a rope made of strips of his sheet. 
 
 

• Nineteenth-century cartoonist Bernhard Gillam’s first attempt at oil painting was a dismal 
failure. When he was eighteen years old, he painted a battle between the Aztec Native Americans 
and the Spanish explorers. The painting was filled with dead and dying soldiers, but when 
exhibited at the Brooklyn Academy of Fine Arts as number 93, it did not produce the seriously 
dramatic effect Mr. Gillam wanted. A reviewer in the Brooklyn Eagle wrote, “The sensation of 
the hour is number 93. There was never anything funnier than the dying men in 93, unless it is 
the men who are already dead. Don’t fail to see it; it’s the greatest show on earth!” Mr. Gillam 
used to stand near his painting, listening to people laugh at what he had meant to be a deadly 
serious painting. 

 
• Sometimes the board of education trusts students more than the principal trusts them. In 

1974, Priscilla Marco wrote an article for her New York high school newspaper. The article 
listed instances of censorship of the school newspaper and pointed out that students had not been 
given copies of a board of education pamphlet describing their rights. However, the principal 
refused to let her article be printed. Ms. Marco contacted school authorities about the censorship; 
she also contacted the American Civil Liberties Union. Eventually, the school chancellor ordered 
that Ms. Marco’s article be published, but even then the school principal refused to allow it to be 
published. Therefore, the board of education printed a special edition of the student newspaper 
which contained discussions of the First Amendment and how it affects young people, as well as 
both Ms. Marco’s original article and an updated, revised version. On June 23, 1975, protected 
by security guards, members of the board of education entered Ms. Marco’s school—the Long 
Island City High School—and passed out copies of the newspaper. 
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How Do I Use Amount And Number? 
 

Use number for things you can count. 
 

Ex: I spilled a large number of bags of flour on the floor. 
 
Use amount for quantities you can’t count. 
 

Ex: I spilled a large amount of flour on the floor. 
 

• Actor Jack Nicholson is aware that two Jacks exist. Big Jack is the image, a raiser of hell 
complete with sunglasses and smokes and other stimulants. Regular Jack is a lot quieter, 
especially at age 70. Occasionally, people see Big Jack when Mr. Nicholson wants them to see 
Regular Jack. This occurs a lot with bartenders. Mr. Nicholson says, “I can’t tell you how many 
bartenders I’ve had to grab by the lapel and say, ‘Look, give me a very big glass with a lot of ice 
and a small amount of bourbon.’ They see Big Jack, and they want to give Big Jack that extra 
shot of bourbon. But you can’t be Big Jack all the time.” 

 
• Alexander Fleming, the discoverer of penicillin, had an older brother named Tom who 

wanted him and yet another brother, who was named Robert, to keep up their studies after they 
had started to work for a living. Tom would ask Alexander and Robert to each contribute a coin, 
then he would quiz them on math, geography, and history. The brother who answered the 
greatest number of questions correctly got both coins. 
 

• Hollywood cameraman James Wong Howe had the greatest amount of fun in his career 
during the days of silent movies. He remembers driving around with a crew looking for a house 
to shoot in front of. If no one was home, they began to shoot the film. If the homeowner returned 
before they had finished, everyone would hop over the fence and take off running as if they were 
in a Keystone Kops comedy. 

 
• Dr. F.P. Keppel, the president of the Carnegie Corporation, which financially supported 

many libraries, made several visits to the Denver Public Library and the University of Denver 
Library. He was impressed by the number of visitors to the libraries, and once joked to librarian 
Malcolm Glenn Wyer, “Now tell me, Malcolm, how much has it cost you to hire all these people 
to keep coming in and out of the library during the days I was here?” 

 
• Tom Hanks, of course, has won back-to-back Oscars for Best Actor for his roles in 

Philadelphia and Forrest Gump. This puts him in the ranks of actors who can command millions 
of dollars for starring in a movie. However, like most other actors, he underwent a period of 
poverty before making it big. Early in his career as an actor, his sister returned several empty 
soda-pop containers for the deposit so that she could send him an admittedly small amount of 
money. 
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How Do I Use Apostrophes to Show Possession? 
 

How do I make singular words possessive? 
 
Answer: Add an apostrophe and an -s. 
 

• Great art is frequently earthy. One of the most famous scenes in Ingmar Bergman’s Fanny 
and Alexander shows the character Uncle Carl amusing children with his virtuoso farting; his 
talents include being able to blow out a candle with his wind. Was the actor who played Uncle 
Carl really farting? Unfortunately, no. Bertil Guve, who played the boy Alexander, explains, 
“They had a person sitting right next to the candle with a tube.” Watch the scene carefully. When 
the candle is blown out, the wind does not come from Uncle Carl’s backside. 
 

• Sir Laurence Olivier paid attention to the little things in his effort to make his wonderful 
acting even better. For example, when he was going to play Dr. Astrov in Chekhov’s Uncle 
Vanya, he was extremely happy when he acquired an authentic pair of 19th-century pince-nez to 
wear when he played the role. He explained, “No one else might know it is real, but the fact that 
it is adds authority to my feeling about the role.” 

 
 

How do I make plural words possessive? 
 
Answer, part 1: If the word does not end in -s, add an apostrophe and -s. 

 
• Children do strange things sometimes. When he was a child, Will Hobbs, author of such 

young people’s novels as Beardance, bought a ticket to a movie, and then he stood in line. When 
the doors opened, the line moved forward, but when young Will reached the ticket-taker, he 
discovered that he had been chewing on his ticket, turning it into a spitball. 
 
 
Answer, part 2: If the word does end in -s, add an apostrophe only. 
 

• Charles Laughton directed the movie The Night of the Hunter, in which an insane preacher 
played by Robert Mitchum chases a small boy named John, played by Billy Chapin, to get him to 
reveal where some money is hidden. After the film had been released, Mr. Laughton heard Mr. 
Mitchum ask Billy, “Do you think John’s frightened of the preacher?” Billy replied that John 
wasn’t, so Mr. Mitchum said, “Then you don’t know the preacher, and you don’t know John.” 
Billy, who was somewhat cocky, said, “Oh, really? That’s probably why I just won the New 
York Critics’ Circle Prize.” Mr. Laughton, hearing this, roared, “Get that child away from me!” 
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Use Brackets for Editorial Insertions 
 

Occasionally, you may need to add words to a quotation to make the quotation more 
understandable to the reader (or to correct an error in the quotation). When you do that, enclose 
your words in brackets to show that the added words (or letters) are your own and not those of 
the speaker. 

 
• If you are really famous, it’s hard to avoid the paparazzi. For a while, celebrity 

photographers were after all the photographs of Jennifer Aniston, Brad Pitt, and Angelina Jolie 
that they could get. (Actually, they still are.) And for a while, Ms. Aniston wore the same outfit 
over and over, hoping that media editors would think that newly taken photographs were actually 
old, leftover photographs. According to celebrity photographer Gary Sun, that trick will no 
longer work. He says that these days the media will “use the pictures, [and] they’ll talk smack 
about you for wearing the same clothes over and over.” 

 
• If you want people to laugh, it helps if they know that you are a comedian. For example, 

Groucho Marx went to a candy store and bought some candy for his children. The candy store 
owner did not recognize him and did not laugh when Groucho said he wanted to buy “just a few 
dainties to make the kiddies sick.” However, later the candy store owner learned that Groucho 
was a famous comedian and so when Groucho entered the store again and said, “The kiddies 
want to get sick again,” the candy store owner laughed hard. Groucho says, “Surely this wasn’t a 
funny remark. Certainly it wasn’t any more amusing than when I had said a similar thing before. 
But the fact that [the candy store owner knew that] I was a comedian made a difference.” 

 
• Controversial film director John Waters, aka the Prince of Puke, finds inspiration for his 

films in real life. In a Baltimore bar, he once asked a man what he did for a living. The man 
replied, “Can I be frank? I trade deer meat for crack.” Mr. Waters reflects, “I can’t think that up. 
I could think of three movies about him. I mean, does he wait at a deer crossing sign and gun it 
when he need[s] a fix? It takes a while to get deer meat so you have to plan ahead, which isn’t 
what most junkies do. Little things like that, anything can inspire me. I base everything on 
regular people who think they’re completely normal and their behavior seems entirely insane to 
me.” 

 
• Being an actor can be an insecure experience, as actors frequently worry about whether 

they will ever find another acting job. Alan Arkin tells a story about the great actor George C. 
Scott. One month after Mr. Scott had won an Oscar for Best Actor for his title role in Patton, a 
good friend of his visited him and heard him yelling. He was yelling for joy, screaming, “I got a 
job! I got a job!” Mr. Arkin makes the important point, “So most [actors] never get over that 
sense of never working again. It’s a precarious life.” Of course, Mr. Arkin tries to get quality 
jobs, although compromise can be a necessity: “I just want good material. But part of taking a 
role is your bank account. If you haven’t worked in six months and the cupboard is bare, then 
your sights get lowered a bit out of necessity.” 
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Capitalize the Names of Holidays  
 

• While creating E.T. the Extra-Terrestrial, director Steven Spielberg worked with young 
children, including a six-year-old Drew Barrymore, and so he wanted to make the filming fun. 
On Halloween, he went to work dressed up in costume—as a woman. Drew remembers, “He 
looked great!” He was also filmed in costume, and he said to the camera, “This is Halloween, 
folks. I don’t dress this way all the time.” 

 
• In 1939, May Wale Brown left Austria to come to New York City to be with her two 

brothers. She arrived on Thanksgiving, and of course the big Macy’s Thanksgiving Parade was 
being held. Her brothers, who loved to tease her, told her that they had arranged the parade in 
order to welcome her to America. (Later, Ms. Brown became a Hollywood script supervisor.) 

 
• When Beth Quinn, former columnist for New York’s Times Herald-Record, was young, she 

and her sister looked forward to two big presents—one for each of them—each Christmas. The 
two big presents came in two big boxes, the tops of which were wrapped in colorful paper. One 
box’s top was red; the other box’s top was blue. To open the box and see the present, all a child 
had to do was to take the top off of a box. When Beth was about eight years old and wondering if 
Santa Claus was real, she came across these two boxes in her family’s storage area. To Beth, this 
was disturbing evidence that perhaps Santa Claus was not real, so she asked her father about the 
boxes: “Why are they here? Why doesn’t Santa have them?” Her father explained the situation 
well: “What are you, nuts or something? You think Santa can haul everything around with him? 
He asked your mother and me years ago to keep those boxes here. He said to put them out on 
Christmas Eve so he can fill them.” This made sense to Beth, who realized, “So that’s why the 
lids come off like that! So he can fill them and doesn’t have to wrap them each time!” Her father 
agreed: “He’s a smart guy, that Santa.” 

 
• Eric Sean Nall is the frontman for the music group Foxy Shazam, who recorded the album 

Introducing. One of the songs on the album, “A Black Man’s Breakfast,” is about Karen, Mr. 
Nall’s girlfriend, a Proctor and Gamble scientist who develops shampoos. When the album came 
out, Mr. Nall’s girlfriend wrote down the lyrics for most of the songs so they could appear in the 
CD booklet, but when Mr. Nall took the lyrics to a printer, he added a couple of lines to “A 
Black Man’s Breakfast”: “Karen, I love you so much. Will you marry me?” He gave her a copy 
of the CD and booklet on Christmas Eve, and when she read the lyrics, she cried—and she said 
yes. 

 
• Madeleine L’Engle, author of A Wrinkle in Time, was a good mother, but not necessarily a 

good baker. When her children asked her to bake a cake for a school bake sale, she did, but the 
cake was lopsided. Therefore, she sent a note to the school, asking, “Is there anything else I 
could do, more in line with my talents? Is there a play we could help with, or anything like that?” 
The following week, she and her husband, a professional actor, found themselves in charge of 
directing the school’s Christmas pageant. 
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Use a Colon Between Two Independent Clauses When the Second Clause 
Summarizes or Explains the First 

 
• Shirley Temple became a child star in movies before she learned how to read. So how did 

she learn her lines? Her mother read her the scripts of her movies at bedtime. In 1934, little 
Shirley won a miniature Oscar to recognize a major accomplishment: According to Hollywood, 
she had brought “more happiness to millions of children and millions of grownups than any child 
of her years in the history of the world.” 

 
• The parents of Sandra Bullock, star of Speed, loved opera. Her mother sang, and her father 

taught voice. When Sandra was eight years old, she made her debut on the operatic stage: She 
played a gypsy child. The part was non-singing and non-speaking, but richly rewarding—
members of the audience threw chocolates to her. 

 
• A fun movie about drag queens is the Australian film The Adventures of Priscilla, Queen of 

the Desert. Directed by Stephan Elliott, the surprise international hit even won an Academy 
Award for Costume Design. This win is amazing: The showpiece costume of the film—the flip-
flop dress—was made for only $7, thus showing the superiority of originality over money. 
(When the film’s costume designer, Lizzy Gardiner, picked up her Oscar, she wore a dress made 
from credit cards.) Of course, the male stars of the film wore dresses for the movie, but for the 
crew photo taken after the film was completed, every member of the crew, including some very 
macho males, happily wore a dress. 

 
• Not every family is happy. While growing up, actor Corbin Bernsen did not have a really 

good relationship with his father, and at one point, during the process of getting a divorce, his 
mother was drinking way too much. In addition, Corbin was going through a process of teenage 
rebellion and blaming his parents for it. Corbin says, “I was a typical kid, getting high and acting 
crazy. And I said, ‘Well, Mom is this’ and ‘I do this because of that’ and ‘What do you expect?’” 
His father then taught him an important lesson. Corbin remembers, “My dad said, ‘You have a 
choice in life. You can be happy or you can be sad. But don’t blame anybody else other than 
yourself. If your life is going to be screwed up, don’t blame me or your mom.’” He decided to 
become an actor after seeing his mother on the stage in a production of The Miracle Worker, 
following which he thought, “Wow, that’s my mother up there, the crazy woman who makes my 
dinner. Look at what she’s doing!’” She also taught him an important lesson: “She said, ‘I don’t 
mind you following what I’m doing. You’ve seen the ups and downs. The only thing I demand 
of you is that you love and respect your craft. It doesn’t matter if you’re doing a commercial or a 
movie, just love it. Love all of it.’” 

 
• In 1965, the Friars Club, whose members are comedians, roasted Soupy Sales with comic 

insults. Mr. Sales and everybody else enjoyed themselves, but Friars Club member Brian 
Dougherty ran into a problem: He had to go to the bathroom, but he didn’t want to miss any of 
the jokes. Fortunately, Mr. Dougherty is a problem-solver. He whispered to Marty Allen, who 
was sitting next to him at a table with an overhanging tablecloth, “Hand me that pitcher.” With a 
relieved bladder, Mr. Dougherty was able to laugh even harder. 
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After an Independent Clause, Use a Colon to Direct Attention to a Quotation 
 

• This may be a shock to some people, but at one time, two-time Oscar-winner Jody Foster 
thought about giving up acting. She found acting not to be rewarding anymore, and she thought 
about entering some other profession where she could use her analytical skills. Ms. Foster says, 
“I had been feeling there was something kind of not intellectually valuable about being an actor. 
It had started to seem like a really dumb job.” Fortunately, she realized what the problem was: 
“It was me. It was my fault. I wasn’t bringing enough to it. I hadn’t realized that it was my 
responsibility to go deeper, to really build a character from the ground up; that to really be 
a good actor, you had to be able to discuss a movie, any movie that you’re taking on, and to 
see the literature in it. Then it becomes fascinating. Then you get better as an actor. Then 
you learn to really love movies.” With this realization, Ms. Foster rededicated herself to her 
career—at age 12. This paid off in a big way. Just two years later, when she was 14, she played a 
prostitute in Taxi Driver, earning an Oscar nomination. 
 

• Too often, Hollywood has stereotyped actors and actresses, sometimes because of their 
ethnicity. Anna May Wong played many, many Oriental stereotypes in the 1930s, something she 
disliked. So, of course, did other actors and actresses with Oriental features (or makeup that 
made them appear Oriental). Once, Ms. Wong said, “Why is it that the screen Chinese is nearly 
always the villain? And so crude a villain. Murderous, treacherous, a snake in the grass. We are 
not like that. How should we be, with a civilization that is so many times older than that of the 
west?” In 1960, after appearing seldom in movies for two decades, she played Lana Turner’s 
housekeeper in Portrait in Black. Again, the stereotypes came out, this time from the publicity 
department, which explained Ms. Wong’s long absence from the screen by passing along a 
proverb that supposedly had been taught to Ms. Wong by her mother, “Don’t be photographed 
too much or you’ll lose your soul.” Ms. Wong’s own explanation was this: “I was so tired of 
the parts I had to play.” 
 

• When he was four years old, actor Steve Buscemi was hit by a bus and got his skull 
fractured. This doesn’t mean that he was unlucky—the accident could have been a lot worse. In 
addition, when he became 18 years old, he received a $6,000 settlement from the city. He used 
the money to pay for acting school at the Lee Strasberg Institute, where he studied with John, 
Lee’s son, who was more laid-back than his famous father. For example, Mr. Buscemi describes 
an acting scenario at the institute: “They had this thing where if you were in a desert and 
imagining sun beating down on you, you couldn’t use the stage light to imagine the sun. But 
John said if the stage light works, that’s fine. The audience don’t know and don’t care.” 
Mr. Buscemi, of course, gets results, as is evidenced by his roles in such movies as Fargo, 
Reservoir Dogs, and Ghost World. 

