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INTRODUCTION
In the days of the typewriter office, workplace writing often required someone to dictate
the text of a document, someone to write it down in shorthand, and someone to type the
document from the shorthand notes. Then it would go back to the dictator for a
signature. The process might take a couple of days. Today, you are most likely to write
your own workplace documents on a computer, usually to meet an immediate deadline.
However, even with sophisticated technology a document is only as good as the text—
and its success depends on its readers’ response.
Workplace writing has one vital rule: The writer’s job is to make the reader’s job effortless.
Otherwise your reader may abandon your written document to do something else that
seems more important, or simply more understandable. Anything that distracts from the
message is an imposition on the reader’s time and tolerance.
Your writing and speech must be clear and accurate: free of errors and stylistic flaws.
Such problems slow down reading speed, distract from the content of your message,
and confuse the reader’s understanding. Your writing must also have reliable content—
very often your readers will spend money because of what you tell them, so it must be
factually accurate and logically argued.
Workplace Writing and Speech will help you
• write clearly
• research thoroughly
• organize information coherently
• produce the documents that will help your reader understand your information
or argument, whether on paper or on a computer screen
• present information orally and through electronic media like PowerPoint and the
Web.
This book should also help you to communicate interactively. Fifty years ago, people
thought of communication as a one—way street: The writer or speaker had a message
that was supposed to go to a passive reader or listener, who would then do what the
message asked.
This “instrumentalist” theory of communication is still widely believed. When you hear
phrases like “targeting consumers,” “delivering the message,” or “getting the idea
across,” you know you’re dealing with someone who’s using a message as a tool, or
instrument, for getting others to do what he wants.
Instrumental communication makes sense when the reader or listener can’t easily
respond. That’s the case in most print media like books or newspapers. But computer
communication, whether email or Web text, work on a different model.
In “constructivist” communication, writer and reader keep changing roles. The writer
sends an email and gets an answer in minutes. That answer influences the writer’s next

viii
message, which in turn influences the next response. Neither side knows quite where
the exchange will go; both are “construing” the meaning of their conversation. If
instrumental communication says: “Do what I say,” constructivist communication says:
“Is this what you want?”
In the 21st-century workplace, you will write in both models. Some of your documents
will inform, but will not require a response. Other documents will be pointless if they
don’t inspire a response. In both models, you will need to think very hard about your
audience. Whether you’re writing to impress a single potential employer, or to attract
thousands of visitors to your store, you must be able to put yourself in your reader’s
shoes and to tailor your message to meet your reader’s needs. If you fail to do so, no
amount of technical correctness in grammar or letter format will compensate.
Your ability to communicate will be your greatest professional asset. It will also make
your work challenging, effective, and more enjoyable. We hope that Writing at Work
will help you develop that ability.
Crawford Kilian
Leslie Savage
Azza Sedky
Martin Wittman
North Vancouver, July 2007.
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CHAPTER ONE: COMMUNICATING INTERPERSONALLY AT WORK
Innovations in the tools we use to communicate have changed the way we deal with one
another at work. These changes are immense, with social consequences we try to assess
as we move through them.
Digitized phone messages (sometimes sent over the Internet) have changed our social
and business habits. We no longer expect a real person to pick up the phone, and
sometimes voice mail substitutes for real-time conversation.
Presentation has changed as much as conversation has. In presentations, meetings and
casual workplace exchanges, the computer screen and presentation software often take
the place of paper, slides, chalkboards and other traditional visual aids.
How you speak, whether in conversation or presentation, is critical in workplace
communications. This chapter suggests ways to make your workplace speech as
effective as possible.
Throughout this book, the emphasis is on interactive communications. That means that the
speaker or writer pays attention to the audience, seeks feedback, and tries to consider
the way the listener or reader will understand the content of the communication. Thus
the last section in this chapter addresses responses: how do you give feedback to the
speaker or reader in a workplace that demands both honesty and critical or evaluative
content?
The best advice we can give to someone starting out in a new workplace, however, is to
listen. Communication styles differ from one workplace to another, and your job may be
in part to fit in. On the other hand, you may have been hired because of your education
or training, and in that case it may be part of your job to introduce new ways of
speaking and writing to your colleagues.
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1.1 TELEPHONE COMMUNICATION
Knowing how to use the telephone properly plays a crucial part in workplace
communication. People constantly make decisions about you and the organization you
present every time you make or receive a phone call. A muffled, unclear, or curt
message is costly.
For the same reason, when you receive a phone call, you need to be polite, helpful, and
professional. Remember that while speaking face to face with someone, your facial
expressions, gestures, and moving lips complement your spoken words and help to get
your message across faster and more accurately. However, this is not the case while
talking to someone on the phone.
How to project a professional image while using the telephone
Making a telephone call
• Speak clearly.
• State your name and workplace slowly. If your name is uncommon, spell it out.
“Hello, my name is Azza— a, z, z, a— and I’m calling from Capilano College.”
• If the call is to someone within your organization, state your department—
especially if the person doesn’t know you, or several people have a name like
yours.
• Ask questions tactfully. Ask for information politely and positively.
• Get to the point. Neither you nor the person you are calling has the time for
digression and long-winded discussions.
• If the person you are calling is not available, leave a clear message that the
receiver is able to act upon.
Answering a telephone call
• Say your name slowly.
• Start by saying, “How may I help you?” It is a signal to the speaker to start the
conversation and a subtle way to get the conversation going.
• Listen attentively.
• Take notes. Don’t rely on your memory.
• Repeat to the caller what you heard for clarification
• Be sure you get the exact information: the person’s name, the exact spelling of
name, the information needed, etc.
Voicemail
Voicemail takes messages for you while you are on another call or away from the phone.
It is convenient and handy. But we all dislike voicemail messages that confuse us or
keep us from achieving our goals.

Voicemail greeting
• Keep it short.
• If you change messages daily, then don’t skip a day. It is quite frustrating to
listen to an old message that says you’ll be out of town “last week,” but it does
not mention this week.
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For unchanging, permanent messages, you can keep it general: “This is Azza
Sedky, in the Communications Department at Capilano College. I’m unable to
take your call right now, but if you leave your name, number, and a brief
message, I’ll get back to you as soon as possible.” You can also make yourself
more approachable: “This is Crawford Kilian in the Communications
Department; I’m glad you called, and I’m sorry I missed you. Please leave your
name and number, and I’ll call you as soon as I can.”
“I’m on the other line,” “I’m in a meeting,” or “I’ve just stepped out of the office
for a few minutes” may work against you, especially if the call is made, say, later
in the day. Some callers don’t appreciate hearing: “You’ve reached Joe Doakes,”
when they obviously haven’t—they’ve just reached your voice mail.

When you are the caller
• When you leave a voicemail message for someone, make it clear and concise. The
person listening to your message must receive brief information that can be acted
upon immediately and with no complications.
• Speak clearly and briefly. No one can act upon a garbled message.
• Be prepared! Know why you are calling and what your message is. Deliver it
carefully and in full.
• Speak slowly, especially if the receiver will need to write; for example, a
telephone number, an address. No one enjoys replaying a message several times.
Repeat your phone number.
• Explain what action you want the receiver to take: return your call, send you
information, etc.
When you are the receiver:
• Pick up your messages as often as possible.
• Respond promptly. Many people use voice mail to screen calls. While it’s often
necessary and sensible to answer calls in order of importance to your immediate
goals, remember that every call is important to the person who leaves the
message. It is discourteous to leave calls unanswered.
At the switchboard
Though the role of the switchboard is diminishing with voice mail, some organizations
still maintain a switchboard to direct calls.
• Speak clearly.
• State the workplace: “Graphic Design Associates.”
• Be polite.
• Direct the caller. “How may I direct your call?”
• Be helpful. Assist the person calling.
• If you have to put the caller on hold, check back every minute.
Compare the above information to this exchange, which wastes time and conveys a very
unprofessional attitude to the caller:
“Hello.”
“Hello. Is that Graphic Design Associates?”
“Yes. Who is this?”
“Jack Smith.”
“Yes?”
“May I speak with Hugh Freeman, please?”
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“Okay.”

Here’s a more effective exchange:
“Travelnet Limited, Judy speaking. How may I direct your call?”
“Jack McNicol, please.”
“I’m sorry; Mr. McNicol is out of the office. May I give you his voice mail?”
“No, thanks. I need help now. Is Carol Sawchuk available?”
“Certainly. One moment, and I’ll transfer your call.”

Websites on office communication:
Enhancing Telephone Communication in the Dental Office (requires Adobe Acrobat
Reader)
http://www.thejcdp.com/issue001/jensen/jensen.pdf
Providing Effective Telephone Service
http://www.bgsu.edu/colleges/library/nsetp/phone/ph_intro.html
Office Communication (requires PowerPoint)
http://www.nie.edu.sg/hsse/tey/eaa/resource/Commun.htm
Good Business Begins with Good Phone Skills
http://www.bpic.co.uk/articles/phone_skills.htm

5
1.2 MAKING A PRESENTATION
Before you begin: Thoughts on public speaking
One of your first rights as a human being is to speak freely. However, as much as you
want to expand the boundaries of your rights, your ethical standards need to expand
too.
As a speaker you have great power to affect others. What you say may change how
people think and how they act. You may influence their approach, attitude, and beliefs.
In addition, the topic you choose to speak on and the argument you present may have a
moral impact. You therefore have an obligation to consider the implications of what you
say. You may be confronted with moral questions while planning your speech, and you
will have to think carefully which approach to take.
Say you were preparing a persuasive speech opposing a government policy that you
sincerely believe would harm your organization and those it serves. Would you
exaggerate or magnify the harm done by the policy in order to achieve the objective you
are aiming at, which in itself is a moral one? Is this ethical?
As a listener you owe the speaker your undivided attention. By the mere act of speaking,
the speaker is offering opinion and views on matters of importance, and your role is to
listen carefully and intently to what is being said.
Here are some guidelines for the speaker and the listener:
If you are the speaker
• Respect your listeners. Understand their point of view and where they are
coming from. You may not agree with what they believe in, but you need to
respect it.
• Respect your audience’s intelligence. Avoid talking down to your audience.
• Respect your listeners’ background and cultural difference. Be tolerant and
sensitive to diversity.
• Respect the audience’s time. If you have an audience of approximately 20
persons and these 20 persons gave you each 15 minutes of their time, then you
are using up 300 minutes of collective time. Imagine if you have an audience of
300 attendees! Use the time wisely.
• Respect the topic you choose you discuss. Presumably, your topic is dear to your
heart and important to you. Still, do not rely on your views solely. Avoid
guessing or relying on hearsay; research the topic and support your ideas.
Include up—to—date information and what renowned authors have recently
said about this issue.
• Respect those you quote. Quoting out of context is deceptive. And plagiarism is
deceptive too, so give credit where it’s due.
• Respect the feedback you are given and the listeners’ questions. Questions show
that the listeners are interested and want to know more about the topic.
When you are the listener
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Be an active listener. We hear many things voluntarily, but we choose to listen
carefully.
Be patient. Give the speaker a chance to present the topic. Withhold judgment
until the speaker finishes the presentation.
Be supportive and respectful towards your speaker. Sit upright, avoid slouching
(and yawning), maintain eye contact, and show real interest. This in turn will
improve the speaker’s presentation.
Give useful feedback if asked to do so. A tiptoe or whitewash evaluation is not
very useful because it is not constructive. Learn to cushion evaluation with
praise.

Preparing your talk
When you give a talk in public, whether on your own or as part of a panel, your
presentation should be a solid, effective speech that entertains as well as informs.
Increasingly, this will include audiovisual enhancement prepared or presented with
electronic tools.
Your opening should tell your audience what you intend to talk about; the core of the
talk should expand and develop the ideas of the opening; the conclusion should
summarize what you’ve discussed, and perhaps deal with its implications. Consider the
following key aspects of your presentation:
Organization
• Find an opening hook, or what is called an attention—getter, to interest listeners:
an appropriate joke, a surprising fact or statistic, an anecdote. The Internet can
help you find a news peg, a joke, or a story. Just be careful not to pick the joke in
everyone else’s e—mail too!
• Provide anecdotes, statistics, comparisons, demonstrations, experts’ views,
opposing arguments, and so on.
• Supply an ending with a snap. Avoid phrases like “in conclusion...” which
listeners may take as a cue to relax and stop paying attention. Instead, give them
a knockout joke, a stirring phrase, or a powerful quotation. Summarize briefly,
then wind up with a simple “Thank you for your attention.”

Voice
• Pitch your voice for the size of the room and the size of the audience. Vary your
tone, speed of delivery and emphasis. Avoid vocalized pauses (uh, er, like), but
pause for effect. Use silence to gain attention.
• Check on pronunciation of unfamiliar words; a rehearsal may reveal tonguetwisters that you can rewrite for easier delivery.
Poise
• Show a confident, appropriate attitude toward your topic and your audience. A
serious subject calls for a serious manner; a lighter subject calls for a more
relaxed attitude. But “poised” does not mean “deadpan.” Animation is vital for a
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public speaker. Be glad you’re nervous! Stage fright will give you energy, and
your nerves won’t show. (For details on handling stage fright, see below).
Don’t apologize or criticize your own performance (“Well, this’ll be a disaster
but here goes...”). And don’t be afraid to be enthusiastic; if you sound interested
in your own subject, your listeners will pay attention. Even if you can’t claim to
be an expert, your sense of surprised discovery will carry to your listeners.
They’ll be grateful for it because they too enjoy the feeling of learning something
surprising.

Eye contact
• Meet the eyes of your listeners as often as you can, but unpredictably and only
for an instant.
Answers to questions
• Answer fully but briefly.
• Don’t repeat your original points more than you need to.
• Don’t get involved in arguments.
• Use your answers to bring up new points, or to throw new light on your original
observations.

8
Visual aids
If you’re using audiovisual aids, prepare carefully. Computer-based presentations can
be powerful aids to the speaker, but you’ll need especially careful preparation to avoid a
“crash” or other show-stopping events.
Using a computer with software like PowerPoint is effective—to a point.
• Choose themes, colours and images to complement your ideas.
• Keep visuals unified and consistent. Too many colours, images, or patterns can
confuse.
• Vary your presentation by using visuals for key points, and to summarize. Turn
the projector off from time to time to draw attention back to yourself.
Props can be useful, but prepare them before you begin. Don’t pass objects (photos, for
example) around among your listeners. You’ll only distract them from what you’re
saying.
Blackboards are also sometimes helpful, but keep charts, graphs, sketches and so on as
simple as possible. As soon as you’ve moved to a new topic, erase or cover the visual
aids you used for the last one. Speak to the audience, not to the blackboard. If another
speaker will follow you, erase or cover whatever you’ve left on the board.
Consider your talk as a chance to share your ideas and show off your skill—an
opportunity to have fun. You’ll enjoy yourself more if you do, and so will your
audience.
Stage fright
Some presenters become so nervous before presenting that they spend many sleepless
nights. Several reasons cause this anxiety: the presenter worries that the audience may
not enjoy the speech, or find it interesting, that some irreparable mistake may occur.
Others fear the evaluation and what the audience might say after the speech. Some are
just plain worried about standing in front of an audience.
Stage fright is a normal and healthy phenomenon if channeled to work for you. The
adrenaline rush, if controlled, will give you the extra push that you need to do better.
Imagine presenting a speech and not caring how well you do.
And you are in good company: actors, teachers, and politicians are all concerned about
how well their speeches or performances go. Remember: Controlling the fear of public
speaking is attainable but total apathy is not recommended.

Making stage fright work for you
How can you recognize this fear and make it work for you instead of against you? The
first thing you need to do is overcome the physical reactions to fear such as the dry
throat, the wet hands, the knotted stomach, and the pounding heart. These are the
invisible signs compared to the shivering hands and the blushing, which may give you
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away. These invisible physical signs can be controlled and managed by distancing
yourself from them.
How? By working on your muscles and breathing.
Relaxing
A relaxing sensation engulfs you when you tense, relax, or stretch muscles. Try the
following:
• Clench your fists tightly.
• Hold grip for a moment.
• Loosen your grip.
• Repeat several times.
Stretching
Stretching the body muscles is another way to relax.
Body stretch.
• Stand up straight.
• Squat as you move your arms upwards to shoulder level.
• Stand up again moving your arms down.
• Repeat several times.
Shoulder stretch
• Place arms behind back.
• Grip hands together.
• Twist arms and shoulders inwards.
• Hold for a moment.
• Repeat several times.
Face stretch
• Open mouth wide.
• Hold.
• Close mouth.
• Repeat several times.
Neck rolls
• Roll head sideways.
• Rotate head several times.
Breathing
Breathing is the most valuable tool in overcoming anxiety attacks. The shallow, short
breaths you take when you are tense work against you. If you learn to breathe
effectively, you can lower your anxiety level.
• Take a deep breath while counting slowly— 1—2—3—4.
• Inhale from belly, not chest.
• Hold your breath as you count—1—2—3—4.
• Exhale as you count slowly—1—2—3—4, expelling air from upper chest first,
then from lower lungs.
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Repeat.

Preparing
• Choose a topic you are comfortable with, a topic you know well. This gives you
the necessary confidence—you are a step ahead of your audience.
• Work on organizing your materials. An outline is a valuable tool because it keeps
you on track and gives you the necessary support.
• Practice ahead—rehearse your talk out loud to yourself.
• Just before your presentation, work on breathing carefully and on relaxing and
tensing muscles.
Be organized. Avoid technical mishaps:
• rewind tape to the right spot,
• number pages and transparencies, and
• know how to use the equipment and make sure it is working well.
Review material:
• Have your outline ready (whether on index cards, a transparency, or a sheet of
paper).
• Dress comfortably but feel good about yourself and how you look.
• Avoid distractions such as hair that needs to be pulled back and clothes that
need to be straightened.
During your presentation:
• Think positively.
• You have done your homework; you’ve chosen an interesting topic. You should
feel comfortable about how well you will do.
• Speak with conviction.
• Be yourself.
• Get feedback from your audience. Turn to them for support.
• Focus on your speech. This will make you forget the physical reactions that may
still be hovering in the background.
• Remember to breathe—this will help you relax.
1.3 TIPS FOR SPEAKERS
Know your audience.
Acknowledge your listeners’ concerns and accomplishments. Adapt your content and
delivery to suit the audience.
Establish your credibility.
In your opening, explain who you are and why you’re qualified to speak. (But don’t
brag!) Be sincere and enthusiastic, and use understandable language.
Have something to say.
Keep your starting point and your destination clearly in mind. Don’t wander off the
point; make your arguments relevant to your audience’s concerns.
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Keep your audience’s attention.
Show your personality, and inject a little humour where appropriate. Keep the subject
simple. Explain points by analogies. Emphasize points by quoting sources that the
audience is likely to be familiar with. Vary the pace and pitch of your delivery; a steady
monotone can wreck the best—written speech.
Include anecdotes.
Illustrate ideas by stories rather than by bald assertion or preaching.
Take your time before starting.
Be deliberate.
Take a few breaths, and look over your notes and your audience before you start.
Speak clearly.
Keep your head up. Project your voice to the most distant person in the room. Avoid
vocalized pauses (um, y’know); use silence to gain extra attention.
Maintain eye contact.
Don’t become “notebound.” Meet the eyes of each listener, but only for an instant and
never in a predictable pattern.
Enjoy yourself!
If you’re having a good time, your audience will have a good time too. They want to feel
they’re in good hands. If you’re anxious, your audience will feel uncomfortable—and
they’ll resent you for making them feel that way. If you run into trouble, don’t panic.
The audience will forgive anything except being embarrassed. Remember that listeners
are individuals; speak to them as individuals.
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1.4 PROVIDING POSITIVE FEEDBACK
Feedback to presenters can be an important component of their success—if it’s delivered
in a positive manner.
Toastmasters, the public speaking professional development group that gives seminars
and workshops on presentations, recommends the “PEP” method of feedback. PEP
means
Praise
Evaluation
Praise
The rationale is that people tend to remember the first and last things you say. As well,
when people are under stress, they are more likely to be able to accept an evaluative
statement if they feel the evaluation is well-intended.
The rules are simple:
1. Start by praising some aspect of the presentation.
2. Make a statement that begins softly but addresses a real problem in which
change can be effected, suggesting alternatives to the behaviour or
content that could be changed.
3. Offer a final statement of praise. Sample praise statements might begin
I liked the way you...
Something you do very well in presenting is...

Sample evaluative statements might begin
If I were you, I would try to...
Something you might try...

Points to evaluate
Content
• Does the introduction do its job?
• Is the content organized into three discernible chunks?
• Does the speaker conclude without panic, summarize, and wrap up?
Stance
• Does the speaker make eye contact?
• Is posture relaxed and natural, but commanding?
• Are hand gestures appropriate and controlled rather than distracting?
Voice
• Can you hear and follow easily without strain?
Visual Aids
• Are aids simple, organized, appropriate and attractive?
Feedback:
• Does the speaker allow for, and encourage, interaction and feedback?
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People can learn only what they admit they don’t know. Learning means change,
the most difficult of human activities. To learn from feedback, a person must
trust the evaluator, value the vision, and desire the change.

Websites on spoken presentations and slide shows:
Effective Presentations
http://www.kumc.edu/SAH/OTEd/jradel/effective.html
Effective Presentation Skills: Environmental Issues
http://is.med.ohio—state.edu/presentation/Environment_files/frame.html
PowerPoint Tips
http://www.computertips.com/MicrosoftOffice/MsPowerPoint/aheader.html
PowerPointers
http://www.powerpointers.com/index.asp
Evil Genius (The Good Side of PowerPoint)
http://www.maya.com/web/what/mayapinions/what_mp_gould_
evilgenius.mtml
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CHAPTER TWO: PREPARING TO WRITE
2.1 WORKPLACE WRITING: SIX PRINCIPLES
1. Workplace writing should be understandable at first glance. If it’s open to
misinterpretation, it’s badly written.
2. Workplace letters, memorandums, and reports should be the least you can possibly
do—the bare-minimum solution to the problem. So never write an email if a
phone call will do the job. Such communications should be brief and concise
without seeming brusque or rude.
3. Workplace writing usually displays a positive attitude toward problems. In fact, we
don’t have “problems”; we have “challenges.” We say, “Please call,” rather than
“Don’t hesitate to call.” At its worst, this attitude sinks into euphemism
(“rightsizing” instead of “firing”). At its best it encourages a constructive
approach to tasks.
4. Workplace writing usually presents facts and ideas in terms of the reader’s
advantage. This is the “you attitude.” It requires frequent use of the pronoun
“you” and rare use of the pronouns “I,” “me,” “we,” “us,” etc. More importantly,
it requires the writer to understand the reader and to write accordingly.
5. Workplace writing should display correctness, clarity, and consideration.
• Correctness: good organization, good format, neatness, accuracy; good spelling
and grammar, appropriate language, proper tone.
• Clarity: direct and natural expression, conciseness, coherence, concreteness.
• Consideration: empathy with the reader, positive tone, tact.
6. Workplace writing usually has three major components: orientation, information,
and action.
• Orientation: provides a context and purpose that the reader needs to make sense
of the message.
• Information: supplies the facts and ideas that are the purpose of the message.
• Action: states what the writer intends to do about the information, or what the
reader should do.

Notes on Document Design
The design of a document can enhance or weaken its three basic elements: Orientation,
Information, and Action.
Orientation:
° We read from left to right, from top to bottom.
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°

°

We give more attention, and more weight, to what we read first. Therefore we
usually need to bring up the main idea of the document, and what’s at stake, as
soon as possible.
We need to provide “signposts” for readers so they know where they’re going.

Information:
° We pay most attention to the beginning and end of a sentence, and the beginning
and end of a paragraph. Information in the middle of a sentence or paragraph
won’t carry as much impact.
° Chunking: Dividing information into manageable parts with clear labels in the
form of headings and subheads.
° Information on paper is hierarchical: Main sections have headings; subsections
have subheads. These tell us the relative importance of a given chunk of
information.
° Readability: Use consistent type styles and ragged-right margins. Choose a point
size between 10 and 12 (this handout is 11 point). Use serif text in long
documents as the body text; use sans serif for headings and subheads.
° Lists: Use numbers for sequences and steps; use bulleted lists for items that are
related but not in sequence.
° Graphics: Use consistent style throughout document. Always mention graphic in
text, preferably just before the graphic appears. Keep discussion close to graphic.
Ensure graphic is large enough to see clearly, simple enough to grasp quickly.
Use colour only when it enhances the message, and set off graphics with
sufficient white space.
Action:
The purpose of every business document is to describe action, to explain action, or to call
for action—and often to do all three. The reader should never be uncertain about this. To
help readers understand the action component, the writer may put it in a separate
paragraph near the end, with the action mentioned at the beginning, or set it off with a
heading like “Recommendations.”
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2.2 STYLE AND TONE IN WORKPLACE WRITING
1. Be positive in your phrasing. How could you improve the following?
We’re sure you won’t be dissatisfied.
If you have questions, please don’t hesitate to call me.
You won’t have trouble if you follow the instructions.
You failed to enclose the required application.
We have received your letter in which you claim...

2. Be concise. How short can you make the following 39—word sentence?
It should be noted that there were not very many (only 15) cases of absenteeism that were
recorded in the second month of this year, February, the very month, in fact, when adoption of the
new system was initiated.

TIP: Avoid beginning sentences with “There” and “It.” Compare the following:
There are three main issues that we face. [8 words]
We face three main issues. [5 words]
It is a pleasure to reply to your letter. [9 words]
I’m pleased to answer your letter. [6 words]

3. Be clear and specific. What does the following mean?
Use these items as required.
• Company policy requires you to use these items only.
• Use these items as you need them. (?)

(?)

OR

4. Remember the “you attitude.” Minimize “I” and “we.” Maximize “you.”
Not:
I have received your letter. I feel you have strong qualifications for the job.

But:
Thank you for your letter. You have strong qualifications for the job.

Too often, the “you attitude” is missing from workplace writing. The writer may focus
so tightly on the subject (without considering the reader’s likely reaction) that the
message sounds egotistical, insensitive, or simply rude.
Yet private firms and public agencies ultimately live or die by their ability to put
themselves in their customers’ shoes, to think and feel the way their customers do.
Empathy—the ability to understand other people’s feelings—is not only an admirable
human virtue, but also a crucial workplace skill.
The “you attitude” isn’t flattery, but respect. It means the value of your product or
service springs from the benefits it brings to the user.
5. Be organized. Use transitional words and phrases to lead the reader from one idea to
the next. In the following example, transition words appear in italics.
Orientation:
Thank you for your letter requesting 50 copies of our booklet, “Your Rights Under the Labour
Code.” Many firms and organizations have found it useful in their employee—training programs,
and demand for it has far exceeded expectations.
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Information:
Because of this demand, we are temporarily unable to fill your request. However, we are reprinting
the booklet and it should be available again by the end of this month.

Action:
Your copies should be in the mail to you as soon as they come off the press. Thank you for your
interest, and please let us know if you need more copies or information.

2.3 A PROCESS APPROACH TO WRITING
Because most of us learn to write as part of school rather than part of life, we tend to
think that a writing task represents an outcome—an essay, a story, a research paper, on
which you “get a grade”—rather than a process that may land you a job, a promotion, or
a successful meeting.
Focusing on the outcome is counter-productive to workplace writing. At work, you are
more likely to contribute different elements of a document rather than the whole
document itself. A memo to a colleague about what’s needed for a meeting next week,
for example, might be just an outline: point form notes, organized logically and
numbered. Your colleague might actually produce the final formatted agenda.
Even if you are responsible for the whole document, your control of the process will
determine the success of the outcome. You have just so much time, just so many
resources, a readership of one or many thousands. You may have to trade off some
research time so you can edit the document for the reader, or sacrifice editing time to
find more research material.
Whether you’re writing a memo or a long report, a process approach to writing will
include the following steps. You may not do all the steps for each document. But paying
attention to each step, according to the overall context, will enable you to achieve the
best outcome given the circumstances.
Understand the task
If you can identify the purpose, the audience, and the resources available (including
time), you are likely to succeed in any writing task. This means understanding
• to whom you are writing
• why
• how much time you have for the job
• the format required (letter, memo, email, report, proposal)
• what information is available
Outlining
A coherent outline can save time and energy. Your outline should
• focus the purpose
• limit the topic
• target the audience
• choose the main ideas and organize them

18
Whether you are putting together an essay, report, article, or proposal, a consistent
format is necessary and expected of you as a writer. The following is a model that you
can use to ensure that what you write stays on topic and develops in a clear, easy—to—
follow sequence.
Introduction
a) Background: what the reader might need to know to understand what follows
b) Attention getter: a “hook” to interest the reader
c) Purpose: the “mission statement” of the document—the goal you intend to
achieve by writing it
d) Preview: tell us what you are going to tell us
e) Limits: what you are not going to tell us
f) Thesis statement: the argument you intend to prove
Part One of the Body
a) topic sentence
b) supporting details
c) supporting details
d) supporting details
e) tell us what you are going to tell us next—make transition to next topic
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Part Two of the Body
a) topic sentence
b) supporting details
c) supporting details
d) supporting details
e) tell us what you are going to tell us next—make transition to next topic
Part Three of the Body
f) topic sentence
g) supporting details
h) supporting details
i) supporting details
j) tell us what you are going to tell us next—make transition to next topic
Conclusion
a) summary
b) restatement of main idea
c) restatement of major points
d) Zinger
Example: outlines for a speech
Here are two different outlines for a speech on the same topic. They should give you a
sense of the variety possible within the template.
Revisiting Cairo
Attention Grabber:
It was 8:30 p.m. Cairo local time. It had been a long and gruelling day: 18 hours of
travelling to be exact. Cairo Airport, in North American terms, was packed.
The Arrival Hall had filled with exhausted passengers that had spilt off several arriving
planes. The line—ups had come to a stand still, and it was hot, stuffy, and noisy.
It was then that I asked myself, “What am I doing here?” But I knew I was not visiting a
five—star resort in the Caribbean or the downtown of a technologically booming North
American city.
I was visiting Cairo: a densely populated and chaotic city, but a city bustling with life,
culture, and, most importantly, passionate, hospitable people.
I. Introduction: Here’s what I’m going to tell you about today.
Thesis statement: My visit to Cairo allowed me to renew ties by socializing with family
and friends and soaking in the culture and history.
II. Visiting friends and family
a. family get-togethers
b. wedding of my closest friend’s daughter
c. class reunion (after 36 years)
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III. Appreciating the culture
a. religion
b. food
c. traditions
IV. Learning more about the history
a. visiting the Citadel
b. visiting the bazaar—Khan El Khalili
c. cruising the Nile
V. Conclusion:
Sure, my trip was not luxurious or five-star, but I enjoyed every moment of it. It was a
great holiday filled with memorable moments that I will cherish forever.
Zinger: Though this short trip to my place of birth has made me appreciate my life in
Canada more, I cannot wait to go on another visit.
Comment: This is a somewhat broad and general topic. You can be more specific and
focused in your thesis statement and supporting details. Consider the following version:
Revisiting Cairo
Attention Grabber
It was 8:30 p.m. Cairo local time. It had been a long and gruelling day: 18 hours of
travelling to be exact. Cairo Airport, in North American terms, was packed. The Arrival
Hall had filled with exhausted passengers that had spilt off several arriving planes. But
the line-ups had come to a stand still, and it was hot, stuffy, and noisy.
It was then that I asked myself, “What am I doing here?”
But I knew I was not visiting a five-star resort in the Caribbean or the downtown of a
technologically booming North American city.
I was visiting Cairo: a densely populated and chaotic city, but a city bustling with life,
culture, and, most importantly, passionate, hospitable people.
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Thesis statement:
My visit to Cairo allowed me to understand the Egyptian culture.
I Traditions
hospitality
humour
II Food
the feasts
vegetarian and non—vegetarian variations
III Religion
the role of women in the Muslim community
the western misconception
IV. Conclusion:
Sure, my trip was not luxurious or five-star, but I enjoyed every moment of it. It was a
great holiday filled with memorable moments that I will cherish forever.
Zinger: Though this short trip to my place of birth has made me appreciate my life in
Canada more, I cannot wait to go on another visit.
Comment: As you can see, the variations of the same topic remain endless. It is up to
you to choose the route that fits your needs.
Drafting
The next step is to write the text. If you can’t seem to move forward, think about the
following steps:
• Select a format—are you writing a letter, memo, proposal, report?
• Identify in writing the sources of your information.
• Write headings. You may have done this in the outline stage, and you may
change them later. But for now, they help organize your thoughts.
• If you have trouble writing your own text, instead of relying too heavily on
quotes or paraphrases from others, here’s a strategy that can work:
• Close all the books, reports, pamphlets, or other materials you are using as
sources of information.
• “Free write” the main ideas under each heading, from what you know, without
using sources or worrying about the sequence of your ideas.
• Organize your freewriting using different highlighters to denote different subtopics.
• Now go back and rewrite from your own notes, using your own words.
The above approach has two advantages: it prevents plagiarism, or an over-reliance on
sources. As well, it forces you to actually think about the material at hand. If some part
of the idea flow doesn’t make sense to you, no amount of direct quotation from a source
can make it sound reasonable to your reader.
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In the workplace, rather than at school or college, your reader is not looking for
second—hand ideas that may be carefully researched but may also have no immediate
practical application. You need your own ideas about what makes sense, what works,
what can be done, what you know that will be useful to the reader. Your job is to report
what you know, in your own words, in a way that your reader can relate to.
This means thinking the problem through, then writing about it—a process, by the way,
that works in both directions. Drafting a document often leads to further research as you
try to fill gaps in the logic, or as your writing reveals inconsistencies in the material that
you hadn’t thought of until you started to write it out.
Websites on the writing process:
ABC’s of the Writing Process
http://www.angelfire.com/wi/writingprocess/
The Writing Process
http://ccweb.norshore.wednet.edu/writingcorner/writingprocess.html
Online Writing Lab: General Writing Concerns
http://owl.english.purdue.edu/handouts/general/
Finding Your Focus: The Writing Process (PowerPoint slide show)
http://owl.english.purdue.edu/workshops/pp/writproc.ppt
Editing
Editing is a specialized job that in Canada pays anywhere from $60 to $150/ hour, on a
freelance basis, and much more than that for the editors of top publishing houses,
newspapers and magazines.
Editing includes several sub-specialties:
• Substantive editing
• Organizational editing
• Line editing
• Copy editing
• Writing headlines
It’s a good idea to get used to editing both your own and other people’s writing. At
work, documents often move from one person to another for comment and editing. It
hurts, at first, to have your boss tell you about grammar mistakes—or spelling errors,
even worse!—in a report. But better your boss than a client or member of the public.
Editing your own writing is difficult, even for experienced writers. The reasons are
many:
• You fall in love with your own words. Writing is a creative process, even when
the topic is the relocation of a slaughterhouse in a municipal dispute over
transit. Once you’ve written something down, it’s painful to delete it.
• You are so used to the words, after working with them, that your eyes don’t see
what’s on the page; they see what’s in your head.
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•
•
•
•
•
•
•

A computer screen gives you backlit text, which literally dazzles the eyes, and
prevents you from reading word by word.
Thus all the more reason to edit your work as carefully as you possibly can. Here
are some strategies that may help:
Compare outline to draft for substantive edit.
Identify problems of content (too much? Not enough? On topic?) and rewrite.
Identify grammatical and mechanical errors (spelling, capitalization,
punctuation) and correct them. (See Style Guide at the end of this book).
Identify stylistic awkwardness and reword text.
Cut redundancies and unwanted material.