 
• People do make mistakes. While Kurt Vonnegut, Jr., author of Slaughterhouse-Five, was on 

a panel at City College, a woman asked him this question: “Why did you put exactly one 
hundred ‘So it goes’s’ in Slaughterhouse-Five?” Mr. Vonnegut replied that he was not aware 
that he had used that exact number. Also on the panel was critic John Simon, who disappeared 
while everyone had coffee, and then reappeared and said to Mr. Vonnegut, “One hundred and 
three.”  
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Use a Colon to Direct Attention to an Appositive 
 

An appositive renames something. 
 

• Jeff Bridges had a good reason for wanting to star in the 1976 remake of King Kong: “I 
used to pretend I was sick whenever I saw [in] the TV Guide [that] King Kong was going to be 
on, so I could stay home from school and watch the original.” Mr. Bridges, however, is critical of 
the performance of one of his co-stars in the remake. He says, “The monkey in that was just 
terrible. Oh, my God. Just terrible.” Mr. Bridges has also seen another movie numerous times: 
The Big Lebowski, a cult favorite in which he plays The Dude. He says, “Normally when a 
movie of mine comes on I’ll turn the channel, but when Lebowski comes on, I’ll say, ‘I’ll just 
wait until Turturro licks the [bowling] ball, then I’ll change the channel.’” But after Turturro 
licks the bowling ball, Mr. Bridges will say that he’ll wait until another key moment in the movie 
occurs, and then he’ll turn the channel. This keeps repeating itself until Mr. Bridges discovers 
that he has watched The Big Lebowski yet another time. 

 
• According to Brad Pitt, his children are “the funniest people I’ve ever met.” For example, in 

2008 his daughter Shiloh went through a phase where she wanted to be called by another name: 
John or Peter. Mr. Pitt calls it “a Peter Pan thing” where whenever he starts to call her by her 
real name she responds, “I’m John.” Of course, Mr. Pitt is right when he says that this stuff is 
“cute to parents” and he is wrong when he says that this stuff is “probably really obnoxious to 
other people.” It’s actually pretty cute to other people. 

 
• Adrienne Janic, host of the car show Overhaulin’ on TLC, attended the 2008 Christian 

Oscars: the Movieguide awards. She wore a dress with slits up the sides, and when she sat 
down, she used two napkins so that she would have enough material to cover up the top of the 
slits. Even so, one of the Christians present warned her about the evils of wearing such a dress. 
Ms. Janic replied, “Oh, I’ve got a mansion in hell.” 

 
• Arnold Schwarzenegger has exhibited a lot of drive in his life. One person who taught him 

to accomplish much was Franz Steeger, a boy in Arnold’s village who held the record for 
chinning himself on a tree limb: 21 chin-ups. The 14-year-old Arnold tried chinning himself, 
and he did 18 chin-ups, but Franz told him, “You do the rest with your mind.” Franz gave him a 
pep talk, and Arnold tried again. He did 18 chin-ups, then he did a difficult 19th chin-up, and then 
Franz reminded him, “You do the rest with your mind.” Arnold kept going, and he broke the 
record with 22 chin-ups. 
 

• Satirist Al Franken regularly made fun of disgraced President Richard Nixon, but when he 
produced a Saturday Night Live “Presidential Bash” in 1992, he sent a letter to Mr. Nixon, 
hoping that he would make a personal appearance on the show. Unfortunately, as a reply, he 
received a letter saying no. No problem. Mr. Franklin happily framed the letter and now proudly 
displays it in a room that he has devoted to his collection of Nixon memorabilia: a 
bathroom. 
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Use a Colon to Direct Attention to a List 
 

• While Michael Kidd was choreographing the movie Guys and Dolls, Samuel Goldwyn 
wanted to take him out for a meal, so he asked him if he liked Jewish food. Mr. Kidd did, so Mr. 
Goldwyn took him to Lindy’s, raving on the way about Lindy’s delicious Jewish food: gefilte 
fish, kishke, kneidlach, kugel, lockshen, and so on. Arriving at Lindy’s, Mr. Goldwyn asked 
the waiter what the special was. The waiter replied, “Irish stew,” and Mr. Goldwyn said, “That’s 
what we’ll have.” 
 

• Ernie Banks was the first African-American athlete to play for the Chicago Cubs, and he 
worried about how the veteran Cubs would treat an African-American rookie. He needn’t have 
worried. When he walked into the Cubs for the first time, three players were there: home-run 
hitter Hank Sauer and infielders Randy Jackson and Bill Serena. All three players shook 
Mr. Banks’ hand and welcomed him to the Cubs. The same thing happened when he met home-
run hitter Ralph Kiner. During batting practice, Mr. Banks had no bats of his own, so he asked 
Mr. Kiner if he could use one of his bats. Mr. Kiner had no objections. Mr. Banks hit the first 
pitch thrown to him into the left-field bleachers, and the Cubs were silent for a moment, then Mr. 
Kiner yelled to Mr. Banks, “Hey, Banks! You can use all my bats if you promise to keep on 
hitting like that!” 

 
• In the winter of 1995, the weather was so cold that over four inches of ice formed on a 

small lake in Indiana, making it safe to walk on. However, a few warm days in February melted 
some of the ice, making it dangerous to walk on. Unfortunately, 12-year-old Josh Mitchell didn’t 
realize that, and he decided to take a short cut to a friend’s house by walking across the semi-
frozen lake. He fell through the ice, and a dog named Levi, the pet of Denise and George 
Hammond, saw him and started whining. George heard the whining, investigated, and saw Josh 
floundering in the icy water. He ordered, “Levi, fetch!” Levi ran out onto the lake, jumped into 
the water, and allowed Josh to hold on to him. Meanwhile, George and Denise brought Levi’s 
20-foot leash out to the lake and tried to throw it to Josh, but the leash was too short. Because she 
didn’t know how long Levi could keep Josh afloat, Denise went out on the ice, knowing that 
although she weighed less than her husband, she would probably fall through the ice. In fact, she 
did fall through the ice four feet away from Josh. She kept breaking the ice until she could reach 
Josh, then she kept him afloat. George called Levi, and Levi came out of the water. Two 
neighbors brought an extension ladder out to the lake and pushed it to where Denise and Josh 
were. Denise pushed Josh up on the ladder and then climbed up on the ladder herself. The ladder 
distributed their weight across a large area of the ice so that they didn’t fall through, and they 
reached the shore. Denise fainted when she reached the shore, but paramedics took care of her 
and Josh and took them to the hospital, where they quickly recovered from their ordeal. Of 
course, Josh and his parents were grateful to Levi and the Hammonds, and they sent them gifts: 
bones for Levi, a big bouquet of flowers for Denise, and a gift certificate to be used at a pet 
store. 
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How Do I Recognize and Correct Comma Splices? 
 
A comma splice consists of two independent clauses that are connected with a comma only. 
 

Ex: Sally went to the movies, Bill went to the dance. 
 
Ex: Bottom is a fool, Puck is a trickster. 

 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
You may correct a sentence with a comma splice in several ways: 
 
1. Make two sentences out of it. 

Sally went to the movies. Bill went to the dance. 

Bottom is a fool. Puck is a trickster. 

2. Keep the comma, but join the sentences together with a connecting word such as and, or, but, 
nor, or yet. 

Sally went to the movies, but Bill went to the dance. 

Bottom is a fool, and Puck is a trickster. 

3. If the sentences are closely related, you may join them with a semicolon. 

Sally went to the movies; Bill went to the dance. 

Bottom is a fool; Puck is a trickster. 

4. If the sentences are closely related, you may join them with a semicolon, a transition word 
such as however or moreover, and a comma. 

Sally went to the movies; however, Bill went to the dance. 

Bottom is a fool; however, Puck is a trickster. 

5. Make one of the independent clauses a subordinate clause. 

Although Sally went to the movies, Bill went to the dance. 

Although Bottom is a fool, Puck is a trickster. 

6. If appropriate, use a dash. 

Sally went to the movies—Bill went to the dance. 

Bottom is a fool—Puck is a trickster. 

 
The way that you correct a run-on sentence will depend on the context of the sentence. 
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Use Commas to Separate the Items in a Series of Three or More 
 

Use commas to separate the items in a series of three or more. 
Ex: I like Sarah Silverstone, Lenny Bruce, and Richard Pryor. 

 
Do not use a comma to separate the items in a series of two. 

Ex: I like Laurel and Hardy. 
 
Note: This is a series of three clauses: 1) started out studying law, 2) switched to serious acting, 
and 3) finally started performing comic roles. 

 
• When comedian Steve Allen was a teenager, he ran away from home. Very quickly, he 

began to steal, to beg, and to eat garbage. Mr. Allen writes about finding a discarded can of 
pork and beans along a road. The can contained several ants and a few beans, but Mr. Allen 
shook the ants out of the can and enjoyed eating what was left of the beans. 

 
• Rick Aviles, the actor whose character killed Patrick Swayze’s character in Ghost, once 

made his living as a street comedian in New York—after he passed the hat he would find 
American money, francs, yen, and marks. 

 
• Ridley Scott has directed many different kinds of films including Alien, American 

Gangster, Blade Runner, Gladiator, Hannibal, Matchstick Men, and Thelma and Louise. As 
you would expect, he watches many, many films. At 11 p.m. he starts watching a movie, and he 
says that “if I’m still watching at 1, that means it’s a good film.” 

 
• Werner Herzog, the director of Fitzcarraldo, The Enigma of Caspar Hauser, and Aguirre, 

the Wrath of God, has advice on how to become a successful filmmaker: “Work as a bouncer in 
a sex club, work as a taxi driver, work as a butcher—earn the money and make your own film.” 
Perhaps his most important advice is to make a film instead of making excuses for why you can’t 
make a film. He says, “Today, with these little digital cameras, there is no excuse any more.” Mr. 
Herzog himself stole his first camera and used it to make 11 films. He says about the camera, “It 
fulfilled its real destiny.” 

 
• When Groucho Marx, star of such movies as Horsefeathers with his famous brothers, was a 

young man in vaudeville, he once worked at an Atlantic City theater whose manager also ran a 
boarding house on the waterfront where entertainers stayed. This manager was a man who knew 
how to save a dollar. Every meal featured fish because outside Groucho’s window, the theater 
manager kept a huge fishing net into which Groucho’s breakfast, lunch, and dinner swam. 
Perhaps unnecessarily, Groucho says that after his engagement at the Atlantic City theater was 
over, for an entire week he ate nothing but roast beef. 
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Use a Comma or Commas to Set Off Direct Address 
 

Use a comma or commas to set off direct address. Direct address occurs when someone is 
addressed directly by name or a name. For example:  
 

“Hi, David.”  
“Hello, Dad.”  
“What’s happening, man?” 
“Hello, Mr. Jones.” 
“This concerns you, Mr. Jones, because of the cost of shutting down the plant.” 
 

• Actor John Hurt co-starred with Harrison Ford in the 2008 action-adventure movie Indiana 
Jones and the Kingdom of the Crystal Skull. The 66-year-old Mr. Ford has kept himself in shape, 
and he did his own fights and many of his character’s stunts in the movie. At one point, after 
performing a harrowing stunt, Mr. Ford turned to Mr. Hurt and joked, “Well, you don’t think 
they employ me to act, did you, John?” 

 
• John Cho and Kal Penn are the Korean and Indian stars of the 2004 cult movie Harold & 

Kumar Go to White Castle, but they have done much more acting than that film and its sequel. 
Mr. Cho played Sulu in a Star Trek movie and appeared as a hip-hop-savvy accountant named 
Kenny in TV’s Ugly Betty. Mr. Penn appeared on TV’s House and landed a role in the dramatic 
movie The Namesake in part because of Harold & Kumar Go to White Castle. He explains that 
Namesake director Mira Nair let him audition because “her 14-year-old son, who was a Harold 
& Kumar fan, […] every night before bed said, ‘Mom, please audition Kal Penn for the part.’” 

 
• The brother of journalist Donald Liebenson once saw actor Paul Newman at an airport and 

asked him for an autograph for his mother, who was a big fan. Mr. Newman replied, “Sorry, pal. 
Tell your mom that I don’t sign autographs, but I’d be happy to buy her a beer.” Years later, Mr. 
Liebenson saw Mr. Newman at a publicity junket and recounted that story to him. Mr. Newman 
replied that he could remember the exact moment that he began declining to sign autographs: “I 
was standing at a urinal in Sardi’s, and this guy came though the door with a piece of paper. I 
thought this was inappropriate. It wasn’t just an invasion of privacy. It was an invasion of 
purpose.” 

 
• TV commercials for the European jeans manufactured by Diesel sometimes addressed 

contemporary issues. One commercial was headlined, “How to smoke 145 cigarettes a day.” In 
it, a talking skull asks the viewers, “Man, who needs two lungs anyway?” 

 
• Jack Riley played the character of the insulting, misanthropic Mr. Elliott Carlin on The Bob 

Newhart Show. Frequently, fans of the show ask him if he is anything like the character he 
portrayed. Because he is a professional comedian, Mr. Riley’s standard response to this question 
is in the character of Mr. Carlin: “Bite me, you wiener.” 
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After an Introductory Element, Use a Comma 
 

After an introductory element, use a comma. 
 
Note: For short introductory elements, commas may be optional. 
 

• Frequently, silence in the wilderness, whether on land or sea, is a sign of danger. Gary 
Paulsen, author of Hatchet, knows a man who survived an attack by a great white shark while he 
was diving. Immediately before the attack, the ocean grew silent. Today, the man says, “I 
should have listened to the silence. I’d still have my right leg.” 

 
• One day in 2010, <Lulu.com>, a Web site that allows authors to self-publish their own 

books in various print and electronic formats, announced a new way of publishing one’s work: 
“We recognize electronic books and the internet are a passing fad, so we are now offering the 
tried and true hand-written scroll.” Of course, this announcement was made on April Fools Day. 

 
• Comedian Chris Rock has made it big in the risky and difficult business of show business, 

but that doesn’t mean that he wants his relatives to try to accomplish what he has accomplished. 
Whenever a family member wants help in getting established in show business, he offers to 
pay their college tuition instead. 

 
• As a young comedian, Jim Carrey made out a $10 million check to himself “for acting 

services rendered,” and carried it around in his wallet as a physical symbol of an important goal. 
Later, he received $10 million for starring in The Mask 2—and $20 million for starring in Liar, 
Liar. Along the way to mega-success, he achieved success as an actor in the TV comedy series 
In Living Color. Unfortunately, his fame did have a downside when he took his daughter out for 
trick-or-treating on Halloween. Perhaps exaggerating a little, Mr. Carrey says that people 
would say, “It’s the dude from In Living Color! Here’s an extra candy! Do something [funny]!” 

 
• When Adam Sandler was a little boy, he had a Diver Dan doll. Unfortunately, he lost it. 

Fortunately, he had a father who cared about him and didn’t want him to be unhappy. His father 
dressed up as Diver Dan’s father, then told young Adam that Diver Dan was not lost but with 
him, and he thanked young Adam for taking care of Diver Dan. Today, Mr. Sandler says, “Dad 
would do anything to make me feel better.” 

 
• Martial arts master Bruce Lee used visualization to get rid of negative thoughts. He would 

imagine himself writing down the negative thought on a piece of paper. Then he would imagine 
himself wadding up the piece of paper and setting fire to it. After the piece of paper had 
burned, the negative thought would no longer enter his mind. 
 

• When 10-year-old Alicia Marks was dancing on Dec. 27, 1920, in South London, a 
young student was so overwhelmed by her performance that he spent the last of his allowance on 
some white chrysanthemums to give to her. The young student was Patrick Dolin, who later 
partnered Ms. Marks when they were using the names of Alicia Markova and Anton Dolin. 
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 Use a Comma and a Conjunction to Separate Two Independent Clauses 
 

Note: An independent clause is a clause that can be correctly punctuated as a complete sentence. 
 
Note: The comma goes before the conjunction (the connecting word). 
 

Ex: I like this, and she likes that. 
 

• Fayard Nicholas of the dance team the Nicholas Brothers loved vaudeville and hung out in 
the theaters, watching all the acts and learning from them. When he was 11 years old, he decided 
to become an entertainer, so he created an act for himself and his brother and sister. They stayed 
up late rehearsing the act, and when their parents reminded them that it was a school night, 
Bayard told them, “We have something to show you.” Their parents watched the act, and then 
they looked at each other and said, “Hey, we have something here.” Their father had them 
audition for the manager of the Philadelphia’s Standard Theater, who quickly told him, “They’re 
booked for next week.” The Nicholas Brothers became a famous dance team in movies. 

 
• After making the movie Get Smart, Steve Carell, who plays Maxwell Smart, knew that his 

seven-year-old daughter and some of her friends wanted to see it. However, he warned her that 
seeing the movie might be embarrassing for her: “I had to prepare her for a scene where you see 
me with my trousers off. I said, ‘You’re going to go see this with your friends, and you’re going 
to see my naked butt. Are you going to get embarrassed? Because you don’t have to go.’” His 
daughter asked, “Is it funny?” Mr. Carell replied, “I think so.” And she made her decision: 
“Well, okay then.” Her decision made Mr. Carell, who values funny highly, happy. 
 

• Mitzi Green was a child star at Paramount, and she became friends with Maxine Marx, the 
daughter of comedian Chico Marx. During a stay-over at Maxine’s house, Mitzi put a cream on 
her face. Maxine asked what the cream was, and Mitzi replied, “It’s a freckle remover.” “Does it 
work?” “It hasn’t yet, but I keep hoping.” 

 
• We think of Paul Muni as a serious actor who undertook serious roles, winning an Oscar as 

Best Actor for playing the lead role in The Story of Louis Pasteur, but he was also a master of 
the put-on. He was born in what is now the Ukraine, and when he was in his 30s, he became an 
American citizen by passing a test that asked questions about American history and politics. At 
the beginning of the test, he spoke with a heavy accent and looked puzzled by the questions he 
was being asked, but as the test continued he lost his accent and boldly answered the questions. 
When he answered the final question, he spoke with no accent at all, and then he told his 
examiner, “Your honor, it’s remarkable. Now that you’ve made me a citizen, I can speak 
perfectly!” 

 
• Olga Preobrajenska was a very strong ballerina and teacher of ballet. As an old lady, she 

lived in a nursing home, but whenever she was fed up with the nurses, she stacked all the 
bedroom furniture against the door so that they couldn’t come in and bother her. 
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Use a Comma or Commas to Set Off Parenthetical Elements 
 

Set off parenthetical elements with commas. 
 

She, however, is not afraid of them. 
She, on the other hand, is not afraid of them. 
We see, though, that she is small. 

 
• As a very young actress, Eliza Dushku worked with Arnold Schwarzenegger in the movie 

True Lies. She had never really planned to act, and her mother was not even close to being a 
stage mother, so they were learning what to do little by little, and lots of people were giving them 
lots of advice, including this: “Your kid has a funny name, Judy—you should think about 
changing it.” Mr. Schwarzenegger, however, said, “Eliza, Judy, trust me, keep her name, people 
will learn it, take it from me.” 

 
• Script supervisor May Wale Brown was very impressed by the professionalism shown by 

Henry Fonda in the making of Gideon’s Trumpet, which was a Hallmark Hall of Fame TV 
movie. In the movie, Mr. Fonda used a pair of wire-rimmed glasses in his portrayal of the 
character he was playing. His own real glasses had heavy rims because they contained a hearing 
aid that he needed due to his old age. In a scene with Fay Wray, the camera focused on Ms. 
Wray, and Mr. Fonda was not, of course, in her close-ups. However, Mr. Fonda said his lines 
well, and he continued to wear the wire-rimmed glasses. When Ms. Brown told him that he could 
wear his own glasses (she did not want to mention the hearing aid), Mr. Fonda replied, “I want 
Fay to see the Gideon character when she looks at me. It’ll make it easier for her.” 

 
• In 1981, Karen Allen played the only “girl” whom Indiana Jones ever loved in Raiders of 

the Lost Ark, and in 2008 her character met the hero again in Indiana Jones and the Kingdom of 
the Crystal Skull. Of course, she was a couple of decades older, and filming took a little 
adjustment, although she “dove right back in, driving these big dusty, clanking old trucks on 
these remote locations, just like old times!” Still, Ms. Allen says, “In the beginning, I was saying, 
‘Oh, I don’t need the knee pads. Nooo, I don’t need elbow pads!’ After a few days, though, 
you’re like, ‘If I put a double set on the knees, will the camera see them through my pants?’ All 
that flinging yourself around is the hard part.” 

 
• Some superstars enjoy fame. When silent-movie greats Douglas Fairbanks and Mary 

Pickford got married, they went to Europe for their honeymoon, where they were at first 
astonished by the mobs of people who recognized them. Therefore, they slipped away to 
Germany, where they were not nearly so well known. After a while, though, they decided to go 
back to where they had been mobbed. Ms. Pickford said to her new husband, “Let’s go 
someplace where we are known. I’ve had enough obscurity for a lifetime.” 



 122 

Use Commas or Other Punctuation to Set Off Speaker Tags 
 

Set off speaker tags with a comma or other punctuation. 
 
Speaker tags are short phrases such as “he said” or “she replied” or “David yelled” or “Sally 
asked.” 
 

Bill asked, “How are you?” 
Sally replied, “I am well.” 
 

Note: These sentences are also correct. 
 
“How are you?” Bill asked. 
“What time is it?” the stranger asked. 
“Help!” he shouted. 

 
• When friends Walter Matthau and Jack Lemmon made the movie Buddy, Buddy, Mr. 

Matthau took a bad spill on the set. Worried, Mr. Lemmon folded his jacket and tenderly put it 
under Mr. Matthau’s head, then asked, “Are you comfortable?” Mr. Matthau replied, “I make a 
living.” 

 
• When Fay Kanin started writing for the movies, she told her boss, Sam Marx, the story 

editor at MGM, “Mr. Marx, I know you own Gone with the Wind. I’ve read it, and I would be a 
wonderful writer for it.” He smiled at her brashness and said, “I think they have in mind a more 
expensive writer for it.” Ms. Kanin always appreciated that he used the word “expensive” instead 
of the word “talented.” 

 
• While studying at the School of Visual Arts in Manhattan, Keith Haring used to create art 

on long lengths of paper—the paper was so long that he rolled it out the door and onto the city 
sidewalk. Passersby used to talk to him about his art. Mr. Haring later said, “Most of them 
weren’t the type to go to art galleries, but a lot of their comments struck me as more perceptive 
than those of my teachers and fellow students.” In 1990, Mr. Haring died of AIDS. 

 
• While Andre Previn was married to Mia Farrow, he belonged to the Garrick Club. One day, 

the club secretary invited him to bring Mia to dinner there, but added, “By the way, you must 
forgive me for this, but she can’t use the main staircase. The women have to go round the back.” 
This shocked Mr. Previn, and when he told his wife about the invitation—and about women not 
being allowed to use the main staircase—she replied, “You have 10 minutes in which to quit the 
club.” Fortunately, he had the perfect reply: “I’ve already done it.” Years later, Mr. Previn said, 
“Unbelievable. Mia was the wrong person to try that on.” 
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 How Do I Recognize and Correct Dangling Modifiers? 
 
“To spot a dangling modifier, look for a sentence that begins with a modifier but doesn’t name 
the person, idea, or thing modified. Readers will think the modifier refers to the subject of the 
sentence that follows. If it doesn’t, the modifier dangles.”—The Longman Pocket Writer’s 
Companion 
 
Example No. 1 
 
The following sentence says that the Courthouse was walking down Court Street): 
 

Walking down Court Street, the Courthouse glittered in the sun. 
 
The clause “Walking down Court Street” modifies what follows it: “the Courthouse.” Clearly, 
this is wrong—the Courthouse was not walking down Court street.  
 
To get rid of the dangling modifier, the writer needs to identify who was walking down the 
street. 
 

Walking down Court Street, I saw the Courthouse glittering in the sun. 
 

Example No. 2 
 
In the following sentence, the writer is saying that he or she is “a Fortune 200 company and the 
world’s largest producer of automotive and industrial coatings.” 
 

Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings, I would assume challenging assignments to provide exposure to 
various career options. 

 
The clause “Being a Fortune 200 company and the world’s largest producer of automotive and 
industrial coatings” modifies what follows it: “I.” Clearly, this is wrong—the writer is not a 
Fortune 200 company and the world’s largest producer of automotive and industrial coatings. 
 
To get rid of the dangling modifier, the writer needs to accurately identify the “Fortune 200 
company and the world’s largest producer of automotive and industrial coatings.” 
 

A Fortune 200 company and the world’s largest producer of automotive and industrial 
coatings, PPG Industries allows interns to assume challenging assignments to provide 
exposure to various career options. 
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Example No. 3 
 
In the following sentence, the writer says that “the majority of our curriculum” is “an 
engineering student at Ohio University.” 
 

As an engineering student at Ohio University, the majority of our curriculum is centered 
on three important areas in engineering: development, drafting, and design. 

 
The clause “As an engineering student at Ohio University” modifies what follows it: “the 
majority of our curriculum.” Clearly, this is wrong—the engineering student at Ohio University 
is not the majority of our curriculum. 
 
To get rid of the dangling modifier, the writer needs to make clear that “an engineering student at 
Ohio University” describes him or her and not “the majority of our curriculum.” 
 

As an engineering student at Ohio University, I study in particular three important areas 
in engineering: development, drafting, and design. 
 

Example #4 
 
The following sentence says that the readers will be writing the Instructions: 
 

Dangling Modifier: By writing my Instructions, the readers will understand the 
importance of following safety procedures in the laboratory.  
Note: The phrase “By writing my Instructions “ modifies what follows it; in this case, it 
modifies “the readers,” which is incorrect. 

 
To get rid of the dangling modifier, the writer needs to identify who is writing the Instructions. 
 

Correct: By writing my Instructions, I will help the readers to understand the importance 
of following safety procedures in the laboratory. 
Note: The phrase “By writing my Instructions” modifies what follows it; in this case, it 
modifies “I,” which is correct. 

 
More Examples 

 
Dangling Modifier (this sentence doesn’t identify what is lacking accurate, up-to-date information): 
By not having accurate, up-to-date information for the cadets, problems continually arise. 
 
Correct Sentence: 
Because the manual does not have accurate, up-to-date information for the cadets, problems continually 
arise. 
 
Dangling Modifier (this sentence says that the dogs will write a manual): 
By writing the manual, dogs will be taken care of properly. 
 
Correct Sentence: 
By writing the manual, I will make available to pet owners information about how to take care of dogs 
properly. 



 125 

Use a Dash or Dashes for an Abrupt Break in the  
Flow of a Sentence or Dialogue 

 
Dashes are also used for emphasis. 
 

• In a 2002 interview for Esquire, Cameron Diaz spoke about a notable practical joke that she 
played on unsuspecting guests at her home. She has a device that emits fart noises, and whenever 
a guest sits on a certain cushion located directly over the device, she uses a remote control to 
activate the device. Ms. Diaz says, “It’s the best. It’s like drugs. The first time you do it to 
somebody who’s not expecting it—man, it’s just the greatest high!” Unfortunately, the joke 
does have a drawback: “But you can never get away with it twice, so you have to move on to the 
next person.” 

 
• In New York City, comedian Bob Smith worked as a cater-waiter for a woman who 

introduced her dogs to him by saying, “This is Picasso, and this is Gorky—the painter, not the 
writer.” 

 
• Being a gorilla imitator can be a harrowing occupation, as during the filming of the Marx 

Brothers’ A Day at the Circus an actor portraying the gorilla fainted twice because the owner of 
the gorilla skin refused to allow ventilation holes to be pierced in it because it was so valuable. 
However, one day the owner of the gorilla skin noticed something strange—the actor had been 
inside the gorilla skin for three hours and hadn’t fainted yet (normally, anyone wearing the 
gorilla skin fainted after two hours). Investigating, he discovered that the actor had taken an 
icepick and made several unauthorized ventilation holes in the skin. 

 

• What are the anti-aging secrets of top movie stars? How is an aging movie star able to act 
credibly in an action movie? Of course, diet and exercise help, although tricks can help, too. For 
example, wrinkles in close-ups can be eliminated through technology after the film has been 
shot. In addition, hemorrhoid cream can work well for short periods of time, according to award-
winning make-up artist Daniel Phillips. An aging star can put hemorrhoid cream on the bags 
under his eyes, and for a couple of hours the skin will tighten—long enough to shoot some 
close-ups. 

 
• When Ingrid Bergman arrived in Hollywood her first time, she sent fellow Swedish actress 

Greta Garbo—who desired privacy—some flowers and an invitation to have dinner and spend 
time together. Ms. Garbo accepted the invitation by telegram—three months later, when Ms. 
Bergman was leaving Hollywood. Ms. Bergman told George Cukor about Ms. Garbo’s odd 
behavior. Mr. Cukor was friendly with Ms. Garbo, and he told Ms. Bergman, “Of course, Greta 
wouldn’t have sent the telegram unless she was sure you were leaving.” 
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Use Adjective-Forming Hyphens When Combining Two or More Words to 
Form an Adjective That Appears Before the Word It Modifies 

 
When you combine two or more words to form an adjective that appears before the noun it 
modifies, use hyphens to connect the adjective-forming words together. 
 

• First-time filmmaker Marc Webb did not want to direct a romantic comedy—until he saw 
the screenplay for (500) Days of Summer, written by Scott Neustadter and Michael H. Weber. 
The first few lines were these: “Any resemblance to people living or dead is purely accidental. 
Especially Jenny Beckman. Bitch.” “I liked that,” Mr. Webb says. “It’s fun, and it says, this 
movie is going to be a little bit different. You might have to engage a little more.” The film was a 
hit and may someday be regarded as a classic—Roger Ebert gave it the top-rated 4 stars. Mr. 
Webb himself says, “I don’t think this is a profoundly probing movie, but it’s a simple movie 
that speaks a little bit of the truth, and just dances with reality and is fun.” 
 

• Sometimes, achieving great success at a young age can lead to the problem of continually 
being asked about your early work despite all the good work you have done since then. One day, 
Orson Welles and Norman Mailer were having dinner when Mr. Mailer asked Mr. Welles a 
question about Citizen Kane, which Mr. Wells had created at age 25. Mr. Welles groaned and 
said, “Oh, Norman, not Citizen Kane.” At first, Mr. Mailer was surprised, but then he realized 
what was the problem and said, mentioning his own youthful world-class work of art, “Mmm, 
yeah—it’s like me and The Naked and the Dead.” Other people also realized the burden that very 
great and very early success can have on a person. After seeing Citizen Kane, impresario Billy 
Rose told Mr. Welles, “Quit, kid—you’ll never top it.” 

 
• Actor Will Smith is known as a rapper, TV star, and movie star. He is also known for his 

ears, and he says that when he was a kid, he resembled Alfred E. Newman, the funny-looking 
character who graces the covers of Mad magazine. In fact, one of young Will’s friends told him 
that he “looked like a car with the doors open.” Today, as a major film star, Will knows exactly 
where to give the credit for his success: “It’s the ears! Americans have an ear fetish. Absolutely. 
Americans love people with big ears—Mickey Mouse, Goofy, Ross Perot. America loves ears.” 

 
• One of the ways that comedian Whoopi Goldberg knew that she was beginning to make it 

big was that caricaturist Al Hirschfeld worked his art on her in The New York Times while she 
was appearing on a one-woman show on Broadway. Mr. Hirschfeld traditionally hides his 
daughter’s name—Nina—in his caricatures, and in his caricature of Ms. Goldberg he wrote 
“Nina” 40 times. Ms. Goldberg was so pleased with Mr. Hirschfeld’s caricature that she sent him 
flowers. 

 
• When Chris Rock was still early in his career as a stand-up comedian, his father asked him 

how good he was. Chris replied, “I’m one of the best in the country.” His father knew him well, 
and he knew that Chris was not lying. 
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When Do I Use Italics for Titles? 
 

Use italics for the titles of books, long pieces of choreography, newspapers, plays, and movies.  
 
In general, the titles of long works of art should be italicized. 
 

Title of a Book 
 
• James Herbert, writer of such novels as Creed, knows celebrity photographer Richard 

Young, whose work appears in many celebrity-conscious newspapers and magazines. Mr. 
Herbert occasionally attends film premieres and parties where real celebrities are present, and he 
says that Mr. Young “always takes the trouble to photograph me just to make me feel important.” 
Mr. Young does this even though both he and Mr. Herbert know that the newspaper and 
magazine photo editors are never going to print Mr. Herbert’s photograph. 
 

Title of a Movie 
 
• Charles Chaplin and Edna Purviance made many silent films together, but after he directed 

her in the 1923 drama A Woman of Paris, she stopped starring in his films. Nevertheless, 
although she seldom appeared in his films, he kept her under contract as a way to help her 
financially. She did appear in small roles in his movies Monsieur Verdoux (1947) and Limelight 
(1952). 

 
Title of a Long Play, and Title of a Newspaper 
 
• Playwright Tennessee Williams hated racism. In 1947, his play Glass Menagerie played to 

all-white audiences in Washington, D.C. He tried to stop this from happening, but he was unable. 
Therefore, he wrote to The New York Times that “any future contract I make will contain a 
clause to keep the show out of Washington while this undemocratic practice continues.” Mr. 
Williams could see the humor in life as well as the evil. In 1977 he was asked to leave the Shaw 
Theater in London because he kept laughing during a performance of The Glass Menagerie. 
Michael Billington writes that “his incessant hilarity at this memory of his own youth was 
disturbing the rest of the audience.” 

 
Title of a TV Series 
 
• Comedians Jimmy Durante and Don Knotts once co-hosted a Kraft Music Hall special on 

TV. During rehearsal, the director said that when they were introduced, he wanted both of them 
to walk onstage doing the famous Jimmy Durante strut. In other words, Mr. Durante was 
supposed to be himself and Mr. Knotts was supposed to imitate Mr. Durante. However, Mr. 
Durante was forced to ask Mr. Knotts to show him the famous Jimmy Durante strut. He 
requested, “Hey, Don, do me! I don’t know what I do!” 
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Use Italics for Emphasis 
 

If you wish to emphasize a word or to show that a person emphasized a word in dialogue, 
italicize that word. 