Proofreading
You may be tempted to skip the proofreading stage in order to “get the thing off your
desk.”
Don’t.
Your writing may go to your boss, your competition, or the public. Don’t give anyone a
chance to criticize you for trivial typos, repeated words, or words not caught by a
spellchecker.
It’s easy to revise a document after your initial spell check, then to forget to run the spell
check a final time. And over—reliance on a spell—checker is of course dangerous:
Workplace documents can determine the outcome of a career, an opportunity for new
business, or your reputation as a professional. It amazes us how many documents
circulate that have not been carefully proofread.
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Tips for Proofreaders
• Leave 12 hours between document printing and proofreading.
• Find a proofreading buddy, at work or school: agree to
• proofread one another’s documents.
• Read the document backwards to line edit.
• Use two copies: a dead copy that you mark up with pen or marker, and a live
copy, on which you make small corrections with white-out and a black pen.
• On a computer screen, increase the font size to 14 to proof a short document.
Websites on editing:
General Editing Tips
http://www.amherst.edu/~writing/tips.html
How to Proofread and Edit Your Writing
http://cal.bemidji.msus.edu/WRC/Handouts/ProofAndEdit.html
Proofreading and Editing Tips
http://www.lrcom.com/tips/proofreading_editing.htm
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CHAPTER 3: WRITING TO INFORM
Here we look at several different kinds of documents intended to inform others—both
inside and outside the organization. Sometimes the document just sends a couple of
useful facts; sometimes, as with vision and mission statements, the document defines the
very nature of your organization and the way you do your job.
Reports are also informational documents, but we’ve put report writing into its own
chapter, as the requirements are often very specific and need considerable attention.
We hope the following sections of the book help you shape your informational writing
so that you do your job as effectively as possible
Website on general business-writing issues:
http://owl.english.purdue.edu/handouts/pw/index.html#sub6
3.1 VISION AND MISSION STATEMENTS
Vision statements: how do you see yourself?
A vision statement or philosophy should reflect the shared values of everyone in the
organization. All members of the organization should help to develop it, not just top
management. An individual or small group may draft the vision statement, but
everyone should be able to suggest changes or to ask for clarification.
One good way to develop a vision statement or philosophy is to ask everyone in the
organization to write down three or four things they believe about the organization, or
that they’re committed to doing as part of their work. Sometimes this boils down to
“rights and responsibilities” of both your own members and the market you serve. For
example, you may believe that your customers have a right to prompt service, and that
you are responsible for providing that service.
A good vision statement describes your organization as it operates successfully
(whatever difficulties it may sometimes run into). It may be highly motivational and
inspirational, because it reminds your organization’s members that they’re not just
doing their jobs for the money, but for some genuinely good and worthwhile goal: to
nurture happy, confident children, to give drivers safe, reliable equipment, to protect the
rights of consumers.
To get a sense of how different organizations express their visions, do a Web search with
terms like “vision statement” and “Capilano College” or “Nortel” or “International Red
Cross.” Do the statements you find sound genuinely inspirational, or are they just
corporate propaganda? Would you be able to work happily for such organizations
because you share their beliefs and commitments?
Mission statements: what is the purpose of your existence?
Mission statements differ from vision statements. In a vision statement we “see” the
organization running successfully. In a mission statement we state the reason for the
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organization’s existence. The statement reflects our products, services, markets, values,
public image, and priorities.
Among the questions to ask when framing a mission statement are these:
• Who are our customers/clients?
• What do they need?
• How will they benefit from what we provide (whether a service or a product)?
• What are we prepared to do to ensure that they benefit?
• What are our goals?
The last question needs comment: a goal is a general statement (to become the leading
adventure—travel company in the Chilcotin, or to provide the best daycare service on
the North Shore). It should remain true even if personnel change or the organization
adopts new ways of achieving the goal (to switch from kayaking trips to whitewater
rafting, for example).
The mission statement can (and should) change when your organization changes. And
while your vision statement may be very close to those of your competitors, your
mission statement should distinguish your organization from all others. It should also
give you and your colleagues a way to measure your success.
Writing a mission statement
A mission statement says why you’re in business—not just to make money, but also to
achieve some ambitious goal.
The mission statement includes core values and a core purpose, both of which should
remain the same over long periods of time.
The mission statement can make a big difference: it
• keeps you and your organization focused on defining, preserving and
strengthening what makes you unique
• promotes change
• provides basis for a strategic plan
• motivates both management and staff
• recruits talent
• provides a yardstick for evaluating progress and judging policy.
The mission statement should clearly state what the organization’s future is all about—
and do it in a style that reflects its uniqueness. While a single individual may write it, all
members of the organization should have some say in its wording and must be prepared
to support it.
The mission statement may be influenced by:
• organization history and traditions
• management preferences and philosophy
• distinctive competencies of the organization
• organization resources
The mission statement should be kept in mind and in view—a public commitment that
workers, clients and visitors can see on office walls or organization documents.
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Do a Web search to find “mission statement” and the name of some organization that
interests you—perhaps as a potential employer. Does it really tell you what the
organization is all about, and does it mesh with your own core values and core purpose?
A sample mission statement
At Capilano College our mission is to enable student success in current and continuing studies, in a
chosen career, in the pursuit of knowledge, and in contributing effectively as responsible citizens in
a rapidly changing and diverse global community.
To accomplish its mission, Capilano College strives to produce a dynamic and secure learning
environment committed to excellence in education and to equity of access. It seeks to offer, either
selectively within its own resources, or more broadly in partnership with others, high—quality and
flexible preparatory, academic, career and vocational programs that provide opportunities for a
wide range of students.

Websites on writing vision and mission statements:
Company Mission Statements
http://www.talentweave.com/companymissionstatements.html
Basics of Developing Mission, Vision, and Values Statements
http://www.mapnp.org/library/plan_dec/str_plan/stmnts.htm
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3.2 WRITING POLICIES AND PROCEDURES
A policy enables people in your organization to behave consistently and fairly toward
their colleagues and clientele. It states what action is wanted, why, and to what extent.
Policies try to deal with specific problems, issues, or needs. Sometimes the law requires
some kind of behaviour; to obey the law, your organization must frame a policy
defining that behaviour in your workplace. In other cases, policy saves people from
reinventing the proverbial wheel. Policy can also help to improve the quality of the
goods or services you provide.
For example, the law may mandate doctor—patient confidentiality, but staff in a medical
clinic need to know how to protect that confidentiality in the office and in public. So the
clinic policy may state that confidentiality is to be respected at all times, with patient
information to be released only to the patient, or to another physician with a need to
know. The policy may also explain why confidentiality is to be respected—perhaps to
ensure that patients are willing to speak freely about their symptoms and worries. And
the policy may set the extent of confidentiality—whether to advise a patient’s spouse or
parent about some medical finding.
Defining policy
In defining a policy, your organization needs to ask some hard questions:
• Whose interests are served by the policy?
• Is the policy in the best interests of customers and staff?
• Does it meet legal and professional requirements?
• Does it require a major change in current work patterns or behaviour?
• Is it concise, simple, and clear to both customers and staff?
• Is it consistent with other policies?
• Is it positive? That is, does it say what people should do, not what they shouldn’t
do?
Suppose a recreation program wants to hire park interpreters. The public would clearly
be best served by well—educated persons who can clearly and accurately explain the
biology, ecology, geology and history of the parks. The government may legally require
such persons to hold a degree in a relevant subject. But the law also recognizes that
previous work experience may be equivalent to a degree. The program might therefore
adopt a hiring policy:
Applicants for the position of parks interpreter should hold a bachelor’s degree in a life science, or
in geology or geography, or should be able to demonstrate previous successful experience in parks
interpretation.
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Defining procedures
A policy should be specific and realistic. So the recreation program might set out a
procedure or regulation telling its human—resources people how to implement the
hiring policy:
The program director shall require every applicant to appear at the hiring interview with the original
degree granted (not a photocopy), or two letters of reference from previous employers in the
parks—interpretation field. Applicants will be considered for employment only after meeting this
requirement.

Procedures are sometimes highly detailed and cover every step of a process. They may
include the objective for each step, such as guaranteeing fair treatment for employees or
customers. Procedures may also set out the degree of freedom or discretion that the
individual may be able to exercise. For example,he employer may have the discretion to
suspend an employee with or without pay, pending the outcome of an investigation; the
employee may have the freedom to contest a dismissal in various ways.
Here’s how we might put policy and procedure together:
New Sales Staff Orientation
Policy:
Since Carmichael Custom Software customers expect and deserve knowledgeable sales staff who
can understand and meet their requirements, all new employees will undergo three days’
orientation and training in all our software products before they take their first shift in the Sales
Department.
Procedure:
The Training Officer in Human Resources will advise the new employee of the time of the next
orientation session and the location of the Training Lab. The employee will arrive promptly and will
not be absent from any of the orientation sessions.
The Training Officer will administer the qualifying exam to the employee at the end of the third day,
and will notify the Sales Manager of the test score. Employees who score between 55% and 75%
will be required to attend a fourth day of training, and to re—take the exam.
Discretion:
The Training Officer may waive the orientation if the employee has previously worked for
Carmichael Custom Software. If the employee has scored under 54 on the qualifying exam, the
Training Officer will advise the employee that the company has withdrawn its offer of employment.
An employee facing a medical emergency may request rescheduling of the orientation, but may not
begin work in Sales until successfully completing the rescheduled orientation.

Website on writing policies and procedures:
Planning for Success: Policies and Procedures
http://employersguide.com.au/factsheets.asp?parentCat=9
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3.3 WRITING ASSESSMENTS AND EVALUATIONS
An assessment is a way to identify workers’ strengths and weaknesses in a constructive
way, enabling the organization to gain the most benefit from its employees’ abilities.
While different organizations will assess their staff by different standards, here are some
fairly common ones:
• The employee in relation to customers/clientele
• The employee in relation to other workers
• The employee in relation to superiors
• The employee’s mastery of tasks, both general and specialized
• The employee’s readiness to learn and to take on new challenges.
The language of the assessment should be as neutral and unemotional as possible.
Critical comments in particular should be documented, with a reference to their origin,
and phrased as objectively as possible:
Jeremy is late all the time.
Records show Jeremy arrived late twice a month in April and May and three times in June.
Mary’s brusque attitude bothers her staff.
Three staff members report feeling intimidated by Mary’s attitude, which they call “brusque.”

The assessment should point to solutions as well as problems:
All staff members believe a discussion with Mary, preferably away from the office, would help
improve morale and efficiency.

Assessments should, when possible, end with recommendations for the future:
Jeremy should be informed in writing that punctuality is essential for customer service and is also a
courtesy to others in the shop; while we value his superior skills in many areas, we expect
his punctuality to improve.
We recommend Mary for a sales award at the next annual awards meeting, and suggest that
Human Resources informally discuss with her effective ways to communicate with her
staff before she meets with them to resolve the issues that concern them.

Website on writing assessments and evaluations:
Manager’s Toolkit: Communicating About Performance
http://saulcarliner.home.att.net/idbusiness/appraisals.htm
Notes on Taking Minutes
In formal organizations that operate under Robert’s Rules of Order, minutes are an
essential way to record meetings, decisions, and actions. The minute-taker must list who
was there (and who wasn’t), when and where the meeting took place, and what was on
the agenda. The minute-taker also has to summarize discussions and debate, write down
the precise wording of any motions or resolutions, and report the results of any votes.
In CMNS 154, minutes will have a slightly different form:
When class began, and who (if anyone) was absent; when class concluded.
Summary of any questions or comments at the beginning of class.
Brief summary of any lecture content—for example,
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The class reviewed Sleepwriting and Junk Words, pp. 166-167. Crawford offered
more examples of clichés and explained why they don’t work in business writing.
Brief summary of class discussion:
Several persons mentioned the clichés they hate the most. Two persons asked
about citing sources found on the Web. Crawford referred them to p. 79 in the
text.
Description of class activity:
The class worked in pairs to do the Gobbledygook exercise on p. 168. Crawford
then suggested simpler terms for the ones in the exercise.
Report on assignments and deadlines:
Articles are due next Monday, October 17. They should be in proper article
format. Crawford will read some articles to the class and discuss where they
might find a publisher.
Here are some tips on taking minutes from the International Association of
Administrative Professionals:
•

Number pages as you go.

•

Focus on action items, not discussion and dialogue.

•

Be objective. Avoid personal observations and editorializing.

•

If you need to refer to other documents, mention where to find them (in the
textbook, on the blog, etc.).

If you didn’t understand something said by the instructor or students, interrupt to get a
clarification.
The minutes you take will be a graded assignment worth 10 percent of your final mark.
When you type them up, take care to check spelling and grammar. Then email the
minutes to the instructor within 24 hours of the end of class. You may paste the minutes
into the email, or attach them as a Word file. Your minutes may appear in the course
blog.
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Suggested Format for Class Minutes:
CMNS 154-20
Minutes of the

class meeting, taken by

Absent:
Late:
Opening Comments, Questions and Activities:

Lecture/Discussion:

Exercises/Writing Activities:

Conclusion:

For next class:

.
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3.4 CORRESPONDENCE
The routine information letter is one of the most common types of business
communication, and the easiest to write. Information letters include letters of
transmittal, routine requests and replies, and adjustment letters. Each has slightly
different content.
FULL BLOCK FORMAT
Carmichael Custom Software
15 Orwell Street
North Vancouver, BC V7J 3G6
(604) 955—4244 fax 955—6677 e—mail info@customsoft.ca
http://customsoft.ca

Letterhead

July 31, 2005

Dateline

Ms. Sarah Chamberlain
Systems Manager
Laurence Munro Atwood
Barristers and Solicitors
1107 East McClung Street
Manawaka MB R4N 3R4

Inside address
(exactly like
envelope address)

Salutation
Dear Ms. Chamberlain
Thank you for your letter of July 25, inquiring about Xpedite, our
groupware document processor.

Body of letter

Xpedite makes document creation a genuine team effort. All
members of a designated team can access the same document
while it is still in electronic form, and can make changes (or simply
suggest changes with marginal notes) with a few keystrokes.
Enclosed you have a brochure describing Xpedite in more detail. If
you have further questions, please call or write. Thank you again
for your interest.
Sincerely
Tony Zhang
Tony Zhang
Sales and Marketing Director
TZ:jb
encl

Complimentary
close
Signature
Typed name &
title
File initials
Enclosure note

Notes on Full Block Format:
• Every line runs from the left—hand margin.
• Inside address has no punctuation at the ends of lines unless a line ends in an
abbreviation.
• Neither the salutation nor the complimentary close ends with punctuation.
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MODIFIED BLOCK FORMAT
Carmichael Custom Software
15 Orwell Street
North Vancouver, BC V7J 3G6
(604) 955—4244 fax 955—6677
email info@customsoft.ca
http://customsoft.ca

July 31, 2005
Mr. Larry Quinn
4550 Epps Road
North Vancouver BC V7G 1F7
Dear Mr. Quinn,
Thank you for your letter requesting an interview.
As you mentioned in your letter, opportunities for technical writers are growing.
Your training in Professional Communications at Capilano College sounds impressive.
But it’s a difficult and demanding field for newcomers, so you’re wise to do your
research before you start serious job—hunting.
I’ll be out of town for the first two weeks of August. Could we get together on
Monday, August 14, at 10:30? If so, please call my office to confirm—or leave an email
note at the above address. I look forward to meeting you.
Sincerely,

Diane DiFiore
Diane DiFiore
Creative Director

Notes on Modified Block Format:
• Dateline and the signature block run from near the centre of the page toward the
right-hand margin.
• Paragraphs are usually indented.
• Salutation and complimentary close take punctuation
Cover or transmittal letters
In a letter of transmittal, state what you are sending, why, and how. This is the formal
record that the item has gone to its intended destination with the letter included.
Haldorsson Associates
144 E. 23 Avenue, Manawaka MB R4N 3R7
204-885-3335 | halldor@netbiz.com
October 1, 2004
Mr. Ralph Gordon
Laurence Munro Atwood
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Barristers and Solicitors
1107 E. McClung Street
Manawaka MB R4N 3R4
Dear Mr. Gordon
As you requested, we are sending in a separate package our report on water quality in
the Manawaka River, August 1-August 31, 2004.
The document has been sent through Speedy Couriers using the account number you
provided. The waybill number is WPX34-09087.
Please let us know if we can be of further assistance.
Sincerely
G. Haldorsson
Gunnar Haldorsson
encl
“Water Quality in the Manawaka River,” Rept. #04-13

In a routine request or inquiry:
Orientation and information are the same thing here, so make the request in the first
sentence.
Clarify or justify the request if you think it will help the reader respond effectively—for
example, by stating when you must have the information.
In the final “action” statement, remind the reader again of what she should do next.

The letter seeking information
Chesterton Elementary School
144 Main Street, Chesterton BC V8P 2H7
Phone/Fax 250-992-4700

September 22, 2004
Ms. Wendy Belliveau
Customer Relations
Carmichael Custom Software
15 Orwell Street
North Vancouver BC V7J 3G6
Dear Ms. Belliveau
Would you please send me a copy of your current catalog of CD-ROMs, and place me on
your mailing list.
We are looking for titles that would be useful to students in elementary and intermediate
grades. I am especially interested in materials for environmental education and
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geography.
Many thanks for your help. I look forward to receiving the catalogue.
Sincerely
Joanna Li
Joanna Li
Head Librarian

In a routine reply:
• Orient reader to original request.
• Answer question briefly and clearly.
• Supply any further information that may help.
In a routine claim letter:
• Explain your claim briefly and clearly.
• Avoid emotionally charged wording.
• Provide needed supporting facts.
• Close with action desired from reader, positively phrased.

The adjustment claim
LAURENCE MUNRO ATWOOD, BARRISTERS AND SOLICITORS
1107 E. MCCLUNG STREET, MANAWAKA MB R4N 3R4
PHONE/FAX: 204-899-0022
EMAIL: LMA@LAWYERS.COM

September 22, 2004
Ms. Wendy Belliveau
Customer Relations Manager
Carmichael Custom Software
15 Orwell Street
North Vancouver BC V7J 3G6
Dear Ms. Belliveau
On August 23 we received your program Xpedite. We are enclosing this program, still in
its shrink-wrap.
We ordered the Windows version, but the version you sent is for Macintosh. A copy of
our original order is enclosed for your convenience.
Please send the Windows version of Xpedite promptly. Many thanks.
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Yours sincerely
Sarah Chamberlain
Sarah Chamberlain
Systems Manager
encl

Responding to a routine claim adjustment:
• Orient reader to original claim.
• Explain how you have settled the claim under the terms of the original
transaction.
• Supply additional useful information.
• Include resale material, if appropriate.
Websites on information letters:
The Basic Business Letter
http://owl.english.purdue.edu/handouts/pw/pw_basicbusletter.html
Subordinating Negatives in Good News
http://owl.English.purdue.edu/handouts/pw/p_subnegmess.html
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Trouble letters
Trouble letters fall into two general categories: complaint and refusal. Both involve
some kind of loss: Loss of money, loss of employment, loss of trust. They naturally
reflect the strong emotions of the person writing under such conditions. But the most
effective trouble letters are written calmly, not emotionally.
The complaint letter is traditionally a typical business letter, organized into Orientation,
Information and Action sections. The writer provides background, makes a demand—
for a refund, perhaps, or an apology— and specifies the action desired: payment by a
certain date, apology in writing.
Here are two examples of a complaint letter. Which do you think is more effective?
Dear Mr. Banbury
Your travel service is a joke. A bad joke. My wife and I fell for your sales pitch about luxurious
accommodations and world-class deep-sea fishing. Instead we got cockroaches, dirty silverware,
staff who didn’t speak English, and a leaky little boat that couldn’t even go out on a mild chop. Then
we had to fly back ahead of time and pay an extra $300 to get out of Puerto Pachanga. We
demand a full refund or we’ll sue you blind.
Sincerely
Donald Lockehaven
Dear Mr. Banbury
My wife and I very much liked the offer in your ad for good accommodations and excellent deepsea fishing. As you will recall, we purchased our tickets on October 15 and arrived in Puerto
Pachanga on November 1.
Unfortunately the hotel was not as billed: our room was hot, dirty, and infested with cockroaches.
Hygiene in the dining room was seriously inadequate. Since my wife and I speak no Spanish, we
had trouble making our wants known to the staff.
While we made two attempts to go fishing, the sole available boat was not really seaworthy. As a
result we cut our vacation short and took the first flight back home—at an extra expense of
$297(US).
This holiday was not something we were willing to shrug off and forget. I must insist on a full
refund of our original $1,841 plus $415,80 (the Canadian equivalent of $297 in US dollars). Copies
of all relevant documents are enclosed. I look forward to a prompt response and a satisfactory
resolution.
Sincerely
Donald Lockhaven

Recent research suggests that it may sometimes be better to deliver bad news up front
rather than later in the letter. Some people are annoyed by the apparent hypocrisy of a
refusal letter that begins with a cheerful buffer statement, and would rather hear the bad
news right away, and then listen to the reason for it.
Which refusal letter would you rather receive?
Dear Ms. Smith
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Thanks for your application for the position of assistant guide with Whiteknuckle Rafting
Adventures. Your outdoor experience is extensive, and we were impressed with your resume.
As you may be aware, provincial regulations require all rafting guides to hold a current Wilderness
First Aid certificate. Since you do not indicate that you hold such a certificate, we are unable to
invite you to come in for an interview.
Good luck in all your future endeavours.
Dear Ms. Smith
We can’t invite you to come in for an interview. Provincial regulations require rafting guides to hold
a current Wilderness First Aid certificate, and your resume doesn’t indicate you have one. When
you obtain the certificate, I hope you’ll apply again.

Whether you begin with a buffer or with the bad news, the important thing is to include
a reasoning section. This is a response to the psychology of conflict. A blunt refusal will
upset, anger, and insult us—if we do not understand the reason for it. In the example
above, Ms. Smith can clearly understand that there is a logical reason why White
Knuckle Rafting Adventures has to turn down her application for a job. We are more
likely to accept or understand the refusal if the writer has explained it clearly and
expressed it in neutral or even friendly terms.
In writing a refusal letter, consider the function of each section:
Orientation with a soft introduction
Sometimes known as the “buffer” paragraph, which sets out the background of the issue
before dealing directly with the conflict. Use the buffer paragraph to establish rapport
with the reader. Agree with something your reader has said, or with an attitude the
reader expresses. If possible, pay your reader a compliment, but only if you mean it.
Establish a transition to the reasoning section.
Orientation with the bad news up front
In neutral language, state the bad news right away. Quickly move into the reasoning
section and explain the information that justifies the bad news.
Information: reasoning
Keep the tone neutral or cordial. Show that your position is in the reader’s best interests
as well as your own. This requires that you work out a win-win strategy ahead of time.
Avoid
• the “company policy” cop-out; instead, discuss the reasons for the policy
• the “precedent” argument (If we did it for you. . .)
• the “world premiere” argument (Gee, we’ve never had a complaint before. . .)
Information: bad news
• If you are refusing a complaint, you can choose to soften the impact of the bad
news by putting it in the middle of a paragraph. Your reader will still get the
message, but it won’t seem as blunt or harsh.
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•
•
•
•
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Don’t say what you won’t do; say what you must do.
Don’t praise yourself (We’ve been very patient. . .)
Apologize if necessary (sometimes nothing else is either required or wanted).
You’re sometimes better off with self-criticism (Evidently we didn’t make ourselves
clear...)—but don’t blame yourself needlessly.
Avoid vivid writing and emotionally loaded wording. Give information in a
neutral tone.

Action
State specifically what you want the reader to do, and what you in turn will do.
Close on a friendly note, or at least a positive one. If this is impossible, then at least close
with enough courtesy to allow the communication to continue.
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Some rules to remember:
1. Be courteous and restrained.
2. Don’t call your reader names, or otherwise risk libel.
3. Let facts speak for themselves; be specific about names, dates, amounts.
4. Use the passive voice to soften impact where that may help (A mistake was
made, not You made a mistake).
5. Put yourself in the reader’s shoes; how would you respond to this letter?
6. Consider the long-term interests of your reader and yourself: Can we continue
to do business, and if so will this letter help or hinder the process?
As a general rule, you are better off criticizing yourself than your reader:
Evidently we didn’t make ourselves clear.
We should have advised you sooner.

But be careful not to open yourself to a counter-attack by such self-criticism. Remember
that the purpose in any trouble letter is to achieve an outcome you want. A good
negotiator knows that success depends on both parties’ satisfaction.
Refusal letters
Refusing an order:
1. Thank your reader for his or her interest in you or your organization.
2. Explain why you must refuse the order.
3. Give directions on obtaining the product or service elsewhere.
Refusing a request or demand:
1. Express appreciation or establish a common ground.
2. Let reasons precede the refusal. (Alternative: Start with refusal, then provide
reasons.)
3. Stress any positive or favorable alternative open to the reader.
4. Be courteous and considerate, and close on a positive note.
Refusing an adjustment:
1. Establish a common ground with the reader.
2. Use a logical sequence of details and evidence (“reasoning”). That will help
prepare the reader for your decision.
3. State your refusal.
4. If possible, make a counter-offer.
5. Emphasize what you can do.
6. Give the reader a motive for accepting the decision.
7. Close on a positive note.
Refusing credit:
1. Establish a common ground.
2. Set out your reasons and/or policy in general, impersonal terms.
3. State your decision.
4. Point out the advantages of cash purchases.
5. Try to keep the reader as a cash customer.
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Websites on writing complaint and refusal letters:
Up-Front Rejection the Best Policy
http://www.acs.ohio-state.edu/units/research/archive/nobuffer.htm
Refusal Letter Topics
http://www.writeexpress.com/refusal.htm
Complaint Letters That Work
http://www.allsands.com/Writing/complaintletter_hm_gn.htm
Writing a Consumer Complaint Letter
http://www.consumerlaw.com/letter.htm

SALES LETTERS
The sales letter may have any of three purposes:
•to create leads that sales staff can follow up;
•to attract customers to the place of business;
•and to sell by direct mail.
For all of these purposes, consider two steps to a sale:
1. Planning the Letter
Consider your product or service: What will it do for people?
What’s it made of, what are its best features, and how does it differ
from the competition? Who makes or supplies it—skilled
craftspersons, trained personnel? What does it cost?
Consider your reader: An individual, or a group? Age?
Occupation? Income? Worries and hopes? How can you best
appeal to those qualities? How can you make it easy for the reader
to respond—a form to fill out, a cheque to write, a personal visit?
2. Writing the Letter
THE HOOK: Interest your reader with a colorful, splashy envelope or
offbeat letter format. Offer a gift or prize, a bargain, or new
information. Appeal to curiosity, pride, conscience, or special
interest. (Tip: the magic word is “FREE!”) Questions, rightly
phrased, make good hooks:
✗Do you make mistakes in English?
✔Do you make these mistakes in English?
✗Do you want a job overseas?
✔Which of these 45 overseas jobs would you like?
THE PITCH: Appeal to reader’s self-interest. Offer benefits in
increasing order of importance (not only this, but also that!). Use
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hook devices, and humor, where suitable. What’s your Unique
Selling Proposition—the one thing you offer that your competition
doesn’t offer?
THE CLOSE: Motivate your reader to act. Explain just what the
reader should do and how to do it: Fill out the enclosed form. Call us
collect. Make it sound easy: Simply fill out the form. Just pick up your
phone and call us collect! Make the price sound right: For only
$399.95… Urge the reader to act now, beat a deadline or qualify for
a promptness reward.