 
• Controversial film director John Waters has many talents, including the ability to give an 

entertaining pitch to people who may invest money that he can use to make his movies. Once he 
wrote a screenplay about a skinhead invasion of a community, and he pitched it to Dawn Steel of 
Disney, who listened to him, then joked, “Well, sure, when I heard ‘skinheads,’ I thought 
Disney!” Mr. Waters says, “She knew that they weren’t going to do it, but I give an entertaining 
pitch, so she took the meetings anyway.” 

 
• While filming Some Like It Hot, Marilyn Monroe frequently had trouble remembering even 

the simplest lines. For example, in one scene she was supposed to open a drawer and say, 
“Where’s the bourbon?” However, she blew the line in take after take. Therefore, director Billy 
Wilder ordered that the line be pasted in the drawer so she could read it. In the very next take, 
Ms. Monroe opened the wrong drawer—so Mr. Wilder ordered that the line be pasted in every 
drawer. 

 
• Buster Keaton was a hard-working comedian. Garry Moore once asked Buster how he was 

able to perform his pratfalls, and Buster said, “I’ll show you.” Then he showed Mr. Moore the 
bruises on his body. Mr. Moore later said, “So that’s how he did it—it hurt—but you had to care 
enough not to care.” 

 
• Dahlia Messick wanted to be a cartoonist, but she noticed that when she took her artwork 

around to the studios that the male decision-makers would only briefly look at her artwork but 
would ask her out to lunch. Therefore, she adopted the gender-neutral name Dale Messick and 
started mailing her artwork to studios. Eventually, she created the very successful comic strip 
Brenda Starr, Reporter. 

 
• On October 18, 1981, Wake Forest was playing Maryland in football. A rainstorm knocked 

out the telephone lines, so Assistant Maryland Coach Jerry Eisman, who was in the press box, 
started communicating with his bench by walkie-talkie. Suddenly, a voice came over the walkie-
talkie: “Get off! This is a police emergency frequency.” Mr. Eisman replied, “This is an 
emergency—it’s third down!” 

 
• MAD publisher William M. Gaines used to take the MAD writers and artists on a trip every 

year or two. One year, he took everybody to Rome, and they visited the Sistine Chapel, where a 
tour guide informed them that Michelangelo had spent 15 years painting the ceiling. MAD writer 
Dick DeBartolo explained why: “Yeah, but it was two coats!” 
 

• The Nebraska Cornhuskers were losing a game, so coach Bernie Masterson sent in a sub 
with the orders, “Get in there and play as you’ve never played before.” Unfortunately, the sub 
promptly fumbled twice. Mr. Masterson pulled him out of the game and told him, “Perhaps you 
misunderstood me. I didn’t say play as though you’ve never played before.” 
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Use Italics for Foreign Words 
 

Put foreign words in italics. 
 

• In the 1970s, Ohio University President Claude Sowle decided to hold public meetings at 
which college deans would argue for money for their departments. Of course, these were 
spectacular events at which college deans wore caps and gowns and argued passionately for 
money. At one such public meeting, Dr. Henry Lin, Dean of Fine Arts, began his remarks by 
saying, “Ni hao, Dr. Sowle.” Of course, he was speaking flawless Mandarin Chinese, and he 
continued to speak flawless Mandarin Chinese—which Dr. Sowle did NOT understand—for the 
rest of his remarks, occasionally using a Chinese abacus to emphasize a financial point. At the 
end of Dr. Lin’s remarks, President Sowle told him, “Henry, you know I don’t understand 
Chinese, but I’ve never understood you more clearly than right now—you need big bucks!” (By 
the way, the late Dr. Lin is the father of Maya Lin, the genius who designed the Vietnam 
Veterans Memorial in Washington, D.C.) 

 
• Portrait painting has at least one advantage over portrait photography. Queen Victoria once 

asked court painter Alfred Chalfont, whether photography would replace painting. The 
Frenchman replied, “Ah, non, Madame! Photographie can’t flattère.” 

 
• An advantage of being a journalist is that you may occasionally get to interview actors you 

adore. For example, when Guardian reporter Libby Brooks was 13, she saw Dirty Dancing on 
video and fell in love with Johnny Castle, who was played by Patrick Swayze. Lots of young 
girls who saw the movie, including Ms. Brooks, wanted to lose their virginity to Johnny Castle. 
Years later, she got to interview Mr. Swayze, who repeated for her his famous line from the 
movie: “Nobody puts Baby in a corner.” Ms. Brooks’ interview with Mr. Swayze was never 
printed, and she admits today, “In retrospect, I think that my editor was less interested in Swayze 
than in bringing an end to my relentless badgering to let me interview him.” The movie’s rating 
prevented many girls from seeing the movie in theaters—they had to wait to see it on video. This 
meant that some girls were able to be cool by seeing the movie in theaters. Ms. Brooks 
remembers when a French teacher asked Lindsay Cameron in class, “Lequel est le dernier film 
tu as vu?” (What is the last film you saw?). Ms. Cameron confirmed her status as the coolest girl 
in class by replying, “Le Dirty Dancing.” 

 
• Rabbi Shlomo Carlebach once bought a soda to go that cost 50 cents, handed the cashier $2, 

and told her to keep the change. A friend told him that when you order to go, you don’t need to 
tip, and you certainly don’t tip $1.50 for a 50-cent soda. Rabbi Shlomo smiled and said, ‘I know, 
I know. But I’m trying to make up for unzer tierla yiddalach [our sweet Jews] who don’t give 
tips, and consequently make a chilul hashem [defame God’s name].” 

 
• The paparazzi could be annoying to Audrey Hepburn. Once, a photograph of Audrey with 

her newly bearded son appeared in a magazine. Because of the new beard, the paparazzi had not 
recognized her son, so this caption appeared with the photograph: “Audrey com il nuovo amore 
della sua vita.” Translation: “Audrey with the new love of her life.” She said, “Well, apart from 
the ‘new,’ for once they got something right.” That was one media photograph she cut out and 
framed. 
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How Do I Use It’s And Its? 
 

its = the possessive form of it 
 

Ex: The dog played with its rawhide bone. 
Ex: The fox left its burrow. 
 

it’s = the contraction of it is 
 

Ex: It’s raining. 
Ex: It’s the day before my paper is due. 
 

its’ = ? 
 

Its’ is not a word. An apostrophe should never follow its. 
 
 

• Drama critic George Oppenheimer was inducted into the Air Force, where he was a part of 
its Motion Picture Unit. As part of his physical, he gave a urine sample, which was picked up by 
a star-struck private, who put it on a tray, then pointed to another bottle on the tray and said with 
awe, “Cary Grant.” (Note for young people: Cary Grant was the Brad Pitt of his time.) 

 
• Violinist Mischa Elman was once present at a dinner given by Harpo Marx during which a 

movie producer listened to some criticisms of his recent movies, then complained of the 
difficulties of producing. Mr. Elman asked, “If it’s so hard to make bad pictures, why don’t you 
make good ones?” 

 
• Edmund Gwenn won an Oscar playing Santa Claus in the movie Miracle on 34th Street. As 

Mr. Gwenn lay dying, Jack Lemmon visited him and asked if dying was hard. Mr. Gwenn 
replied, “Oh, it’s hard, very hard indeed. But not as hard as doing comedy.” 

 
• John Cho and Kal Penn are the Korean and Indian stars of the 2004 cult movie Harold & 

Kumar Go to White Castle, but they have done much more acting than that film and its sequel. 
Mr. Cho played Sulu in a Star Trek movie and appeared as a hip-hop-savvy accountant named 
Kenny in TV’s Ugly Betty. Mr. Penn appeared on TV’s House and landed a role in the dramatic 
movie The Namesake in part because of Harold & Kumar Go to White Castle. He explains that 
Namesake director Mira Nair let him audition because “her 14-year-old son, who was a Harold 
& Kumar fan, […] every night before bed said, ‘Mom, please audition Kal Penn for the part.’” 

 
• Figure skater Christopher Bowman once performed in a costume consisting of a black 

velvet suit whose major features consisted of a white collar and plunging neckline. Reporters 
tried to find words sufficient to describe the features of the outfit, and National reporter Julie 
Vader said, “It’s a shawl collar.” When someone asked how she knew that, she explained, “I 
have a dress exactly like it.” 



 131 

How Do I Use Lie And Lay? 
 

Lay: Lay is a verb that means to put something or to place something. Lay needs a direct object. 
 Ex: Lay the book on the table. 
 
Lie: Lie is a verb that means to rest on a surface or to recline on a surface. Lie does not need a   
 direct object. 
 Ex: You have a fever, so lie down and rest. 
 
Lay: Lay is also the past tense of lie. 
 Ex: Last night, she lay in bed. 
 
Note: “Sic” is used to point out a mistake that appears in the original source. 
 

• Theatrical maven George Abbott both wrote and directed plays. Therefore, he was very 
particular about language. When he was in his late 90s, he fell while on a golf course. His wife 
pleaded, “George! George! Get up, please. Don’t just lay [sic] there!” Mr. Abbott looked up at 
his wife and corrected her: “Lie there.” 

 
• After soprano Leslie Garrett won the Cleethorpes Cup at the Cleethorpes Festival, her 

father took her to a pub to celebrate. While her father wasn’t watching, Ms. Garrett drank a 
concoction known as a Blue Country, consisting of a pint of Guinness and a shot from every 
bottle in the bar. The next morning, she woke up with a hangover—unfortunately, she needed to 
audition that afternoon for a grant that would pay for her college education. Desperate for help, 
she attended a warm-up session with her voice teacher. However, her voice teacher saw that she 
had a hangover and was unable to sing well, so she told Ms. Garrick, “You’ve ruined your 
chances—I hope you’re proud of yourself.” Ms. Garrick went to the audition alone, where a kind 
receptionist noticed how haggard she looked. The receptionist invited her to lie down, and she 
moved Ms. Garrick’s audition time to last, giving her the maximum amount of time to recover. 
The time for rest worked, and Ms. Garrick recovered her voice and sang superbly, thus saving 
her college education and her future career as a principal soprano with the English National 
Opera. 
 

• To illustrate his Caldecott Medal-winning picture-book, Make Way for Ducklings, Robert 
McCloskey needed to know what the underside of a duck’s bill looked like in flight. Therefore, 
Mr. McCloskey brought a live duck home, wrapped it in a towel, and put it on a couch in such a 
way that its head stuck out. Mr. McCloskey then lay underneath the duck’s head and sketched 
what he saw. 

 
• Young dancer Alicia Alonso had two operations on her eyes to repair detached retinas, 

forcing her to lie still for months until the physicians allowed her to get up from bed. As she lay 
in bed, she practiced dancing using only her fingers, moving them as she visualized the 
movements of the dancers in such ballets as Giselle. When she finally got out of bed, she was 
unable to stand by herself, but she got herself in shape again and became a world-famous 
ballerina. 
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How Do I Use Lose And Loose? 

 
Lose is the opposite of win, and the opposite of find. 
 
Loose is the opposite of tight, and the opposite of tied up or restrained. 
 
 

• Children’s book writer Phyllis Reynolds Naylor did a lot of writing when she was young, 
and she illustrated the stories she wrote. When she learned to draw lace, suddenly the heroines of 
her stories began to lose their clothing so young Phyllis could draw their lacy underwear. On 
another occasion, her mother explained the facts of life to her, and so young Phyllis wrote a 
“Manual for Pregnant Women,” complete with her own drawings. After she showed the book to 
her mother, the book turned up missing. 

 
• Barry Bonds’ father, professional baseball player Bobby Bonds, taught him many things. 

For example, he taught him competitiveness by playing pool with him at home. The winner of 
the game would get candy, while the loser had to do push-ups. Barry says, “When I played with 
my dad, he was such a competitor—he couldn’t lose.” In addition, Bobby taught his son not to 
lower himself in reaction to racists. When Barry was young, occasionally he got into fights with 
white boys who disliked him because of his color. One day, young Barry came home and told his 
father, “I don’t like white people right now.” Bobby told him, “Don’t ever come in my house like 
that again. Be proud of who you are. Do not allow their stupidity to make you stupid.” 

 
• French actor Françoise-Joseph Talma took his art seriously. Even when he was near death 

due to severe illness, he hoped to return to the stage. Mr. Talma had lost much weight, and his 
skin hung loosely on his body; however, when his friend Alexandre Dumas visited him, Mr. 
Talma touched the loose skin on his own cheeks and said, “What a truthful air this will give to 
the role of the aged Tiberius.” 

 
• Vince Lombardi was a great high school football coach before he became a great 

professional football coach. His St. Cecilia Saints, a Catholic team, won 25 games in a row 
before being held to a 0-0 tie by rival Union Hill. After the game, Mr. Lombardi and his wife met 
superfan and nun Sister Baptista. All of them were crying. Mrs. Lombardi said, “We didn’t lose 
the game.” Mr. Lombardi said, “But we didn’t win.” And according to Mrs. Lombardi, “Then we 
started crying all over again.” 

 
• Sometimes, nurses ask silly questions. When Quaker humorist Tom Mullen was in a 

hospital, he was standing up when he suddenly felt dizzy. He managed to buzz the nurses’ station 
before he passed out, and when the nurse arrived, he was lying on the floor, semi-conscious, 
trying to get up. The nurse looked down at him, then asked, “May I help you?” Mr. Mullen 
wishes today that he had been conscious enough to reply, “No, I’m just crawling about at 2 a.m. 
looking for loose change.” 
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Where do Periods Go When I Use Parentheses? 
 

If a complete sentence is INside the parentheses, then put the period INside the parentheses. 
 

• French comic filmmaker Jacques Tati carefully observed people and things, as they gave him ideas 
with which to work. Before creating his movie Traffic, he went to a highway and observed. One of the 
things he noticed was that many people driving away on holiday do not look happy. He also noticed a car 
that contained a dog that stared at a field that the dog could have played in. (I highly recommend his M. 
Hulot’s Holiday, which, like his other films, doesn’t need dialogue.) 

 
• When war correspondent and photographer Margaret Bourke-White received permission to fly on a 

bombing expedition during World War II, J. Hampton Atkinson piloted her himself, saying, “I’m going to 
fly you myself because if you die, I want to die, too.” (Fortunately, neither of them died.) By the way, 
while photographer Ms. Bourke-White was attending the University of Michigan in the early 1920s, she 
kept something strange in her dormitory room bathtub—a pet milk snake. 
 

• Guardian journalist Oliver Burkeman once asked his 85-year-old grandmother whether her old age 
had brought her happiness in any way. She replied that her old age had made it easier to get rid of 
telemarketers. For example, if a telemarketer started telling her about “broadband internet,” she simply 
told the telemarketer, “I’m in my 80s!” The telemarketer would assume that she was too old to understand 
or care about the definition of broadband internet and so the telemarketer would hang up the telephone. 
(Actually, she understands perfectly well what broadband internet is.) 
 
If a complete sentence is NOT inside the parentheses, then put the period OUTside the 
parentheses. 
 

• Kip Keino won gold medals in the Olympics in both 1968 (1500-meter race) and 1972 (3000-
meter steeplechase). He never made much money from his running—approximately $20,000—but he 
used it wisely. He returned to his native Kenya, where he bought land and a house and started an 
orphanage. Another Olympic medal-winner, Native American Billy Mills, met him in the 1980s. At that 
time, Kip and his orphanage were taking care of 68 children, and 100 orphans had already grown up and 
gone into the world to lead their adult lives. As of 2007, Mr. Keino was still taking care of orphans. 

 
• Back when John Sentamu, the Archbishop of York, was the vicar of Holy Trinity Church, he 

recognized the importance of education (as he still does). He says that “it was clear to me that if we did 
not tackle education, we were going to be in real difficulty.” And he—and the teachers, and the parents—
did tackle education. In 2006, a young man whom he had known 18 or 19 years ago came up to him and 
asked, “Do you remember me, sir?” However, it had been so long ago and the young man had changed so 
much from when he was a boy that John Sentamu did not recognize the young man, who gave him a hint: 
“You came and pulled me out of bed when you were chair of governors, and told me I must go to school.” 
John Sentamu said, “OK, I remember you now. What are you doing?” The young man replied, “I’m a 
lecturer in physics.” John Sentamu says about this encounter, “I suddenly realized that we can make a 
difference.” 
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How Do I Use Principal And Principle? 
 

Principal: two meanings 
 
• the head of a high school or an elementary school (noun) 

Ex: The principal is a pal. 
• chief or foremost in importance (adjective) 

Ex: He is the principal actor in the play. 
 
Principle: a basic truth, a rule, a standard, a moral standard 
 Ex: The principles of economics are difficult to understand. 
 

• Kenny Ortega was able to choreograph the movie Dirty Dancing because he had relevant 
experience from high school. Whenever a new hot record came out, he and his friends would 
meet and play the record over and over—sometimes 50 times—before the next Friday night’s 
dance. Those dances were known for their bottled-up sexual tension. Mr. Ortega says, “It was 
not uncommon for our high-school dances to be shut down because of all the gyrating and 
rubbing up against each other. The vice principal would routinely come out on the stage and 
announce, ‘If there is any more dirty dancing in here, the dance will be cancelled.’” 

 
• Aristides de Sousa Mendes, the Portuguese Consul-General in Bordeaux, rescued thousands 

of Jews from the Holocaust by directly disobeying his country’s orders and giving visas to Jews 
so that they could escape to freedom. A devout Roman Catholic, Mr. Mendes knew that he was 
risking his career, his reputation, and his own money by rescuing Jews. However, he said, “I 
cannot allow these people to die. Our constitution says that the religion or the politics of a 
foreigner shall not be used to deny refuge in Portugal. I have decided to follow this principle. 
Even if I am discharged, I can only act as a Christian, as my conscience tells me. If I am 
disobeying orders, I would rather be with God against men than with men against God.” The 
Jews used the Portuguese visas to escape to neutral Spain. 

 
• Ryan White became HIV-positive as a result of his hemophilia, and he faced prejudice 

when other people learned that he had AIDS. Other children called him “faggot,” “homo,” and 
“queer,” although he wasn’t gay, and they sometimes wrote obscenities on his school locker. In 
addition, someone slashed the tires on his family’s car, and someone shot a bullet through his 
family’s living room. (Fortunately, no one was hurt.) Because of the prejudice and the danger 
that they faced, Ryan and his family moved from Kokomo, Indiana, to Cicero, Indiana. In 
Kokomo, Ryan had been forced to sue in order to be permitted to go to school, but in Cicero, the 
principal of his school made him feel welcome and educated the other students about AIDS. 
Being made to feel welcome raised Ryan’s spirits and improved his health, and he soon became 
a nationally known spokesperson on AIDS issues before dying of AIDS on April 8, 1990. One of 
the people singing at his funeral was Elton John, who had become a friend during Ryan’s illness. 
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The American Style is Put Commas and Periods Inside Quotation Marks 
 

The British style is to put commas and periods outside quotation marks, while the American style 
is put commas and periods inside quotation marks. 
 

The American Style 
 

• Chris Lemmon, the son of actor Jack Lemmon, wrote a memoir of his father titled A Twist 
of Lemmon: A Tribute to My Father. In the book, and in interviews about the book, he tells 
stories about the two of them chasing a couple of poodles through the yard of actor James 
Coburn. Chris and Jack look up, see Mr. Coburn glowering at them through a picture window, 
and they point to each other and say, “It’s his fault.” By the way, the late Mr. Coburn was 
actually a nice guy. Chris said in an interview that “he was just one of the biggest teddy bears 
you’d ever want to meet on the face of the earth.” 

 
• When Yousuf Karsh went to Peter Lorre’s home to photograph the famous actor, he saw a 

sign by the driveway: “Beware of Ferocious Dogs.” The “ferocious dogs” turned out to be a 
couple of frisky Pekinese, a breed of very small, toy-sized dogs. 

 
• Tim Gill is a gay business executive of the company that manufactures Quark XPress. He 

serves as a role model by being open about his sexuality. Once, a gay man came up to him and 
thanked him very quietly for being open about being gay. Mr. Gill told, “It’s really okay—you 
can say it.” The gay man then spoke up loudly and with pride. On another occasion, Mr. Gill 
mentioned in a speech to the National Press Photographers Association that he had a boyfriend, 
and afterward a transgendered person—a woman who had become a man—came up and also 
thanked him for being open about being gay. 

 
• Shawn Edwards, a movie reviewer for Fox-TV in Kansas City, loved movies from an early 

age. When he was in the seventh grade, he and some friends used a room at their school as a 
movie studio. Mr. Edwards calls the studio “the claymation joint,” and he remembers, “We 
convinced the science teacher we were working on a science project, built these sets out of 
papier-mâché and started shooting our epic. It was about a group of cavemen who hunt for a 
dinosaur for a big celebration and [to] please the volcano before it gets mad.” When Mr. 
Edwards was attending Morehouse College in Atlanta, Georgia, Spike Lee filmed School Daze 
there. Mr. Edwards had broken his ankle during football practice, but he showed up at an 
audition for small parts and extras. He remembers that the people casting the movie looked at 
him as if they were thinking, “Baby, there’s not a part in this movie where you can be walking 
around with a cast.” But Mr. Edwards said, “I don’t sing. I don’t dance. I can’t act. And I’m not 
that funny. I just want to be in the movie.” He got lucky and appeared in a scene in which “Da 
Butt” was played. Mr. Edwards says, “I totally hate that song now because that’s all I heard all 
spring. It took three freaking days to shoot” that scene. 
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Use Quotation Marks for Dialogue 
 

When you quote word for word what a person says, enclose that person’s words in quotation 
marks. 

 
• In 2008, Charlize Theron, 32 years old and an Oscar-winner as Best Actress in the movie 

Monster, and AnnaSophia Robb, 14 years old and the lead actress in the kids’ movie Because of 
Winn-Dixie, starred together in the movie Sleepwalking. Normally, actors will study each other’s 
work before acting together; however, Ms. Robb had seen very few movies starring Ms. Theron. 
Why? She explains, “My parents won’t let me see them, especially Monster.” Of course, 
winning an Oscar for Monster was very satisfying for Ms. Theron, especially because it was so 
hard to get the movie made and to find distribution for it. Ms. Theron says, “There wasn’t one 
person in this industry who wanted that film made. We had our financiers calling us at 3 
a.m. and asking us what the hell we were doing. They didn’t like the way I looked [the 
beautiful Ms. Theron put on weight for the movie and looked ugly], and they wondered 
who would want to see this movie. When we finished, we couldn’t pay a distributor to take 
it. We were hours away from signing a straight-to-video deal with Blockbuster when we 
found a distributor. For that reason alone, the Oscar was especially sweet.” 
 

• In 1994, genocide occurred in Rwanda, when in 100 days hate-filled Hutus murdered 
800,000 Tutsis and moderate Hutus, often using machetes as their weapon of choice. Paul 
Rusesabagina, who managed a hotel in the country’s capital, Kigali, saved the lives of 1,268 
refugees by turning his hotel into a place of safety. Like so many other heroes, he denies that he 
is a hero. Like so many other heroes, he became a hero gradually, refusing to turn his back on a 
few people who needed help, then many people who needed help, then over 1,200 people who 
needed help. He says, “Initially, I was not concerned by what was going on. There was a 
government, there was a war, the United Nations was there. But when I saw the 
government completely dismantled, I had to take responsibilities. The very first day, I had 
26 neighbors in my house. When I had to leave my house, I was not going to leave those 
people behind. So it became a very big extended family, from 6 to 32, and then 400 and 
something. That is how it happened—people kept on coming to the hotel. And toward the 
end, I had 1,268 people. It would have been easier to care for six people—my wife and four 
children and myself—than caring for a thousand. But if you turn your back, leave a 
thousand people, that’s on your hands. That is cowardice.” Don Cheadle played Mr. 
Rusesabagina (and was nominated for a Best Actor Oscar) in the 2004 movie Hotel Rwanda. 

 
• Robert Mitchum’s last movie was Dead Man (1995), directed by Jim Jarmusch. In it, Mr. 

Mitchum’s character carried a big shotgun, so Mr. Jarmusch gathered together a bunch of antique 
shotguns, took them to Mr. Mitchum’s house, and asked him to pick the shotgun he wanted to 
carry in the movie. Mr. Mitchum looked at the antique shotguns, then asked, “Which one is the 
lightest?” 

 
• Jack Lemmon’s first big movie was It Should Happen to You, starring Judy Holliday and 

directed by George Cukor. Jack was an enthusiastic actor, and Mr. Cukor kept telling him to act 
less. Eventually, Jack became upset and yelled, “If I do it any less, I won’t be acting!” Mr. 
Cukor replied, “Exactly.” 
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When Quoting Part of a Sentence, You May Not Need to Use a Capital Letter 
 

• When American soldiers shot civilians at My Lai in South Vietnam, Hugh C. Thompson 
and two crewmembers, Glenn Andreotta and Larry Colburn, witnessed what was happening from 
a helicopter overhead. They landed the helicopter between some advancing American soldiers 
and a group of Vietnamese civilians consisting of children, women, and old men, and they 
stopped the American soldiers from killing the Vietnamese civilians. Later, Hugh C. Thompson 
and his crewmembers took off in the helicopter, and crewmember Mr. Andreotta saw movement 
in a body-filled ditch. They landed the helicopter and rescued a two-year-old child from among 
the corpses. Why did they intervene to stop as much of the slaughter and save as many lives as 
they could? Hugh C. Thompson explained that “what was going on wasn’t right.” 
 

• Eileen Daffern was 93 years old in 2007, but that did not stop her from being an activist, 
especially when it came to resisting nuclear weapons. She says, “The great challenge is to make 
people realize the power they have to change the world. It can be changed, you know.” She is 
healthy for her age, she inherited good genes from her parents, and she takes pride in her 
appearance. When her mother was 90 years old, Eileen saw her looking at her appearance in the 
mirror. Eileen says, “Her gestures were those of a young girl preening herself. ... I, too, look in 
the mirror.” In fact, when she sees photographs that make her look “too ancient,” she 
gleefully destroys them. 

 
• When Chilean poet Pablo Neruda was a small child, he was playing in his backyard when a 

child reached through a hole in the wooden fence and gave him a present: a small toy lamb. 
Young Pablo quickly retrieved a favorite possession—a pinecone and presented it to the child, 
whom he could not see, on the other side of the fence. The adult Mr. Neruda believed that 
“maybe this small and mysterious exchange of gifts remained inside me also, deep and 
inexhaustible, giving my poetry light.” In 1971, he received the Nobel Prize in Literature. 

 
• While in seminary, TV’s Mister Rogers visited a church where he heard a sermon that he 

thought was terrible and violated everything that he had learned about writing and delivering 
sermons. However, the woman sitting next to him had tears running down her face, and she 
whispered, “He said exactly what I needed to hear.” That day, Mister Rogers learned that “the 
space between a person doing his or her best to deliver a message of good news and the needy 
listener is holy ground.” 

 
• According to the Rabbi of Sadagora, we can learn about God from the inventions of 

Humankind. From a train, we can learn that “because of one second we can miss everything.” 
From a telegraph, we can learn that “every word is counted and charged.” And from a 
telephone, we can learn that “what we say here is heard there.” 
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Use Single Quotation Marks Within Double Quotation Marks 
 

• Best-selling novelist Jackie Collins got kicked out of her school at age 15, so her parents 
asked her, “Hollywood or reform school?” Joan, her sister, was making movies in Hollywood, so 
Jackie chose Hollywood. Joan gave her a lot of freedom, meeting her at the airport and saying 
before disappearing, “OK, learn to drive, I can’t look after you, I’ve got to go off on location, 
goodbye, here’s the keys to the car, here’s the list of people who can help you if you get into any 
trouble.” Jackie says, “And I appreciated that, because […] I was a street-smart kid, and I wanted 
to be by myself.” For a while, Jackie appeared in movies—“always playing the Italian girl”—and 
she was able to take care of herself. When she went out for a part in a movie, guys would tell her, 
“Well, honey, let’s have dinner and discuss the part.” Jackie says, “And I would always say, 
‘Take your part for yourself,’ and I would leave. So I was always that street-smart kid, you 
know?” 

 
• In Snow Angels, directed by David Gordon Green, many interesting moments occur when 

Kate Beckinsale and Sam Rockwell act with three-year-old Gracie Hudson. During the making 
of the movie, Ms. Beckinsale and Mr. Rockwell were Gracie’s “Pretend Mommy” and “Pretend 
Daddy.” Mr. Green states, “Everybody always says, ‘Don’t work with animals and kids,’ but 
those are the two greatest things.” Gracie, of course, didn’t understand about cameras and 
saying lines, so almost everything she said and did was unscripted. The exception: At one point, 
Mr. Green wanted her to say, “Can I play outside?” Mr. Green says, “That was the only thing 
that I needed her to say in the whole movie, and for that I had to give her Skittles.” 

 
• English comedian Terry-Thomas was appearing in The Brass Monkey with actress Carole 

Landis, when the director began to worry about getting the movie finished quickly. The director 
asked Ms. Landis, “Let’s get this thing in the can. Can we work faster?” Ms. Landis replied, 
“Not unless you can print on the film, ‘Sorry, folks, about the poor quality, but we had to 
do it in a hurry.’” 

 
• Opera singer Helen Traubel once lunched in New York at a small French restaurant. At the 

table next to hers, a soldier and his new wife were having a wedding party. Ms. Traubel was 
sitting near enough to overhear the bride tell a friend, “This is a nice wedding, but I’ve 
always wanted the kind where someone sings, ‘Oh, Promise Me.’” Ms. Traubel offered her 
services—gratis—and the bride cried with happiness when Ms. Traubel sang the song. 

 
• In 1959, Duke Ellington decided to take his band on a European tour. Some band members 

flew across the ocean, but Duke and seven members of the band decided to sail across. Of 
course, he was treated with respect and ate frequently at the captain’s table, and some of the first-
class passengers asked him for a concert. On the last night of the voyage, Duke and the seven 
band members with him played for the captain and the first-class passengers, but Duke and his 
band members didn’t stop there. They played next for the passengers sailing in cabin class, then 
for the passengers sailing in tourist class, and finally they played for the crewmen in the crew’s 
quarters. According to Michael, Duke’s nephew, “That’s how he was about not leaving 
anybody out. He used to say, ‘I never put anybody in a secondary position.’” 
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When Do I Use Quotation Marks for Titles? 
 

In general, use quotation marks for the titles of short works of art, such as a short story, a short 
poem, a song (as opposed to an album), and a single episode of a TV series. 
 
“Title of a Song” 
 

At the 1976 Olympic Games in Montreal, Canada, Margaret Murdock appeared to have won 
the gold medal in the small-bore rifle competition by out-scoring fellow American Lanny 
Bassham, 1,162 points to 1,161 points. However, the Olympic officials discovered an error in the 
scoring. One judge had recorded a 9 instead of a 10 for Mr. Bassham. Now the two were tied at 
1,162 points apiece. More drama ensued. The tiebreaker awarded the gold medal to Mr. 
Bassham, leaving the silver for Ms. Murdock. However, Mr. Bassham felt that since the two 
scores had been equal, Ms. Murdock deserved to stand at the top of the podium with him. At the 
awards ceremony, he clasped her hand and helped her to the top of the awards podium, and they 
stood together as “The Star-Spangled Banner” played. Mr. Bassham said afterward, “I wanted 
to show that I felt that her performance equaled mine. There was no way she deserved to stand 
lower while the anthem was played.” 

 
• Thomas Dolby, who is probably most famous for his song “She Blinded Me With 

Science,” found it easy to give up smoking at age 28. He met actress Kathleen Beller, and she 
told him that if he smoked, she would never kiss him. Mr. Dolby says, “I really wanted to kiss 
her. So that did the trick.” They married and had children. 

 
“Episode of a TV Series” 

 
• Some of the plots and dialogue on The Dick Van Dyke Show came from real life. The 

episode “A Bird in the Head Hurts!” was about a bird stalking Ritchie to get locks of his hair for 
her nest. (This actually happened to a neighbor of series creator Carl Reiner.) The advice given 
to Laura Petrie in the episode—“Let him wear a pith helmet”—was actually spoken by an 
ASPCA officer. In the episode “Never Name a Duck,” the Petrie family acquires two ducks as 
pets for Ritchie. (In real life, the Reiner family had acquired two ducks as pets for the children.) 
One duck died and the other duck soon appeared to be ill. The line about the ill duck—“He looks 
pale!”—was spoken in real life by Mr. Reiner’s wife, Estelle. 

 
• Actor Patrick Macnee had a chance to display his riding ability in the Avengers episode 

“Silent Dust.” He actually rode the same horse that Sir Laurence Olivier had ridden in Henry V 
when he made the speech “Once more into the breach, dear friends.” Then, the horse was two 
years old. At the time of the filming of the Avengers episode, the horse was 22, but still 
wonderful. Diana Rigg also rode on a horse, but during filming she confessed to Mr. Macnee that 
she had never been on a horse until the day before yesterday. When he asked what she had done 
the day before yesterday, she replied, “I went and had a lesson.” 
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Keep Related Words Together 

 
Words that go together should be kept together. 
 
For example, the word “only” often modifies a number. When that happens, keep the word 
“only” and the number together. 

 
• Pablo Neruda and Rafael Alberti were both portly poets. They used to take walks together 

in Paris along the Seine and would use a complete set of the works of Victor Hugo in a bookstore 
to measure their girth. Mr. Alberti might say, “Good Heavens! I have already outgrown Volume 
V of Les Misérables!” And Mr. Neruda might reply, “I haven’t put on weight. My paunch juts 
out only as far as Notre-Dame de Paris.” 

 
• When young-adult novelist Robert Cormier was the 8th grade, his family’s house burned 

down, and the suit that he was going to wear to his 8th-grade graduation ceremony burned up 
with it. Fortunately, the Cormiers’ neighbors contributed money to buy clothing for them, and 
young Robert was able to wear a suit to his graduation ceremony. As an adult, Mr. Cormier did 
good deeds for other people. His novel I Am the Cheese contained a telephone number, which 
happened to be his. He once received a call from a girl in a psychiatric institution who felt that 
she could identify only with the protagonist in the novel. Mr. Cormier says that he and she 
“had a long talk about how this Adam [the protagonist] in the book was really a reflection of her 
own life, even though the circumstances were much different.” In the novel, Adam calls his 
friend Amy Hertz three times. That is the telephone number that the girl in the psychiatric 
institution called, and many other young people also called it. Sometimes they would ask for 
Amy. If Mr. Cormier answered the phone, he would pretend to be Amy’s father. If his youngest 
daughter, Renee, answered the phone and was asked if Amy was there, she would say, 
“Speaking.” 