SAMPLE SALES LETTERS
How persuasive do you find the following examples?
Dear Ms. Smith
You’re one of our most valued customers. Now we have a chance
to say “Thank you!”
Drop in to our Park Royal North store between May 8 and May 15,
when our big spring sale will be under way. Show this letter to
your salesperson and you’ll receive an additional 10 per cent
discount—on top of savings up to 30 per cent!
And when you’ve made your purchase, drop this letter off in our
Summer Getaway contest box. You could be the winner of an allexpense-paid holiday to Costa Rica! We look forward to seeing
you.
Sincerely

Dear Homeowner
Crime figures are up. Break-ins in your neighbourhood are
becoming all too common. You don’t want to be the next victim.
Now you can protect your family, home and precious personal
possessions with a HomeGard™ security system—for a lot less
than you think.
With a HomeGard™ lock system, your home is indeed your castle.
Windows and sliding doors are secure too, for a low one-time fee.
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For just a few dollars more per month, you can install a patented
silent alarm that alerts the nearest law-enforcement office.
Just pick up your phone and call 1-800-HOMGARD. For your own
peace of mind, and your family’s safety, can you afford not to?
Sincerely

3.5 FACT SHEETS
A fact sheet is a “résumé” for an organization, product, service or event to give basic
information about a product, service, or event. As in a personal résumé, the fact sheet
displays the most important information at the top and works down to the least
important. And like a résumé, it presents its subject positively.
Fact sheets have no rigid format, but may display information in many different
categories. Bold headings and short text passages make navigation easy. The following
is simply a selection of possible categories you might use in a fact sheet:
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FACT SHEET ON FACT SHEETS
A fact sheet is a “résumé” for an organization, product, service or event. Its purpose in a
media kit is to provide the media with instant access to basic information that other parts
of the kit may supply in more detail. It may also be useful for customers when it is
included with the product or service.
As with a personal résumé, the fact sheet displays the most important information at the
top and works down to the least important. And like a résumé, it presents its subject
positively.
Fact sheets have no rigid format, but may display information in many different
categories. Bold headings and short text passages make navigation easy. The following is
simply a selection of possible categories you might use in a fact sheet:
Organization History

Founder(s)

Mission Statement

Notable Successes

Revenues

Market Share

Office Locations

Awards Received

Organization Publications

Number of Employees Major Products
Senior Executives

Supporters

Component Materials Design Principles

Profits/Share Prices
Future Plans
Technical Assessments

Notable Product Traits

Price

Notable Service Traits

Reviews

Endorsements

Email/Web Addresses

Contact persons

Key Market(s)

Present Status of Organization

Technical Help
Important Dates

How to Reach Us
Special Offers

Notable Event Participants
Deadlines
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SAMPLE FACT SHEET
THE CANADA DAY CELEBRATION AT CANADA PLACE
THE EVENT
• Celebrates Canada’s birthday, on July l
• Is the 18th annual Canada Place Canada Day Celebration
• Offers amazing entertainment for the whole family
• Brings top Canadian, British Columbian and amateur talent to Canada Place in four different
locations throughout the day
• Is presented by Canada Place Corporation using highly skilled professionals in the entertainment
production industry.
THE PLACE
• Canada Place is in the heart of Vancouver’s historic harbourfront overlooking Gastown, the
North Shore, Stanley Park and the West End.
• Canada Place facilities include the Vancouver Trade and Convention Centre, Cruise Ship
Terminal, Promenade Shops, CN IMAX Theatre, Prow Restaurant, and public areas.
ATTENDANCE
• Site attendance for last year’s Celebration was over 50,000.
• Free admission to all site attractions and featured celebrities are expected to draw a crowd of
more than 60,000 this year.
PROGRAM
• “Swearing in Ceremony” for 126 new Canadians in the morning
• All styles of music and dance performances on four stages from 11:00 a.m. to 10:30 p.m.
• Children’s interactive science demonstration from Science World
• Free Canada Day balloons for children and popular street entertainers for all ages
• Grand Finale Fireworks presentation at night
• Public display area for corporate sponsor promotions
MEDIA SUPPORT
• Media sponsors are CKNW radio, The Vancouver Sun newspaper and UTV television. On-site
broadcast coverage.
SPONSORSHIPS
• Extensive federal and provincial government support
• Nine levels of sponsorship opportunity available to qualified contenders offering prominent
media coverage
• Exclusivity options negotiable
CANADA PLACE
999 CANADA PLACE
3C1

TELEPHONE 604-666-7200
FAX 604-684-5817 VANCOUVER, BC V6C
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Websites on writing fact sheets:
Tips on Writing a Fact Sheet:
http://www.italladdsup.gov/pdfs/factsheet.pdf
Tips for Writing a Fact Sheet
http://www.csinet.org/s_csi/sec.asp?CID=100&DID=6911
3.6 CORRESPONDING BY EMAIL
Increasingly, individuals and organizations are turning to electronic mail (email, also
written email) for workplace communication. Email is quick and cheap; a message can
go out on the Internet to the other side of the world in a few hours at most, and the cost
is literally pennies.
A letter or memorandum on a computer monitor, however, is not the same as on paper.
To begin with, format is much less important. While email systems vary, most tend to
produce an address block resembling an inter-office memorandum. The “From” line
contains the sender’s name and email address, the “To” line has the recipient’s name
and email address, and the “Subject” line suggests the main topic of the message. The
address block may also include “carbon copies” going to other persons or groups:
From: Foster Goodwill, fgoodwill@intergate.ca
To: Herb Linguini, hlinguini@customsoft.ca
Subject: Monday’s Meeting
cc: bjones@customsoft.ca

Because some people receive dozens of emails every day, they appreciate a subject line
that indicates how much priority the message deserves:
URGENT: Questionnaires needed by Friday
JOKE: Bill Gates goes to Heaven

Obviously, the second message can wait.
The message itself is usually much less formal in appearance than a standard business
letter. For example, it often lacks a “Dear Herb” salutation; the writer may settle for
Herb—

or
Hi, Herb!

—or nothing at all. For a first email to a person you don’t know, however, it’s often wise
to fall back on formality:
Dear Mr. Linguini,

The body of the message should follow the usual pattern of orientation, information,
action—which is even more important in this medium than on paper. Imagine yourself
firing off email messages all morning, on a wide range of topics. After lunch you get a
reply to one of them:
I completely agree.

Agree with what? Until you go back to check your original message, you may have no
idea what this agreement is about. Your correspondent has made your job harder than it
has to be.
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Another hazard is to include the whole text of the other person’s message, which may be
very long, only to add:
I completely agree.

A better approach is to summarize the other person’s message (orientation) and then
comment on it (information and action):
Hi, Foster,
And thanks for your note about Monday’s meeting, asking about the new deadline for proposals.
We’ve moved it back to November 2. That should give you a little more time. Let me know how
your research is going.
Best wishes,
Herb Linguini
hlinguini@pesto.ca

You can also copy just a short, relevant excerpt from the previous message:
Hi, Foster--you wrote:
>I need some advice about the proposal deadline.

The message still contains a complimentary close (Best wishes or Cheers or Regards), a
signature, and the writer’s email address. These are not absolutely essential, but your
message may seem brusque without them.
Some email users like to use an elaborate “sig. file.” This automatically pastes in a block
of text that includes their name, email and “snail mail” addresses, quotations, and so
forth. When the signature is longer than the message, something’s wrong. If you need a
sig. file, keep it as brief as possible:
May Flowers, Manager, Carmichael Custom Software
mflowers@customsoft.ca
Foster Goodwill, Communications Department
fgoodwill@capcollege.bc.ca 604-983-7585
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In some cases, a sig. file may have to be long because you expect the reader to
correspond with you by regular mail, to phone, or to consult your Web page. In such
cases it should still include only the bare minimum:
Foster Goodwill, Instructor, Communications Department
Capilano College, 2055 Purcell Way
North Vancouver BC V7J 3H5
604-983-7585
http://www.capcollege.bc.ca/dept/cmns/index.html

Drawbacks of computer communication
When you write email, you should also understand the limitations of the computer
monitor. Its resolution isn’t very good compared to print on paper, and the screen itself
may be too bright or dim for comfortable reading.
As a result, when you read from a monitor your reading speed drops by as much as 30
percent. Furthermore, proofreading becomes harder, especially in a long message. Many
messages are a solid block of text on the screen, without gaps between paragraphs; this
discourages careful reading.
Some people make matters even worse by writing everything in capital letters. THIS
LOOKS LIKE SHOUTING, and you should avoid it.
When you do need to emphasize a word or phrase, set it off with *asterisks* or
_underscores_. Some emailers like to use “emoticons” or “smileys,” little symbols that
try to convey the writer’s feelings. :-) is supposed to be a smiling face, while :-( conveys
unhappiness. Others write <G> for “grin” or <VBG> for “very big grin” to convey a joke
or light-hearted remark. These are very crude aids to understanding, and don’t belong
in serious workplace messages.
Many email users are fond of abbreviations, but use them only when you’re sure your
reader understands them. Some common email abbreviations include:
IMHO (in my humble opinion)
IMNSHO (in my not so humble opinion)
IIRC (if I recall correctly)
FYI (for your information
LOL (laughing out loud)
ROTFL (rolling on the floor laughing)
YMMV (your mileage may vary)

Effective email is courteous email
Keep your email messages as short and clear as possible. Break up text into short
paragraphs (usually not more than five or six lines), with white space between them.
This will make your reader’s job easier. You will also find it easier to proofread your
message before sending it.
Does it matter? Some computer users think the value of email lies in its speed: you just
dash off a note and send it without worrying about spelling or grammar. You don’t
worry about errors in the reply either.
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We think that for workplace messages, you should indeed worry. A typo or punctuation
error could change the whole meaning of the message. Consider the implication of the
hyphen in the following:
I resent your message
I re-sent your message

None of this matters when you’re writing to old high-school friends, but at work it
matters—a lot.
Answer when you’re calm
We also recommend that you pause before replying to any message that upsets or
puzzles you. It’s very tempting to send an instant, angry reply, and soon you find
yourself in a “flame war”—an electronic barrage of insults. Then, after you’ve
exchanged rude remarks, you may find out that it all started from a misunderstanding.
Worse yet, you may have sent your message to many others with no involvement in the
dispute; they will not be happy that you are wasting their time.
Flame wars and hasty comments are more than bad manners. You may find yourself
being sued for libel, all because you let your temper run away with your good sense.
One of the surprises of the computer era is that email demands greater sensitivity and
empathy with your reader than ordinary writing. Whenever you correspond through
your computer, be especially careful to put yourself in your reader’s shoes, anticipating
any problems your reader may have with your message.
Website about writing email:
Email Etiquette
http://owl.English.purdue.edu/handouts/pw/p_emailett.html
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3.7 INFORMAL MEMOS
A well-organized, clearly written memo is the product of a well-organized, perceptive,
and intelligent person. Such persons are always in short supply, and they can exert a
remarkable influence on any organization even if they’re in relatively subordinate
positions.
Since memos can have such an impact on an organization and its members (and
especially on the writer’s career), they need careful planning.
Orientation: Background information on the problem or topic; reference to decision to
investigate; methodology of investigation.
Information: Results obtained from sources consulted; organized appropriately
(chronologically, by category, by comparison, etc), with graphic aids if needed and with
conclusions drawn from data.
Action: Proposals for most suitable actions in the light of given results; likely
consequences of various decisions; request for permission to carry out decision, or for
the reader to make the decision.
The format is far from standard, but most memos have the same elements whether as
email or as paper documents: a dateline, a From: line, a To: line, and a Subject: line.
(Some prefer “Re” to “Subject”). In a very formal, “for the record” memo, the job titles of
the author and reader may be included. The memo may also have reference notations
such as “cc” (copies sent to), “encl” (something is enclosed with the memorandum, or
“atch” or “att”(something is physically attached to the memorandum).
The memorandum does not have a salutation (“Dear Sam”) or a complimentary close
(“Yours sincerely”). It may have a signature (both written and printed) at the end, or the
author may simply initial it beside his or her name in the “From” line. The letterhead
usually includes simply the name of the organization and a heading like
“Memorandum.”
The following page shows an unsolicited memo. Memos can also respond to a request
for information, and in this case are known as a “solicited” memo.
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Memorandum
Date: February 7, 2005
From: Amber Flashing AF
To: Herb Linguini
Subject: Dreamweaver Training Workshop
Simon Fraser University at Harbour Centre is offering a two-day workshop, on consecutive
Saturday afternoons, in using Dreamweaver. According to the SFU brochure, which I’ve attached,
the total cost per student is $325. The workshop sessions will take place on February 22 and 29.
Since we’ve decided to adopt Dreamweaver as the standard authoring tool for the company’s
website, this workshop would enable us to maximize staff productivity right from the start. Since the
board also wants us to update and revise our site almost daily, it’s even more important that we
train several of our people t become fully familiar with Dreamweaver.
I’ve asked some of our senior clerical and technical staff if they’d be willing to take the workshop in
exchange for taking the following Mondays off. Dave Chao, Kathy Kontoyanni, and I are very
interested in the workshop; we would then be able to train the rest of the department.
Total cost of the workshop would be $775, which is $200 more than I have left in the staff-training
budget cost centre. If you believe this workshop would be worthwhile, would you authorize a $200
transfer from Emergency Funds? To ensure that we get three seats in the workshop, I would like to
register our people by February 9.
atch

3.8 MEMORANDUM REPORTS
Informal memorandums (“memos”) are brief, and almost always concerned with
relatively minor matters. Formal memorandums, however, deal with important matters:
formation or conduct of policy, consequences of policy, and information on which to
judge policy. They also often involve major spending decisions.
Depending on the nature and complexity of the subject, formal memorandums can be
anywhere from one page to many pages in length, and may include tables, charts,
illustrations and bibliographies. They are a form of report but not usually a report
intended for readers outside the organization.
Both memos and formal memorandums are similar to business letters in several ways:
1. They request and supply information.
2. They can persuade.
3. They can resolve conflicts.
4. They record work done and positions taken.
Memorandums differ from business letters in several ways:
1. They’re intended for people within the organization, not for outsiders or the
general public. Unauthorized “leaks” of internal memorandums can
cause legal and public relations problems for organizations.
2. They’re more concerned with facts, and less concerned with tone and the
“you” attitude. A memorandum that is too blunt, however, may fail to
achieve its purpose.
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3. They move through regular channels of communication within the
organization. A memorandum rarely goes “over the head” of a superior.
Email makes it easy to send copies to people at different levels, but it’s
still a courtesy to let your boss read your memorandum before it goes to
the higher-ups.
Website on writing memos and memorandum reports:
Writing Memos
http://www.english.purdue.edu/handouts/pw/p_memo.html
3.9 FAXED INFORMATION LETTERS
Regular postal correspondence has come to be known as “snail mail.” When time is
important, most businesses prefer to use a facsimile (fax) machine, if not email.
Many organizations use a fax cover sheet, which can be handy for information about
long documents. But for short messages, a format like the one on the next page helps
convey the message without wasting paper. Note that it resembles a full-block business
letter, but includes a page total and replaces the postal address with the fax number.
Your word processing program contains document templates for a fax cover letter. You
may wish to modify this to suit your own purposes, or to print it on your workplace
stationery.
Alternatively, you can purchase books of humorous or serious fax cover letters for a
variety of purposes at your local bookstore or stationer. Sticky Post-It fax notes are very
useful if you send many faxes in an informal way for document review.
The use of the fax machine is gradually being supplanted by email file attachments, as
more and more people in every field come to use email as an essential business tool.

Caution!
When sending confidential information by fax, be very careful that you have the correct
fax number, and that you dial that number accurately. Medical and legal documents, in
particular, seem to go astray, sending confidential information to the wrong people.
Faxed information letter
Cyclemaster Mountain Bikes
1501 Lonsdale Suite #23
North Vancouver BC V7J 2M2
Phone: 604-990-8301 Fax: 604-990-8122
Email: cyclemaster@intergate.ca

October 7, 2005
Mr. Jeremy B. Stone

Fax Message
Page 1 of __1__
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Vice-President
Moodyville Realty
Fax 604-966-4500
Dear Mr. Stone
Thanks very much for your prompt and informative response.
I agree that your advertised property wouldn’t be adequate for us, but the two other sites you
mentioned sound very promising.
Could you arrange a tour for Bob Englehart (our manager) and me on Tuesday morning? We
could meet you at your office about 10:30 if that’s convenient.
Sincerely
Jo Doakes
Jo Doakes
Assistant Manager
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CHAPTER FOUR: WRITING TO INFORM IN MAJOR REPORTS
4.1 WHAT IS A REPORT?
A report is a written document or a spoken presentation that conveys information and
ideas, and sometimes makes recommendations.
Reports can take many forms: spoken, written, email, formal or informal, short or long,
in various formats including letters and memorandums. Regardless of format, however,
reports should always be:
• clear
• correct
• complete
• coherent
Also, a report is almost always written for readers who aren’t as familiar with the
subject matter as the writer is.
In the current workplace, formal research reports are relatively rare and often assigned
to teams rather than individuals. As a member of such a team, you may have to deal
with just one aspect of the report: perhaps the research, or the organization, or the
documentation, or the writing of particular sections.
Whatever your assignment, you should be able to handle all aspects of the project and to
offer constructive, informed criticism of your colleagues’ work.
4.2 DIFFERENT TYPES OF REPORTS
Informal reports
• are for insiders who know the background
• require little documentation
• may present findings from a single or subjective point of view
Spoken reports
• update listeners on recent events or new developments
• provide feedback on particular situations (for example, contract negotiations or
an accident)
• summarize and condense what’s happened
• require quick thinking and orderly presentation
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Regular update reports
• provide notes about meetings for distribution to those concerned
• inform organization members about issues
• as internal public relations, can promote organizational spirit
Short reports
• provide written details of an accident or incident
• explain how some new development will affect organization members
• give a status report after some event of significance
Formal reports
• may go to people outside your organization
• form a permanent record that may carry legal weight
• require careful documenting of sources
• present findings as objectively as possible
Minutes of meetings
• record achievements, negotiations, and discussions at organization meetings
• record decisions taken
• set at least part of the agenda of future meetings
Committee reports
• record inquiries and achievements of groups dealing with specific issues
• may form basis of policy decisions by organization members
Expert report
• provides information or data
• interprets and evaluates the data in the context of previous information and
experience
• suggests solutions from an “expert” point of view
Information report
• provides historical background to an issue
• presents, explains, and interprets new information
Status report
• focuses on one project or issue provides brief historical background
• organized around problems
• suggests solutions
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Study
•
•
•
•

focuses on a problem
analyzes background and issues
suggests alternative solutions
recommends one or two of several options

4.3 STRATEGIES FOR WRITING REPORTS
Your first task as a report writer is to think: about the subject matter, about logical
organization of evidence and ideas, and about writing and editing. No formatting rules
or report models can guarantee clarity, readability, or accuracy.
Thinking can be tough work. This is especially true at meetings, during other events that
may draw your attention in several directions, and while researching. How can you
listen to speakers and think at the same time? How can you consult different authorities
and keep their often-conflicting positions clear in your mind?
Thinking your way through the writing of a report means remembering details:
• names, dates, places and relevant facts
• articulating issues that are often complex
• including all relevant material
• analyzing problems (that is, identifying their causes)
• framing conclusions and recommendations
For each of these tasks, it’s vital to write clearly, correctly, completely, and coherently.
What’s more, you may have to juggle several other roles: involved participant, detached
observer, scribe, analyst, computer expert, researcher, and librarian.
The positive side of this daunting task is this: by meeting the demand for accuracy and
objectivity in reporting, you can develop insight into the kinds of material you report on.
You will begin to recognize which materials and methods you can trust, and which you
can’t. By forcing yourself to organize your thoughts so that they’ll make sense to your
readers, you will gain clarity yourself about your own and other people’s ideas.
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Develop a vocabulary for reports
Here are some words that may help you write a report.
1. In the Introduction, you need a statement of purpose.
The purpose of this report is to . . .
account for
summarize
describe
recount
explore
present
investigate
characterize
set forth
outline
describe the life and work of

2. Your thesis statement should be focused enough to give you ample guidelines for
constructing an argument. For example:
Success in selling books online depends largely on the way customers can navigate on the
bookseller’s website.

3. Body of the report, or your findings: How do you present them?
If your purpose is to: then:
account for something
explain it
describe something
do that
argue for a point
give evidence
investigate
give facts
summarize
précis the facts
narrate
tell the story
set forth
present, in order
prove
give evidence
Take notes
Note-taking skills are very helpful in any kind of reporting job. Reporters and secretaries
often rely on tape recorders to help them verify the accuracy of their notes. However,
you must be careful about having the consent of those present when you use a tape
recorder at meetings; some people object strongly to their presence. Whatever you can
do to take good notes, however, will help in your report writing.
As we’ve mentioned on page 57, reports can be spoken presentations. In this case,
however, it’s even more important to have good notes. No one wants to listen to you
read a report; instead, you should “speak to” your notes, summarizing your information
informally but in an organized and coherent manner.
Keep track of your sources
In a formal report, you gain credibility by showing your readers just where your
information comes from. Footnotes or endnotes can tell your readers about your sources,
or you can include your sources in the body of the report. Either way, the accuracy of
your sources is crucial. As you do your research, make detailed notes about those
sources: names, titles, dates, interviews, and so on.
Build a filing system
Whether on paper or on your computer, a file system makes report preparation easier.
Some people use index cards; others prefer notebook filler paper or individual computer
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files. Whatever system you prefer, when you sit down to write, you’ll have something to
start with.
Limit your topic and cut your research time
A report usually deals with one issue, one meeting, one convention, one accident, one
organization’s performance. Your job as a report writer is not to produce a book. Limit
your topic, and limit the time and resources you can spend on the project. Tell your
readers what your limits are, and why you’ve set them.
Manage your time realistically
The biggest danger in research is overkill. Plan realistically for both time available and
the intended length of your report.
Primary research involves talking to people, compiling your own formal or informal
surveys, setting up a questionnaire study or conducting interviews. These tasks can be
extremely time-consuming.
Secondary research is what you do in libraries, computer databases, and other sources
of books, reports and documents. This too will take time. If you find a great deal of
material, you may spend more time than you expected just wading through it. If
material is scarce, you could spend days trying to find more.
Explain your methodology
Whether you’re doing primary or secondary research, you must identify your research
methods to your readers. That’s because your methodology—the way you gather and
judge your information—will largely affect your credibility. Since your
recommendations will include the spending of a lot of money, your credibility is critical.
So if you set up questionnaires, discuss your survey techniques before you present your
findings; if you select some published sources and not others, explain why you made
your choices.
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4.4 FOUR STAGES OF REPORT WRITING
Like any craft, writing breaks down into separate steps that make your job less
intimidating. In the case of report writing, the steps are planning, drafting,
documenting, and revising. Bear in mind that research is part of all four steps. Some
fact that you learn during documentation or revision may oblige you to change your
report’s thesis or recommendations.
Planning
1. Understand exactly what you’re supposed to be reporting on.
2. Find all possible primary and secondary information sources.
3. Decide which sources to draw upon. Some may be obsolete, beyond the scope
of your report, or otherwise unusable.
4. Gather information from remaining sources.
5. Sift your evidence: What’s reliable, what isn’t, what’s the climate of opinion on
your subject? That is, do your sources all agree, or do they disagree with
one another?
6. Synthesize the acceptable evidence. This is the critical step. If you don’t draw
your own conclusions and generalizations from your research, you are
simply the mouthpiece for someone else. Condense information,
summarize, reorganize, make comparisons, and draw analogies.
7. Discard redundant information; many of your sources may repeat one another.
8. Write your report using concise, concrete sentences with good transitions
between paragraphs and between sections.
Refining purpose, tone, and scope of the report
Writing a report means making decisions about purpose, desired outcomes, audience,
tone, scope, and time available for the four steps of report creation. You can write, for
instance,
The purpose of this report is to investigate the cost of winterizing eight of the cabins at Timberline
Lodge to permit year-round activities.

or
The intent of this report is to assess the value of all-wheel drive vehicles to drivers in the Lower
Mainland.

Your intended outcomes may be:
• a change in the status quo
• continuation of the status quo
• further discussion
• keeping others informed

Your appropriate tone may be:
• formal
• informal
• breezy
• personal
• scientifically objective
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•
•
•

urgent
hard-hitting
reflective/contemplative

The scope of your report depends on:
• the terms of reference you’ve been given
• the resources available to you
• how much information you’ve acquired
• what your readers need to know
• how credible you must appear to your readers
• the action, if any, you must inspire
In all cases the report must be practical, concerned with facts and with actions that
follow logically from those facts. It must be complete, concise, clear, and readable. It
must also be intellectually honest: the report writer should not “massage the data” (also
known as stacking the deck), plagiarize, or rely on logical fallacies.
Description, narrative, analysis, critique
Think of your report as falling into one of four major categories:
description: setting out the chief characteristics of your topic
example: a typical workspace in your organization
narrative: showing a sequence of events through time
example: the process of training a new employee
analysis: identifying the causes and relationships of your topic and subtopics
example: factors influencing employee absenteeism, and consequences of
absenteeism
critique: judging your topic critically in a relevant context
example: the effectiveness of our employee training as compared to training in
similar organizations
Establishing point of view
The point of view of your report will largely determine its direction. You could write a
report about severe acute respiratory syndrome, for instance. The purpose might be
simply to describe the condition of SARS, but the point of view could be that of a nurse,
a political analyst concerned about health-care costs, a medical researcher, a nursinghome administrator, or a family caregiver of a SARS patient. The report might also vary
depending on whether it’s written in Canada or Singapore, whether it’s about conditions
in 2003 or 2006, and whether its aim is to identify cost-saving measures or to advocate
support for caregivers.
Point of view affects your report in several important ways:
Facts: What you can prove if you draw on a variety of sources. A report on SARS written
in the spring of 2003 will draw on different (and doubtless fewer) facts than a report on
the disease in the fall of 2005.
Bias: A way of viewing facts that makes some seem more important than others. A
Chinese report on SARS is likely to give more weight to Chinese research findings than

62
to Canadian findings. This is not because Chinese are prejudiced, but because their own
research is more likely to be applicable to Chinese conditions.
Impressions: Quick responses that not everyone may agree with. A review of current
research on SARS may give you the impression that efforts are focusing on the impact of
the disease on elderly patients; it may be, however, that you have simply missed reports
on how SARS affects younger patients.
Interpretation: The particular meaning that you may find in a given set of facts. If you
find that severe quarantine measures in China seem to produce the quickest reduction in
new cases, your interpretation may be that such measures should be applied in
Vancouver as well.
Analysis: Examination of the causes and components of your subject, based on the best
information you can get and considered with, presumably, little or no bias. Your report
might look at the transmission of SARS among health-care workers as reported in the
most reliable research.
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4.5 OUTLINING A RESEARCH REPORT
Before research begins, write an outline. This will guide your research and will form the
basis of the introduction to your paper. The outline doesn’t have to be very tidy, but it
should include the following:
Topic:
The Marketing of BC Sport Fishing over the Web.
Purpose:
State why you are writing this paper, and for whom. For example, you might
state the purpose as follows:
“The purpose of this report is to assess the methods and success of Oak
Bay Marine Group as a marketer of sport fishing over the Web.”
Limits of the report:
To direct your research and reporting to a focal point that has meaning to the
audience, it is usually necessary to create certain limits beyond which the report
will not be concerned.
For example:
“This report deals with Oak Bay Marine Group as it was operating in the
spring of 2005, with some comparison to competitors like Skookumchuk
Resorts.”
Methodology:
Identify the sources you will use in finding out information about the topic.
These may include books, periodicals, interviews, Web text, or questionnaires
you devise.
Findings:
You won’t know your findings when you outline, but you may have questions
you hope to answer: How many people viewing Oak Bay’s website actually sign
up? What influences their decision? Do competitors report higher or lower sales?
Etc.
Recommendations:
These will also depend on your findings: It may be that Oak Bay needs to
streamline the purchasing process, or make its website less confusing, or reassure
buyers that their credit-card numbers are secure. Or it may be that the firm
simply needs to go on doing what it’s been doing because it works.
After research is complete, you will add a thesis statement to this outline, which will
complete the Introduction to your final paper.
4.6 DRAFTING A RESEARCH REPORT
Once your research is complete, draft the report.
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Introduction: TELL US WHAT YOU’RE GOING TO TELL US. In your outline, you
decided on purpose, limits and method. Include these in your introduction.
Your introduction needs one more thing: a thesis. You won’t write a thesis
statement, however, until after you have drafted your conclusions. So leave a
space for it.
Body of the report: TELL US WHAT YOU KNOW. What did you learn? Do you trust
what you’ve learned?
Organize your work and use headings to indicate the categories you’ve used to
think about the topic.
Conclusion: Tell us what we should do about what you’ve told us: invest in Oak Bay
Marine Group, compete with them, get them to change their marketing
techniques.
Create a thesis statement: Based on your conclusions, can you state what the main
argument of your paper is? You may need to re-organize some of your data
when you write the final report, to make the strongest possible argument.
The thesis statement fits into the end of your introduction. Go back to the Introduction
and insert it.
Endnotes: (sources, works cited): You will save time if you create a list of Works Cited
when you begin research.
Summary: In not more than 10 percent of the total report length (and maybe much less),
you will explain your purpose, methodology, findings and recommendations.
This will go on a separate page at the front of the report.
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4.7 DOCUMENTATION: CHOOSING AND USING RESOURCES
In school, libraries are the usual source of information for reports—whether that
information comes from books, journals, videos, CD-ROM databases, or the Internet. At
work, though, the material needed for reports is often not formalized enough to be
found in a library.
Think of how reports arise in the workplace:
• You believe better staffing schedules can be worked out with the existing staff,
and you want to write a report to prove it.
• An accident in the store caused two employees to be on WCB for three months.
You want to write a report about the accident, and how to prevent such events in
future.
• You are working on getting an important client, and want to write a report on
the business prospects her company represents. The goal is to obtain a small
amount of extra funding for a special presentation to the company.
What good would a library do you in these events? Some perhaps: you could use
statistics on similar events elsewhere, and about the economy in general.
However, you have two main sources of information: your own company, and the
various people involved. You may be citing material from internal documents, and you
may find interviewing people is the best method of finding the facts you need.
Before you begin a report, think about your sources. That’s why we recommend an
outline—it forces you to formalize exactly how you will obtain information. Otherwise,
the tendency is to gloss over the information sources with a nod to primary research but
little idea just what that will be. Decide how you will find information as well as what
information “might” be out there.
Websites on writing business reports:
Writing Business Reports
http://freelancewrite.about.com/cs/prmarcom/a/busreport.htm
Business Report Writing
http://www.writinghelp-central.com/business-reports.html
Research Report Workshop
http://owl.english.purdue.edu/workshops/hypertext/reportW/index.html
Report Abstracts
http://owl.english.purdue.edu/handouts/pw/p_abstract.html
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4.8 CONDUCTING AN INTERVIEW FOR RESEARCH PURPOSES
Sometimes you will simply lack the time to do face-to-face interviews as part of your
research. But if time permits and such interviews are critical to the success of your
report, make sure that you get the most out of them.
1. Do your homework: research the topic and the “source”—the person you’re going to
interview.
2. Create a theme for your report, story, or news release. A major purpose of the
interview will be to obtain quotes, anecdotes and other evidence to support that
theme. (But be prepared for the unexpected!)
3. List question topics in advance—as many as you can think of. Guess what answers
you may get; this will suggest still more questions. Better to think of them before
the interview than after.
4. Write a letter asking for permission to conduct the interview. Suggest a time limit and
date.
5. Think about how the source will react to this interview, and develop a plan that will
acknowledge the source’s attitude as well as your requirements.
6. Note details: the source’s physical appearance, clothing, manner, tone of voice,
gestures, surroundings.
7. Ensure that the source understands who you are and what the purpose of the
interview is.
8. Make it clear you will use this material, especially if the source isn’t used to being
interviewed.
9. Ask short questions and give enough time for an answer.
10. Ask the source to repeat or clarify complex or vague answers.
11. Read back answers if asked to, or when in doubt about the phrasing of crucial
material.
12. Avoid lecturing, debating or arguing with the source.
13. Honour requests for non-attribution, backgrounder-only, or off-the-record if the
source makes this the condition of the interview or of a statement.
14. Prefer open questions to closed ones. A closed question would be: “Where did you
go to college?” An open question: “What was the most rewarding aspect of your
college education?”
15. Consider different types of questions:
• Hypothetical: “What if they fired you?”
• Leading: “Don’t you think he was biased in that decision?”
• Intentional Distortion: “Isn’t it true you’ve called for higher taxes?” (Works well
if the source isn’t afraid of disagreeing with you, doesn’t worry about pleasing
you, and is interested in the topic).
• Reflective Probe: “Well, that was a mistake.” “You think he was wrong?”
• Echo: “Well, that was a mistake.” “A mistake?”
• Treading Water: “Well, that was a mistake.” “Why is that?”
16. Afterward, send a thank-you note.
4.9 ONLINE RESEARCH
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With dramatic speed, the World Wide Web has become the preferred research resource
for many scholarly and business purposes. But it can be frustrating until you understand
how to explore the Web.
Basic search techniques:
Search engines differ in their abilities, and no single search engine can search every page
on the Web. But the following advice should help you get the most out of the search
engines you find most useful.
First, when you open a search engine, read the advice on how to use it. If it offers
“advanced search,” prefer that to simpler search methods.
Type in the word or phrase you’re seeking. If the search engine permits you to specify
the “exact phrase,” so much the better. Otherwise, if you ask for sites that mention New
York City, you will get “hits” for “new,” “York,” and “city”—most of them totally
useless.
Placing quotation marks around a phrase will usually tell the search engine to read the
whole thing: “New York City”. You can also sometimes specify other words that must
appear in the document: “Staten Island,” for example, or “Broadway musicals.”
When you find a document that contains useful information, you can bookmark it
(record its Web address), so it’s easy to return to the site later. You can also save website
information in several ways:
•
•
•

•

Print it out from the screen (but this may include needless graphics, and may clip
the margins).
Print the “printer friendly” version.
Save to hard drive as plain text (you can open it up in your word processor and
format it as you like; you can then read it on the screen or print out the document
or parts of it).
Save it as HTML (so you can open it up with your browser, without going back
on the Web, and see it just as it appears on the Web).