 
• After writing her first novel, The Outsiders, S.E. Hinton became depressed and suffered 

from writer’s block. It was her boyfriend, David Inhofe, who figured out that she was depressed 
because she wasn’t writing. Therefore, he came up with an idea to make her start writing again. 
She would have to write two pages a day. He would stop by in the evening, and if she hadn’t 
written two pages, they wouldn’t go out. It worked. She wrote That Was Then, This is Now. Her 
publisher accepted it immediately. By the way, S.E. and her boyfriend got married. She wrote 
her third book, Rumblefish, on Thursday nights, because that was when her husband played 
poker. S.E. lets her husband read her in-progress manuscripts because he always says, “That’s 
nice, honey,” which is the only thing she wants to hear when she is in the middle of writing a 
book.  
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Keep Related Words Together 
 

Words that go together should be kept together. 
 
Often, the word “only” modifies a number. When that happens, keep the word “only” and the 
number together. 
 

• A couple of beefy movie stuntmen thought they could easily defeat martial arts expert 
Bruce Lee in a fight because he was only 5-foot-8-inches tall and weighed only 145 pounds, so 
he demonstrated his strength and skill to them. He placed them a few feet from a swimming 
pool, gave each of them an inflated bag for protection, and then told them to assume any stance 
they wanted. He then said that he would attempt to give one kick to each of them, without a 
windup or a running start, that would send the stuntmen into the swimming pool. Mr. Lee gave 
one kick, and the first stuntman flew into the pool, then he gave another kick, and the second 
stuntman flew into the pool. 

 
• Hard-hitting Hall-of-Fame shortstop Honus Wagner was a kind man. When he was the 

coach of the Pittsburgh Pirates, one of his players struck out with the bases loaded. Mr. Wagner 
comforted the player by saying to him, “Do you know, I went up to the plate with the bases full 
once, and it was in World’s Series time, too. A little hit of mine would have scored the winning 
run, and do you know, I struck out, too.” Actually, Mr. Wagner fibbed a little. He did go to bat 
with the bases loaded during a World-Series game, but he hit for extra bases instead of striking 
out. By the way, the most valuable baseball card in history is the very rare 1910 Honus Wagner 
card. Mr. Wagner himself is the reason the baseball card is so rare. A tobacco company issued 
the baseball card, putting it in packs of cigarettes, and Mr. Wagner told the tobacco company to 
withdraw the card. He knew that the photographer who had taken his photograph for the baseball 
card had been paid $10. He did not want the photographer to lose out on the money, so he sent 
the photographer a check for $10 and a letter that stated, “I don’t want you to miss a chance to 
sell a picture, but I don’t want my photograph used to sell cigarettes to kids.” For many years, 
the photographer proudly displayed that letter in his shop window. The tobacco company 
stopped issuing the card, and only the few that had already been issued stayed in circulation. 

 
• As an eight-year-old girl, Tatum O’Neal made Paper Moon; for a while afterward, her 

father, Ryan O’Neal, would not let her make any more movies. However, one day a teenaged 
Tatum told him that she wanted to use her earnings from Paper Moon to buy a horse ranch. He 
explained, “You made only $16,000. That won’t buy it.” Soon after, Tatum made $350,000 (and 
got a percentage) by acting in The Bad News Bears. 

 
• During World War II, the Japanese occupied Malaysia from January 1942 to August 1945. 

After the occupation of the town of Seremban, a Japanese executive decided to use a pond to 
raise ducks; therefore, he ordered that the pond be fenced in, then he released 600 ducklings into 
the pond. However, the Malaysians did not appreciate the Japanese executive’s plans. At the end 
of two months, only 300 ducklings were still alive, and at the end of three months, only 60 
ducklings were still alive. When the Malaysians were questioned about the disappearance of the 
ducklings, they suggested that the ducklings didn’t know how to swim and therefore must have 
drowned. 
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How Do I Recognize and Correct Run-on Sentences? 
 
Definition 
 
A run-on sentence consists of two independent clauses that are connected without any 
punctuation. 
 

Ex: Hector is a good husband Paris is a bad husband. 
 
Note: An “independent clause” is a clause that can be correctly punctuated as a complete 
sentence. 
 
How to Correct a Run-on Sentence 
 
You may correct a run-on sentence in several ways: 
 

1. Make two sentences out of it. 
 
Hector is a good husband. Paris is a bad husband. 
 
2. Join the sentences together with a comma and a connecting word such as and, or, 
but, nor, or yet. 
 
Hector is a good husband, and Paris is a bad husband. 
 
3. If the sentences are closely related, you may join them with a semicolon. 
 
Hector is a good husband; Paris is a bad husband. 
 
4. If the sentences are closely related, you may join them with a semicolon, a 
transition word such as however or moreover, and a comma. 
 
Hector is a good husband; however, Paris is a bad husband. 
 
5. Make one of the independent clauses a subordinate clause. 
 
Although Hector is a good husband, Paris is a bad husband. 
 
6. If appropriate, use a dash. 
 
Hector is a good husband—Paris is a bad husband.  
 

 
The way that you correct a run-on sentence will depend on the context of the sentence. 
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Use a Semicolon to Join Two Closely Related Independent Clauses 
 

Note: An independent clause is a clause that can be correctly punctuated as a sentence. 
 
Two closely related independent clauses may be joined with a semicolon. 
 

Ex: The Yankees are in first place; the Mets are in last place. 
 
Two independent clauses may be joined with a semicolon, a connecting word or phrase such as 
however, moreover, or as a result, and a comma.  
 

Ex: The Yankees are in first place; however, the Mets are in last place. 
 
 

• On January 2, 2007, Cameron Hollopeter, 20, suffered a seizure and fell from a New York 
City subway platform and between the rails of an oncoming subway train. Wesley Autrey 
immediately leaped down to help him. Because Mr. Autrey did not have time to get Mr. 
Hollopeter back onto the platform, he covered Mr. Hollopeter’s body with his own in the 
drainage area between the two rails. The train engineer hit the brakes, but the train went over the 
two men. After the train stopped, Mr. Autrey yelled to the people on the platform, “We’re O.K. 
down here, but I’ve got two daughters up there. Let them know their father’s O.K.” Later, Mr. 
Autrey said about his daring rescue, “I don’t feel like I did something spectacular; I just saw 
someone who needed help. I did what I felt was right.” Mr. Hollopeter’s father, Larry, said, 
“Mr. Autrey’s instinctive and unselfish act saved our son’s life.” 

 
• In 1994, when she was acting in John Waters’ Serial Mom, Kathleen Turner discovered that 

she had rheumatoid arthritis. She exercised regularly, as the doctor ordered, and she had 
surgery as necessary; however, for long periods of time she was unable to wear anything 
but slippers, although she loves shoes. In an interview with Rachel Cooke that was published 
in March of 2008, Ms. Turner said that she was very pleased that she had been able to wear 
shoes for two weeks. She had gone into a shoe store, tried a pair on, and cried, “I can wear 
these!” The shoe-store employee assisting her said, “Of course you can, dear.” Ms. Turner 
admits, “I scared the h*ll out of him.” 

 
• Al Jolson was a huge entertainer in vaudeville, but his career declined. Eventually it was 

resurrected when the 1946 movie The Jolson Story, which starred Bert Parks and won an Oscar 
for Best Score, came out. How forgotten was Mr. Jolson? He watched the movie in a theater, 
feeling very proud. At the end of the movie, which was a huge hit, people cheered, and Mr. 
Jolson overheard a woman say, “It’s too bad Jolson couldn’t be alive to see this.” When Mr. 
Jolson was big in show biz, he was huge. He often starred in musicals on Broadway, and when 
he felt like it, 20 minutes into the musical, he would tell the other members of the cast, “Go 
home.” Then he would sing and entertain solo for two hours. The audience never complained; 
after all, they had not come to see and hear the musical. They had come to see and hear Mr. 
Jolson. 
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Use a Semicolon to Join Two Closely Related Independent Clauses 
 

Note: An independent clause is a clause that can be correctly punctuated as a sentence. 
 
Two closely related independent clauses may be joined with a semicolon. 
 

Ex: The Yankees are in first place; the Mets are in last place. 
 
Two independent clauses may be joined with a semicolon, a connecting word or phrase such as 
however, moreover, or as a result, and a comma.  
 

Ex: The Yankees are in first place; however, the Mets are in last place. 
 
 

• Movies are rated G, PG, R, and X; so are movie trailers. Gay comedy writer Bruce 
Vilanch noticed that the movie trailer for Chasing Amy was rated R because of a brief kiss 
between two women—the trailer had no violence, drug use, or bad language. However, movie 
trailers rated G showed such things as dinosaurs trying to eat people, men with guns shooting 
other men with guns, and people screaming as their cars head straight toward a cliff. 

 
• Ian McEwan wanted to learn to speak correctly when he was young; therefore, he 

arranged for his best friend, Mark Wing-Davey, whom he calls “a rare and genuine 
middle-class type,” to say the word “did” whenever Ian mistakenly said the word “done.” 
One day, Ian gave an oral presentation in history class on the reforms of Pope Gregory VII. Ian 
mistakenly said the word “done,” Mark said the word “did,” and the history teacher became 
angry at what he thought was Mark’s rudeness. Fortunately, Ian was able to explain what had 
happened. 

 
• Young people’s author Richard Peck has received many letters from the readers of his 

books. Some are funny, as when someone wrote, “Our teacher told us to write to our favorite 
author. Could you please get me the address of Danielle Steele?” Other letters are serious; for 
example, someone wrote to him about Remembering the Good Times, a novel that recounted 
a suicide and educated the readers about the warning signs of suicides. The person wrote, 
“The only trouble with your book is that I didn’t find it in time.” 

 
• S.E. Hinton practically invented young adult literature with her first novel, The Outsiders, 

which depicts teenagers with gritty realism. “S.E.” are the initials for Susan Eloise, and she 
began the first draft of The Outsiders when she was 15. However, she says that no one ever 
believes that, so she usually says that she started the first draft when she was 16. And since her 
editors don’t think that anyone will believe that, they often say that she started the first draft 
when she was 17. At any rate, her first novel was accepted for publication on a day that was 
important to her: the day she graduated from high school. The novel, which has sold millions of 
copies, made readers of many boys; she often gets letters that say, “I didn’t like to read, but 
then I read this book.” 
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How Do I Use Than and Then? 
 

“Than” is used in comparisons: better than, more than. 
 
“Then” is a time word: If this happens, then that will happen. 
 

• For a while, writers Ben Hecht and Charles MacArthur ran a movie studio in which they 
produced their own scripts. They had a policy of not responding to letters, instead hiring 
someone to burn their mail each day, unread. However, they did read a letter from a movie 
theater owner in Iron Mountain, Michigan, which was printed in the Exhibitors’ Herald, a movie 
trade magazine. The letter complained that the Hecht-MacArthur movie The Scoundrel was bad 
for business and annoying to the Iron Mountain movie-goers. Hecht and MacArthur spent all day 
composing an insulting letter, saying among other things that the citizens of Iron Mountain were 
so backward that they lived in trees. After mailing the letter, Hecht and MacArthur read the reply 
in the next issue of the Exhibitors’ Herald. The movie theater owner had written, “Messers 
Hecht and MacArthur, I have received your letter, framed it and hung it in the lobby of my 
theatre, where it is attracting a great deal more attention than did your motion picture.” 

 

• Playwright Charles MacArthur was rewriting a speech in his play The Front Page when 
producer Jed Harris walked in, looked over his shoulder at the writing, said “That’s no good,” 
then yanked the paper out of the typewriter. Mr. MacArthur let out a roar of rage and started for 
Mr. Harris, who ran for his life as Front Page co-writer Ben Hecht restrained Mr. MacArthur. 
Later, Mr. MacArthur and Mr. Hecht added this scene to their play. 

 
• Frank Sinatra spent money freely. A valet once brought him his car, and Frank asked him 

what had been the biggest tip he had ever received. The valet replied that it had been $100. Frank 
gave him a $200 tip, and then he asked the valet who had given him the $100 tip. The valet 
replied, “You did, sir. Last week.” Sammy Davis, Jr., imitated Frank’s free-spending ways, with 
the result that he met with an accountant, who advised him to cut down on his expenses or face 
financial ruin. The next day, Sammy sent the accountant a gift: a gold Cartier cigarette case 
inscribed, “Thanks for the advice.” 
 

• George Carlin’s mother, Mary, was a kind woman. When George was a child, he would 
sometimes talk her into having a meal at the Automat. While they were there, she would often 
see a man nursing a cup of coffee because he had nowhere to go, and she would give George a 
quarter—which bought a lot more then than it does now—to give to the man. George says, 
“She really did have a generous heart.” So did George, who used to be part of a comedy team 
with Jack Burns. (After they split up, Jack became very successful with Avery Schreiber.) One 
day, George and Jack were goofing around in a Chicago hotel when for some reason Jack threw 
a paperback out of the window. Suddenly, they remembered that Jack had put his pay in the 
paperback for safekeeping. They went to the window and watched twenties and fifties float down 
to the ground, knowing that the money would be long gone by the time they ran down the stairs 
and reached the street. A nice guy, George split his pay with Jack. 
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How Do I Use Their, There, and They’re? 
 

there = a place 
Ex: Put it over there. 
 

they’re = they are 
Ex: They’re in the car. 

 
their = possessive of “they” 

Ex: Their coats are in the closet. 
 

Note: We also use the word “there” in phrases such as this: “there were.” However, these phrases 
can be wordy: 
 

Wordy: There were three things that I had to remember. 
 
Not Wordy: I had to remember three things. 

 
• Groucho Marx was occasionally afraid of losing his stardom and his money. In his 

autobiography, Groucho and Me, he explains how this fear started. While working on a movie 
titled A Day at the Races, the director, Sam Wood, said to him, “Groucho, you see those women 
over there? Well, ten years ago, twelve of the fourteen were stars and earned fifteen hundred 
dollars a week and more. Today they’re extras, getting ten and a half dollars. Pity, isn’t it?” As 
soon as the day’s shooting was done, Groucho rushed to the phone, called his insurance agent, 
and bought an annuity to provide for his old age. 

 

• While filming the B horror movie Evil Dead in rural Tennessee, actor Bruce Campbell 
withdrew some money from a local bank, then realized that it smelled funny. He told the bank 
teller, “This money smells like dirt.” She wasn’t surprised, saying, “Makes sense. Folks around 
here still bury it in their backyard.” 

 
• Lieder singer Lotte Lehmann was frightened of Arturo Toscanini because of his reputation, 

and she found working with him a “fearful pleasure.” Still, shortly after singing for him for the 
first time, she was relieved to sing a few lieder for a Beethoven association. Before performing, 
she told a friend, “Oh, I feel so calm. An easy program, a nice appreciative audience, and no 
Toscanini there to be frightened of.” At that moment, she looked out at the audience—and saw 
Toscanini. 

 
• Some convicts are wise guys. In 1986, police in Green Bay, Wisconsin, placed an order for 

license plates for their unmarked police cars. Wisconsin convicts made the license plates, and on 
each license plate they put the initials “PD”—short for “Police Department.” Deputy Police 
Chief Robert Langan rejected the license plates and sent them back, saying, “They were a dead 
giveaway.” 
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How Do I Use To, Two, Too? 
 

“To” is used (among other uses) in infinitives: to walk, to talk. 
 
“Two” is a number: one, two, three. 
 
“Too” means “excessively” or “very”: too hot, too hard, too soft. It can also mean “also”—I’m 

going, too. 
 
 

• Walter Slezak was an actor—he played the part of the German submarine captain in Alfred 
Hitchcock’s Lifeboat. Because his father was the famous opera singer Leo Slezak, he was able to 
make his stage debut very early in life. At the Cologne Opera House, the director of the opera 
Lohengrin created a startling trick with perspective. At first, a boat carrying Lohengrin seemed 
far away, then it seemed very close to the audience. The trick worked through the use of two 
boats. The first boat was actually very small, and the Lohengrin seen in it was actually a child, 
wearing a fake beard to seem like the adult Lohengrin. The second boat was large and carried the 
adult tenor singing the part of Lohengrin. At one performance, the tiny but bearded Lohengrin 
was four-year-old Walter Slezak. 

 
• Mary Badham, who played Scout in the movie version of To Kill a Mockingbird, did not 

want filming to end, so on the last day of shooting the movie, she deliberately flubbed several 
takes. However, her mother finally told her to say the lines because if shooting took much 
longer, the Los Angeles traffic would be very bad. During the making of the movie, the child 
actors frequently made Gregory Peck a target of their water pistols, so when the last take was 
completed, he stepped away quickly and laughed as the lighting crew poured buckets of water on 
the child actors. By the way, Mary was feisty. She was a 9-year-old who was playing a younger 
child, and when someone told her that she was little for her age, she replied, “You’d be little, 
too, if you drank as much coffee as I do.” 