Here’s another tip: Many search engines, like Google, will let you type in a URL and see
what other pages are linked to it. These pages may offer excellent material as well.
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Web research resources
Major Search Engines
Google
www.google.com
HotBot
www.hotbot.com
Infoseek
www.infoseek.com
Looksmart
www.looksmart.com
Lycos
www.lycos.com
Mamma.com
http://mamma.com/psearch.html
Snap!
www.snap.com
Yahoo!
www.yahoo.com
Localized Search Engines:
Alta Vista Canada
www.altavistacanada.com
Maple Square
www.maplesquare.com
Yahoo! Canada
www.yahoo.ca
Specialized Search Engines:
Fossick
www.fossick.com
Search.Com
www.search.com
Metasearch Engines
Debriefing
Dogpile
Ixquick
Metacrawler

www.debriefing.com
www.dogpile.com
www.ixquick.com
www.metacrawler.com

Capilano College Library Website
http://www.capcollege.bc.ca/student-services/library/index.xhtml
Websites about conducting online research:
Finding Information on the Internet: A Tutorial
http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/FindInfo.html
Michigan Comnet: Conduct Online Research
http://comnet.org/researchguide.html
FAQs about Conducting Online Research
http://www.cosro.org/faq.cfm
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4.10 ORGANIZING REPORT MATERIAL
Writing the actual report involves decisions about organization, headings, the use of
material in quotations or paraphrases, and the way to document that material.
Organization is the major strength of good reports. So far we’ve looked mostly at
organizing the research process; now let’s look at organizing the report material itself.
We can do so in the four ways we’ve mentioned: description, narration, analysis, and
critique.
Descriptive organization
Organize material by categories, listed in any number of different ways: smallest to
largest, cheapest to most expensive, left to right, top to bottom, first to last, least
desirable to most desirable, and so on.
Narrative organization
Show origins, history, and development. Identify key events that mark a change or show
a need for change. Look for cause-effect relationships.
Start with a beginning event and follow the sequence of events through to the most
recent. If you must include “flashbacks” that break the narrative sequence, identify these
by using headers such as “Background” or “History.”
Analytical organization
Identify a problem or issue—for example, trends in the funding of SARS research.
Identify the components of the problem—for example, the impact of earlier findings, the
political importance of SARS in an aging population, the number of researchers going
into the field, competition with other medical research projects, and so on.
• Demonstrate cause-effect relationships.
• Compare and contrast: which items or issues are similar, and which are
different?
• Examine facts both for and against your own thesis, findings, and
recommendations.
• Cite case studies when suitable, but avoid purely anecdotal evidence.
• Use charts, graphs, and tables to set out data in understandable form.
Critical organization
Add to the analysis a framework or set of criteria against which you are going to judge
the material you’ve presented. For example, is funding for SARS research as effective as
similar research funding for other respiratory diseases? Your criteria should be sound
and relevant; if other diseases are easier to study, then a critical comparison of funding
effectiveness may not be reliable.
4.11 PUTTING THE REPORT TOGETHER
Checklist for a major report
Report structure can vary widely, but your report should include the following items.
Preliminaries or “Front Matter”
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•
•
•
•
•

Letter of transmittal (optional)
Cover sheet
Title page
Abstract or Summary
Tables of contents and illustrations

Body of Report
Introduction:
• Purpose
• Intended audience
• Scope or limits
• Research methods (how evidence was obtained)
• Thesis or general idea that ties purpose to conclusion
Background
Findings
Analysis
Reasoning and assessments
Conclusions
Recommendations
“Back Matter”
Sources cited
Appendices (if appropriate): Tables of raw data, details of findings, copies of surveys or
questionnaires, etc.
Text of major report sections
Using your worksheet, you can now produce the report itself with minimal effort. It will
probably include most of the following sections (optional sections appear in brackets):
[Letter of transmittal] Sometimes included at beginning of report when the readers of
the report (such as a board of directors) have commissioned the author to write it.
Title Page: title of report, author’s name, organization, date.
Table of Contents: lists major sections and subsections of the report, and the page
numbers on which those sections begin.
[Table of Illustrations] Lists graphics in the report; useful when the report contains
many graphics.
Executive Summary or Abstract: a condensation of your purpose, methodology, results,
and recommendations. Normally no more than 10 percent of the length of the whole
report, and often much shorter than that. Includes title and author’s name; appears on
its own page or pages, since it may circulate to readers who may not see the whole
report. Business reports have executive summaries; technical and scientific reports have
abstracts.
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Introduction: Why the report is needed, what its purpose is, what its limits are (lack of
time for detailed research, small samples, etc.), what its methodology is (how
information was obtained). Methodology sometimes appears as a distinct section.
Body: Presentation of factual findings. Usually titled Findings or Results. [Includes as
well critique, analysis, rebuttal, and assessment.] This section should be organized with
clear, content-rich headings; in a long report the sections will be numbered.
Conclusions: What you can deduce from facts presented, often presented in numbered
point form.
Recommendations: Actions based on conclusions; in some cases, you may present
alternative actions and their likely results.
Endnotes/Bibliography: Citations of sources quoted in the text, plus works consulted
but not quoted.
Appendix: Additional information that may be of interest to some readers, but is
unsuitable for presentation in the body of the report.
4.12 FORMATTING THE REPORT
When you are at work, the best way to decide on how to format your report is to ask for
an existing report to use as a model.
Many organizations have style guides for the presentation of written material. Apple,
for instance, has a downloadable style guide for writers of their computer manuals. It
covers every point of formatting and style from comma usage to dots per inch in colour
on-line settings.
If no style guide exists, use the following guidelines:
• White paper, one side only
• Normal font = Times or Times New Roman 12 pt
• Headings = Arial or Helvetica 13 pt bold
• Double spacing for text
• Two double spaces before new heading
• Page numbers at top right corner
• Header to restate report title and author’s last name in 9 pt normal font at lefthand side; underline to separate from text
Tables, graphs, and illustrations
Place table titles above the data, and use roman numerals: Table I, Table II. As a rule, use
roman numerals to number tables (Table I, Table II) and include a brief description
above the tabular information.
State the source of the table or chart, if you have used one compiled by someone else,
such as government statistical office. Put the source directly under the table or chart or
illustration, in 8 pt font, as shown below.
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Table III. Post Secondary Institutions Forecast Revenues and Expenses 2003/04 – 2006/07
Forecast
2003-04
Total
Revenue
Total
Expense
Operating
Results
Net Results

Plan 2005-06

Plan 2006-07

3,205,000

Budget
Estimate 20005
3,269,000

3,370,000

3,453,000

3,179,000

3,260,000

3,365,000

3,457,000

26,000

9,000

5,000

(4,000)

26,000

9,000

5,000

(4,000)

Source: B.C. Government Ministry of Advanced Education. “2004/05-2006/07 Service Plan, Resource Summary.”
http://www.bcbudget.gov.bc.ca/sp2004/aved/aved_summary.htm

If you have a large number of such materials, create a List of Illustrations and Tables
separate from the Table of Contents, at the beginning of the document, and insert correct
page numbers.
Photographs, charts, sketches, and other illustrations are usually called figures, and take
arabic numerals. Figure captions generally go below the illustration. When graphic
materials come from, or use, published sources, they should indicate those sources
below the table or figure as well as in the bibliography.

Figure 3. Whale watchers wear special gear to keep dry.
Source: Gulf Whalewatching Tours.

4.13 DOCUMENTING YOUR SOURCES
General guidelines
You will waste all the energy you put into writing your report if your readers don’t
believe you. Everything hinges on your credibility, and your credibility in turn hinges
on how well you use your sources. In any research report based, at least in part, on other
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people’s findings, you must show what is your own work and what belongs to your
sources. Otherwise you run the risk of plagiarism, or at least of undermining your
credibility.
What’s more, your own work should be more than just an occasional sentence that
stitches one quotation to another. You are using your sources to make your points—not
just to be a mouthpiece for your sources. Keep in mind the following suggestions:
Decide what’s common knowledge in the field
As a general rule, the same basic fact found in three different sources (especially without
being footnoted in those sources) is common knowledge and you do not have to cite it.
However, you may find that citing the fact as it appears in one of your sources can lend
extra authority to your assertions.
If you find that all your sources agree on some point, then you can say: “All authorities
agree that SARS emerged in southern China late in 2002.” You don’t have to footnote
such a general statement. But you would be wise to document your generalization with
a quote from one of those authorities, and then to footnote that quotation.
Or if you find that three authorities think that SARS will soon fade away, and two others
think it’s going to get worse, you can say: “Authorities disagree on whether SARS is a
permanent problem.” You can then cite one or two sources on each side.
Understand the perils of plagiarism
Plagiarism is theft of intellectual property. As a student, it is easy to think, “What the
heck—it’s just a few words on paper.”
In the business world, plagiarism means lawsuits and big money. Consider the case of
Sarah McLaughlin and a former colleague, who sued the singer because he believed she
used words and a melody from a song he wrote. Comedian Eddy Murphy paid a large
settlement to a screenwriter who proved Murphy had copied the writer’s script for one
of his movies. And a young New York Times reporter recently resigned after it was
proven that he had plagiarized many of his stories while making up the rest.
In the workplace, using someone else’s words, ideas, logo, advertising slogan or other
identifiable intellectual property is illegal and carries penalties that can amount to
millions of dollars.
Some students find it tempting to download material from Websites and present it as
their own work. Many “cheat sites” exist for just that purpose, offering essays and
reports for sale. In other cases, it’s very easy just to copy a report on the Web, reformat
it, and claim it as original research.
Apart from being dishonest and a rejection of the very principles of scholarship, such
plagiarism is also very easy to trace. The instructor can simply type a key phrase into a
search engine, and the original source will pop up within a second or less. Since
plagiarism is generally grounds for a failure in the course, and perhaps suspension from
school, students who think they can outsmart the system will outsmart only themselves.
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Avoiding plagiarism in a report for the classroom is just practice for the real world,
where you avoid plagiarism to ensure a general as well as a particular level of trust,
honesty and good will in all your dealing with other people.
For a student, the perils of plagiarism may be limited to a failed grade on a paper, a
course, or a program. But those are high stakes. You didn’t pay your tuition fees with
counterfeit money; you should not expect to succeed in college with counterfeit writing.
Offer your own opinions, and back them up
Don’t simply say, “I agree with Smith,” or “I think Smith is wrong.” Appeal to your
other sources, or to logic. Show how other authorities agree with Smith as well, or how
they disagree. Or by applying logic to a source’s argument, you could say:
“If Smith were right about the doubling rate of SARS, everyone on earth would be infected by next
January; according to recent figures from the World Health Organization, the doubling rate has
fallen dramatically (p. 3). Therefore, Smith is wrong.”

Use transitional phrases to smooth the reader’s path
You will confuse your readers by jumping from your own comments to quotations
without preparing for the change. The following passage contains transitional phrases in
italics (but they would be in plain text in a report).
“Flame wars”—abusive exchanges—are a hazard of joining debates in Internet newsgroups.
According to one observer, “Combatants use language ranging from the crude to the libellous”
(Chang 18). Other participants enjoy the no-holds-barred disputes. In the words of one veteran
debater, “Flame wars are an acceptable price to pay for the freedom of speech” (Gates 144).
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4.14 CITING PUBLISHED SOURCES EFFECTIVELY AND ACCURATELY: USING
MLA, APA, AND CGOS
Documentation is part of making your reader’s job effortless while making your own
writing more effective. When you bring in quotations from your sources, you strengthen
your argument. You’re saying, “Not only do I think this is true, but here are some
reliable experts who think so too.”
If you do it right, your quotations blend smoothly with your own text. You don’t break
your reader’s concentration, but you make it easy for your reader to see where you got
your expert information.
This raises the question of citation style. In both academic and workplace writing, two
styles of documentation have become standard: the Modern Languages Association
system (MLA) and the American Psychological Association system (APA). The MLA
system is common in the humanities (literary criticism, the arts, and so forth), while
APA is the usual format for documentation in the natural sciences and social sciences.
Both use parenthetical documentation, citing the source right in the text, but they have
slight differences.
A good resource for both MLA and APA citation of Web and Internet materials is at
http://www.hillsdale.edu/Dept/Soc/Citeweb.htm.
In addition, now that the Internet is a major source of research material, several groups
have come up with guidelines for citing such material. The Columbia Guide to Online Style
(CGOS) is perhaps the most widely used arbiter of citing online material, and we have
added CGOS to APA and MLA as part of the “need to know” material for citations.
In the following section we look at the basics of MLA, APA, and CGOS. Whichever
system you use, follow it consistently.
MLA style
For detailed advice on how to use the Modern Language Association style in citing your
sources, visit the MLA’s own Website, at http://www.mla.org and consult the
“Frequently Asked Questions About MLA Style” page.
In general, when you quote, paraphrase, or summarize material, follow it with a citation
in parentheses: the author’s last name (or short title if the work is anonymous) plus the
page number. When the quotation or paraphrase is part of your text, this citation
appears before the closing period and has no internal punctuation. For example:
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We can expect about one-third of BC teachers to retire in the next few
years. According to one writer, citing BC Teachers’ Federation data, “In
1998, 10,970 BC teachers were aged 50 to 60—about one-third of the
32,626 full-time equivalent teachers in the province” (Clark 31).

If a quotation will take more than four typed lines, you should indent it, setting it off
from the rest of the text with wider margins. In this case, the citation is two spaces
outside the closing period:
The University of British Columbia expects to lose half its faculty and a
third of its staff in the next decade. At Simon Fraser University, 231
faculty members are projected to retire between now and 2010—a
quarter of the faculty in applied sciences and business, a third of the
education faculty, and more than 40 percent of faculty in arts and
science programs. (Clark 31)

If you mention the author’s name in your own text, all you need is the page number:
According to Clark, the retirement rate in arts and science programs will
be especially high: over 40 percent of faculty will retire by 2010. (31)

These citations will lead your reader to a reference in the Works Cited section at the end
of your report. This reference is normally listed alphabetically by the author’s last name.
Here is the format for a newspaper or magazine article:
Clark, Rebecca. “Our Aging Profs.” Vancouver Times. February 10, 2004: 31, 33.

In citing a book, the three basic parts are author, title (italicized or underlined), and
publication information (city: publisher, year of publication):
Clark, Rebecca. Trends in Canadian Education. Vancouver: Douglas & McIntyre, 2005.

In a scholarly journal, you provide the author, title of the article in quotation marks, and
journal information including volume, year, and the first and last page numbers of the
article:
Kilian, Crawford. “In Defence of Esther Summerson.” Dalhousie Review 54 (1974): 318-328.
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Sample citations in MLA style
Book with one author
Clark, Rebecca. Trends in Canadian Education. Vancouver: Douglas & McIntyre, 2005.
Other books by same author
________. The Charter School Movement in Canada. Toronto: McClelland & Stewart, 1999.
________. A History of British Columbia Education. Vancouver: Douglas and McIntyre,
1988.
Book with two or three authors
Berelson, Bernard R., Paul F. Lazarsfeld, and William N. McPhee. Voting. Chicago: U of
Chicago P, 1954.
Book with three or more authors
Kilian, Crawford, et al. Writing at Work. North Vancouver: Capilano College, 2001.
Book with corporate author
Modern Language Association of America. MLA Handbook for Writers of Research Papers.
Ed. Joseph Gibaldi and Walter S. Achtert. 3rd ed. New York: MLA, 1988.
Book identified by title only
Keesing’s Contemporary Archives: Weekly Record of Important World Events. 1974-75 ed.
London: Keesing’s, 1975.
Anthology
Abrams, M.H., et al., eds. Norton Anthology of English Literature. 4th ed. 2 vols. New York:
Norton, 1979.
Work in an anthology
Blake, William. “The Chimney Sweeper.” Norton Anthology of English Literature. Ed. M.H.
Abrams et al. 4th ed. Vol. 2. New York: Norton, 1979. 38-39. 2 vols.
Note: Give author and title of work first, followed by anthology title. Inclusive pages of
work appear last.
Reprinted article
Kilian, Crawford. “The Passive-Aggressive Paradox of On-Line Discourse.” Technos
Summer 1994: 18-19. Rpt. in Education Digest. October 1994: 33-36.
Note: Give complete data first for the earlier publication and then for the reprint.
Inclusive page numbers are for the specific article.
Introduction, preface, or foreword
Cox, C.B. Introduction. Dylan Thomas: A Collection of Critical Essays. Ed. Cox. Englewood
Cliffs, NJ: Prentice Hall, 1966.
Book by one author translated by another
García Márquez, Gabriel. Of Love and Other Demons. Trans. Edith Grossman. Toronto:
Knopf Canada, 1995.
Article in reference book
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Avis, Walter F. “Canadian English.” Funk and Wagnalls Canadian College Dictionary.
Markham, ON: Fitzhenry and Whiteside, 1989.
“Sitting Bull.” Encyclopedia Americana. 1962 ed.
Note: If article is signed, give author’s name first. If unsigned, give title first. Omit
publication data in citing familiar reference works.
Government document
Canada. Dept. of Agriculture. Canada and FAO. Ottawa: Information Canada, 1973.
Ontario. Ministry of Colleges and Universities. Vision 2000: Quality and Opportunity, the
Final Report of Vision 2000, a Review of the Mandate. Toronto, 1990.
Book in a series
Bates, Ronald. Northrop Frye. Canadian Writers 10. Toronto: McClelland and Stewart,
1971.
Unpublished thesis or dissertation
Brown, John. “Ultrasonic Vocalizations in Rats.” Diss. U of Toronto, 1980.
Magazine article
Webster, Paul. “The Ultimate High Ground.” The Walrus, June 2004: 48-54.
Newspaper article
Savage, Leslie Crabtree. “Candles in Colombia.” Vancouver Sun 24 Dec. 1991: A12.
Note: For newspapers, give the name as it appears on the masthead, omitting any
introductory article. If city of publication is not given, add it in brackets after the name
unless the newspaper is nationally known.
Editorial
“When Inflation Knocks.” Editorial. Globe and Mail: 19 June 2001: A12.
Business Report
Ag Armeno Mines and Minerals Inc. 1999 Annual Report. Vancouver: Ag Armeno, 2000.
Government agency report
Bates, Anthony. A Review of Instructional Media for Open Learning Agency Courses.
Vancouver: Open Learning Agency, 1991.
Lecture
Kilian, Crawford. “Why Education Needs the Arts and the Arts Need Education.”
Address. Symposium on Youth, Education and the Arts, Vancouver Children’s
Festival. Vancouver, May 1987.
Letters (personal)
Wittman, Martin. Letter to the author. 13 March 2004.
Email
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Wittman, Martin. Email to the author. 7 May 2004
Interviews
Wittman, Martin. Personal interview. 10 June 2004.
APA style
This style is like MLA style in many ways: you provide parenthetical references in your
text to bibliographic citations at the end of your report. But APA style emphasizes the
date of a source, instead of exact page number, and the bibliography is called
References.
The American Psychological Association has not updated its style guide since the mid1990s.
For a useful guide to APA style, visit http://hsc.usf.edu/~kmbrown/apa.html
In APA format, the citation includes the author’s last name and the year of publication:
We can expect about one-third of BC teachers to retire in the next few years. According to one
writer, citing BC Teachers’ Federation data, “In 1998, 10,970 BC teachers were aged 50 to 60about one-third of the 32,626 full-time equivalent teachers in the province.” (Clark 2000 p. 31).

Note that APA uses “p.” and “pp.” for “page” and “pages”; MLA uses only the page
number itself.
In a quotation of more than 40 words, the excerpt should be blocked and indented five
spaces, without quotation marks, and the quotation should be double-spaced:
The University of British Columbia expects to lose half its faculty and a third of its staff in the next
decade. At Simon Fraser University, 231 faculty members are projected to retire between now and
2010—a quarter of the faculty in applied sciences and business, a third of the education faculty,
and more than 40 percent of faculty in arts and science programs. (Clark 2000, p. 31)

In the References section, APA has a slightly different format from MLA. For a book,
include the following sections separated by periods: author’s last name and initials; year
of publication in parentheses; title, italicized or underlined, but with only the first word
and proper nouns capitalized in the title and subtitle; the city and publisher.
Clark, R. (2005). Trends in Canadian education. Vancouver: Douglas & McIntyre.

For an article in a scholarly journal, include the author’s name; the year of publication;
title of the article without quotation marks and with capitals on only the first words and
proper nouns of the title and subtitle; title of journal, underlined or italicized with main
words capitalized; volume number italicized or underlined; then the page span.
Kilian, C. (1974). In defence of Esther Summerson. Dalhousie Review, 54, 318-328.

For an article in a newspaper or magazine, APA style includes author’s name (if given);
the year, month, and (if it’s a weekly or daily) day of publication; the title of the article;
the title of the periodical, and then the page number (p). or numbers (pp).
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Clark, R. (2004 February 10). Our Aging Profs. Vancouver Times, pp. 31, 33.
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Sample citations in APA style
Book by one author
Kilian, C. (2000). Writing for the Web: geeks’ edition. North Vancouver: Self-Counsel Press.
Book by two or more authors:
Wade, L. K., and McVean, D. N. (1969). The alpine and subalpine vegetation (Mt. Wilhelm
Studies 1). Canberra: ANU.
Note: List all authors, inverting all names. Series names and numbers, if present, appear
after the title in parenthesis.
Book in a second or later edition
Darley, J. M., Glucksberg, S., and Kinchla, R. A. (1988). Psychology (4th ed). Englewood
Cliffs, NJ: Prentice Hall.
Book by a group or organization
Capilano College. (2001). 2001-2002 calendar. North Vancouver: author.
Note: If the same group wrote and published the book, list “author” as publisher.
Government document
Human Resources Development Canada, Economic Services Branch. (2001, Summer).
Occupational outlook, B.C./Yukon. Vancouver: Ministry of Human Resources
Development, B.C./Y.T. Region.
Article in scholarly journal
Fitz-Earle, M. and Barclay, H. (1989). Is there an optimal sex ratio for insect mass
rearing? Ecological modelling, 45, 205-220.
Signed article in newspaper or magazine
Walkley, J., and Gilchrist, A. (1990, March). Canadian content in first-year chemistry?
Canadian Chemical News, p. 29.
Richards, J. (2001, June 19). We are not two nations. Globe and Mail, p. A11.
Edited book
Mansfield, E. (Ed).. (1982). Microeconomics: selected readings. (4th ed).. New York: Norton.
Article or chapter in an edited book
Baugh, G. J. (1990). The politics of social ecology. In J. P. Clark (Ed)., Renewing the earth
(pp. 89-101). London: Merlin.

Article in a journal with continuous pagination throughout the volume
Kleerekoper, H., Timms, A.M., Westlake, G. F., Davy, F. B., Malar, T., and AndersonTroup, V.M. (1969). Inertial guidance system in the orientation of the goldfish. Nature,
223, 501-502.
Article in a journal with each issue paged separately
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Ewing, K. and McGrady, L. (1984, Sept). Labour relations in colleges: A faculty view.
College Canada, 9 (2), 3.
Note: Issue number appears in parenthesis immediately after the volume number.
Capitalize periodical titles.
Article in a weekly or monthly magazine
Bailey, G. (1989, Jan./Feb). Victoria’s Commonwealth Games: greed sprint or
community marathon? New Directions, p. 28.
Unsigned article in newspaper
Last desert elephant herd threatened by bacteria. (1992, July 31). Vancouver Sun, p. A16.
Reprinted article
Ewing, K., Loomis, S. and Lougeay, R. (1969). Waterspout on Kaskawulsh Glacier,
Yukon Territory. In American Geographical Society and the Arctic Institute of
North America, Icefield ranges research project scientific results (Vol. 19, pp. 147148). New York: author. (Reprint from Journal of Glaciology, 1967, 6, 956-958)
Note: You would cite this article in your text as (Ewing, Loomis, and Lougeay, 1967/69).
Personal communications
According to A. Sedky (personal communication, April 15, 2005)
Note: Do not include letters, memos, telephone conversations, etc. in your References.
Cite them in your text only. Include the source’s initials as well as surname, and provide
as exact a date as possible.
Technical and research reports
Cummins, J. (1981). The role of primary language development in promoting
educational success for language minority students. In California State
Department of Education (Ed). Schooling and language minority students: A
theoretical framework. Los Angeles: California State University, Evaluation,
Dissemination and Assessment Centre.

83
Proceedings of meetings and symposiums
Walls, Jan W. Our changing publics: multiculturalism and the intercultural person
(1991). Keynote speech. Presented at the Symposium on Cross-Culturalism and
Community Events, Vancouver, B.C.
Doctoral dissertations and master’s theses
Besnier, N. (1986). Spoken and written registers in a restricted-literacy setting.
Unpublished doctoral dissertation. University of Southern California, Los
Angeles.
Unpublished manuscripts and publications of limited circulation
Savage, L. (1987) The black garden. Unpublished manuscript.
Translations
Freud, S. (1920). A general introduction to psychoanalysis (J. Rivière, Trans).. New York:
Pocket Books.
Book reviews
Rea, P.M. (1984). Review of issues in language learning by Charles Alderson and Arthur
Hughes, eds. Language Learning 34, 3, 175-188.
CGOS online style
For citing online resources, you can use this basic format, which follows the Columbia
Guide to Online Style (CGOS).
Author. “Article Title.” Periodical/Book Title. Date given on Web page. URL (Dated
accessed by reader).
The author’s name appears last name first (if the item has more than one author,
subsequent authors appear with first name first).
The title of the article appears in quotation marks, with a period inside the close
quotation.
The name of the periodical or book appears with the main words capitalized and the
whole title underlined. (This is an exception to the general rule that periodical and book
titles are italicized).
The date of the Web page is given as well as the date you accessed it, since the page may
have changed since you did so.
The URL: CGOS no longer uses pointed brackets < > to set off the URL.
Internet citation examples
Journal articles
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Flannagan, Roy. “Reflections on Milton and Chaucer.” Early Modern Literary Studies 2.3
(1996). 22 Feb. 2001. http://unixg.ubc.ca:7001/e-sources/emls/02-3/flanmilt.html
(March 21, 2002).
Magazine articles
Achenbach, Joel. “What Do You Say to a Naked Alien?” Slate. 22 November 1999.
http://slate/msn.com/Features/Achenbach/Aschenbach.asp . (March 21, 2002).
Books on the Web
Note: Citation includes author(s), title, date, publisher or sponsoring organization,
access date, and URL.
Kilian, Crawford, Leslie Savage, Azza Sedky and Martin Wittman. The Communications
Book: Writing for the Workplace. Capilano College. 7 February 2001.
http://www.capcollege.bc.ca/magic/cmns/textbook.html. (June 2, 2001).
Newspaper articles
Adams, Michael and Amy Langstaff. “You Say Paternal... And I say Relax.” The Globe
and Mail. July 3, 2000. http://www.theglobeandmail.com (July 7, 2000).
Personal site
Kilian, Crawford. Home page. 20 January 2002.
http://www.capcollege.bc.ca/dept/cmns/crofpers.html (March 21, 2004).
Corporate site
Canadian Alliance Against Software Theft. “Stats at a Glance.” 21 Feb. 1999.
http://www.caast.org/theft/stats/stats.asp (18 March 2001).
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4.15 BLENDING QUOTATIONS INTO YOUR WORK
A challenging aspect of documentation is using it effectively to make your points
accurately and smoothly, without plagiarizing. .
Let’s look at how this passage might help or hurt your report depending on how you
use it:
Despite the poor fit between school and work, benefits to graduates are certainly real, and they do
make life pleasanter. But they’re not what they used to be; median earnings of university graduates
decreased between 1986 and 1997.
According to the 2001 census, Vancouver residents with just high-school graduation earned an
average of $27,000 in that year. Meanwhile those with a college certificate or diploma earned
$35,388; those with a trades certificate or diploma earned $35,418. And those with a university
certificate, diploma or degree earned an average of $46,016.

1. A plagiarism of the source:
In 2001, average income was $27,000 for Vancouverites with only high school graduation.
Meanwhile, those with a college certificate or diploma earned $35,388.

The first sentence is an unacknowledged paraphrase; the second is a straight word-forword copy. Both are plagiarisms.
2. A clumsy use of the source:
The more education, the higher the income. “Benefits to graduates are certainly real” (Kilian 2004),
It’s especially helpful to have a university degree. “And those with a university certificate, diploma,
or degree earned an average of $41,016” (Kilian 2004).

The quotations don’t blend clearly with the writer’s own text. Citations are identical and
therefore repetitive.
3. A more effective use of the source:
One writer on education asserts that college and university graduates benefit from higher
education. Crawford Kilian, citing Canada Census figures, says that Vancouver residents with just
high-school graduation earned an average of $27,000 in 2001. “Meanwhile,” he adds, “those with a
college certificate or diploma earned $35,388; those with a trades certificate or diploma earned
$35,418. And those with a university certificate, diploma or degree earned an average of $46,016”
(Kilian 2003).

Since the source is cited in the text, the only reference needed is the author and year; the
full details are available in the “Works Cited” section at the end of the report. This is an
online source, so the citation would appear as
Kilian, Crawford. “Today’s Degree: Buyer Beware.” The Tyee. February 5, 2004.
http://www.thetyee.ca/Views/current/Todays+Degree+ Buyer+Beware.htm
(October 6, 2004).
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4.16 A SAMPLE REPORT
The following example is a slightly modified version of a report done by a Capilano
College student in 1999. To save space, the text in the body of the report has been singlespaced; your report should be double-spaced. The appendices listed in the table of
contents have been dropped for the same reason. Your report, however, should reflect
comparable organization and format in headings, text, quotations, and bibliography.
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Gastown Redevelopment
By Mee-Young Jung
Tourism Management Program
Capilano College
March 31, 1999
Executive Summary
The purpose of this report is to illustrate opportunities and constraints of Gastown as a
tourism region in terms of the new trade and convention facilities. The report studies
previous development plans for Gastown, cites related articles, newspaper stories from
the Internet and the public library, and quotes a personal interview with a city planner.
The new trade and convention center plan should bring significant impacts for the
growth and development of Gastown. This report recommends that the province, city of
Vancouver, businesses and residents of Gastown, in committing to making Gastown a
successful world-class destination, must form a partnership for creatively solving the
developing and ongoing issues that could compromise the integrity and success of this
heritage area.
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Introduction
1. Background
Gastown is an area of authentic living history of Vancouver, where people can go back
to pleasant memories through the red brick streets, old buildings, musical steam clock,
street musicians, and art galleries. During the past century, Gastown has been a famous
destination, not only for Gastown residents but also for tourists.
However, Gastown has been struggling as an unstable and unsuccessful attraction.
Today, Gastown needs new strategies and redevelopment for tourism. Fortunately,
there is a movement of renewal in Gastown; it should be improved because it has lots of
potential for the future growth of Vancouver. A plan for the new trade and convention
facility is one of the aspects of redevelopment. With that in mind, this study is about
opportunities and constraints of Gastown created by the new trade and convention
facility.
2. Objectives
The major objectives of this study are to:
• Identify the character of Gastown
• Analyze the development plan for Gastown
• Identify opportunities in terms of the new trade and convention facility
• Classify constraints
• Recommend strategies for the Gastown development plan
3. Methodology
This study was completed during a two-week period in February and March 1999. In
order to analyze the tourism product and identify opportunities in Gastown, I examined
previous study plans for Gastown, such as the Land Use Plan, Housing Plan,
Transportation Plan, Beautification Project, and the Portside Proposal for convention
expansion. Another method I used for this study was an interview with a city planner,
as well as research from articles, newspapers and the Internet.
Findings
A Brief History of Gastown
In 1867, Gastown was founded as the Granville townsite by Captain John “Gassy Jack”
Deighton, who opened a saloon on the south shore of Burrard Inlet (Community Profiles
7). With his business success, others soon followed, starting all different types of
businesses. Because of its unique character, people started calling the place Gastown
(Community Arts 24).
The next few years were prosperous for Gastown, but in 1886, a great fire hit this area.
The old town was almost destroyed, and people decided to reconstruct the city with
brick and concrete. Within a year it was rebuilt, the transcontinental railway had arrived
and a new deep-sea port was developed (Community Profiles 8).
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The decline of Gastown started in the 20th century, less than twenty-five years after the
fire. “It was as if the city, in search of respectability, was trying to move away from the
ribald Gastown area” (Kennedy 22).
Development shifted west and south, to the west and Kitsilano (Kennedy 22). Gastown
became ‘‘Old Vancouver’ and began a long, slow slide into economic decline
(Community Profiles 10).
When Gastown became a heritage site in 1971, a small group of Gastown property
owners had already started renovating their buildings and had launched a clean-up
campaign in that part of the city (12). Gastown had an exciting time again, and it had an
increased awareness of the city’s history. Redevelopment also led to a sharp reduction of
crime in the area. However, today, Gastown is facing same problems again, and it is
seeking the revival of an inner city.
Character of Gastown
Located at the north of Hastings Street between Richard and Columbia Streets, Gastown
is the birthplace of the city and has a longer heritage character. The area has an enviable
inventory of heritage buildings and a variety of linkages to downtown, Chinatown, the
former Expo ’86 site and the Waterfront (Hartford 69). In 1972 an inventory of heritage
buildings in Gastown was protected and changed to the HA-2 zone. Thus, Gastown is
designed to recognize the area’s special status and ensure the maintenance of Gastown’s
“turn-of-the-century” historical and architectural character (Community Profiles 8).
Currently, 108 heritage buildings exist in Gastown (Appendix A: The most important
heritage buildings in Gastown).
This area has also attempted to encourage improvement in its commercial viability.
Between 1972 and 1975, a ‘Beautification Project’ was planned by a business society that
wanted to make a new sidewalk and a unique street by using this old-style properties
(Hartford 69). Using several beautiful buildings as lures, the railway attempted to create
a new, bolder alternative to the Gastown commercial centre.
Despite its problematic history, Gastown remains a key destination in Vancouver. This
area offers a variety of tourist products and services. There is a lively collection of shops,
art galleries, antique stores, studios and ethnic restaurants in dozens of restored and
refurbished heritage buildings. “It is a magnet for the thousands of tourists and locals”
(Davis 573).
Issues of Gastown Development Plan
Gastown is full of ideas for revival and at the same time, there are still issues to resolve.
These issues are as follows.
1. Housing Plan
The city is examining housing options in the Downtown Eastside, Chinatown, and
Gastown (Appendix B: Housing Plan Area). Low-income community representatives,
Historic Area Planning Committees, and other local organizations have been discussing
this. In Gastown, there has been a significant increase in the market for housing
development in recent years. Most of this has been in new or renovated buildings with a
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variety of sizes and layouts. As a result, the future of the 6,000 hotel rooms has been a
concern. “New market housing will be strata-title, primarily serving moderate and
middle-income homeowners” (“Housing Plan” 46).
2. Gastown Land Use Plan
The Gastown Land Use Plan Task Force has completed a draft set of recommendations
for changing to the HA-2 zoning in Gastown (Appendix C: Zoning and Heritage
Boundaries). It has identified issues that need broader public input, such as Social
Service Centres, Special Needs Residential Facilities, and Single Room Occupancy
Hotels (“Gastown Land Use Plan” 5-9).
3. Victory Square Concept Plan
This is a plan to help protect low-income communities, revitalizing local business,
retaining the area’s historic character, and encouraging arts and culture (“The Draft
Victory Square Concept Plan” 2). The city wants to attract small-scale businesses and
educational institutions to the area without destroying the existing heritage buildings or
displacing the existing low-income residents. The city wants the area to become a centre
for artist live/work studios, galleries and offices for film and software entrepreneurs.
This has been reviewed with community and business groups. Additional analysis is
being undertaken in urban design, density and the mix of market and non-market
housing (3-10).
4. Community Policing Initiatives
Through a joint effort of the Permits and Licenses, Planning and Police Department,
which together forms the Downtown Eastside Integrated Services Team, IST has
successfully changed by-laws to make it easier for the city to deal with shops which are
knowingly selling stolen goods. Also, the IST has tried to reduce the number of new
pawnshops and second hand stories in the area, especially the Downtown Eastside
where they are presently concentrated, and to prevent new concentration in other parts
of the city. This IST is now focusing on problems related to the drug trade and poorly
managed pubs and cabarets (Staite 32).
5. New Trade and Convention Facilities
Greystone Properties Ltd, and Marriott International, Inc., in association with the
Vancouver Port Corporation, are proposing Portside to expand on and make efficient
use of the existing Vancouver Trade and Convention Centre (Appendix D: New Trade
and Convention Facilities: Alternative Sites). This expansion will fulfill the need to
provide a world-class destination convention facility that will attract international and
North American convention markets and cater to residents and tourists (Greystone
Properties Ltd 4).
6. Transportation Plan
Downtown residents need improved transit service and to make it easier and more
comfortable to walk around downtown. A policy direction may be of interest to
residents in the eastern area of the downtown (Staite 14).
Summary of Gastown Redevelopment Plan in Terms of the New Trade and
Convention Facilities
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1. Concept
According to the Greystone proposal, the new convention centre will be located on the
central waterfront area, on the east side of Canada Place. This expansion was proposed
for the Vancouver Port Corporation land, which extended east along the shore from the
existing trade centre to Gastown (Ford A44). It reaches out to the residents of Vancouver
by including new public spaces and facilities, opening up access to nearby Gastown, and
creating opportunities for community involvement (Appendix E: Portside Concept and
Location Key).
This expansion will enlarge the existing Trade and Convention Centre into a 250,000 sq.
ft. contiguous convention facility, add an additional cruise ship berth at the north end of
the pier and build a 1,000 room hotel at the hub of a transportation web linking air, sea,
road and rail routes. Because of the location and the existing Canada Place uses, Portside
fits into the City’s existing infrastructure (Portside 1).
It recognizes the special needs of business travelers and convention delegates through
its mix of hotel accommodation, meeting and conference space, public space, and
accessibility to public and private transportation links (Greystone 4).
Related to this plan, the vision for Gastown is a direct link to Richards Street with a
pedestrian-friendly design to encourage walking to the downtown business district,
other hotels, shopping and tourist attractions (Duke 6).
Portside will offer residents and tourists alike an exciting variety of new public open
space experience, including:
• Portside Plaza, a new waterfront open space that is accessible by foot, car, Sea
Bus and Sky Train
• Maritime Plaza, an expanded public open space at the prow of the extended
Canada Place pier
• An extension of the city’s waterfront walkway system pedestrian-friendly
extension of the public street to include viewpoints and lookouts from Canada
Place way and from the new Cordova Street connector (Greystone 3).
Gastown Business Improvement Society president Jon Ellis says, “Clearly, Gastown
merchants see the benefits of a convention centre that brings conventioneers and cruisegoers closer to their business area”(Ford A44). This will have potential impacts on
adjacent communities.
2. The Impacts of the New Trade and Convention Facilities
Gastown has clear potential to benefit from the new trade and convention centre.
Convention visitors could help revitalize Gastown retail and restaurant businesses. Also
the demands of a growing infrastructure will provide jobs in diverse service areas
serving the convention and tourist trades (Duke 12). The new convention centre will
offer the city and province an unusual opportunity to create an innovative business
development program that would empower aspiring entrepreneurs to create their own
employment (21).
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Furthermore, low-income housing is one of the issues in Gastown. Regarding
conversion to conventioneer hotels, it is expected that only a few would convert because
most SRO hotels do not have, and would be unlikely to obtain, the convenience and
characteristics required. Regarding conversion to housing for service sector workers, it is
likely that some of the 9,000 jobs created by the construction and operation would be
held by people who would live in existing or upgraded SRO hotels. Other impacts from
increasing land values would be conversion to backpacker or other tourist uses,
demolition and redevelopment for higher-return housing or commercial uses, and
disinvestment of housing in favour of ground-level commercial uses. Finally increases in
land value could make social housing not viable if land prices exceed that which could
be afforded by social housing funding programs (City Plan Ideas Book 262-263).
In addition, Greystone plans to consult a crime prevention expert for input on safer
design of public spaces. In Gastown, the community is addressing the pressing issues of
crime and safety through community policing and Block Watch initiatives that put “eyes
on the street”(Staite 18). Increasing the use of public spaces such as parks and gathering
areas is consistent with this approach (21).
Opportunities
Gastown is going to influence the Greater Vancouver Regional District as a tourism
region. Gastown redevelopment in terms of the new convention facility has the
following opportunities:
• Growth in B.C tourism by attracting tourists from the United States and overseas
as a part of the Greater Vancouver Regional District
• Being viewed as a more attractive visitor destination
• Increasing revenue in Gastown
• Helping nearby areas to grow as economic and social side effects.
• Generating more business
• Creating jobs
• Promoting a sense of community, including dealing with the loss of affordable
housing
• Addressing congestion and providing parking
Constraints
Everything has good and bad sides; when development is done, planners should always
think of preservation and the down side of such development. As I mentioned above,
Gastown redevelopment has a lot of positive aspects, but also there are concerns.
• Heritage building preservation
• Lack of parking spaces
• Safety and security
• Ruining historic nature
• Funding
Conclusion
The development process is much the same for any industry, be it tourism or
manufacturing. All will require knowledge, patience and planning. However, in this
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case, tourism seeks to preserve rather than replace landscapes, streetscapes and cultures.
It is exciting to see something ancient and impressive emerge into the light today. This is
the image of Gastown. Even though there are all redevelopment plans, I expect a unique
identity for Gastown itself.
Recommendations
This is the best time for Gastown redevelopment, not only because of its own plans for
change, but also because of redevelopment of nearby areas such as the new trade and
convention centre and the Downtown Eastside. This area is connected to many other
areas undergoing growth and change, so it is going to have a lot of opportunities. Even
though this plan raises some concerns, we can find a silver lining to meet the demands
of growth and development. However, we recognize that the preservation of our
heritage is the cornerstone of our future. Here are my recommendations:
• Our heritage is our future, not only historic sites but also heritage buildings,
trees, and parks. Whatever we are developing, it should be based on
preservation or harmonization between heritage nature and trends.
• Business and community have to form a partnership that supports
redevelopment this area.
• The whole community must get involved as a community of interest and build
on Gastown’s heritage to develop cultural values shared among community
members.
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CHAPTER FIVE: WRITING TO PERSUADE
As a workplace writer, you may have to argue persuasively to a single manager or
employee, or to thousands of potential customers or clients.
In this chapter, we look at principles of persuasion and how to apply them ethically and
effectively in common workplace documents: proposals, briefs, fact sheets, brochures,
and newsletters. In the next chapter, we’ll see how persuasion operates in the mass
media.
5.1 PRINCIPLES OF PERSUASION
When you write to persuade, you are trying to—
• reinforce your readers’ existing beliefs, which is easy
• change your readers’ existing beliefs, which is hard
• move your readers to act, which is hardest of all
To accomplish your goal, you should bear in mind your readers’ general values and
particular attitudes toward your subject. The arguments that persuade you may mean
nothing to them, so you must keep their attitudes clearly in mind if you are going to
reach them.
You also face an ethical concern. Honest advocacy respects the reader’s intelligence and
maturity; cynical manipulation tries to exploit the reader’s anxieties and insecurities.
You may discredit your cause (and yourself) by such manipulation.
The Greeks developed a detailed system of rhetoric in which they broke down
arguments into three types: logos, ethos, and pathos. Logos is an appeal to logic; ethos is
an appeal to reliable authority; pathos is an appeal to emotion. Each has a place in
persuasion, but each is also open to abuse.
The three components of persuasive writing
Logos: Logical argument. This includes two kinds of arguments: deductive and
inductive. A deductive argument proves its conclusions:
People don’t form antibodies to a virus unless they’ve been exposed to that virus.
This particular patient’s blood contains antibodies to the SARS virus.
Therefore, this patient has been exposed to SARS.
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Note that the conclusion is true only if the premises are true. An inductive argument has
premises that offer some evidence that the conclusion is true, but doesn’t completely
prove it:
The Toronto SARS outbreak was reported worldwide in 2003.
Tourist traffic to Toronto dropped off sharply just after the reports.
Therefore, fear of SARS hurt Toronto tourism.

Other factors may have affected Toronto tourism, but if the above premises are true,
then we can identify SARS as at least part of the cause of the drop in traffic.
Ethos: Appeal to authority. This is your capacity to inspire trust. We can’t all test a
blood sample for antibodies, but we will trust a certified medical laboratory. Our own
expertise may also inspire trust. Trust or credibility can stem from several qualities:
• shared interest between you and your readers, meaning you have your readers’
best interests at heart
• sincerity, proven by your tone and lack of self-interest
• your credentials, gained from experience and training
• your selection of recognized authorities on your subject
To enhance the credibility of your analysis of the fall in tourist traffic, you might
mention your own tourism experience in similar cases, where bad news hurt tourism.
You might mention that tourism professionals across Canada were deeply concerned
about what happened in Toronto. And you might quote experts in government and
industry whose study of the SARS outbreak confirms your own argument.
To strengthen your credibility, try to put your arguments in terms of the reader’s
interest, not your own. You also improve your credibility if you give balanced
discussion of counter-arguments, and appear to be arguing for the greater good and the
long term. If you seem to be arguing only for your own self-interest, your credibility will
be low.
A little-recognized aspect of conveying sincerity is register: adopting the tone that your
readers consider appropriate to the subject and to themselves. Writers who talk down to
their readers, or use unfamiliar words, or seem to show the wrong attitude through their
choice of words, will be poor persuaders.
Pathos: Appeal to emotion. To some extent we are all susceptible to arguments that stir
our emotions, whether the arguments are logical or not. Sometimes we may recognize
the logic but reject the conclusion because it’s not emotionally significant to us. A logical
argument about preventing future SARS outbreaks may not stir readers to change their
policies or their behaviour. But an appeal to emotions may do just that. To use
emotional appeals properly, you should:
•
• avoid exploiting readers’ irrational anxieties
• appeal to positive emotions (love, trust, friendship, generosity) rather than
negative ones (fear, hatred, contempt)
• use facts, not editorializing, to inspire the desired emotion (don’t tell us
something is terrible—show something that will make us say, “That’s terrible!”)
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So to make a sound emotional appeal to people in the tourism industry, it would be
preferable to show the dedication of medical workers rather than warning about
infected travelers from Asia. You could also show how particular tourism organizations
in Toronto were affected: the amount of money they lost, the staff who lost jobs, and so
on.
5.2 ORGANIZING PERSUASIVE WRITING
Like an essay or article, writing to persuade depends on gaining readers’ attention, then
interest, and in providing some kind of reward as the outcome. In an article, it’s the
kicker or zinger in the last sentence or two. In persuasive writing, the outcome is some
kind of desired action by the reader: to accept the argument, to buy the insurance policy,
to vote for the candidate. Let’s look at these three stages of persuasion: attention,
interest, and action.
Attention
• Show you understand your readers’ concerns. This is often a matter of
identifying a problem that readers recognize as such.
• Offer something they will agree with—perhaps a general statement, perhaps a
particular observation that will help establish the foundation of your argument.
• Ask for readers’ help. The reader has some kind of power—to decide, to choose,
to buy—and you are asking the reader to exert that power in your favour.
• Suggest a benefit. Having established that a problem exists which the reader has
the power to solve, you now offer a solution the reader should be willing to
accept.
Interest
• Explain the benefit in detail: a full description including facts and figures. This is
very much like the expository part of an essay.
• Surprise your readers with a new fact or unexpected angle on what they already
know. A surprise creates a whole new perspective on what they thought they
knew, and makes them more open to persuasion.
• Discuss objections calmly, then rebut them and focus on more positive
arguments. Readers may be ahead of you in imagining objections, so if you raise
those objections yourself and deal with them, readers at least give you credit for
balance and fairness. Ignoring the opposing arguments implies that you don’t
want to—or can’t—answer those arguments.
Action
• Show how action can solve the problem you’ve described. You may give
examples of earlier actions that led to the desired outcome, or unhappy results
based on failure to act.
• Make the desired action clear and easy. Phrase appeals positively: “It’s not hard
to help” is negative; “It’s easy to help” is positive. As soon as the action gets
complicated, readers will grow hesitant.
• Stress benefits of acting quickly. Set a deadline if appropriate.
• Close with a reminder of the major benefit offered.
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Emotions often run high on controversial issues, and facts may be scarce. The persuasive
writer must therefore be careful to rely on legitimate appeals in framing an argument,
and to avoid unfairly manipulating the reader’s emotions or asserting more than the
evidence will allow.
Legitimate appeals:
• to recognized authority—people or institutions generally recognized as sound
and reliable in their fields of expertise
• to scientific experiment and observation, producing results which others can
duplicate
• to logical deduction or extrapolation from established facts
• to readers’ emotions, but only combined with other legitimate appeals
Dubious appeals:
• to anecdotal evidence (My Aunt Agatha saw a UFO)
• to celebrity (Michael Moore opposes George W. Bush!)
• to “outside” authorities (a politician’s views on SARS)
Unacceptable Appeals:
To logical fallacies
• ad hominem (to the man): “That’s a typical Gordon Campbell argument.”
Attacks the person rather than the person’s argument. “Isn’t it just like a woman
to say that” is also an ad hominem (or ad feminam) argument.
• two wrongs: “The enemy commits atrocities, so we should also do so.” However,
if it’s wrong for our enemies, it’s wrong for us as well.
• common practice: “Everyone pays women less, so we do too.” Common practice
once included burning witches, but that didn’t mean witchcraft was real.
• straw man: “My opponent wants a dictatorship.” If I can’t find real reasons to
object to my opponent, I’ll try to make people think he holds some kind of awful
belief or does something objectionable, even if he doesn’t.
• false dilemma: “Do it my way or you’re doomed.” Simplifies an argument by
making only position seem acceptable; all others will fail, so we may ignore
them.
• slippery slope: “Every hard-drug addict starts with marijuana.” Premise: One
step in a given direction will lead inevitably to many more steps, and the
outcome will be disaster.
• false analogy: “Saddam Hussein is just like Hitler.” For an argument by analogy
to be valid, all relevant points of comparison must be valid also.
• special pleading: “Yeah, I killed him, but I’ve got a bad temper and he made me
mad.” This fallacy recognizes a generally held belief (like equality or justice) but
asks for an exemption in a particular case.
• post hoc ergo propter hoc (after this, therefore because of this): “I lost my lucky
rabbit’s foot and the next day my boss fired me.” The assumption is that
whatever happens first is the cause of what happens next. Often but not always
true.
• begging the question: “If women were good bosses, we’d have more women
bosses.” In other words, we assume the truth of an idea we are supposed to be
testing.
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Other unacceptable appeals:
• to hasty generalization: “A Canadian swindled me once. They’re all crooks.”
This is an extreme form of anecdotal evidence.
• to wishful thinking: “They’ll find a cure for lung cancer before smoking kills
me.” This springs from our understandable desire for things to work out well,
but it is an unsound argument.
• to readers’ prejudices and anxieties: “We should ban all travel from China to
prevent SARS.” Offers a simple and thought-free solution to a complex problem.
• to false authorities: “The Protocols of the Elders of Zion prove that the Jews plan
to conquer the world.” The Protocols, a forgery by the Tsarist secret police in the
19th century, keep turning up in anti-Semitic propaganda. Similar false
authorities “support” many extreme positions.
A persuasive writer may legitimately (and gleefully) point out such unacceptable
appeals in an opponent’s arguments.
Where a definite conclusion seems hard to prove, bear in mind three useful principles:
• OCCAM’S RAZOR: All things being equal, choose the simplest explanation that
fits the facts. So a mysterious light in the night sky may be a flying saucer
from the Galactic Empire, but first we should make sure it’s not an Air BC
flight from Victoria.
• THOSE WHO ASSERT MUST PROVE: It is not enough for UFO believers to
demand that their opponents prove UFOs don’t exist; the burden is on
the believers to prove their assertion that UFOs do exist. This is why
defendants in court plead not guilty instead of innocent; if they asserted
their innocence, they might have to prove it. By contrast, those who
prosecute have made an assertion—the defendant has committed an
offence—and must therefore prove it.
• STRONG CLAIMS REQUIRE STRONG EVIDENCE: The more unlikely a
claim, the more persuasive the evidence must be. This is especially true
when an assertion “dis-explains” known facts. If UFOs do indeed come
from another star, and can travel faster than light, then we will have to
dismantle most of what we think we know about the laws of physics.
Before we go to that much trouble, we have a right to see powerful
evidence for faster-than-light travel.
5.3 WRITING PROPOSALS
Proposals suggest some new action or policy for an organization. They are usually
internal documents; briefs, by contrast, usually come from persons or groups outside the
organization.
Proposals often advocate spending money, so to win support they need good research,
clear organization, and strong arguments. A successful proposal deals with the
following concerns:
1. Title of the action or policy
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2. Purpose of the proposal (for example, to train staff, to hire a specialist, to buy
special equipment)
3. Problems caused by the absence of what you propose (in solicited proposals
the existence of the problem is already established and you need not
dwell on it)
4. Persons to be served or benefited
5. Estimated one-time start-up costs, annual recurring operating costs, and new
capital costs.
6. Estimated income or other benefits resulting from the proposal, with
supporting evidence
7. Probable impact, both positive and negative, on the organization’s other
activities
8. Proposed implementation date
9. Relation to other actions or policies outside the organization (for example,
competing or complementary programs; the proposer should be able to
show that this proposal is better than the competition, and does not
overlap with complementary programs)
10. Consultations with persons or groups likely to be affected by the proposal
11. Recommendations of outside persons and groups whose views are relevant to
the proposal
12. Suggested ways of evaluating and modifying the proposal once it has been
adopted
13. Qualifications of proposer (or some other person) to carry out the proposed
activity: credentials, experience, managerial skill, etc.
5.4 CHECKLIST FOR PROPOSALS
While formats vary, most proposals contain the following elements, which are often
headlined:
Title page
Letter of transmittal (especially if proposal is solicited)
Summary (10 percent or less of the proposal’s length)
Table of contents (if proposal is long)
Introduction (including proving a problem exists)
Plan of action (including time: startup to completion)
Available facilities and personnel
Credentials and experience of proposer
Management control methods
Cost breakdown and justification
Accountability plans
Appendices (charts, testimonials, statistics, brochures).
5.5 THE SHORT PROPOSAL
A short proposal should be just that—short. It usually runs between 250 and 500 words,
double-spaced, in complete sentences and paragraphs. However, you may sometimes
use point form and bulleted lists where suitable. It should contain the following
elements:
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Proposal title and your name
Description of a problem: its causes and consequences
Description of possible solutions and their consequences
Proposal to examine solutions in detail
Qualifications of proposer to complete project
Resources: time, research materials, persons to consult, money
Estimated length of project
Estimated completion date
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5.6 SAMPLE SHORT PROPOSAL
Below is a proposal that was requested by the reader, who wanted usable details for a
bicycle tour. The proposal in this case is in memo format. The proposal was accepted
and the tours were successful.
Date: March 1, 2005
To: Peter Forester, Lost Lagoon Nature House
From: Maggie Morrison
Re: Bike Tours of Stanley Park for the Stanley Park Ecology Society
Proposal for Bike Tours of Stanley Park
Introduction:
Many people enjoy biking in Stanley Park, but they may miss some of the smaller-scale
scenery. Many people also enjoy the natural wonders of this urban park, but on foot
they may not have time to reach them all. By taking our bikes out, we can reach different
locations quickly to see and learn about many of the diverse parts of the Park. We will
be able to visit many sites in two hours.
An ecological bicycle tour of Stanley Park will show people who bike some of the
interesting ecology of the area, and people who are interested in nature some of the
excellent biking trails.
By taking both the seawall and the interior trails, we will be able to experience diverse
ecosystems while learning where we can bike in this magnificent park.
Pre-trip planning:
Will do safety check of bikes before we go.
Will talk to participants about what to bring on a bike ride.
Will explain why you can’t bike in some places (like Beaver Creek) and where you CAN
bike
Discussion of trail etiquette
Discussion of congestion, urban park issues
Places and topics to be visited:
1.
Eagle’s nest and history of park’s forest including 1960s wind storm
2.
Causeway overpass: ecological effects of causeway
3.
Beaver Lake: history, birds etc
4.
Lion’s Gate Bridge: a little history and ecological effects
5
Siwash Rock and cormorants’ nests
6.
Lost Lagoon: why you cannot bike (at beginning?)
The bicycle tour of Stanley Park’s trails and seawall will be about two hours long. Since
it is by bicycle, a series of fewer but longer stops would be most effective. We will not be
able to talk easily while moving, nor will we be able to stop whenever and wherever we
want, so I would tell people what and when the next stop would be before we head
towards it.
Proposed Route:
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See attached map.
At Third Beach, two possible return routes exist. I need to look at the grade of the
Tatlow Walk route. This could also be a more challenging variation for a fitter group if
they are interested. I also need to time the route and check for good places to stop and
talk.
Audience:
The audience is likely to be locals and families, limited to people over 6 years old. I have
talked with three local bike rental shops, two of which offer their own guided tours in
the summer. One shop said that they have been quite unsuccessful.
However, I believe at least two of the three will allow advertisements for the Ecology
Society bike tour to be posted.
I am hoping to reach an agreement with one of the shops to have a deal (for example, $1
off the cost of the tour if you rented a bike at X shop), but none were interested. So I feel
that the tourist market may not be the best target audience.
Cost:
I would suggest $4 for non-members, $3 for students, children, and seniors, and $2 for
members (i.e., similar to the Discovery Walk costs). However, I am open if you or the
Society may prefer different prices.
Target Dates:
Saturday May 8
Friday evening May 14: 6:30-8:30 pm so people could have dinner downtown and then
bike around.
These dates are to see if there is interest, then some June and July/August dates:
June 12 Sat, July 10, Aug 14, and/or 21. Possibly Wednesday or Friday evening dates
too, if evening bike tours and walks draw well.
Advertisement Write-up:
“Discover Stanley Park’s Ecology by Bike:
Join a qualified guide to learn about Stanley Park’s rich ecological history and where to
see it on a bike.”
Sell: able to visit more spots
$1 off if you rented bike at X shop
Advertisement will include: date/s, description, cost, safety description, any value
added by mechanical inspection by guide/bike patrol
For me to do:
Time route
Check out grade of Tatlow Walk
Look for good places to stop a group of bikers out of the way of traffic.
Create PSAs
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Possibly talk to Fred from Bike Patrol regarding any concerns, advice, or information.
For you to do:
Review proposal and decide on any changes
Recommend cost for tour
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5.7 BRIEFS
A brief is a form of proposal intended to persuade government (or some private
organization) to adopt a particular policy. Like other persuasive writing, the brief can
use both facts and emotion to make its case. However, facts predominate; emotional
arguments, when they arise, tend to be quotations from persons affected by policy rather
than assertions by the author of the brief.
In general, the tone of the brief should be calm and positive. Arguments that present
benefits to the general community, rather than to a special interest group, are more
likely to be effective. Briefs have no hard-and-fast format, but they usually have a
structure something like that of a proposal. That structure includes the following:
Title: Usually a straightforward description of the position taken by the author (North
Vancouver’s Need for Improved Daycare), but it may be more dramatic and rhetorical
(More Daycare—Now!). The title also includes a statement such as: A Brief to the North
Vancouver District Council from the Lynn Valley Ratepayers’ Association, May 15, 2005.
Introduction: Not necessarily titled as such, the first part of the brief provides
orientation to the problem it addresses. This may include a historical review of the
subject, or a summary of present conditions that make a policy decision necessary.
Thesis: The main argument of the brief, documented in as much detail as seems useful.
Documentation may include personal experience and expertise, public polls and
surveys, library research, interviews, and so on. Quotations can be especially effective.
Briefs may also contain illustrations, graphs, and tables.
As a document intended to influence policymaking, the brief usually argues for
spending money. It must therefore be as specific as possible about the amount to be
spent and the benefits expected to result. If it is not specific, it is less likely to be
persuasive.
Conclusion: Having outlined the benefits to be gained in the thesis section, the
conclusion often portrays the harm that will result if the policy advocated by the brief is
not carried out. Again, specific predictions are more persuasive than generalities (“Four
hundred preschool children will be at risk of head-louse infestation,” rather than “Our
children may be exposed to head lice.”).
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5.8 SAMPLE BRIEF
Consider this fictitious brief. How well does it make its case? If you were a district
councillor, how would you respond to it? As an exercise, you might want to create your
own appendix to this brief, itemizing the costs of constructing such a trail in your own
region.
A TRAIL FOR SKOOKUM CREEK
A BRIEF TO THE CHESTERTON DISTRICT COUNCIL
Submitted by
THE CHESTERTON RECREATION COMMISSION
to be presented
March 5, 2005
by Marcus Langer, Director
BACKGROUND
In the last 15 years, the Chesterton region’s population has grown from 87,000 to
112,000. A major reason for this growth has been the opportunities for recreation:
fishing, boating, hiking, and even hang-gliding have made Chesterton famous across
Canada and internationally.
Recreation is not just an amenity but also a major contributor to the local economy. A
2002 survey by the Recreation Commission indicated that the region supports 47
businesses in the recreation field, employing over 1,100 persons. These range from High
Corniche, our world-class ski facility, to independent guides leading hikers and riders
into Chesterton Falls National Park. Secondary beneficiaries of this industry include
local hotels, restaurants, and other visitor services.
Ironically, one result of growth has been intense pressure on existing recreation
facilities—especially in front-country areas close to Highway 11 and High Corniche
Road. Several local groups and individuals (including the Recreation Commission) have
recently presented briefs to the Council expressing concern about excessive use of frontcountry facilities such as Portage Creek and the Whitewater Lake trail network.
THE SKOOKUM CREEK SOLUTION
After extensive research and discussion, the Recreation Commission believes it has
found a temporary solution to the problem of front-country overcrowding: a new 8 km
trail running up Skookum Creek to Foster Lake.
In making this suggestion, we are considering some realities. Most visitors to the region
rarely go more than 100 metres from their automobiles. Of those who do venture farther
from the road, almost 80 percent go no more than 10 km in a round trip. Since most of
these hikers rarely carry more than daypacks, this is just as well. A sizable number of
visitors are families with young children who cannot walk great distances or deal with
steep grades.
Skookum Creek offers real attractions to such visitors. As an 8 km round trip, it would
be a pleasant half-day excursion. Total elevation gain between Highway 11 and Foster
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Lake is only 110 meters, most of it in the last 2 km. Several points along the trail would
offer excellent scenic vistas, and Foster Lake could support a small picnic site.
An old logging trail did in fact extend up Skookum Creek at one time, but has been out
of use since the 1930s. Parts of this old trail are still negotiable, though most of it is
heavily overgrown. Abandoned logging equipment, including a 1920s-era Massey
Ferguson tractor, is still visible from the old trail. Such equipment would remain,
offering another attraction to the trail.
The Recreation Commission believes Skookum Creek presents an excellent opportunity
to reduce pressure on other front-country facilities while enhancing Chesterton’s overall
recreation potential.
COSTS
Since Skookum Creek is on District land, the Council would have to authorize a
considerable outlay to make the trail a reality. However, the Recreation Commission
believes it has found ways to offset some of those costs.
Much of the creek now supports heavy second-growth timber. Cutting and clearing a
trail would cost, in our preliminary estimate, between $75,000 and $87,500. Construction
of parking facilities on Highway 11 and of a picnic site at Foster Lake would add another
$60,000.
While this is indeed a considerable sum, Council should bear in mind that most of the
money would remain in the local economy, helping to support Chesterton’s contractors
and loggers.
Furthermore, some of the timber cut to clear the trail would be extremely valuable;
selling it at current prices would offset up to 40 percent of the trail-clearing costs. (A
detailed analysis of costs, along with a map of the proposed trail, appears in the
appendix to this brief).
The Commission has also explored the possibility of making the trail a kind of practicum
for Outdoor Recreation students at Chesterton Community College. Students could do
some of the trail construction and maintenance at little or no cost to the taxpayers.
Since the Skookum Creek trail would enhance the recreation opportunities for the whole
region, we believe Council should approach the provincial and federal governments to
make this a joint venture of all three levels of government. Even modest support from
Victoria and Ottawa would make the trail a manageable project.
CONCLUSION
Excessive demand on front-country facilities will continue to stress Chesterton’s unique
natural environment. Our choices appear to be to allow steady degradation of existing
facilities until restoring them becomes prohibitively expensive, or to create new facilities
that will take pressure off the old ones.