 
• Theodor Geisel, aka Dr. Seuss, disliked making the movie The 5,000 Fingers of Dr. T, and 

the critics hated it, but it did provide one happy memory for him. The movie featured 150 boy 
pianists, and one day the movie studio made the mistake of giving the boys’ weekly salary to the 
boys instead of to the boys’ parents or agents. The boys happily gorged themselves on way too 
many hot dogs and way too much other junk food, and then filming resumed. One boy vomited, 
and this caused a chain reaction, as one boy after another upchucked the results of a junk-food 
orgy. 
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 How Do I Use Who and Whom? 
 

Use “who” and “whom” to refer to people. “Who” is a subject. “Whom” is an object. 
 

Use “that” and “which” to refer to things. 
 

• Comedian Fred Allen once met a fan who told him that she had traveled to New York all 
the way from San Francisco to see him broadcast his radio program. Mr. Allen replied, 
“Madame, if I had only known you were coming all that way just to catch my little old show, the 
least I could have done was meet you halfway—say, about Omaha.” 

 
• Back when vaudeville was alive and well, Eddie Cantor and George Jessel were performing 

together. Mr. Cantor made an ad-lib that got a big laugh, and then Mr. Jessel made an ad-lib that 
got an even bigger laugh. Not knowing anything to say to get a bigger laugh than Mr. Jessel, Mr. 
Cantor took off a shoe and hit Mr. Jessel on the head with it. Upset, in part because of the huge 
laugh that Mr. Cantor had gotten by hitting him, Mr. Jessel started complaining to the audience, 
“Ladies and gentlemen, this so-called grown-up man, whom I have the misfortune to be working 
with, is so lacking in decorum, breeding, and intelligence, that when he was unable to think of a 
clever retort he had to descend to the lowest form of humor by taking off his shoe and striking 
me on the head. Only an insensitive oaf would sink so low.” Mr. Cantor had the perfect response 
to Mr. Jessel’s speech. He hit Mr. Jessel on the head with his shoe again. 

 
• British comedian David O’Doherty once performed in front of 40 people, 20 of whom were 

members of the Active Elderly Association, which meant that much of his audience were in their 
eighties. Unfortunately, his act was not meant for people in their eighties, so he was performing 
routines about iPhones and about spying on a naked lady doing aerobics when he was 12 years 
old. During intermission, he figured that all the old people would leave, but they were still 
present when he walked out for the second half of his act. He asked them, “Why are you still 
here?” One of the old people replied, “The bus doesn’t come to get us until 11.” He also used to 
do readings of children’s books in libraries. Ten minutes after he began reading one book, a 
small boy raised his hand and asked, “Does this get good soon?” Mr. O’Doherty says, “It was so 
profound. How many times—not just at a gig, but in a relationship or at a family get-together—
have you wanted to raise your hand and ask that?” 

 
• Sam Mayo was a British music-hall comedian who was popular for a time, but whose 

comedy fell out of favor and forced his retirement. After retiring, he used to stand outside of 
music halls listening to the applause given to other performers as tears ran down his cheeks. 

 
• Comedian Robin Williams earned great fame as Mork of the TV sitcom Mork and Mindy. 

Mork was an outer-space alien, and when Mr. Williams was asked at an audition to sit in a chair 
while in character as Mork, he did exactly that—and sat on his head. Fame really did come 
quickly. At an ice-skating rink, Mr. Williams stepped into a telephone booth to make a call. He 
was recognized by fans, who gawked at him through the glass. Mr. Williams says, “I felt like I 
was in the San Diego Zoo.” 
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How Do I Use Who and Whom? 
 

Use “who” and “whom” to refer to people. “Who” is a subject. “Whom” is an object. 
 

• Actress Jessica Lange has won two Oscars, and her advice to anyone who is nominated for 
an Oscar is to have a few words that you can say “just in case” you win. She also says that the 
best speech ever given by a winner was very short. Tommy Lee Jones said, “Thanks for all the 
work.” In Hollywood, getting work is very important. 

 
• Comedian Drew Carey sometimes has the persona of a very outspoken and sarcastic person, 

but he does good deeds. After the taping of an episode of Mr. Carey’s TV sitcom, The Drew 
Carey Show, a man in the audience refused to leave until he had spoken to Mr. Carey. Of course, 
celebrities sometimes attract weird—and dangerous—fans. However, after Mr. Carey learned 
that the man was a former Marine like himself, he talked to the man for approximately 90 
minutes. An unnamed source who spoke to Kathleen Tracy, author of Home Brewed: The Drew 
Carey Story, said, “It turns out the guy had just been discharged. He was depressed and was 
really having a hard time adjusting to life outside of the service. He didn’t know what his future 
held and felt aimless.” Mr. Carey had felt the same way, so he knew what the man was feeling—
and he was able to give him some encouraging words. In addition, Mr. Carey once organized a 
benefit for Antonio, an employee at the Improv, whose son had been shot and was racking up 
expensive medical bills. Another anonymous source who spoke to Ms. Tracy said, “Hardly 
anybody knew that Drew had done that, because it isn’t something he’d ever advertise. But that’s 
the kind of guy Drew is.” Antonio also is capable of great kindness. When Mr. Carey was a 
young comedian struggling to be successful, Antonio gave him free food. 

 
• Director Werner Herzog originally wanted Jason Robards to star in his movie Fitzcarraldo, 

in which a 340-ton steamship is carried over a mountain (the people involved in making the film 
actually did this) in the Peruvian rainforest, but Mr. Robards contracted amoebic dysentery and 
was unable to keep on filming the movie. Therefore, Mr. Herzog hired Klaus Kinski, whom 
critic Giles Harvey describes as an “incendiary, egomaniacal, tantrum-prone bull.” Of course, 
Mr. Kinski acted in such a way as to live up to Mr. Harvey’s description of him, and a Native 
American chief who had been hired for the movie told Mr. Herzog that he was more than willing 
to kill Mr. Kinski. Mr. Herzog declined the offer—which was appreciated. 

 
• Even big-time directors like Francis Ford Coppolo don’t have as much power as people 

tend to think they do. In 1997, he wanted to cast Johnny Depp—whom he regards as “one of the 
three greatest actors of his generation”—as the lead in The Rainmaker, but the movie studio 
would not let him do that because at the time Mr. Depp was not the major star that he is now. 
Therefore, Mr. Coppola had to tell him, “Listen, they absolutely forbid me to cast you in this.” 
Mr. Depp replied, “But we thought you were a god!” Mr. Coppola says, “A lot of people think 
that being a name director, you do absolutely what you want to do and only what you want to do. 
Maybe Steven Spielberg’s earned that right with his extraordinary career. But he would be the 
only one who has that type of power.” 
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How Do I Use Your And You’re? 
 

your = possessive form of you 
Ex: Your coat is in that closet. 
Ex: Your car is at the carwash. 

 
you’re = contraction of you are 

Ex: You’re standing in the rain. 
Ex: You’re an incredibly sensitive woman. 

 
 

• When she was a little girl, actress Samantha Morton attended drama club with other little 
kids. For one lesson, she was supposed to improvise a scene with another little girl. The two girls 
stood in front of the group, and the drama teacher whispered to little Samantha the theme of the 
improvisation: “The other girl’s stolen your hamster.” Samantha responded by improvising in 
her own way. She says, “I beat the crap out of this girl, and they didn’t ask me back.” 

 
• The day that Carey Mulligan, star of An Education, passed her driving test, three cars 

driven by paparazzi followed her. She tried to do such things as changing lanes to get rid of 
them, but she ended up driving into cul-de-sacs and making U-turns and getting lost. Eventually, 
she pulled over, and one of the paparazzi got out of his car and walked to her car and motioned 
for her to roll down her window. She did, and the paparazzo said, “We know where you’re 
going. We can’t take pictures of you there. But do you want us to show you how to get there?” 
She accepted his help—somewhat reluctantly—and he said, “Okay, I’ll show you where it is, 
and then we’ll leave you alone. Just follow me.” He led her to the place she was going—it was 
only two minutes away! Then next day, she went shopping and forgot to feed the parking meter-
—the same paparazzo fed the meter for her! 

 
• One problem that many actors have is acting in bad weather conditions of extreme heat or 

extreme cold, often at unpleasant times such as night or very early in the morning. In her acting, 
Laura Linney deals with industrial-strength issues such as death, illness and personal failure. 
However, she says, “You know what’s more difficult, what they don’t teach you in drama 
school? How to act at 4:30 in the morning in the freezing cold or boiling heat. That’s more 
challenging than any sort of emotional work. And it’s like childbirth. You forget about it once a 
movie’s finished and you’re on to the next.” While acting in the 2007 remake of 3:10 to Yuma, 
Russell Crowe ran into the problem of an unpleasant acting environment: “We were surrounded 
by four-and-a-half feet of snow doing scenes where we’re talking about the drought.” 
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Appendix B: Fair Use 
 

This communication uses information that I have downloaded and adapted from the WWW. I 
will not make a dime from it. The use of this information is consistent with fair use: 

§ 107. Limitations on exclusive rights: Fair use 
Release date: 2004-04-30 

Notwithstanding the provisions of sections 106 and 106A, the fair use of a 
copyrighted work, including such use by reproduction in copies or phonorecords or by 
any other means specified by that section, for purposes such as criticism, comment, news 
reporting, teaching (including multiple copies for classroom use), scholarship, or 
research, is not an infringement of copyright. In determining whether the use made of a 
work in any particular case is a fair use the factors to be considered shall include— 

(1) the purpose and character of the use, including whether such use is of a 
commercial nature or is for nonprofit educational purposes;  

(2) the nature of the copyrighted work;  
(3) the amount and substantiality of the portion used in relation to the copyrighted 

work as a whole; and  
(4) the effect of the use upon the potential market for or value of the copyrighted 

work.  
The fact that a work is unpublished shall not itself bar a finding of fair use if such 

finding is made upon consideration of all the above factors. 
Source of Fair Use information: 
<http://assembler.law.cornell.edu/uscode/html/uscode17/usc_sec_17_00000107——000-.html>. 
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Appendix C: About the Author 
It was a dark and stormy night. Suddenly a cry rang out, and on a hot summer night in 1954, 
Josephine, wife of Carl Bruce, gave birth to a boy — me. Unfortunately, this young married 
couple allowed Reuben Saturday, Josephine’s brother, to name their first-born. Reuben, aka “The 
Joker,” decided that Bruce was a nice name, so he decided to name me Bruce Bruce. I have gone 
by my middle name — David — ever since. 

Being named Bruce David Bruce hasn’t been all bad. Bank tellers remember me very quickly, so 
I don’t often have to show an ID. It can be fun in charades, also. When I was a counselor as a 
teenager at Camp Echoing Hills in Warsaw, Ohio, a fellow counselor gave the signs for “sounds 
like” and “two words,” then she pointed to a bruise on her leg twice. Bruise Bruise? Oh yeah, 
Bruce Bruce is the answer! 

Uncle Reuben, by the way, gave me a haircut when I was in kindergarten. He cut my hair short 
and shaved a small bald spot on the back of my head. My mother wouldn’t let me go to school 
until the bald spot grew out again. 

Of all my brothers and sisters (six in all), I am the only transplant to Athens, Ohio. I was born in 
Newark, Ohio, and have lived all around Southeastern Ohio. However, I moved to Athens to go 
to Ohio University and have never left.  

At Ohio U, I never could make up my mind whether to major in English or Philosophy, so I got a 
bachelor’s degree with a double major in both areas, then I added a Master of Arts degree in 
English and a Master of Arts degree in Philosophy. Yes, I have my MAMA degree. 

Currently, and for a long time to come (I eat fruits and veggies), I am spending my retirement 
writing books such as Nadia Comaneci: Perfect 10, The Funniest People in Dance, Homer’s 
Iliad: A Retelling in Prose, and William Shakespeare’s Othello: A Retelling in Prose. 

By the way, my sister Brenda Kennedy writes romances such as A New Beginning and Shattered 
Dreams.  
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Appendix D: Some Books by David Bruce 
Retellings of Classic Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  

Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of Smyrna’s Posthomerica 

George Peele: Five Plays Retold in Modern English 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A Retelling 

George’s Peele’s Edward I: A Retelling 
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George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 

John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in Prose  
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William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  

William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  

William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  
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William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 

Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 
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The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 

The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 
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Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 

Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

Author: Philosophy for the Masses Series 

Philosophy for the Masses: Interesting Philosophical Arguments About Ethics  

Philosophy for the Masses: Interesting Philosophical Arguments About Metaphysics and More  

Philosophy for the Masses: Interesting Philosophical Arguments About Religion 

Author: Additional Free Downloads for Teachers & Students 

Free Mark Twain Anecdotes: Large Print Edition 

How to Manage Your Money: A Guide for the Non-Rich 

How Do I Write a Resume, List of References, and Cover Letter? 

How Can I Write My Own Anecdote Books? 

How Do I Write Humor and Satire? 

Teaching Problem-Solving: A Fun Activity 
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Class Exercise: Making an Argument About School Uniforms 

Composition Project: Writing an Argument Paper with Research 

Composition Project: Writing an Autobiographical Essay 

Composition Project: Writing an Employee Manual  

Composition Project: Writing an Evaluation or Review 

Composition Project: Writing a Hero-of-Human-Rights Profile 

Composition Project: Writing a Manual 

Composition Project: Writing a Media Opinion Essay 

Composition Project: Writing an On-the-Job-Writing Interview Report 

Composition Project: Writing a Famous-Plagiarist Report 

Composition Project: Writing a Problem-Solving Letter 

Composition Project: Writing a Progress Report 

Composition Project: Writing a Proposal for a Long Project 

Composition Project: Writing a Research Paper 

Composition Project: Writing a Resume, List of References, and Job-Application Letter 

Composition Project: Writing a Set of Instructions 

Free Writing Handouts 

Free Writing Handouts with Anecdotes 

Free Writing Handouts with Anecdotes, Volume 2 

Free Writing Handouts with Anecdotes, Volume 3 

Writing Tips: How to Write Easier and Better 

How to Teach the Autobiographical Essay Composition Project in 9 Classes 

How to Teach the Manual Project in 8 Classes 

How to Teach the Set of Instructions Project in 8 Classes 

Academic Writing 

Bruce, David. “Teaching Problem-Solving Through Scenarios.” Classroom Notes Plus: A Quarterly of Teaching 
Ideas. April 2004. 

Bruce, Bruce David, David Stewart, and H. Gene Blocker. Instructor’s Manual and Test Bank for Stewart and 
Blocker’s Fundamentals of Philosophy, 5th edition. Upper Saddle River, New Jersey: Prentice Hall, 2001. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About Philosophy, 8th edition. 
Upper Saddle River, New Jersey: Prentice Hall, 2000. 

Bruce, Bruce David, and Michael Vengrin. Study Guide for Robert Paul Wolff’s About Philosophy, 7th edition. 
Upper Saddle River, New Jersey: Prentice Hall, 1998. 

Bruce, Bruce David. Study Guide for David Stewart and H. Gene Blocker’s Fundamentals of Philosophy, 4th 
edition. Upper Saddle River, New Jersey: Prentice Hall, 1996. 
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Humorous Quizzes 

Bruce, David. “Quarterly Quiz.” The Opera Quarterly. Vol. 21. No. 2. Spring 2005. 

Bruce, David. “Quarterly Quiz: Tenors.” The Opera Quarterly. Vol. 20. No. 4. Autumn 2004. 

Bruce, David. “Quarterly Quiz: Sopranos.” The Opera Quarterly. Vol. 20. No. 3. Summer 2004. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 52:1. No. 252. Spring 2002. 

Bruce, David. “Quarterly Quiz: More Singer Anecdotes.” The Opera Quarterly. Vol. 18. No. 1. Winter 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. February 2002. 

Bruce, David. “Mystery Quiz.” International Gymnast. November 2001. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 51:1/2. Nos. 248-249. Spring/Summer 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. June/July 2001. 

Bruce, David. “Mystery Quiz.” International Gymnast. March 2001. 

Bruce, David. “Quarterly Singer Quiz.” The Opera Quarterly. Vol. 16. No. 4. Autumn 2000. 

Bruce, David. “Shakespeare Quiz.” The Shakespeare Newsletter. 50:1. No. 244. Spring 2000. 

Bruce, David. “Dancer Quiz.” Attitude: The Dancers’ Magazine. Vol. 14, No. 3. Fall/Winter 1999. 
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Introduction 

 
Welcome and congratulations on joining to Bright Light’s Minigolf team!  Bright Light’s 

Minigolf is extremely excited for you to be an addition to our team.  This employee manual will 

help you understand how things run in the store, and will help you adjust to the policies and 

procedures efficiently and easily.  As you continue to work here, the policies and procedures will 

become second nature and this manual is here to help you get started.  

The Bright Light’s Employee Manual will help new employees learn the policies and the 

procedures of Bright Light’s Minigolf.  Also, this manual may be used by current employees for 

any questions about procedures, rules, and/or policies. 

Reading this manual has many benefits.  First, this Employee manual will help you 

become familiar more quickly with policies and procedures.  This will make you feel like you fit 

in better with the team members, you will feel more comfortable at work, and you will work 

more efficiently.  Secondly, reading this manual will help you know procedures more quickly, 

and that will extremely impress the owners and managers. 

Bright Light’s Minigolf takes pride in our great customer satisfaction.  This is our most 

important goal.  Our job is to make sure all customers get onto the course quickly, safely, and 

ensure enjoyment of the minigolf experience. 