110
We do not see Skookum Creek as a permanent solution, but as a safety valve that would
give all concerned—recreationalists, local community members, and government
agencies-time to develop realistic long-term responses.
The Recreation Commission is ready to support District Council and the community in
its efforts to keep Chesterton a sustainable natural setting for the foreseeable future.
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CHAPTER SIX: WRITING FOR THE MEDIA
Writing for the public is very different from creating an organization’s internal
documents.
You know your organization. But the public audience, when you write for the media or
answer media requests for information, may be entirely unknown. Research, however,
can enhance your understanding of the likely audience. With care, you can create a
climate in which your messages will convey maximum information with a minimum of
confusion.
In writing for the media, you will often combine words with images. Even when the
message consists of words alone, the design and presentation of words can convey
powerful subtexts. As the writer, it’s up to you to consider not just semantics and style,
but also the language environment created by the whole message.
6.1 PROPAGANDA: THE MEDIUM AND THE MESSAGE
Propaganda tries to influence large numbers of people, using the mass media as its chief
vehicles: print, film, TV and radio, and now the Internet. Like any other form of
persuasion, it appeals to both reason and emotion. However, it tends to rely more
heavily on emotional appeals since it must reach such a large and varied audience.
Since the electronic workplace is strongly connected to the mass media (especially the
Web), propaganda is an element in workplace writing. In some cases you may be
writing it, whether to make a case for your organization or to argue against your
organization’s opponents. Both as a citizen and as a worker, you should be aware of the
influence that propaganda can have in your life.
6.2 MAJOR TYPES OF PROPAGANDA
SOCIAL: Develops or strengthens attitudes and beliefs over the long term, especially in
news broadcasts, entertainment, sports. Example: a string of government scandals that
make the ruling party look corrupt and incompetent.
SHOCK: Mobilizes audience over a short time, using attitudes developed by social
propaganda. Examples: TV election ads attacking government corruption and
incompetence; US government warnings about Iraqi weapons of mass destruction in
2002-03. The “shock” is not to scandalize or outrage, but to motivate the audience to act.
BLACK: The other side’s propaganda or beliefs, or something supposedly expressing
the other side’s views. Example: Soviet-era Russian news stories about unhappy life in
the West, published by Western media. Western readers, rejecting the Soviets’ absurd
statements, would become more hostile to the Soviets and more supportive of their own
governments’ anti-Soviet policies.
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SILENT: Suppressing or ignoring inconvenient or damaging information. Example: The
Iraqi information minister’s confident predictions of victory that ignored the US advance
into Baghdad; government silence about its involvement in illegal activities (IranContra). Exposure of silent propaganda may result in both social-propaganda and
shock-propaganda campaigns.
Propaganda myths
In propaganda, a myth is an assertion about reality that may or may not be true, but
which many of us strongly believe. Myths are often unprovable, outside the realm of
verifiable fact, but millions of people have killed, tortured, and persecuted one another
to uphold such unprovable beliefs. Here are some typical myths that, true or not, have
inspired much modern propaganda:
PROGRESS: Everything’s getting better; tomorrow will be better than today; yesterday
was awful. Our supporters are advanced and progressive; our enemies are dinosaurs
and cave men.
THE LAST JUDGMENT: We’ll pay for our crimes/errors some day. So we should stop
oppressing people, exploiting women, damaging the environment, running up the
deficit.
RACIAL SUPERIORITY: Some races are smarter, nicer, sexier, more athletic, more lawabiding, more criminal than others.
THE SUBHUMAN ENEMY: Our enemies are bestial and vicious and deserve no better
treatment than animals. So cops are pigs, and the anti-war French are “surrender
monkeys.”
THE SCAPEGOAT: Our problems are all due to the corporations, or the unions, or the
immigrants. So we don’t have to examine our own failings.
NATIONAL SUPERIORITY/INFERIORITY: We Canadians are just like the Americans,
only nicer. Swedes can’t play rock’em sock’em hockey.
THE REAL MAN: A real man enlists for combat, wears the pants in his family, and
doesn’t eat quiche or write poems.
THE REAL WOMAN: A real woman is attractive, fertile, enjoys the fine arts, and
sacrifices herself for her husband and children.
THE CONSPIRACY: The CIA/Jewish bankers/World Trade Organization are causing
all the trouble in the world.
THE UNDERDOG: Whoever is smaller or weaker in a dispute is probably in the right.
THE MARTYR: Our leader/companion vindicated our cause by dying for it.
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THE GREAT LEADER: Our leader personally embodies all our national/cultural/racial
virtues.
Basic propaganda devices
Used properly, these devices can sometimes form part of rational debate. Most people
who use them, however, only want to trigger strong emotions—not logical thought—in
the target audience.
NAME CALLING: “You dirty fascist/communist/ racist/ sexist!”
GLITTERING GENERALITIES: “Liberty, equality, fraternity.” “Peace, order and good
government.” “Free trade.” “Fair trade.” Emotional but abstract words that make good
slogans but poor policy.
TRANSFER: Swastika, stars and stripes, maple leaf—powerful graphic symbols
associated with something the propagandist wants people to support or oppose. Flagburning, and burning in effigy, exploit the transfer device by symbolically destroying
the enemy.
TESTIMONIAL: Support for an idea based on authority (“Dr. Smith agrees”), celebrity
(“Celine Dion agrees”), plain folks (“Bruce Smith agrees”).
CARD STACKING: One-sided argument: “We have 85 percent full employment!”
Closely related to silent propaganda.
BANDWAGON: Many supporters make an idea valid; few supporters make an idea
invalid. “A growing number of concerned Canadians/A small but vocal gang of
troublemakers...”
IDENTITY THREAT: “Our opponents are a menace to our
nation/society/class/group/sexual orientation.” One of the most powerful propaganda
devices, used in election campaigns (which are shock propaganda) and in much social
propaganda (everything from comic strips to news reports).
TRIUMPH: “We’ve done a great job, so re-elect us.”
OUTRAGE: “They’ve done an awful job, so throw the bums out.”
Paradoxes of propaganda
Much propaganda is personally and socially constructive. (It encourages us to drive
safely, treat others kindly, and obey the law).
Propaganda works best on the converted. (They always want more confirmation that
they’re right).
Propaganda works best on educated people. (Illiterate peasants don’t know or care
about the world beyond their village; university graduates think they can change the
world).
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Truth is the best propaganda; next best is the half-truth; silence is usually preferable to
an outright lie. (If they catch you lying, like “Comical Ali” in the Iraq War, or the
Chinese government in the SARS outbreak, they stop believing you).
Enemy propaganda can be excellent propaganda for one’s own side. (How can those
idiots believe such claptrap!)
Straight news or entertainment can conceal propaganda, especially social propaganda
trying to confirm or change social attitudes. (“Tonight’s news confirms all your
prejudices about your provincial government, cruel military tyrants, and suffering
people in the Third World.”)
Propaganda that seems to argue against its own self-interest is more credible. (“We
teachers are overpaid. You should cut our salaries or demand more work from us.”)
When propaganda is really good, it can make people act against their own beliefs. (“I
don’t agree with either candidate, but I’ll hold my nose and vote for the lesser of two
evils.”)
Websites about propaganda:
Principles and Tactics of Propaganda
http://www.nmsu.edu/Academic_Progs/CAS/jrnalism/home/wsc13/pub_html/Aca
demic_Progs/Colleges/Arts_and_Sciences/classes/j484/Propaganda%20tactics.htm
Public Diplomacy, Propaganda, and PSYOPS
http://www.leeds.ac.uk/ics/what-propaganda.pdf
6.3 BASIC MEDIA RELATIONS
You have at least one thing in common with the media: you both want a good story.
People who work constructively with the media are likely to be pleased with coverage of
a story; the media will treat them as sources. Those who distrust or fear the media are
likely to see their suspicions confirmed; the media will treat them as targets.
You should acquire good media relations, like fire insurance, before the need arises. This
means getting to know local reporters and editors and learning something about their
needs: deadlines, news policies, limitations. In return, you can give them background on
your organization and its concerns. It helps to be able to supply hard facts, statistics, and
comparisons. Where you are acting as your organization’s advocate, express its views in
the context of the good of the community, not just the good of the members.
You can also give the media an idea of potential stories in the future: an important
round of negotiations, a new safety program, a crucial vote. Explain why these are
important to the organization and the community. In some cases, you may be able to
strengthen media relations by supplying an exclusive story, but do so judiciously. Be
prepared to give crash courses over and over again, as new reporters (often young and
ignorant) are assigned to cover you. A reporter who doesn’t understand a story’s
background is a reporter who will go for a simple-minded angle—and that will surely
distort the story.
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People in the media, like most of us, tend to distrust strangers and to rely on the help of
friends. A reporter or editor who’s enjoyed a good relationship with your organization
will be more likely to cover you sympathetically. Reporters who are treated as intruders
or irritants will react accordingly. Accept the reporter’s right to probe into your
organization’s activities to keep the public informed, and respect the reporter as a
trained professional.
Expect to be on the receiving end of criticism occasionally. If you feel you’ve been ill
used by the media, bite your tongue. Loud and abusive complaints will get you
nowhere, and a good thing, too: otherwise, your opposition could get its way by being
even louder and more abusive. Where you’ve been misquoted, or the facts as you see
them have been distorted, let the media know calmly and factually, without reproach,
and conclude on a positive note.
Getting along with reporters
1. Always be available to give information.
2. Compliment a reporter when he or she has done a particularly fine job (but
don’t overdo it!).
3. Put facts in perspective and give background information.
4. Respond promptly to a reporter’s inquiry.
5. After making an impromptu statement, jot down what you said.
6. Remember you’re always “on the record.” If your off-the-record comments are
sharply at variance with your public statements, the media will figure
you for a hypocrite, liar, or common scoundrel.
7. Don’t expect a newspaper to publish your news releases word for word
(they’ll rewrite out of professional pride if nothing else).
8. Don’t complain to the editor if a news item isn’t published.
9. Don’t ask to see the story before it’s released.
10. Don’t ask for clippings of an article; buy the paper.
11. Don’t try to suppress unfavourable news.
12. Don’t tell a reporter how write a story.
13. Don’t assume a reporter will be impressed by your position.
How not to be misquoted
1. Assume that the reporter is covering general assignments and doesn’t know
much about your organization. Nevertheless, he or she is going to return
with some kind of story.
2. When possible, have a prepared statement ready, with four or five main
points. State them simply, and stay close to the facts.
3. Ask the reporter to read the statement before asking questions.
4. Take your time in answering; don’t be hurried into hasty responses. But for
radio and TV especially, you should keep your answers short, clear, and
snappy.
5. Restate the essential points. If the reporter isn’t making notes on what you
consider important points, feel free to say: “I want to emphasize that our
position is...”
6. Don’t rush the interview.
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Handling a surprise visit from the media
Ask the following questions, and take notes:
1. What station/paper did you say you were from? (Record name and phone
number).
2. What brought you to us?
3. Do you have any background on this matter?
4. Do you want to interview our executive members, our staff, our membership?
5. What’s your deadline?
6. Is the organization’s position on this matter being covered?
7. Have you interviewed anyone on this subject yet? Are you going on to other
interviews about this matter?
8. Can you give me 15 minutes to gather information I need to assist you?
Review your notes and (especially if the issue is sensitive) contact your
organization’s media specialist. Explain that you have a reporter wanting
information and you need immediate advice.
Your organization needs to know
Notify your media specialist or executive members immediately if:
1. Your organization is involved in an emergency or crisis.
2. Members of your organization are involved in news stories or press
conferences initiated outside the organization.
3. You’re involved in unusual or special events that may attract the media.
4. You have complaints about news media coverage.
6.4 WRITING A MEDIA RELEASE
A good media release can sometimes give your organization publicity far beyond what
advertising might gain you. It may be read over the radio, displayed on cable TV,
printed in local papers—or it may interest editors enough to write a story of their own
about what you’re doing.
A media release should make life easy for those editors. In principle, the release could
run as a news story without changing a word. That means you have to write it as
effectively as a reporter would.
1. Remember Who, What, When, Where, Why, and How.
2. Write paragraphs containing three sentences at most. One sentence per
paragraph is fine.
3. Find an attention-getting lead and announce the details of What, Where and
When in the first paragraph.
4. Write to a general audience: the public. Don’t talk about “clients” or use
insider language.
5. Provide a short, snappy headline, but don’t expect to see it on the story. It’s
more to interest editors than the general public. Your first paragraph
should not depend on information in the headline.
6. If you haven’t got time to interview people, think up quotes to present your
organization’s point of view. Quote members of your organization or
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company telling the important things you want to say, especially matters
of opinion rather than fact. Then check to ensure the people you’re citing
agree with and support the quote.
7. Don’t editorialize except in quotations. You are promoting your organization,
but choose facts and angles that are of general public interest, and present
these without comment as to how the reader should feel about them.
8. Use both names of the people you mention when you first refer to them, and
the last name only in subsequent mentions.
9. Prepare a page of background or technical data if needed, and include it in a
prepared media kit.
10. If you’re announcing events of public interest, address the reader as “you”:
You may be able to save hundreds of dollars in airfare under a new plan.
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6.5 MEDIA RELEASE ELEMENTS
Glen Park Merchants’ Association
#24, 1600 Corniche Drive, Chesterton BC V8P 2H7
Phone/Fax: 250-788-9000 | email: gpma@glenpark.com
Media Release
For Immediate Release
October 28, 2004

Letterhead

Contact: Suzy McFarlane
250-788-9004

Contact name &
number

RETAILERS PLAN HOLIDAY EXTRAVAGANZA
(Chesterton) —The most important facts about the story belong in the first
paragraph. They don’t depend on information in the headline, which may not be
used when the release is printed or read aloud. Text is usually singlespaced, with
doublespaces between paragraphs.

Release time &
dateline

Headline
Location
(optional) and
first paragraph

Less important information goes in following paragraphs. Information should be
factual and not emotionally slanted.
“Our members play a vital role in the local economy,” said Glen Park Merchants’
Association President Samantha Chen on Tuesday. “We’re proud of what we’ve
accomplished.” She added that the GPMA was dedicated to improving the quality of
life for everyone in Chesterton.

Opinion statements go in
quotes unless
paraphrased with
attribution

For more information, call Samantha Chen at 250-882-1558 or
samanthachen@glenpark.com
-30-

Additional
contact info
(optional) and
end of release

6.6 WRITING AN ARTICLE FOR PUBLICATION
An essay tends to be personal, drawing on the writer’s own experience and opinion as
well as on the views of experts and authorities.
An article, by contrast, tends to be somewhat more objective, with the author staying in
the background while presenting a set of facts and expert opinions about the subject.
The two forms often blur together; a personal experience like an illness or an accident
may lead you to learn more about a subject and then to present that information in
article form. Or as an expert on a subject, you may write personally about it.
You are creating a structure of words; your readers expect to move through that
structure, even if they can’t define it clearly. If they don’t sense a structure, they become
confused, bored and impatient. The writer who understands some basic structural
principles will hold readers’ attention and influence their views.
In any article or essay, you should:
• attract interest in your opening sentences
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•
•
•
•

show how the subject concerns the reader
discuss the subject in detail
bring out the implications or consequences of what you’ve discussed
come to a strong, satisfying conclusion

The lead:
The lead, or introduction, uses a “hook” that fits the mood of the essay or article and
links naturally with the body. The hook often introduces your most interesting, striking,
or dramatic material.
Lead devices:
ANECDOTE: A brief story, illustration, or example (real or fictitious) to spark interest
and give a glimpse of the subject.
Much to my surprise, I once encountered a bison on a road in Jasper National Park.

QUESTION: A general question, usually followed by the answer and the introduction
of the subject.
What on earth was a bison doing in Jasper National Park?

UNUSUAL STATEMENT: Surprises the reader.
He was a crusty old bachelor bison who’d taken a liking to the Rocky Mountains.

SUMMARY STATEMENT: Condenses the essentials of the essay.
National Park officials sometimes experiment with the ecology of the Rocky Mountains by
introducing unfamiliar species; the results aren’t always happy.

QUOTATION: An important, easily understood quotation that illustrates the subject
and sets the mood of the piece.
“Oh, you saw him!” The Jasper Park naturalist looked both delighted and envious when I reported
sighting a bison on the road to Celestine Lake.

COMPARISON/CONTRAST: Past/future, male/female, good/bad, etc.
Across the river, the highway to Edmonton was full of trucks; here on this single-lane dirt road, the
only other traffic was one large black bison.

DIRECT ADDRESS: Puts the reader imaginatively in the article.
You may have seen bison in movies, but nothing can prepare you for the sight of a real one.

NEWS PEG: Brings up a current event related to the topic.
Recent reports of elk attacks in Banff show that humans and animals have not yet learned to
coexist in the Rocky Mountain national parks.

ALLUSION: Direct or indirect reference to something the reader is expected to know
and understand.
Meeting a bison in Jasper Park wasn’t anything like the hunt in Dances With Wolves.

REBUTTAL: Contradiction of something said or reported.
Despite what some writers assert, no bison live in Jasper National Park.
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The lead paragraphs must not only interest the reader; they must also outline the limits
and direction of your writing, and express a thesis, or major assertion, about your topic.
If we plan to discuss mountain goats and grizzlies as well as bison, we’d better say so
early; otherwise we’ll startle the reader when we drop the subject of bison and go on to
seemingly unrelated topics. This forecast and thesis may require only a single sentence,
or as much as a couple of paragraphs:
This casual encounter was the direct result of Parks Canada policies that could affect not only
bison but every other species in the Rocky Mountains, especially mountain goats and grizzlies and
human beings. By conducting misguided “experiments,” Parks Canada could be endangering the
very animals they are supposed to protect.

This paragraph offers a number of unspoken “promises” to the reader: I will give you an
exposition of Parks Canada policies; I will cite examples affecting mountain goats,
grizzlies and humans; I will give you an argument that Parks Canada policies on this
subject need change.
The body:
Organization of your article can be:
• LOGICAL (assertion, evidence, conclusion)
• NARRATIVE (this happened, then that happened)
• CATEGORICAL (five ways to lose weight fast; four causes of student failure)
Many articles blend all three to some extent. Each paragraph in the article should:
• have a smooth, clear transition from the last paragraph
• express a central idea or topic, usually stated in a topic sentence, with further
sentences to explain, prove, illustrate, or summarize
• be concise, clear, and appropriate in tone
• prepare the reader for the next paragraph
Tell your story as clearly as possible, using whatever devices will make it lively:
anecdotes, quotations, unusual statements, and so on. In other words, lead devices are
also devices to sustain interest throughout the body of the essay or article.
The ending
The ending needs a “kicker” or “zinger”—a statement that brings your article to a
definite close. The kicker often uses lead devices inversely, to link with the opening
paragraphs: anecdote for anecdote, quotation for quotation.
6.7 WRITING FOR WEBSITES
Why the Web is different
Your work may require you to write for a website as well as print on paper. You may
need to post a Web resume, adapt a brochure for display on your company’s site, or
archive company documents. In some ways this is no different from writing print on
paper: you follow the principles of Orientation, Information, and Action just as you do
in a business letter or memorandum.
But the Web is a different medium, and its users respond to it very differently from the
way they respond to paper documents. To write effectively for websites, you should be
aware of those differences.
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1. Web text is hard to read.
Computer screen resolution is not as sharp as print on paper, so we tend to read it
slowly—up to 25 percent more slowly than print.
2. Web text is hard to proofread.
Perhaps because of poor resolution, Web writers (like email writers) often miss typos or
grammatical errors in their own text. Website visitors, however, are likely to spot those
mistakes very quickly. They will gain a poor opinion of your professionalism and
attention to detail.
3. Website visitors are impatient.
Because it’s so easy to click from one site to another, visitors don’t like to hunt around
on a site for what they want. If it’s not obvious, they’ll just go somewhere else. For the
same reason, many visitors don’t like to scroll down a long text. They would rather
jump to another page.
4. Web sites attract different kinds of visitors.
Viewers and listeners are looking for graphics and sound; text does not really interest
them. Listeners include persons with visual impairments who need text that is
understandable when spoken by a voice program.
Users are looking for information. They include customers as well as researchers. They
like “chunks” of information—stand-alone blocks of information, filling the screen with
100 words or less, requiring little or no scrolling. Users need concise, well-organized,
and well-mapped sites so they can go straight to what they want.
Readers want information too, but they are willing to scroll through complete
documents. They may well prefer text adapted for screen display, such as that with lines
running only halfway across the screen, and with blank lines between paragraphs. Better
yet, they like to print out such documents and read them on paper. So they need
documents that are well formatted when printed out.
Colleagues need your information through an intranet accessible only to employees.
Such visitors need clear, usable, well-formatted information just as much as outsiders
do.
Depending on the nature of your site, you should try to appeal to all kinds of visitors. If
you’re a graphic designer looking for a job, for example, your site should feature many
examples of your work, as well plenty of text describing your background and skills.
5. Web text is hypertext.
That is, visitors can jump around from one page to another in any sequence they like.
This means every document should be able to stand on its own, without reference to
other documents. As a Web writer you should be able to create such stand-alone
documents, and to make it easy for your visitors to jump to other documents on your
site.
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Given these qualities about the Web and Web surfers, you will have to tailor your
writing. Here are some guidelines:
1. Write concisely.
If the print version of a brochure is 500 words long, try to condense the Web version to
250 words. Try to keep sentences under 20 words long.
2. Break up paragraphs.
A solid block of text is very hard to read on screen, so keep paragraphs to three or four
sentences each, with space between paragraphs.
3. Use lots of headings and subheadings.
These help your visitors find what they’re looking for.
4. Use “blurbs” to describe what visitors will find when they click on a link.
For example:
Lodging in Whistler. From 5 star hotels to inexpensive hostels.

6.7.1 THREE BASIC PRINCIPLES
Once you understand the people for whom you’re writing, your text should reflect three
basic principles of Web and workplace writing: orientation, information, and action.
Orientation
Visitors to your site have two questions on arrival: they want to know where they are in
the site and how to move around within it. Because visitors may arrive via search engine
at a page buried deep in your site, you need to provide those answers everywhere—not
just on your front page. Your site name should be self-explanatory, stating its purpose,
and every page should provide links to other pages, showing how the site is organized
and how to navigate it.
Information
This is what your visitors are here for. Some visitors want the print versions of your
material, so they can look in your site’s archive—wherever you store complete
documents. For others, however, you need to adapt your text by cutting, hooking, and
organizing.
Cutting is essential for text adapted from print. Even if you’re archiving huge
documents, you should also include summaries of them. Because visitors are reading at
75 percent of normal speed, and are impatient for those jolts of gratified inquiry,
consider the “50 percent rule”: cut any given text by half, especially if you’re adapting
from print, which relies heavily on transitional phrases that don’t belong in hypertext.
Even if you’re creating original text, writing long and cutting short will keep your text
tightly focused. If the writing still makes sense when cut in half, then leave it short. If
you need more text, add it word by word until you have just enough.
Cutting works on all levels. You can cut a whole paragraph, or cut sentences and
phrases. You should also try to use the shortest possible words. That means writing
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“use” instead of “utilize,” which is identical in meaning but has two more syllables. It
means writing “decided” instead of “made a decision.
Hooking an impatient visitor is vital. Your readers are skimming and scanning, so use
both headlines and text to grab them. Headlines should be simple and informative. Text
can exploit devices long known to magazine writers for catching readers’ interest.
“For example,” he said, “use quotation marks because people seem to prefer reading
what someone actually said.” Other hooks include:
•
•
•
•
•

questions — they make us seek the answer
unusual statements — we love surprises
promise of conflict — we love fights
news pegs — to tie content to the coattails of some big current event and
direct address — we love personal attention

(For more about hooks, see the section 6.6 on writing articles.)
Organizing Web text isn’t always as easy as cutting and hooking. Print on paper can be
narrative, logical argument, or categorical. Narrative order, which relies on chronology,
imposes a sequence that Web users may not want or need. Logical argument tends to be
too long and sequential for impatient visitors.
Web writing, being hypertext, thrives best under categorical organization: “The Five
Signs of Cancer,” “Best Golf Courses in Victoria,” “Favourite Beaches in Cabo San
Lucas.” When users can jump from chunk to chunk, they get to their destinations much
faster.
You should organize even within a chunk. A hundred words in one solid block of text is
a symptom of “paragraphosis,” in which the eye becomes unable to focus or track
through a mass of type. A chunk could have two or three short paragraphs, each with a
subhead, all surrounded by lots of white space.
Organization can also mean junking declarative sentences and offering just fragments.
Sometimes. Not always. Bulleted lists? Great!
Your site needs to welcome action by your visitors, even provoke it. If all you want is for
them to click through to another page, the link title and blurb should make it seem
worth their time. If you want them to join your movement, fill out your form, or buy
your software, you need to make it appear to be in their interest to do so, and to make it
effortless. Yes, as in the instrumental model, you still want them to do what you say, but
you’re also prepared to do what they say.
To achieve all this—orientation, information, action—demands much more than
technical expertise with Flash or XML. It demands that you put the visitor’s needs first.
On the Web, the customer really is always right, and vanishes the moment you indicate
otherwise. So you need to make a leap of empathy to put yourself in the visitor’s shoes,
and write your text accordingly.
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6.7.2 TEXT AND SUBTEXT
Every message in every medium has both a text and a nonverbal subtext. “You really
impressed the interviewer” is a text. If the speaker’s tone (the subtext) is sincerely
admiring, you can take pride in your interviewing skill. If the speaker’s tone is sarcastic,
however, the subtext completely undercuts the text.
Your Web text has a subtext also. If you write: “Welcome! We’re delighted you’re here,”
but the site is hard to navigate and hard to understand, your visitors won’t feel welcome
at all. If you write: “You’re the reason for this site,” but you always talk about “we” the
company, your visitors will doubt your sincerity.
So your site is something like a business letter. You always want your letter to convey
the subtext that you’re a capable professional and you care about your reader. Your Web
site should convey that message too.
6.7.3 REVIEW YOURSELF
You’ve written the text for your site. How can you evaluate it? One way is to review
other sites that try to do the same thing, and to compare those sites with your own. Or
you can write a letter to yourself about the own site’s strengths and weaknesses—a kind
of “autoreview.” Detailing the site’s failures leads quickly to ideas for solutions. You
may decide to use some or all of the following standards:
Purpose. Is the site for entertainment, marketing, information, education? Purpose
achieved? How? Not achieved? Why not? Can visitors understand what the site is about
within three seconds, without scrolling? Is it obvious whose site it is, and where it’s
located?
Audience. Are your intended visitors veterans, experts, or novices? Are they young or
old, male or female? Can they get the basic information about the site regardless of their
computer skills, browser, or special applications like Flash? Does the page load quickly?
Content. Is it information rich or just a jump page? Do you have adequate chunking and
archiving? Is the text clean, clear, well organized, and suited to the purpose and
audience? Will visitors say “So!” or “So what?” Will they believe what you tell them?
Why? Will they act on what you tell them?
Appearance. Do graphics enhance text or distract from it? Does text invite reading
thanks to short paragraphs, legible fonts, relatively narrow columns, and white space
between paragraphs? Does the page look spacious and calm, inspiring confidence in
visitors?
Organization. Is the site easily navigable even on the first visit? Does it require a lot of
scrolling? Can you get anywhere from anywhere else on the site?
6.7.4 CORPORATE WEB WRITING
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In many cases you may have to work as part of a team creating content for a company or
organization website. As a general rule, the principles of good workplace writing apply
to Web writing as well: a positive attitude, the “you” attitude, and so on. We strongly
recommend that you and your team begin by clearly defining your audience and using
your organization’s mission and vision statements to establish a yardstick for whatever
you put on your site.
We also recommend developing a corporate style guide, so that every page of the site is
consistent in usage, layout, and design. This guide should include both archived print
documents and text written specifically for Web-page display. Consult the section on
style-guide development for details.
6.7.5 PERSONAL WEBSITES
Many people now create their own site as a form of self-advertisement. Such sites
provide a convenient place for resumes, writing and graphics samples, and other
materials related to work history and skills. A well-designed site also offers a helpful
subtext: the site’s creator has good Web skills. For details on such personal sites, see
Chapter 8.
A new kind of personal site is the “blog” (short for Web log). Blogs are sites that are
updated almost every day, and sometimes several times a day. Many people create
blogs as public diaries, reporting on their activities and feelings. Others use their blogs
as a way of gathering and disseminating information on topics of interest.
For example, The Agonist (http://scoop.agonist.com) provides news from many
different media, as well as links to newspapers, news sites, and other blogs. You may
want to create a blog about graphic design or BC tourism, and offer it as a service to
your visitors. A basic blog can be very simple and cost nothing, but the most effective
blogs require some specialized software and the ability to use it.
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6.7.6 APPLYING WEB-WRITING TECHNIQUES
1. As an exercise, look at two competing websites: for example, two car dealerships.
From the texts and subtexts of the sites, identify the desired audience, including likely
level of education, economic status, and reasons for buying an automobile. Does the
subtext support the text, or undercut it?
2. Copy a fairly long block of text from a website. Paste it into a word processor and do a
word count. Then apply the 50 percent rule and cut the text in half. Be ready to explain
why you’ve cut some text and saved the rest.
3. Edit the following paragraph, converting the lists of words into bulleted lists offering
links to a detailed page about each line of snowshoes:
Timberline Snowshoes offers something for every need and every budget. If you’re a serious backcountry winter hiker, you can select from the Travois, the Tekarra, and Tonkin lines, built for
constant heavy use. For recreational use, consider the Emerald, Amethyst, Ruby and Crystal lines.
Each line offers a range of prices and complete money-back guarantee.

Websites for Web Writers
Alertbox
http://www.useit.com/alertbox
ClickZ
http://www.clickz.com/
Crawford Kilian on Web Writing
http://crofsblogs.typepad.com/
Edit-Work
http://www.edit-work.com/
Webword
http://www.webword.com/
Words for Web
http://www.wordsforweb.com/
Writing for the Web
http://www.writingfortheweb.com/
WWW Scribe
http://www.www.scribe.com/
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CHAPTER SEVEN: WRITING TO GET A JOB
7.1 NOTES ON JOB HUNTING
Trying to find a job can be painful, especially in hard times, because we take rejection
personally. In a society that defines us by the paid work we do, we feel like nobodies if
we’re not holding some kind of job, however bad it may be.
Often, out of economic necessity or fear of rejection, we accept work that demands very
little of us. Some estimates place the number of such “underemployed” people as high
as 80 percent of the workforce. That is, their jobs don’t demand the emotional and
intellectual involvement required by a “judgment job,” in which they could largely
choose their own style and conditions of work.
Instead they must settle for “joe jobs”: work that offers them very little choice or
decision-making. Even the salaries for such joe jobs tend to be low, and they tend to be
short-term.
This underemployment can lead to alienation, loss of self-respect, and a sense of
dissatisfaction. Even worse, underemployed people pay a fortune for the “privilege” of
holding dull jobs! If your average annual salary in a joe job is, say, $20,000 in today’s
dollars, and your working life is 40 years, you’ll earn $800,000.
A more challenging judgment job is likely to pay twice that, or more, for a lifetime
income of at least $1,600,000. In other words, settling for the wrong job could cost you
$800,000 in lost income, besides boring you out of your mind. You might not be so quick
to say, “I’ll take the job,” if your first assignment was to tear up a cheque for $800,000—
with your name on it.
Many job hunters face frustration for several reasons:
1. They can’t find a job at all because they don’t know how to search effectively
for one. After endless rejections they give up altogether.
2. They can find joe jobs, but can’t break out of them to find more satisfying,
better-paying judgment jobs. So their talents go to waste and they yearn
for quitting time. In effect, they are selling half their waking lives so they
can do something they like with the other half.
3. They may blunder into a judgment job, but still be unhappy because the job
doesn’t answer some particular personal need or ambition that they
hadn’t even been aware of at first. Such a job’s responsibilities may also
be highly stressful, without offering the compensation of personal
fulfillment.
Careful, practical job hunting can eliminate these hazards. First, consider the three basic
types of job-hunting strategy.
Passive-Direct. Wait until a job opening appears or otherwise comes to your attention.
Then respond directly to it.
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Advantages: You know just what the job is, so you can tailor your application to
suit its requirements. Acceptance can be quick.
Disadvantages: You’re competing with dozens, even hundreds of other
applicants, and you may be rejected arbitrarily.
Active-Direct. You treat your job search as a job in itself. You pound the pavement all
day, every day, knocking on doors and asking for work.
Advantages: You don’t have to wait for the newspaper—you’re out on your own
initiative.
Disadvantages: Most places won’t have jobs, and those that do may have jobs
that you don’t want to take but feel you must.
Active-Indirect. You don’t look directly for a job, but for information about the field,
thereby making yourself known to people in a position to hire you.
Advantages: Permits easier access to potential employers, supplies very helpful
information on job requirements, puts you in the “hidden job market” where
most good jobs are.
Disadvantages: Can take a long time, and depends on your initiative.
Other methods tend to put you back in a passive role, while someone else—an
employment agency, CEIC, whoever—does the looking for you. Sometimes this works,
but in many cases it’s a prescription for personal disaster.
No method is 100 percent successful, but you can improve the odds in your favour, and
reduce the threat of rejection shock, by keeping the initiative. In general, the activeindirect approach works best for most people looking for demanding, well-paid
judgment jobs.
7.2 PROBLEMS OF JOB HUNTING
Turning to publicly advertised job openings is the way most people look for work, but it
puts you into the passive-direct model. Consider how a handful of job openings in an
auto plant or hamburger chain can attract tens of thousands of applicants, who will
spend the night outside in a line up just to get an application form. You might as well
invest in lottery tickets because the odds aren’t much worse.
You also have to wonder whether winning a job lottery is worth it if the job is dull,
stressful, or so strictly organized that you never have to think for yourself. That could
turn you into a clock-watcher, living only for the weekend. You’d come home from
work tired, disgusted, and fed up, and you might take out your frustrations on your
family and friends. For a short-term advantage you may be giving away all your hopes
and ambitions for the long term.
How do you beat the job lottery? Don’t even try. Get into the hidden job market instead.
7. 3 THE HIDDEN JOB MARKET
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When you have a toothache, you don’t advertise for a dentist and then interview the
likeliest applicants. You ask around. Who’s good? Who’s cheap? Who’s available?
We rely heavily on personal recommendation, and we tend to trust what we hear.
(Would you go to a dentist whose patients said his work was expensive, painful, and
slow?) The hidden job market also functions by word of mouth. It works something like
this:
Joe Doakes runs Whiteknuckle Rafting Adventures. A senior guide has just quit, and Joe
needs a new one. He could advertise, but time is short and he doesn’t want to spend
days staring at the résumés of incompetents.
So Joe calls up people he knows: other people in the industry, his wife’s cousin who
teaches at Capilano College, anyone he can think of. He explains what kind of person
he’s looking for, and his personal contacts become a private personnel-selection team.
They supply him with names, phone numbers, and thumbnail personality sketches.
In half an afternoon, Joe has a working shortlist of candidates. He calls them to see
who’s available and sets up interviews with three or four. By lunchtime tomorrow, he’ll
probably have his guide. And he will probably be happier about his choice than if he’d
picked the same person through a newspaper ad.
Employer anxiety
Why? Call it “Employer Anxiety.” As an employer, Joe may have more doubts about
himself than he has about you. He may think: Am I missing something? Am I judging
this person correctly? Is this person lying to me? Am I going to have to start all over
again after this person turns out to be incompetent?
Most interview candidates are total strangers to their interviewers. Both persons in an
interview tend to role-play in response to their anxiety, so they aren’t dealing entirely
honestly with one another—and each person knows it. Given any reason to reject the
applicant, the anxious employer will do so.
But by consulting people he knows and trusts, Joe’s more likely to feel confident about
the people he calls in. They’ll have to do or say something pretty dramatic to disqualify
themselves; it won’t be just because poor old Joe is nervous.
Joe will feel even more confident if he already knows the applicant, however slightly.
His anxiety fades away; he’s more at ease, and he’s able to evaluate the applicant fairly
and objectively.
How did these guides get their qualifications? They probably invited themselves into
the hidden job market. They wanted careers in outdoor recreation, or environmental
interpretation, or adventure tourism, and treated the field as if it were a public park.
They walked in and got acquainted.
Getting into the hidden job market
Getting into the hidden job market is easier than you might imagine. It works something
like a nuclear chain reaction, where each interaction leads to several more.
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1. First, you get the names of people working in your field of interest—from
friends, teachers, the phone book, whatever source you can find. Three or
four names will do for a start. You are going prospecting, and these
people are your prospects.
2. Next you get in touch with these prospects, whether by phoning, writing, or
walking in to “cold call” them. Each method has advantages and
drawbacks. Phoning is fast, but you and your prospect may get wrong
impressions of one another over the phone, and you miss a lot by not
being in the office. Writing can enable the prospect to think about you
and find a convenient time to talk with you. A cold call may get you the
cold shoulder, but some employers like that kind of self-confidence.
3. You learn as much as you can in the interview, and you study your prospect’s
work environment closely: would you like to work here, for this person?
4. You show your résumé to your prospect, and ask for criticism: Have I left
something out, have I overemphasized something?
5. You ask for names of other people in the field, as future prospects.
6. If possible, you leave a copy of your résumé (or at least your name and
address) with the prospect.
7. You make detailed notes after the interview, jotting down all you’ve learned,
and you send your prospect a thank-you letter (this always astounds
them, so they’ll remember you ).
8. You continue the process, knowing you’re now in the network of the hidden
job market.
You make it clear from the start that you are not looking for a job; you are looking for
information about your intended career field. You want to know about entry-level
requirements, shortcuts, job duties, pay scales, promotion opportunities, anything and
everything. (Gossip about what’s going on in the firm and the industry can be especially
helpful).
You normally ask for no more than 20 or 30 minutes of the prospect’s time, so go armed
with careful research and prepared questions. But be ready to spend much more time,
because your visit may be the most interesting thing in the prospect’s day. You’re asking
for nothing but advice, so the prospect can give you plenty without dreading having to
reject you. You’re not threatening, so you may end up taking a free crash course in the
field from one of its top experts.
Prospecting interviews may make you nervous at first, but after three or four you’ll feel
confident and relaxed. You’ll have learned what your strengths and weaknesses are for
different types of jobs. You’ll have learned a lot about potential employers. You’ll have
heard some gossip which, passed on to later prospects, will both interest them and make
you look like someone who knows what’s up in the industry. In other words, you
become a colleague, not an applicant.
Before long, you’ll know what jobs are available, at what qualification levels, in which
firms, for which employers. You’ll know which firms are worth working for, and which
aren’t. You’ll know how hard to bargain over salary. You may even find that this
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particular field is not for you, not ever, and you will go job hunting somewhere else
instead of wasting your life.
When the employer cold-calls you
Something odd may happen after a few prospecting interviews. Photocopies of your
résumé may be circulating to people you don’t know, people who’ve spoken to your
prospects as part of their search for new employees. These people in turn phone you for
interviews—hiring interviews.
Even if such calls don’t materialize, you now have a far clearer idea of where to hunt
seriously for jobs. Again, you can phone, write, or cold-call potential employers. Your
previous interviews have given you experience and confidence. Your résumé has been
examined and criticized and improved until you know it puts you in the best possible
light. If a job is available, and you’re capable of handling it, you have a good chance of
landing it. It may well be a job you’d never have even heard of in the open job market.
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7.4 SAMPLE PROSPECTING LETTERS
Rosalie Coté
4635 Milford Road
North Vancouver BC V7B 2D2
Phone: (604) 949-3524
March 31, 2005
Ms. Wilma Shore
Vice-President, Marketing
High Country Adventure Tours
1401 Marine Drive
North Vancouver BC V3K 1A4
Dear Ms. Shore,
Our mutual friend Donald Wang suggested I write to you for some advice.
This spring I’ll graduate from Capilano College’s Tourism Management Program. With
the first-rate training I’ve received, I’m confident I could find a number of challenging
jobs in tourism.
I’m not looking for just any job, however. I’m looking for the job that’s right
for me, one that demands the talents I most enjoy using. My interest in the outdoors has
led me to consider a career in adventure tourism. It could be the career for me, but I
need to know much more about the field and the opportunities it offers before
committing myself. So I don’t intend to apply for any positions until I have a realistic
picture of what they require.
With that in mind, I’m talking to people like yourself who know the field. I
need to know what it demands of new people entering the field, what it offers, and
what directions it’s likely to take in the future.
I will call you next week to see if you would be willing to arrange a short
interview at your convenience. It would be extremely helpful to gain the benefit of your
advice.
Sincerely,
Rosalie Coté
Rosalie Coté
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Sally Chen
#120-1400 Maple Street
Chesterton BC V9M 3R5
Phone: 250-994-3388 Email schen@telus.net
October 15, 2004
Ms. Diane Porter
Textor Web Design, Inc.
800 Corniche Road, Suite 5
Chesterton BC V9L 2F5
Dear Ms. Porter
May I ask for a few minutes of your time?
I really enjoyed hearing you speak to our Computer Graphics class last week, and your
comments got me thinking hard about a career in Web design. I hadn’t realized the
opportunities in the field were so good.
The courses in my program are certainly giving me good general preparation for Web
design and several other computer-related career choices, but I can see the need for
much more information before I commit myself to pursuing Web design. So it would be
wonderful to learn more about your own experiences, and where you see the industry
going in the next few years. I’m especially interested in the kinds of technical
qualifications that Web designers are looking for. We still have the summer and fall
semesters to complete, and I’d like to pick the electives that employers are most
interested in.
As you can imagine, our days are really busy, but we have Wednesday mornings off.
May I come to interview you on October 23 or 30, for no more than 30 minutes? Any
information and advice you can offer will be extremely helpful.
Sincerely

Sally Chen
Sally Chen

Now look at how Sally Chen writes a prospecting letter to another potential employer in
a different field:
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Sally Chen
#120-1400 Maple Street
Chesterton BC V9M 3R5
Phone: 250-994-3388 Email schen@telus.net
October 15, 2004
Mr. Ron Schaefer
Managing Editor
Chesterton Times
1205 Corniche Road
Chesterton BC V9R 4H5
Dear Mr. Schaefer
I read the Chesterton Times not just for the news, but for the layout. As a student in Chesterton
College’s Computer Graphics Program, I’m really impressed with the professional quality of the
paper’s design.
Currently I’m in the third semester of our four-semester program. I expect to graduate in April.
The courses are excellent (but a lot of work!), and the instructors are very current in technology. I
think you know our Typography instructor, Becky Wilde; she suggested I might want to get in
touch with you.
It’s too soon to decide just what kind of career I want after graduating, but not too soon to start
looking for more information. Would you have time—not more than 30 minutes—to talk with me
about newspaper production and what people like you require from newcomers in the field?
Wednesday mornings are best for me, but I’m quite prepared to come in whenever convenient for
you. Anything you can tell me about working conditions, critical skills, important attitudes and
values, and the future of newspaper production would be invaluable in helping me plan for my
career.
You can reach me at the above number and email address. I look forward to hearing from you.
Sincerely

Sally Chen
Sally Chen

A surprising effect of prospecting could also be that you’ll gain a clearer sense of what
you really want out of life. Just wait until that prospect looks at you and asks: “What do
you see yourself doing in ten or twenty years?” If your only answer is to imitate a
goldfish—your mouth opens and closes but no sound comes out—you know you’ve got
some real soul-searching ahead of you.
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7.5 WHAT EMPLOYERS LOOK FOR IN AN EMPLOYEE
**Source: Business Council of BC 1999 Skills/Characteristics Survey

Employers usually care more about skills than job titles, and they’re very specific about
the skills they value. What BC employers described in 1999 is still largely true across the
country. So when you start drafting a job application, highlight the skills and attitudes
you know employers want. Here is the list of most desired qualities, in order of
importance to employers.
1. Communication skills
•
Can speak, read, write and listen (hear what is said)
•
Uses appropriate body language
•
Shows good teamwork and interpersonal skills
2. Good work ethic. This includes meeting high performance standards
3. Flexibility and adaptability. Vital skills in today’s changing workplace
4. Analytical, evaluative and problem-solving skills
5. Positive attitude: gives support and constructive feedback
6. Responsible attitude
7. Technology skills—ability to use computers
8. Leadership and management ability
9. Honesty and reliability, loyalty.
10. Willingness to keep on learning
11. Intelligence
12. Creative/innovative ability
13. Ethical behaviour
14. Professional and mature behaviour
15. Enthusiasm
In addition, employers assume a basic foundation in math, science, language; ability to
deal with complex and abstract tasks; higher education; basic computer literacy;
entrepreneurial personality (able to function in self-employment, contract work, small
firms); a balance of transferable skills plus job-specific skills.
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7.6 WRITING AN APPLICATION LETTER
Apart from its verbal content, your application letter nonverbally communicates a lot
about you: your intelligence, verbal skill, maturity, attitude to work, self-respect, and
understanding of the employer’s needs. Your letter puts flesh on the bones of your
résumé, and makes you more of a personality.
Consider the following application letter as if you were an employer. What would the
letter nonverbally communicate to you?
1234 Downs St.
N. Vancouver, B.C.
V7H-1T7
March 15, 2003
TransMedia Advertising
1750 Marine drive
North Vancouver BC
V7M 4G8
Dear Sir or Madame;
This is to aply for a job with Transmedia. From everything I hear its a growing firm with
alot of oportunity. If you see fit to give me a job I could do a really good job for you.
Right now I’m on the Marketing programe at Capalino Collage. My coarses are in stuff
like buisness english, bookeeping, ect. Exept for english and bookeeping my grades arent
to bad, of coarse the semester isnt over yet. Anyways I’m learning alot about been in
business. I think my education would be an asset to you.
Been just a student I dont have much of a job experiance exept in my dads store, however
I would be willing and energetic to do my job. I think I’d do good in a public relations
type job, like a salesman, but anywhere you want to put me is fine. So please call me at
your convience if you think I fill the bill. Hopeing to here from you soon!
Your’s Truly,
Roger Bunce
PS, I encloased a resume

Now let’s take another look at the same applicant:
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1234 Downs Street
North Vancouver BC V7H 1T7
Phone 604-949-3524 Email rbunce@telus.net
March 15, 2005
Ms. Nancy Bowyer
Vice-President, Marketing
TransMedia Advertising
1750 Marine Drive
North Vancouver BC V7M 4G8
Dear Ms Bowyer
I believe my education and personal background qualify me for a position as a
marketing researcher with your firm.
In helping my father to run a small, high-volume hardware store, I’ve gained practical
experience in many aspects of business: inventory control, bookkeeping,
correspondence, and—most important—listening to what customers want and deciding
how best to meet their needs. A summer job as a waiter also helped me to improve my
communication skills and to work under pressure.
Having decided on a career in business, I enrolled in the Marketing option of the School
of Business program at Capilano College in the fall of 2002. Since I am paying my own
way through school, I have taken a reduced courseload to enable me to work part-time. I
expect to graduate from the program this spring with a diploma in marketing. As the
enclosed résumé shows, my courses include International Marketing, Sales
Management, Merchandising, and Advanced Business Writing and Editing. Emphasis in
all courses is on the practical, job-related aspects of the subject. The instructors are
experienced in their fields, and standards are high.
As a player and coach for a local soccer team, as a student, and as a worker, I’ve always
enjoyed the challenge and stimulus of dealing effectively with people. From a position in
research I hope eventually to become a marketing specialist, using “people skills” to help
meet the needs of both my clients and their customers. I also plan to continue my
education in Capilano College’s Bachelor of Business Administration degree program. I
will call your secretary early next week to see if an interview can be arranged with you at
your convenience.
Sincerely
Roger Bunce
Roger Bunce
encl
résumé

Obviously, Roger looks a lot more employable in the second letter, even before we’ve
seen his résumé. This suggests that the application letter should do more than just say,
“Enclosed is my résumé.” Here are some suggestions for creating an effective, readable
application letter that will put potential employers in the right frame of mind to study
your résumé:
1. Keep the letter to about one typed page. If used without a résumé, or you have
a great deal of information about yourself, it can run a little longer.
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2. Convey something of your personality and attitude toward your experience.
Do NOT simply repeat information available in the résumé.
BORING:
As the enclosed résumé shows, I took courses in business English, bookkeeping, and word
processing.

BETTER:
I especially enjoyed the challenge of learning word processing, which was only one of the
demanding but stimulating courses in the program. Details are in the enclosed résumé.

3. Deal with aspects of your background that could be potential problems if
presented without explanation in your résumé. For example, you can
describe a firing or layoff in terms that make you look better than you
otherwise might. In some cases, such as a serious health condition, frank
and detailed discussion in the application letter can often become a solid
selling point by showing how you have responded positively to a tough
challenge. A smart employer knows that it’s a problem only if you think
it’s a problem.
4. Show your skill as a writer by presenting information in clear, concise, correct
English, properly developed in paragraph form. Such skill is rare, so a
well-written letter strongly improves your chances of being called in for
an interview regardless of the data in your résumé.
5. Highlight or emphasize what you consider your strongest assets, especially if
they seem relatively unimportant in your résumé. If your work
background, for example, seems unrelated to the job you’re now seeking,
you can talk about the skills you’ve developed which you can bring to the
new job.
Now let’s take a look at the résumé itself.
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7.7 BASIC STRUCTURE OF THE RESUME
The résumé, whether standard or functional, is how you make your first impression on
an employer, so you want it to be a good impression. Since we tend to give most
attention to what we see at the top of a page, or the first line of a paragraph, your
résumé should operate on this principle:
MOST IMPORTANT
Fairly Important
Less Important
Least Important

So the top of the résumé gives your most important information, starting with your
name and how the employer can reach you:
Name in boldface or CAPITALS or BOTH
Address
Phone/Fax/Email
Next comes the Career Objective: The kind of position you want, the skills it requires,
and where you hope to go from there. This is a “most important” item because the
employer can’t judge your background if you don’t say what you’re looking for. (If
you’re looking for a stopgap job, call this a Job Objective and don’t mention long-term
plans). This category isn’t needed when you only need to provide a summary of your
background—for example, when applying to a college program.
Standard résumé organization
In a Standard résumé, the next category is your strongest qualification for the job you’ve
just described. If that’s your education, then it should look like this:
Education
Most recent education/training (name of program, institution, year completed, two or
three of the most relevant courses).
Least recent (exclude high school once you’ve acquired some kind of post-secondary
credential; also exclude minor or personal-interest training unless it’s related to the job).
If you’ve recently taken courses unrelated to the job you seek, break down Education
into Related Education and Other Education. This will let you keep your most relevant
training in a prominent location, regardless of when you obtained it.
If your strongest qualification is previous employment, then your first category should
be:
Work Experience:
Most recent job (job title, employer, dates of employment, brief job description; optional:
supervisor’s name, reason for leaving).

Least recent job
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If your most recent job is not related to the job you’re seeking, break work experience
into:
Related Work Experience:
Most recent related job

Least recent related job
and...
Other Work Experience
If other jobs are highly unrelated, or might typecast you as a clerk or waitress,
summarize as (for example):
Various positions in the hospitality industry, 1999-2002; details available on request.

Other résumé categories may include:
• Highlights section: Optional; summarizes various successes and achievements
that might otherwise be scattered through the résumé.
• Volunteer Experience
• Community Activities
• Awards, Honours, and Scholarships
• Extracurricular Activities
• Work Skills/Licences/Other Credentials
• Languages
• Travel Experience
• Military Experience
• Personal Interests: Hobbies, sports, leisure activities
• Personal Data: Normally no more than health status (if you have health
problems, discuss frankly and positively in the covering letter, not the
résumé), perhaps place and date of birth.
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What not to put in your résumé:
• Membership in religious or political groups (unless you’re applying for a job
with such a group)
• Marital status (nobody’s business but yours)
• Ethnicity or racial group
• Height and weight (unless the job requires candidates to meet specific standards)
• A photograph of yourself (invites rejection or acceptance on the basis of
appearance, race, age, etc).
• References (except to note that they’re available on request—don’t waste
valuable space on other people’s names and addresses!)
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7.8 A STANDARD RESUME

ROGER BUNCE
1234 Downs Street
North Vancouver BC V7H 1T7
604-949-3524
rbunce@telus.net
CAREER OBJECTIVE:
A position in marketing research, leading eventually to a management position in sales
and marketing.
EDUCATION:
Capilano College, North Vancouver, BC, May 2005. Diploma in Business Administration,
Marketing Option. Courses included Marketing Research, Report Writing, International
Marketing, Sales Management. Grade Point Average: 3.8 (B+).
WORK BACKGROUND:
July 1999-present:
Sales clerk, Bunce’s Hardware, 614 Dollarton Shopping Centre, North Vancouver, BC.
Duties: Wait on customers, check inventory, deal with suppliers, handle correspondence
and bookkeeping. Supervisor: John J. Bunce.
June-August 2001:
Waiter, Harry’s Cafe, 205 Lonsdale, North Vancouver, BC. General restaurant duties.
Supervisor: Harry R. Morgan.
WORK SKILLS:
Familiar with PC and Macintosh
Word 2000, PowerPoint, Excel.
Type 35 wpm.
INTERESTS AND ACTIVITIES:
Coach, Seymour Cougars junior soccer team, 2000-present (played for Cougars, 1996-99).
Active in basketball and track in high school. Enjoy swimming, hiking, cross-country
skiing
EXTRACURRICULAR ACTIVITIES:
Treasurer, Capilano College Student Society, 2002-03.
Played for Capilano Blues soccer team, 2002-04.
PERSONAL DATA:
Health: good. Non-smoker.
BC Driver’s Licence Class 4.
REFERENCES:
Available on request.

Well, Roger doesn’t look bad, but he does look like a thousand other people with similar
qualifications. His strongest asset, his college education, takes just three lines; his work
background takes twice the space. Many employers might typecast him as a hardware
clerk rather than see him as a potential marketing whiz. After all, he hasn’t done an
especially striking job of marketing himself.
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A useful alternative form for the standard résumé is the “highlights” or “summary”
format. This would let Roger put all his strongest assets right at the top of the résumé,
beneath his name and address. It could look like this:
ROGER BUNCE
1234 Downs Street
North Vancouver BC V7H 1T7
604-949-3524 | rbunce@telus.net
Job Objective:
A position in marketing research, leading eventually to a career in sales and marketing management.
Summary of Skills:
Excellent time-management, research, and communication skills gained through on- the-job retail
experience, rigorous practical training in business administration, and long time involvement with team
sports.

Roger calls it a “summary of skills” because he’s too young to have much job experience.
He could also have called it “Background Highlights” or just “Summary.”
A summary or highlights section can be especially helpful for job hunters whose
experiences and achievements may be scattered over various jobs and kinds of training.
For job hunters with extensive work experience, a summary of achievements can carry
more impact than burying them in a reverse-chronological list of positions.
Avoid typecasting!
The drawbacks of the standard résumé are few, but serious. It makes you look like
everyone else, and it tends to typecast you by your previous employment or lack of it.
This is especially true if, for example, you simply list all your jobs in reverse
chronological order, all the way back to your first babysitting job. That’s why we
recommend dividing your work history into categories. So if you want a supervisor’s job
but your last two jobs didn’t include supervision, you might start with a Supervisory
Experience or Related Experience category—then list the rest under Other Work
Experience.
Employers’ tendency to typecast applicants by previous work is sometimes a huge
problem. Maybe you have no work experience at all, or you’ve been out of the
workforce for years while you raised your family, or you’re making a career shift. How
can you sell yourself under those conditions?
That was the question asked by millions of ex-service personnel when they came home
from World War II. They’d been tank drivers, bomber navigators, military clerks, and
infantry officers. Five or six years’ experience in war didn’t look good for civilian jobs.
The answer was a new kind of résumé that emphasized skills, not just jobs held. In a
time when few people stay in one job (or even one career) for more than a couple of
years, the functional résumé can highlight your transferable skills and make you look
like just the person the employer needs.
Functional résumé organization
In a functional résumé, the Career Objective category is much more detailed:
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An entry-level position in sales and marketing requiring Skill #1, Skill #2, Skill #3, Skill #4, etc.
(specific job skills in descending order of importance—in this case, perhaps good speaking skills,
listening skills, interpersonal rapport, etc).

After the Career Objective category comes Related Experience, which documents each
of the skills you’ve listed with one or two examples that show how you’ve acquired and
used that skill—not only in previous jobs, but also in school, volunteer work, and
recreation. Again, put the most important skill first, and the first example you give
should be your strongest one.
After you’ve finished documenting all your relevant skills under Related Experience,
you can list Education, Work Experience, Volunteer Experience, and so on—but very
briefly, since all the relevant information has appeared already in Related Experience. So
instead of listing details about your courses, you simply list the programs you’ve taken,
certificate or degree obtained, name of the college or university, and dates you attended.
The same is true for Work Experience.
Here’s how Roger Bunce might look in a functional résumé:
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ROGER BUNCE
1234 Downs Street
North Vancouver BC V7H 1T7
604-949-3524
rbunce@telus.net
CAREER OBJECTIVE:
A position in marketing research requiring good communication skills,
independent work habits, firm grounding in marketing theory and practice,
familiarity with computers, and ability to establish rapport with fellow workers
and members of the public.
RELATED EXPERIENCE
Communication Skills:
Deal effectively with customers and suppliers as sales clerk in small, highvolume hardware store.
Enjoy public-speaking assignments in college courses.
As player and coach of junior soccer team, work with other players to develop
and execute strategy requiring each player to understand his role.
Independent Work Habits:
Managed hardware store on my own for two weeks while my father was in
hospital.
Organize my time to include part-time work as well as four-course workload
and extracurricular activities at college; have never submitted a late assignment.
Marketing Background:
On-the-job experience in retail hardware sales.
Taking Marketing Management option at college; B+ average in marketing
courses.
Computer Background:
PC and Macintosh experience: Word, Excel, PowerPoint.
Type 35 wpm.
Exchanged email and conducted online database research for course projects.
Created PowerPoint shows for presentations, brochures for marketing
assignments.
Ability to Establish Rapport:
With three new players on team, coached Seymour Cougars to 2001 regional
championship.
Enjoy public-contact aspect of jobs as sales clerk and waiter; work effectively
with other students on group projects.

ROGER BUNCE

2

EDUCATION
Diploma in Business Administration (Marketing Option), Capilano College, May 2005.
EXTRACURRICULAR ACTIVITIES:
Treasurer, Capilano College Student Society, 2001-02.
Played for Capilano Blues soccer team, 2000-2003.
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WORK BACKGROUND:
Sales Clerk, Bunce’s Hardware, 614 Dollarton Shopping Centre, North Vancouver BC,
July 1999-present.
Waiter, Harry’s Cafe, 205 Lonsdale, North Vancouver,BC, June-August 2000.
INTERESTS and ACTIVITIES:
Coach, Seymour Cougars junior soccer team, 2000-present (played for Cougars, 199699). Active in basketball and track in high school. Enjoy swimming, hiking, cross-country
skiing.
PERSONAL DATA:
Health: Good. Nonsmoker
BC Driver’s Licence Class 4
REFERENCES:
Available on request.

This résumé needs some comment.
First of all, do not take it as an ironclad model for your own.
Roger has tailored his career objective to his particular skills and needs, quite possibly
modified by prospecting interviews and other kinds of research.
Your functional résumé might describe an utterly different set of skills that equip you
for a very different kind of career.
The “Related Experience” section lists Roger’s skills from what he considers to be the
most important skills to the least important; he has mentioned each skill in the “Career
Objective” section. He gained his experiences in school, work, and sports; your
experiences might come from other sources.
Since he is still in school and in his father’s store, Roger uses the present tense to
describe many of his skills (“Deal effectively with customers”); once he leaves college
and the hardware store, he will have to change to past tense to describe such skills.
Since “Related Experience” may require considerable explanation, a functional résumé
can easily run to two or three pages. Don’t worry; many employers will read it quite
happily because every line makes you sound more like the answer to their prayers.
Many job hunters think that only paid job experience counts on a résumé. Not so! Don’t
be ashamed to mention skills you’ve gained from your hobbies, sports background, or
volunteer experiences. Obviously you enjoy doing such things, and a job requiring the
same skills is like being paid to have fun.
Volunteer work also shows you’re a self-starter willing to help others while investing
your own time to gain experience. If you haven’t volunteered before, right now is a good
time to start.
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Listing non-job activities is also a good way to get around the Catch-22 of many job
hunters: they can’t get the job without the experience, and they can’t get the experience
without a job.
Always remember that the résumé should bring your strongest qualifications to the top
of the page and the top of the category. Don’t let a rigid formula or structure bury your
abilities. If necessary, a “Highlights” section can give all your strongest selling points in
one paragraph near the top of the first page.
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7.9 MORE SAMPLE RESUMES
Here are a couple of additional résumés, to give you a sense of how to present different
kinds of experience and education. If you were the person writing the résumé, what
changes would you make?
SALLY CHEN
#120-1400 Maple Street
Chesterton BC V9M 3R5
Phone: 250-994-3388 Email schen@telus.net
http://www.sallychen.chesternet.ca
Career Objective
A position as a Web designer where I can apply and build on the skills gained in my
specialized training.
Related Education
Diploma in Computer Graphics, Chesterton College, May 2005. Courses in two-year
program included Advanced PhotoShop, Illustrator, HTML, Dreamweaver, Flash..
Related Work Experience
Co-op placement, Stylus Design, Whistler, BC, May-August 2004. Assisted in ad and text
layout for magazines, brochures, travel-related Website.
Other Work Experience
English teacher in Japan, Korea, Taiwan while travelling, 1999-2002. Details available on
request.
Various positions in the food and hospitality industries, 1988-98. Details available on
request.
Other Education
Arts courses, UBC, 1988-90. Completed second year of a major in history.
Work Skills
Familiar with both PC and Mac platforms, most Web authoring applications. Expert
photographer, both film and digital. Speak fluent Mandarin, some Japanese and Korean.
Personal Data
Health excellent. Non-smoker. Enjoy hiking, kayaking, cross-country skiing. Spent four
years travelling and working in East Asia, 1999-2002.
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SALLY CHEN
#120-1400 Maple Street
Chesterton BC V9M 3R5
Phone: 250-994-3388 Email schen@telus.net
http://www.sallychen.chesternet.ca
Career Objective:
A position as a junior Web designer requiring strong graphics skills, technical training in
current computer applications, excellent communication and “people” skills, and ability
to work under pressure to meet deadlines.
RELATED EXPERIENCE
Graphics Skills
Expert photographer, both film and digital; photos published in Taiwan Times, Whistler
Pique, Kayak World.
Created graphics for class Website: http://www.chescoll.ca/grafx/class2005.html
Technical Training
Extensive training in PhotoShop, Illustrator, other graphics programs; applied training in
co-op term with Stylus Design.
Grades in graphics courses were all A’s.
Thorough grounding in HTML, Java, Flash, plus Dreamweaver; some experience with
Front Page, other Web tools.
Communication/People Skills
Adapted quickly to work at Stylus Design, learning my duties and contributing to workrelated meetings.
Enjoyed teaching EFL in Asia to students ranging from middle-aged Japanese women to
elementary-school children in Taiwan.
Enjoyed meeting new people while travelling alone in Asia; adjusted quickly to different
cultural norms. Used Mandarin extensively, learned basic Japanese and Korean.
Working to Deadlines
Consistently met deadlines for program assignments despite heavy workload.
Submitted photographs to periodicals on time, in format required.
Got EFL students through demanding material in time for exams; all passed.

Sally Chen
Education
Diploma in Computer Graphics, Chesterton College, May 2005.
History major, UBC, 1988-90.
Work Experience

2
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Co-op placement, Stylus Design, Whistler, BC, May-August 2004.
Instructor in English as a foreign language, Japan, Korea, Taiwan, 1999-2000.
Various positions in food, hospitality industries, 1988-98.
Personal Data
Health excellent. Nonsmoker. Enjoy hiking, kayaking, cross-country skiing.
References
Available on request.

Websites on job hunting and resumes
Job Hunter’s Bible http://www.jobhuntersbible.com
Employment Resource Centre
http://www.erc.skillsforchange.org/gethelp/toolstips/toolstips.htm
Resources to Aid Your Job-hunting http://www.getmyonlinecv.com/job-hunting/
Job Search Resources Available on the Internet
http://www.csupomona/edu/~ecgibson/jobsearch.html#Job20%Search
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7.10 ELECTRONIC RESUMES
Increasingly, job seekers are sending their résumés over the Internet or adapting them
for computer scanning. Here are some tips on how to do so simply, quickly, and with
minimal inconvenience to potential employers.
Scannable résumés
Many employers scan incoming paper résumés into databases and then seek specific
words or phrases reflecting desired skills or knowledge. Scanning is still not 100 percent
reliable, so make your paper résumé as computer-friendly as possible:
• Black ink on white paper (clear contrast is important).
• Standard fonts (Times, Palatino, Helvetica, etc). with no characters touching each
other.
• No shadows, white-on-black text, underlining, italics.
• Boldface or ALL CAPS or *asterisks for section headings and emphasis.
• Avoid columns, centering, indentations.
• Point size should be between 10-14 (but 10-point Times is too small to scan
accurately).
• No condensed or expanded spacing between letters, no vertical or horizontal
lines, no boxes, no graphics.
• When using bullets, put a space after each bullet.
• One side of page only; maximum two pages for résumé.
• Put your name at the top of each page, on a line of its own.
• On first page, use standard address format (not centred!), with each phone
number on a separate line.
• Use specific keywords: “database supervisor,” “editorial intern,” “tour guide.”
Include technical/professional terms, job duties, terms used in job
advertisement. Some scannable résumés feature a list of the applicant’s previous
job titles (if applicable) right after the name and address:
ASSISTANT MANAGER, COUNSELLOR, MARKETING DIRECTOR,
DEPARTMENT HEAD, SALES ASSOCIATE
Mail flat and unstapled. If you must fax it, ensure the receiving fax machine is set to
high resolution.
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Sample scannable résumé
ROGER BUNCE
1234 Downs Street
North Vancouver BC V7H 1T7
Phone: 604-949-3524
Email: rbunce@telus.net
CAREER OBJECTIVE:
A position in marketing research, leading eventually to a management position in sales and
marketing.
EDUCATION:
Capilano College, North Vancouver, BC, May 2005. Diploma in Business Administration,
Marketing Option. Courses included Marketing Research, Report Writing, International Marketing,
Sales Management. Grade Point Average: 3.8 (B+).
WORK BACKGROUND:
July 1999-present:
Sales clerk, Bunce’s Hardware, 614 Dollarton Shopping Centre, North Vancouver, BC. Duties:
Wait on customers, check inventory, deal with suppliers, handle correspondence and bookkeeping.
Supervisor: John J. Bunce.
June-August 2001:
Waiter, Harry’s Cafe, 205 Lonsdale, North Vancouver, BC. General restaurant duties. Supervisor:
Harry R. Morgan.
WORK SKILLS:
Familiar with PC and Macintosh
Word, PowerPoint, Excel. Type 35 wpm.
INTERESTS and ACTIVITIES:
Coach, Seymour Cougars junior soccer team, 2000-present (played for Cougars, 1996-99).
Active in basketball and track in high school. Enjoy swimming, hiking, cross-country skiing
EXTRACURRICULAR ACTIVITIES:
Treasurer, Capilano College Student Society, 2002-03.
Played for Capilano Blues soccer team, 2002-04.
PERSONAL DATA:
Health: good. Nonsmoker.
BC Driver’s Licence Class 4.
REFERENCES:
Available on request.