The Bright Light’s Employee Manual will inform you about the company’s policies, 

procedures, and on-the-job etiquette.  On the next page there is background information about 

the start of Bright Light’s Minigolf. 
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The History of Bright Light’s Minigolf 

 
Bright Light’s Minigolf was opened to the public on March 3, 2005.  This success was 

started by the Smith family.  The owners’ and managers’ names are Sue Smith, Joe Smith (head 

owner/manager), and Carla Smith.  The family was on vacation in the West when they came 

across an indoor, glow-in the-dark minigolf course, and they thought to themselves how Ohio 

needed a place just like this. 

Bright Light’s Minigolf is a fun activity that is available all year round.  The course 

consists of four adventures, and all customers go through each theme.  First, customers 

experience the mystery of the “Under-the-Sea,” then travel through the depths of the “Jungle,” 

then blast into “Outer Space,” and finally end in the cool and beautiful “Ice Age.” 

Families, adults, children, first dates, and even older adults all come to Bright Light’s to 

gain a memorable experience.  Bright Light’s Minigolf is a great place to beat the heat or escape 

the cold.  The artwork is beautiful and vibrant with the glow-in the-dark colors, and customers 

can’t resist exploring and enjoying the environment.  Children love the kid-friendly animal 

props, such as the gorilla and the dolphin, and also love trying to find the mascot, “Frankie, the 

lightning bug” which is hidden in all four themes.  Grandparents and parents get the satisfaction 

of enjoyment for themselves as well as for the children. 
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Policies 

 

Dress Code: 
Appropriate dress for Bright Light’s Minigolf is casual.  All employees are to wear a 

glow-in the-dark “Bright Light’s” t-shirt.  Bottoms may include sweatpants, jeans, shorts that are 

long enough to reach to finger-tip length, and Capris.  Jean shorts and Sophie cheer shorts are not 

to be worn.  Bright Light’s is known for the laid-back atmosphere, but if bottoms are too short, 

you will be sent home to change with unpaid time.  Employees may wear jackets or zip-up 

hooded jackets, as long as the “Bright Light’s” logo on the t-shirt is showing.  No employee shall 

wear a hooded sweatshirt unless it is a Bright-Light’s-provided hooded sweatshirt.  

 

Clocking-In and Clocking-Out: 
The clocking-in and clocking-out machine can be found in the back office, and time cards 

are to the right of the machine.  To fill-out the time card, first, write your name, and write the 

date of the week ending at the top of the time card.  You must clock-in on time.  If you clock-in 

or clock-out late or early, you must send an e-mail to Joe Smith explaining the reason. Joe 

Smith’s email address is JS3305@yahoo.com   

Employees who are working on register and front desk shift should clock-in 15 minutes 

before scheduled time.  This is to ensure enough time to start and count the money in the 

register.  For example, if you are working the night shift 4:00-9:00 p.m. you should clock-in at 

3:45 p.m.  Exceptions to the 15-minute clock-in rule are for the opener shift which is half hour 

early and assist front shifts which are scheduled for the exact time.  An example would be, you 

are scheduled to open the store, and the store opens at 10:00 a.m.; you should clock-in at 9:30 

a.m.  Assist front shifts help customers get clubs and ball, and get them onto the course.  If an 

employee is scheduled to work assist front from 3-8 p.m., then that employee should clock-in at 

exactly 3:00 p.m. 

Employees who are scheduled to close should take 15-30 minutes to close the store.  The 

first closer should count the register and leave money for next day shift and should clock-out 

approximately 15-20 minutes after their start of closing.  The employee who is to completely 

close the store, as in lock-up the store should take 30 minutes.  This is because this employee is 
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to vacuum and call the owners with the final numbers of the day.  This procedure will be 

explained more in depth under the closing procedures. 

 

Breaks: 
Breaks are very lenient and flexible.  Breaks may last 15-20 minutes depending on 

business of store and whether others are working with you.  On weekends, there will be more 

than one person working.  One person may go on break at a time, and there should always be 

someone at the front desk assisting customers.  You may bring food back for others, and eat at 

the front desk with other employees.  If you are working alone, typically this happens during the 

weekdays; leave a sign on front door explaining you will be back in 10 minutes and sorry for the 

inconvenience.  Turn off the music, and lock the front doors.  Employees may take their breaks 

at anytime as pleased.  Breaks may not be taken during shift change, should not be taken when 

customers are on the course, and should not be taken when store is busy. 

 

Calling Off Work: 
The owners/managers are very generous and understanding of employees’ busy lives.  In 

the office, above the clock-in/out machine, hangs a calendar for the month and a two-week 

request off sheet.  If you need time off work, write your name and the reason you need off for 

that day.  You will likely get that day you request off. If on the calendar it says “NO REQUESTS 

OFF,” you may not have that day off.  If it is an emergency call a manager.  If you experience a 

last minute notice of needing a day off, call a manager immediately.  If you are scheduled for 

that day you need off, find another employee to take your shift, and then call a manager to get 

this switch approved. 

 

Pay Policy: 
Employees will be paid every two weeks.  The owners must review the check, sign it, and 

put it in an envelope with the employee’s name on it.  An employee who is scheduled to work 

will call other employees when checks are ready for pick-up.  The check will not be given out to 

anyone other than the employee for whom it is for.  Employees are paid minimum wage, which 

is $7.50. 
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Phone Use: 
Bright Light’s has a phone that is to be used for business, and quick, emergency personal 

calls only.  No employee shall be using the phone for fun, personal use.  Use the company phone 

to answer customer phone calls, book birthday parties, confirm birthday party dates, promo 

parties, and pizza orders.  Bright Light’s Minigolf has a strict “No Cell Phone Use 

Policy.”  Employees are to keep cell phones off, and be put away at all times.  If you need to 

check/use your cell phone, check it or use it on your break.  Never be on a cell phone when 

customers are in the store.  

 

Greeting Customers: 
When customers enter the store, give them a second to look around.  Please greet 

customers with this saying, “Hi, welcome to Bright Light’s. How can I help you? ” If customers 

are there to play minigolf, ask them, “How many are in your group?”  Do not ask how many are 

playing.  This will reduce business and give customers the option not to play.  We like to get as 

much business as possible. 
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Procedures 
 

How to Open Bright Light’s Minigolf: 
 
1. Unlock the front door and enter the store. 
 
2. Immediately lock door behind you. 
 
3. Go to front desk and turn on computer. 
 
Note:  Monitor power/on button is on bottom right of screen.  The computer is in the desk and 
the power/on button is in the center of the computer system. 
 
4. Go into the desk drawer and grab the keys connected to the key chain.  Keep these with you 
the entire time until opening procedure is complete. 
 
5. Walk to the back office which is located in the party room on the left, unlock the door with the 
key marked with a green sticker, and clock-in.  Once in office, the clock-in 
machine is straight in front of you. 
 
Warning:  The store will be very dark.  It is wise to take a flashlight which is located behind the 
registers on the front desk! 
 
6. Grab a clock-in sheet on your right, fill in your name, fill in the date and punch in clock time. 
 
7. Lock office door after clocking in.  
 
Note:  Double-check that the office door is locked.  This is very important. 
 
8. Turn on the outdoor Bright Light’s Minigolf sign.  The switch is #19 in the breaker box. The 
breaker box is located next to the exit door in party room on the left. 
 
9. Turn on party room lights.  The light switch is located next to the breaker box on the 
right. 
 
10.Turn on black lights for Outer Space, Under-the-Sea, and Ice Age. 
 
Note:  Outer Space light switch is located behind the alien rocks by hole 10.  Under-the-Sea light 
switch is located on the right side of the store by hole 5.  This light switch also powers the 
Jungle.  Ice Age light switch is located the left of the store by the end of hole 17.  You should be 
able to distinguish the areas by the artwork. 
 
11. Come back to the front desk and begin to log onto the desktop. 
 
Continued on next page. 
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12. Click Bright Light’s and enter password. 
 
Note:  The password is private and should have been given to you before opening.  If you forget 
password or can’t log in properly, call a manager (555-555-555). 
 
13. Log onto the Yahoo mail by typing in username and password.  Username and 
password should be given to you before opening. 
 
14. Check e-mail for birthday party requests and birthday parties that may be happening 
that day. 
 
Note:  If there is a birthday party request, write down contact information, and check the date of 
the requested party; if it is available, call and book party.  If there is a scheduled party for today, 
call and confirm pizza orders for time of the party. 
 
Starting the Register: 
 
1. Punch in your personal code.  This should be numbers only.  Example:  007. 
 
2. Hit CLERK right after the personal number code is punched. 
 
3. Grab a Mid Day/Nightshift Close Sheet.  This is located on the right side of the 
register. 
 
4. Circle Mid Day Close, then fill out your name, and write the date.  See Figure 1. 
 
Figure 1: 

Mid Day/Nightshift Close Sheet (Circle one) 
Name: 
Date: 

 
5. Count the $10, $5, and $1 bills.  Put the total by “Starting Drawer.”  See Figure 2. 
 
Note:  This line can be found on the Mid Day Close/Nightshift Close Sheet in the middle on the 
right. 
 
Figure 2: 

Starting Drawer: __________ 
 
Continued on next page. 
 



 8 
 

6. Count the change.  Fill in your amounts under “Starting Change.”  See Figure 3. 
 
Figure 3: 

Starting Change: 
 1.00:__________ 
 .50:___________ 
 .25:___________ 
 .10:___________ 
 .05:___________ 
 .01:___________ 

Total:_________ 
 
7. Close register when finished counting all money. 

 
8. Turn on MP3 and plug into charger. 
 
Note:  MP3 should be on shuffle for all songs! 
 
9. Turn on power stereo system so music can play on surround sound speakers. 
 
Note:  This power stereo system is located behind on the front desk on the small table.  Power 
button is on the far left of the machine. 
 
10. Go to the computer and check the time.  Wait for it to be 5 minutes until opening 
 (10:00 a.m.) and open front doors. 
 
11. Carry-out both signs (located near the coat hooks on the right of the front doors) and 
put them on the right side of the Frankie the Firefly statue. 
 
12. Go to the outdoor cabinet and unlock the doors. 
 
13. Turn on cabinet light.  The plug is behind the tie-dyed sheet and the cord is on the 
bottom of the shelf.  
 
You have finished your opening procedure! 
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How to Ring-up Customers 
 
1. Ask the customer, “How many are in your group?” 
 
Note:  Adult customers are considered ages 11 years old and up, and pay $7 each.  Children are 
considered 10 years old and younger, and pay $5 each.  Children who are two years and younger 
play for free.  Senior citizens are 60 years old and older, and also pay $5 each. 
 
2. Hit the ADULT button each time on the register for the number of adults playing.  Hit 
the CHILD button for the number of children playing.  Hit SENIOR for the number of 
senior citizens playing. 
 
3. Hit SUBTOTAL W/ TAX button when all players have been rung up.  There is no tax 
on golf.  This button just gives the total amount the customer has to play. 
 
4. Press the amount of money the customer gives you on the number keys on the 
register. 
 
5. Hit AMOUNT TEND after the amounts have been pressed in.  This will open the 
register. 
 
6. Put the money in the register and give the customer any change if necessary. 
 
7. Assist customers to their left to get them set up for minigolf. 
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How to Close Bright Light’s Minigolf 
 
1. Get multi-purpose keys from front desk drawer.  The closing procedure may begin 
early when store is not busy or no customers are playing.  You must call a manager 
to get permission to close early.  Keep multi-purpose keys with you until closing 
procedure is complete. 
 
2. Turn off outside cabinet, and bring in the two signs.  This can be done five minutes 
early of closing time.  Shut one of the two doors.  
 
Note:  Weekday closing time follows mall hours which is 9:00 p.m.  Weekends, Bright Light’s 
may stay open as late as 10:00 p.m.  This is the discretion of managers.  When store is not busy, 
employees may be able to start the closing procedure early.  Call a manager to get permission to 
close early. 
 
3. Once the computer clock strikes 9:00 p.m., take the multi-purpose keys and lock 
front doors. 
 
4.Turn off MP3 player. 
 
5. Hit NO SALE button on register, and count your change and charges. 
 
6. Count change bin and fill-in “Your Change.”  See Figure 4. 
 
Figure 4: 
 Your Change: 
 1.00:__________ 
 .50:___________ 
 .25:___________ 
 .10:___________ 
 .05:___________ 
 .01:___________ 
 Total:_________ 
 
7. Count Charges.  Put the amount under “Charges –My Total.”  See Figure 5. 
 
Figure 5: 
 Charges: 
 My Total:___________ 
 
8. Shut register drawer. 
 
9. Turn register key to “X” on register.  Continue to turn key all the way to “Z” marked on 
register. 
 
Continued on next page. 
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10. Cut the “Z” report from the rest of the roll tape.  Roll the receipt tape tightly, use a 
small piece of tape, put your initials and date the receipt tape. 
 
11. Grab two small blue bags.  Put all cash money, charges, rolled receipt tape, and “Z” 
report into one blue bag.  Go to the back office. 

 
Reminder:  Take multi-purpose keys and walk to the back office. 
 
12. Open back office and go to the small desk on the left.  Sit down and begin to start 
the closing procedure. 
 
 
13. Count all cash from register drawer.  Fill-in the amount of each bill under “Cash.” 
See Figure 6. 
 
Figure 6: 
 Cash: 
 100’s:___________ 
 50’s:___________ 
 20’s:___________ 
 10’s:___________ 
 5’s:___________ 
 1’s:___________ 
 My Total:____________ 
 
Note:  This section on the closing sheet can be found on the far left below the Name, Date, and 
Midday/Close Sheet. 
 
14. Look at the “Z” report that you cut from your receipt tape.  Put the amount stated 
from the report under “Z Report Totals.”  See Figure 7. 
 
Figure 7: 

Z Report Totals: 
Cash: ________ 
Charge:_______ 
Check:________ 
Z Net:________ 

 
Note:  Put a cross through “Check.”  We do not accept checks of any kind, therefore, “Check” 
should always be blank.  You “Z Charges” should be the same as “My Total Charges.” 
 
Continued on next page. 



 12 
 

15. Subtract “My Total” from “Starting Drawer.”  The “Starting Drawer” amount should 
be from when you started your shift and did the opening procedure of starting your 
register.  Put the subtracted amount under “MY TOTALS – Drawer.”  See Figure 8. 
 
Figure 8: 
 My Totals: 
 -Drawer:_______ 
 
16. Keep this number as a running total.  Continue to put the amount under “+ Pizza,” 
unless you paid for a pizza because of a birthday party, add the amount you paid for 
pizza to your “-Drawer” total and put the new total.  See Figure 9. 
 
Figure 9: 
 + Pizza:_________ 
 
17. Add your charges to the “+Pizza” amount and put the new running total.  See Figure 
10. 
 
Figure 10: 
 +Charges:___________ 
 
18. Continue the new running total and add the “+Charges” to “+Check.”  There should 
be no adding of a check number.  See Figure 11. 
 
Figure 11: 
 +Check:____________ 
 
19. Put your total from “+Check” on the line “My Net.”  This net should be the same as 
 “Z-Report Net.”  See Figure 12. 
 
Figure 12: 
 My Net:____________ 

 
Note:  If your net doesn’t match with the Z-Report net, repeat steps 6-20. 
 
20. Put excess $100’s, $50’s, $20’s, $10’s, $5’s, and $1’s into one blue bag with receipt 
tape, Z-Report, and coupons. 
 
Note: You should leave $70 each of 10’s, 5’s and 1’s on weekdays, and $100 each on weekends 
for the tomorrow’s shift.  Put this money in the other blue bag. 

 
21. Zip blue bag with the excess cash, and drop it into safe on your left. 
 
22. Take the other blue bag with tomorrow’s money. 
 
Continued on next page. 
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23. Take your time card and clock-out. 
 
24. Lock office door behind you. 
 
25. Walk to the front desk and put tomorrow’s shift money back in register. 
 
26. Walk to the exit door in the back store. 
 
27. Go to the breaker box and turn off Bright Light’s Minigolf sign.  The breaker number is 
#19. 
 
28. Exit out the back door and check behind you that the door shuts completely. 
 
You have finished the closing procedure! 
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Conclusion 
Congratulations!  You have finished reading everything you need to know about how 

things are done at Bright Light’s Minigolf.  You should have learned that customer satisfaction is 

our number-one priority, how to open and close the store, how to ring up customers, and what 

the policies are. Dress code for employees is casual, but those who refuse to follow the rules will 

be sent home to change, and will be unpaid until they return.  Breaks and calling-off are just as 

lenient and flexible and the owners/managers really try to work with your schedule.  If you have 

any questions, please see Appendix A: Important Company Phone Numbers. 
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Appendix: Important Company Phone Numbers 

 
Owners: 

 
1. Joe Smith (555-555-5555, cell) 
 
2. Sue Smith (666-666-6666, cell) 
 
3. Carla Smith (777-777-7777, cell) 
 

Current Employees: 
 

1. Lauren McFadden (888-888-8888, cell) 
 
2. Sarah B. (999-999-9999, cell) 
 
3. Dominic J. (111-111-1111, cell) 
 
4. Michael M. (222-222-2222, cell)  
 
5. Michelle S. (333-333-3333, cell) 

 