The email résumé
Employers may often ask you to email your résumé. If so, stick to basic 128-character
ASCII text and the format of a scannable résumé.
What’s ASCII text?
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ASCII stands for “American Standard Code for Information Interchange.” This is “plain
text,” readable by any computer platform. It doesn’t permit special typography or
layout, so you’re limited to the 128 basic ASCII codes.
To create an ASCII résumé, create a résumé in your preferred word processor and save it
as a text-only file. Then check to make sure you haven’t left in any special formatting
that ASCII can’t handle:
• Special characters. No “curly quotes,” (use “straight-up quotes”) no accents
(resume, not résumé).
• Alignment. Everything should run from the left-hand margin. Don’t bother with
indentation or centring. Drop all tabs.
• Fonts. Your résumé will appear in the reader’s default font and point size.
Boldface, italics, underlines, varying point sizes will not appear.
Before posting your ASCII résumé, spell check it and then print it out to proofread. Do
NOT proofread off the monitor; you are likely to miss typos and other errors. Paste the
corrected résumé into the message field of an email and send it.
You may also wish to include a “cover letter” if you know the employer wants one. If so,
keep it brief. Paragraphs should be short and separated by a double space to improve
readability.
7.11 PUTTING YOUR RESUME ON THE WEB
You may find it convenient to post your résumé on your own website. If so, you have
some real opportunities to show off your Web skills—but you also risk annoying and
inconveniencing potential employers!
The advantage of a Web résumé is that employers can browse through it any way they
like. Maybe you think your education is your strongest asset, so you put it at the top of
your print résumé.
But an employer might be more interested in your work background, and would jump
straight to that section.
You can also include materials that lend impact—maybe a streaming video in which
you’re giving an excellent talk, or animated graphics that show what a difference you
made to your last employer’s sales figures.
But if your site needs Flash or some other plug-in to create all those great effects, you
may drive away more employers than you impress. English errors or bad design choices
will hurt you. Even choosing a rare font can cause problems if the employer’s browser
doesn’t have it. In the employer’s font, your text may look messy and badly formatted.
You have some choices in how to organize your material.
Organization:
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Scrolling page. Technically easy to create, keeps résumé unified, starts with strongest
qualifications (like print résumé). This is also the easiest to print from the screen. Some
Web users, however, hate to scroll down to the bottom of a page.
Scrolling page with links at top (Education, Work Experience, Awards, etc.); reader can
“rappel” down page to section of interest. This is probably the fastest way to navigate a
Web résumé, but be sure to create links both ways, from top to topic and back again.
Stack of pages. Front page is table of contents for education page, work-experience
page, etc. Reader picks sequence. This can give you the most scope, but be sure that all
the links work perfectly.
Within each section, display your information as you would in a regular print résumé:
for example, job title, summary of duties, perhaps the name of your supervisor and your
reason for leaving. Don’t include links to previous schools or employers—they’re likely
to distract. Keep “dancing boloney” (animated graphics, rippling text, etc.) to an
absolute minimum.
Use plain English
Plain English gives you several advantages in presenting your qualifications in a Webbased résumé:
1. Pleasure. Readers can actually understand, at once, what you’re telling them.
2. Speed. The monitor slows down reading speed. Plain English, concisely
written, helps readers get the message faster.
3. Nonverbal confidence message. Plain English tells the reader you’re confident
in yourself and your understanding of the field in which you work.
You’re not trying to impress by using Business English, or bureaucratic
bafflegab, or technobabble.
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Create a portfolio on your site
Your Website can serve as a portfolio that employers can consult even before they call
you in. Consider some of the items you could include in your portfolio:
• Reference letters
• Awards
• Evaluations by previous employers
• Degrees and certificates
• Course descriptions or outlines
• Graphics: photos, video clips, line art
• Writing: technical reports, ad copy, news releases, fiction, poetry
• Links to relevant organizations or individuals
• News stories
• “Giveaways”
But think: Do you want to include a scanned graphic of your college degree, or of an
award you won as a freelance writer? From the employer’s point of view, will the jolt of
seeing the graphic be worth the wait? Are the writing samples really relevant to the job
you’re seeking, or just the kind of thing you enjoy doing for yourself?
If you provide an email link to a reference or previous employer, has that person given
you permission to do so? After all, you’re asking the person to go to the trouble of
replying to queries about you—maybe a lot of them—and it’s simple courtesy to check
first to see if that’s OK.
Provide useful services
If you’ve got the skills to be worth hiring, you know something useful that you can give
away—even if it’s only a good set of links about your career specialty. By doing so you
build good will and likely impress potential employers with your expertise.
Make response easy
For example, each page could have a link titled something like “Home Page/Email Me.”
Or each page could simply include your name and address plus phone numbers and
email address. That way, readers always know how to reach you.
Ease of access, by the way, sends another nonverbal message: I’m thinking of your needs
and making life as easy as I can for you.
Whether your Web résumé is scrolled or stacked, provide an additional version that
employers can print out for easy reference. Keep it simple and short—not more than
three pages and preferably one or two. Normally such a version would not contain links
or other Web-dependent effects: just words and white space, laid out for easy
readability.
For a good example of a student-created portfolio site, see
http://www.homestead.com/meeyoungjung/home.html
Use your personal site pro-actively
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When you apply for a publicly advertised job, give your site’s URL. If you go
“prospecting” (interviewing potential employers for information, not for a specific job),
invite your prospect to look at your site while you’re there. If it’s a Web-related job
you’re after, the prospect presumably knows enough about the medium to be impressed
with what you’ve got—and to offer useful advice on your errors and omissions. Don’t be
embarrassed—be grateful! Such critiques can only make your site—and your
qualifications—look better.
From the résumé to the job
Clearly, you can present yourself and your qualifications in many different ways in
many different media. But remember that very few people get a job on the strength of
their résumé alone. The best a résumé can do is make you seem worth calling in for an
interview. In effect, your résumé and application letter have made a good first
impression. When you go in for the interview, you’ll make a second “first impression,”
and it too had better be a good one.
Websites on Web résumés:
Rebecca Smith’s eResumes & Resources
http://www.eresumes.com/tut_webresume.html
Create Your Own Web Résumé
http://jobsearchtech.about.com/library/weekly/aa082597.htm
7.12 INTERVIEWING
If you’ve done plenty of prospecting interviews, you’re likely to be comfortable with the
actual hiring interview. (If one of your prospects is hiring you, this interview will be just
a formality!) But in many cases you’ll go in to a formal hiring interview with a stranger
or strangers, and you should go in well-prepared and ready to perform.
The job-hunting process gives you two chances to make a good first impression: once
when your résumé and application letter make you look worth calling in, and again
when you walk in the door. The interview, then is critical.

Preparation
1. Research the employer as much as you can. Make sure you know who will
interview you, what the name is (and how to spell and pronounce it), and
where the interview will take place. Get directions if you need them.
Make a note of the time of the interview.
2. Dress sensibly, like other people in the firm. (If you’ve already prospected the
employer, you know how they dress). Be well groomed, but don’t overdo
it. Aftershave or perfume, except in modest amounts, can wreck an
interview. No gum, no smoking, and put off that drink until you’re safely
home.
Performance
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3. Be on time—preferably a little early. If you’re late, apologize briefly and get on
with the interview.
4. If possible, use the room and its furnishings—decor, family photos, etc.—as
cues for small talk. You may also pick up a good sense of the kind of
person you’re dealing with, and adjust accordingly.
5. Take your cues from the interviewer: where to sit, when to move on from
small talk to serious business.
6. Maintain brief, frequent eye contact. Prolonged avoidance of eye contact
arouses doubts. A staring contest annoys.
7. Be aware of nonverbal messages. If you get plenty of eye contact, and the
interviewer tends to lean toward you, the message is positive. If the
interviewer leans back, or shows you the palms of his or her hands, the
message is negative or defensive. You will find yourself talking more if
the interviewer nods or just doesn’t speak. Remember that we trust
nonverbal messages more than verbal ones.
8. Be ready for different types of questions.
Closed questions seek specific facts: “How long did you work there?”
Open questions seek more general information: “How did you like
working there?”
Hypothetical questions can be effective: “What if we started you in our
Inuvik office?”
Echo questions restate what you’ve just said, as a way of prodding you
into a longer answer: “I think I learned a lot at Cap College.” “You
think you learned a lot?”
9. Answer questions fully, but don’t go on and on unless encouraged to do so. Be
cautious about an interviewer who seems very sympathetic about your
problems in previous jobs, or about your perceived weaknesses. You may
say more than you need to, and much more than you should. Some
interviewers can keep you talking just by nodding and raising their
eyebrows!
10. If a question hits you as a complete surprise, and you don’t think you can
answer it off the top of your head, you might say: “I’d have to think that
one over.” But consult the list of questions following this section, and try
to develop answers for them; employers don’t want to see your jaw drop
every time they ask you something.
11. If questions seem to you to be needlessly personal, prying, or even abusive,
don’t get defensive. Some employers think they learn more about
applicants by stressing them. Others are just jerks. A better response
might be to say, politely, “Can you explain how this relates to the job?” or
“I’d prefer not to discuss personal matters at this stage.”
12. Don’t try too hard to please. You’re an applicant, not a supplicant, and you’re
out to make the best deal you can for yourself. If you have conditions the
employer must meet, set them out and discuss them.
13. If you feel that one or both of you are role-playing, or the interview seems
stiff and unproductive, try this question on the interviewer: “How do you
think this interview is going so far?” That can help break the ice and
permit a frank discussion. Both of you can then raise concerns that might
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otherwise end the interview: “I can’t make it to work by 7:30,” or “I’m a
little worried about why you lost that job last year.”
14. You may find yourself facing a whole panel of interviewers, which can feel
very intimidating. Deal with them one by one, as each asks you a
question or makes a comment. But keep an eye on the quiet ones! If a
silent interviewer nonverbally conveys interest (or disappointment), ask
for comment: “You seem surprised. Should I explain that point in more
detail?”
Follow-up
15. Make sure that you have answers to all your questions before you leave.
When the interview is over, leave promptly and cheerfully, even if you
feel the interview has gone poorly. Make notes to yourself of pertinent
facts and figures, where you had trouble, what you agreed to do (call
back, supply information), and what they agreed to do (notify you when
the job is filled).
16. Send the interviewer a thank-you note and any additional material requested.
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7.13 COMMONLY ASKED JOB-INTERVIEW QUESTIONS
You should be able to respond to the following questions:
Why don’t you tell me about yourself?
How did you find out about this job?
What’s your greatest weakness?
Can you describe the kind of person who’d do well in this job?
What kind of training have you had?
What immediate contributions can you make to this company?
What kind of books do you read?
Do you have any health problems?
How will you be getting to work?
How long will it take you to get to work?
Do you have any job-related experience?
What have you done which shows you have initiative?
What does an employee need to progress in a good company?
What have your former co-workers thought of you?
Do you work well under pressure?
How do you feel about doing routine work?
Would your last employer recommend you?
What do you see yourself doing in five years? Ten years?
Where does this job fit in with your career goals?
How long would you expect to stay with this company?
What salary would you expect?
Why do you want to change jobs?
Why did you leave your last job?
Why do you want to work here?
Are you willing to travel?
Do you object to overtime work?
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7.14 HOW TO AVOID BEING HIRED
Here are the 25 most common reasons employers give for not hiring applicants. Some
reasons may seem unfair, trivial, or even irrational, but they reflect employer attitudes
that the job hunter must deal with.
1. Poor personal appearance
2. Overbearing, conceited
3. Poor self-expression: poor voice, grammar, diction
4. Lack of interest and enthusiasm
5. Lack of career planning
6. Lack of confidence and poise
7. Failure to take part in activities
8. Overemphasis on money
9. Poor scholastic record
10. Unwilling to start at bottom
11. Makes excuses, hedges on unfavorable factors in record
12. Lack of tact
13. Lack of maturity
14. Lack of courtesy
15. Condemnation of past employers
16. Lack of social understanding
17. Strong dislike for schoolwork
18. Lack of vitality
19. Limp, fishy handshake
20. Failed to look interviewer in the eye
21. Indecision
22. Loafs during school vacations; no job experience
23. Unhappy married life
24. Friction with parents
25. Sloppy application blank
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CHAPTER EIGHT: STYLE AND TONE IN WORKPLACE WRITING
When you write a love letter, you adopt a certain style and tone. You choose words and
topics you would never use with a casual friend—and certainly not with a business
client.
Your style and tone help to define the relationship between yourself and your reader. In
the workplace, that relationship should be respectful and constructive, regardless of
your personal feelings. Within your own specialty, you probably have a “dialect” in
which words have unusual meanings. In tourism, for example, “product” means
something very different from its meaning in manufacturing.
When you use such term with your colleagues, you’re saying: “I speak your language
and I want to be accepted as a fellow-professional.” When you use them with outsiders,
however, you’re often saying: “I know things you don’t know. I’m an insider and you’re
not.”
So a message to a colleague may be very different in style and tone from a message to a
customer. This chapter suggests ways to make your message clear no matter who your
reader may be.
8.1 ADDRESS THE READER DIRECTLY
You will sound stilted and awkward if you avoid the two people most involved with
your document: you and your reader.
If you must refer to yourself in a document, do so in the first person with the word “I.”
However, limit your “I” statements as much as possible. Try to avoid “I feel” and “I
think” in beginning a sentence. Such expressions add words and draw attention to the
writer instead of the topic of the sentence.
I think our marketing problems need review.
Our marketing problems need review.
I feel she did an excellent job in the band office.
She did an excellent job in the band office.

Do your readers the courtesy of assuming they are human beings, not robots to be
referred to obliquely in the third person.
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Consider these examples and decide which are better:
If the addressee will kindly take the trouble to read this letter and reply forthwith including payment,
the undersigned will be pleased to send the books required upon receipt of such.

or
If you will send your payment, or a credit card number, I will be happy to send your books.

****
I am sending my resume in application for the job I read about on your website. I have completed
my advanced certificate in tourism and I believe I am well qualified for this post. I will be available
for an interview at your convenience. I look forward to hearing from you and I hope to meet you
soon.

or
Your job posting on the Internet attracted my attention as soon as it appeared. Your requirements
seem to fit my background and education; my resume is enclosed for your review. Please let me
know if an interview is possible. My schedule at present has some flexibility and can be arranged
to suit your recruitment timetable.

8.2 SEMANTICS AND STYLE
Semantics is the study of the meanings of words and how those meanings can influence
us. When we hear a politician say that his opponent “is just playing with semantics,” he
means his opponent is using words to manipulate people (and so is the first politician!).
Semantics defines two kinds of meanings for words:
DENOTATION: the meaning of a word without emotional associations. “Table” is a
sequence of letters that denotes a particular piece of furniture.
CONNOTATION: the emotional associations of a word. “Nazi” denotes a member of
the National Socialist German Workers’ Party. The original Nazis chose their party’s
name because the words had positive connotations for Germans in the 1920s. But Nazi
now connotes a whole range of ideas that most people find horrifying and repugnant:
dictatorship, racism, war, genocide, and concentration camps.
When we use words with strong connotations, we are conveying our feelings about
what we’re discussing. We usually do so without even thinking about it, which is why
it’s easy for others to use semantics to manipulate us with words that provoke our
emotions.
Such “purr words” and “snarl words” can influence readers and listeners by shortcircuiting rational thought. Call someone a “terrorist” and everyone feels hostile. Call
someone a “freedom fighter,” and everyone feels friendly.
Consider some of the semantic effects of the following terms, which we often read or
hear in news accounts of labour disputes:
company president
professional negotiator
decent working conditions
union official
management offer
outside agitator
replacement workers

union boss
hired gun
featherbedding
labor faker
union demand
union organizer
scabs
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Such terms may influence the livelihoods (and even lives) of countless people, but few
will stop to think about the reality behind the terms that spark their emotions.
Some words have semantic impact because we associate them with groups that enjoy
high prestige. Scientists have such prestige, so scientific words can sound impressive:
parameter, extrapolate, median, psephologist, contraindication.
Note that such words usually come from Greek or Latin, the languages of medieval
scholarship. We still regard such words as “classier,” more prestigious, than their
Anglo-Saxon equivalents. Here are some examples of Greek and Latin words and what
they mean in Anglo-Saxon English:
syntax
manufacture
mundane
factory
mitigate
physician

word order
make
worldly
workshop
weaken, soften
healer

While Latin and Greek words are often the better choices, they are relatively abstract. If
you hear the word bovine, do you instantly think of a cow? If you smelled smoke,
would you call out, “Combustion!”?
The careful writer, therefore, will usually choose an Anglo-Saxon word over a Latin or
Greek one. (That does not mean, however, we should talk about the Canadian folk
instead of the Canadian people, or refer to our physician as a healer).
Writers must consider the semantic impact of a particular choice of words. The first
word that pops into your head isn’t always the one to write down. While some cynics
will deliberately set out to exploit people’s emotions, an honest writer will try to avoid
such manipulation.
In fact, the emotional impact is often greater if the writer lets facts speak for themselves.
After all, those facts probably sparked strong feelings in the writer to begin with.
Presented fairly and honestly, those facts should spark similar feelings in the readers,
who will then supply their own judgments (“That’s wonderful!” “That’s awful!”). They
will of course trust their own judgment more than the writer’s anyway.
8.3 A TRANSPARENT STYLE
Your job as a workplace writer is to make your reader’s job effortless.
As a writer, therefore, you should try to develop a style that enables your reader to
understand you at once, without being distracted by the way you say it. This is what we
might call “transparent” writing.
A transparent style is not anonymous, but it doesn’t call attention to itself. You achieve a
transparent style by
• remembering that you and your cleverness are not the subject
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•

avoiding anything that distracts the reader from the subject and draws attention
to the style.

Here are some hazards to avoid:
Quirks of diction
Overuse of unusual words
quotidian, cislunar, rebarbative, cunctatory

Mistaking one word for another
flaunt/flout, infer/imply

Needless repetition of words and phrases
He went to the city of London. The city of London is a great city.

Problems in sentence patterns and rhythms
Too many short, simple sentences
We went out. It was raining. We went in. It was dry.

Too many long, complex sentences
Experts, indeed, are divided on whether the National Missile Defence, resurrected from the
Reagan-era Star Wars project, might retain some military value in the aftermath of the collapse of
the Soviet Union and the consequent reduction of tension among the nuclear nations.

Needless inversion of sentence order
Into the record books went Iginla’s goal.
“Backward ran sentences until reeled the mind.”
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Clumsy rhetorical devices
The awesome allure of assonance and the lulling, lilting loveliness of alliteration
Who needs rhetorical questions?
Metaphors and similes as striking (and useless) as fried shoes.
Obvious irony (Yeah, right! Whatever).
Obvious “plays on words” (and the quotation marks make them really obvious)

Lapses in tone
From high seriousness to slang
The Crown should prosecute, to the fullest extent of the law of the land, these computer-criminal
nerds.

From frankness to euphemism
After vomiting large amounts of blood, he passed away.

Coyness
Ladies of the evening, working girls (sex trade workers)

Pomposity
Minions of the law (police officers)

Bathos
Nuclear war would cause worldwide devastation, kill millions, wreck the whole planet’s climate, and
put an end to professional hockey.

Dead phrasing
Sentences starting with “There” and “It”
There are two problems that we must solve/We must solve two problems.
It is a pleasure to hear from you/I’m pleased to hear from you.

Watered-down modifiers:
sort of, kind of, pretty good, a little bit

Hollow praise:
nice, interesting, cute, great

Clichés
Proverbial (ounce of prevention, stitch in time)
Slangy (uptight, chill out)
Trendy (interface, parameters, empowerment)
Psychobabble (meaningful, potential, heavily into)
To some extent, these style problems may be the vices of your virtues. As you acquire
greater skill and confidence as a writer, you will want to show off: “And for my next
trick, a multiple compound-complex sentence with three metaphors, a simile, and a
triple axel!”
Well, it’s a free country. Language is a wonderful toy, and play is one of its greatest uses,
but save the show-off writing for your friends and family; the writing you do for a living
should be as clear and simple as you can make it.
8.4 WORD CHOICE
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We recognize the power of unfamiliar words: they help to define their user as a member
of a special group. Teenagers use their own slang, mountaineers have their own
technical vocabulary, and bureaucrats like to sound bureaucratic.
Transparent writing, however, tries to make sure that writer and reader feel they both
belong to the same group. It helps, therefore, to avoid some stylistic practices that will
likely baffle your readers.
Latinisms
Like yelling “Combustion!” in a crowded theatre. The following terms aren’t all easy to
guess from their sound, and all have simple equivalents in plain English
obfuscate
conceptualize
meretricious
quintessential
utilize
osculate

somnambulism
auriferous
contraindicated
rubicund
defenestrate
ubiquitous

Greekisms
polymorphous
hubris
tetralogy
oligarchy
sinophile

kudos
pseudopod
kakistocracy
prototype
polyandry

Hype Words
“Hype” comes from the hypodermic needle used to inject illegal stimulants into a race
horse. Hype means a phony energy used to sell something dead. Disc jockeys and
advertisers are fond of these words because they create a false atmosphere of
excitement:
TOTAL
RADICAL
TERRIFIC
MEGA

GREAT
AWESOME
MASSIVE
ULTRA
FANTASTIC!

INCREDIBLE
TREMENDOUS
SUPER
HYPER
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Vogue words
Bureaucracy’s slang. Bureaucrats read each other’s memos and steal words and phrases
that make them feel more “official.”
creative
in-depth
prioritize
interface
dynamic
input
viable
parameter

bottom line
entrepreneurial
state of the art
rationalize
dysfunctional
postmodern
issue (=problem)
opt

paradigm
synergize
concern (=problem)
leading edge
cutting edge
bleeding edge
impact (verb)
surface (verb)

Euphemisms
Sanitized for your protection (or deception), these words have relatively neutral
connotations for terms that may upset us. If we don’t want to think about death,
violence, economic insecurity, or bodily functions, euphemisms can insulate us from
reality. In other cases, a euphemism may be the only way to get your reader to think
about the subject at all.
Economic euphemisms
dehire, let go, outplace, declare redundant, downsize = fire
economically disadvantaged = poor
negative savings = debts
revenue enhancers = taxes
over-recovery = charging more than legally permitted
pre-owned vehicle = used car

Military/political euphemisms
destabilize = subvert a foreign government
pacify = bomb villages, defoliate forests, massacre peasants
collateral damage = civilians killed accidentally in air raids
relocation centre = concentration camp
pre-emptive strike = sneak attack
air support = bombing
individual behavior adjustment unit = solitary confinement

Aging and death euphemisms
put to sleep, put down = poison
pass away, pass on, go west, buy the farm = die
golden ager, senior citizen, 55 or better = old person
physically or mentally challenged = handicapped
negative patient care outcome = death
eighty years young = eighty years old
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8.5 SLEEPWRITING
“Sleepwriting” is the use of words in ways that make them meaningless. Some
sleepwriting is caused by failure to understand what words mean:
He successfully escaped from prison.
Stravinsky was the 20th century’s most perfect composer.
Police completely surrounded the hideout.
This is a totally unique home!
“I will be proven innocent when the true facts are revealed.”
Illiterate? Write today for free help!

Meaningless words also contribute to sleepwriting. The word “situation,” for example,
has become meaningless through overuse:
We’re facing a strike-lockout situation.
The Middle East is in a crisis situation.
What’s today’s weather situation?

Similarly, the word “exclusive” in real estate ads once meant: “Not for sale to Jews,
blacks, Asians, or anyone else we don’t like.” Now it means nothing at all, yet it still
carries a connotation of privilege that evidently appeals to some homebuyers.
Repetitious redundancy is a necessary and essential component part of
sleepwriting:
young juvenile
fatal slaying
fair and equitable
free gift
illegal crime
close proximity

each and every
full and complete
green colour
end result
added bonus
large size

The cure for sleepwriting is simple: write only when wide awake.
8.6 JUNK WORDS
Today’s fresh expression is tomorrow’s cliché.
In the following essay, circle all the words and phrases you’ve heard too often.
Compare your choices with those of your classmates and see where you agree or
disagree.
At this point in time, comparing Canada’s film industry with that of Hollywood is like
comparing apples and oranges. Basically, if you’re a Canadian filmmaker, you are
caught between a rock and a hard place. To raise big bucks for a new project, you must
go cap in hand with your dog-and-pony show to investors with deep pockets. If you
want these movers and shakers to see the big picture, you have to walk the walk and
talk the talk. In estimating production costs, a ballpark figure isn’t good enough for such
hard-nosed, high-rolling wheelers and dealers. They’re not impressed with smoke and
mirrors. They’ve been around the block; they want to see the bottom line.
Getting a straight answer from these culturally deprived bean counters is like nailing
Jell-O to the wall. They basically want a piece of the action that will let them milk a cash
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cow, but they refuse to throw money at the problem. If you don’t want to reinvent the
wheel and go back to square one with some other potential backer, you had better have
a good track record in your past history. Treat your backers with kid gloves, circle your
wagons, and be ready to open the window of opportunity.
To make a major breakthrough, you need charisma, a holistic approach, a level playing
field, and the ability to engage in meaningful dialogue. You must be incredibly credible.
Cut to the chase: make your pitch like there’s no tomorrow and you’ll get two thumbs
up.
Basically, a simplistic Band-Aid approach won’t work if you want the empowerment to
finalize the deal and ink a contract. You need to stay on the leading edge and use stateof-the-art technology. Maybe the future looks like forty miles of bad road, but be
prepared to tighten your belt and bite the bullet because that’s the name of the game.
You want to come up with a win-win situation, even if it means downsizing your
original conceptualization. Otherwise, it’s basically back to the drawing board.
When you’ve paid your dues in the film business, and you have a lot of irons in the fire,
you can bring your pet project off the back burner. This could be your big selfactualizing experience, so give it your best shot. Otherwise you risk a loss of
empowerment and a cash-flow problem. Be sure your labour of love won’t open a can of
worms, or your game plan will go down the tubes. Take it one day at a time and go for
the gusto. It’s a no-brainer if you know where the bodies are buried, and you should be
able to complete your project on time and under budget. Otherwise the investors will
look for a viable alternative while you experience déja vu all over again. And that’s just
the tip of the iceberg!
Now write another paragraph or two, concluding the essay with as many clichés as you
can think of.
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8.7 GOBBLEDYGOOK, BAFFLEGAB AND DEADWOOD
Too many writers use wordiness and jargon to confuse, deceive, or intimidate readers.
Cut or “translate” the following terms to make them as short and readable as possible.
Redundancy: Saying the Same Thing Twice
horizontally level actual experience
read through
maximum possible
physical size
hexagonal in shape
final outcome
contains within

Superfluity: Using Needless Words
numerals are used to identify
will not properly align
deal with theft if and when it occurs
turn the dial when required for adjustment
gasket located inside the device
in order to compete with

Pomposity: Twelve-Dollar Words for Two-Bit Ideas
terminate
institute (verb)
initial
expenditure
demonstrate
subsequent
prior to
excessive quantity
peruse

optimum
elevated
purchase
facilitate
operate
expedite
investigate
adhere
scrutinize

Anemic Verbs: Action Words That Don’t Do Anything
provides continuous indication of
permits the reduction of
perform the measurement
makes for improved employee morale
by exerting a twisting action
helps in the production of
make the adjustment
functions to transmit

Verbosity: Using Four Words When One Would Do
caution must be observed
atmospheric moisture content
large number of
it is imperative that employees
the parts in some instances were defective
takes into consideration
is provided with
through the medium of radio broadcasts
for the reason that
in the event that

8.8 PERILS OF THE PASSIVE VOICE
In grammar, the “voice” of a verb indicates whether the subject is acting or being acted
upon. As a general rule, active voice creates strong sentences. Relatively weak sentences,

171
like this one, are created (passive voice) by passive voice: the performer of the verb’s
action is concealed (passive voice) by this construction. Compare the following:
A mistake was made.
You made a mistake.
The victim was found dead.
Police found the victim dead.
Four hundred workers are being outplaced.
The CEO is firing 400 workers.
The target was acquired and eliminated.
Soviet fighter pilots spotted KAL Flight 007 and shot it down.

Bureaucratic writers like the passive voice precisely because it is so abstract and formal.
They can deal with unpleasant subjects (tax increases, mass murders, forced
deportations, nuclear strategy) without actually naming the persons or forces
responsible. As in the last two examples, the use of abstract words like “outplaced” and
“eliminated” helps the passive voice to muffle the impact of the statement.
In scientific and technical writing, use of the passive voice is common:
Two hundred women aged 18 to 24 were randomly selected as the subjects to be surveyed.

This style supposedly reflects a highly objective approach, eliminating the individuals
who select, survey, and monitor. What the writer reports is presumably more important
than who the writer is.
In practice, this use of the passive is really just another rhetorical strategy for persuading
readers of the writer’s credibility. If the writer had said:
We randomly selected 200 women aged 18 to 24 to survey

—the statement would be just as scientific.
As a general rule, writers should prefer active voice to passive. In active voice we know
who’s doing what; emphasis falls on the actor rather than the action. In some cases,
however, you may wish to emphasize the receivers of the verb’s action rather than the
subject:
Helpless seniors are harassed by young thugs.
This use of the passive directs attention to the victims, not the thugs. You could
nevertheless emphasize the victims while using active voice:
Helpless seniors endure harassment by young thugs.

Because we hear and read passive-voice expressions all the time, we often use them
without thinking. If you’re not sure you’ve used passive or active voice, look at each
sentence you’ve written. Is the performer of the verb’s action the subject of the sentence?
Look at our last two examples: if helpless seniors are enduring, it’s in the active voice.
But if the seniors were harassed, then the people doing the harassing are the young
thugs hiding in the prepositional phrase at the end of the sentence.
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Some people confuse passive voice and past tense. Tense doesn’t matter if you can still
see that the subject of the sentence is performing the action of the verb.
“A mistake was made” and “A mistake is being made” are both passive. They’re still
passive if we write: “A mistake was made by management” or “A mistake is being made
by our sales reps.” We know who’s making the mistake, but the performer of the
mistake is not the subject of the sentence. By contrast, “You made a mistake” and
“You’re making a mistake” are both active; the subject is making the mistake.
Passive voice is not utterly evil. Sometimes the deed, not the doer, really is more
important. But use the passive voice carefully and consciously, when it lets you help the
reader understand your message—not just because it sounds “scientific” or
“businesslike.”
8.9 TURNING VERBS INTO NOUNS
One of the glories—and problems—of English is that it can easily turn verbs into nouns
and nouns into verbs. In itself, this is not too serious except for people learning English
as a second language; they have to tell the difference between moving a table and
tabling a motion. However, confusion and ambiguity can arise for everyone when such
changes come from a desire to impress or intimidate through the use of jargon.
Jargon is usually a form of shoptalk, a dialect of English with a specialized occupational
vocabulary. Doctors and roofers and cooks all have such vocabularies, which are crucial
to getting a particular job done. But when they use their shoptalk outside the shop, their
non-specialist readers and listeners may feel baffled and reluctant to appear ignorant.
Making matters even more complicated, a jargon word is often an ordinary English
word that the specialist is using in a particular way. If the outsider doesn’t understand
that, the message won’t get through.
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For example, as a noun, “impact” is a common term meaning a collision or forcible
momentary contact, or a strong influence:
The impact of the huge swinging ball was enough to demolish the building.
Even at a distance of 5 kilometers, we could feel the impact of the explosion.

But “impact” has gained a new life recently as a verb in “business jargon”:
Television impacts powerfully on public opinion.
We don’t know yet how the budget speech will impact our planning.

We could more clearly say, “
Television powerfully influences public opinion, or
We don’t know yet how the budget speech will affect our planning.

But because we associate “impact” as a verb with powerful bureaucrats and their
technical assistants, we may imitate their jargon. If we do, our readers will have a harder
job trying to decide what we really meant.
8.10 UP-TO-DATE WORKPLACE USAGE
Workplace writing, like any other English dialect, has special words and phrases. Many
people use them just to sound “businesslike,” the way other people like to sprinkle their
conversation with French expressions. Serious workplace writing, however, is dropping
many of its old-fashioned phrases in favour of plain English.
The expressions in the left-hand column are either obsolete or just poor English. Those in
the right-hand column are short, clear, and entirely acceptable in modern workplace
writing.
TERMS TO AVOID

TERMS TO PREFER

we acknowledge receipt of
attached hereto, enclosed please find
consensus of opinion
contact
equally as good
in regards to
irregardless
I trust
try and, be sure and
utilize
on account of
in order to
personal opinion
the reason is because
under separate cover
under date of June 4
I would like to take this opportunity to
thank you
in the event that
we are in agreement with
prior to
subsequent to
in view of the fact that
pursuant to
needless to say

thank you for
here is
consensus/opinion
call/ write/meet/interview/fax
equally good
in regard to/regarding/about
regardless
I hope
try to, be sure to
use
because of
to
opinion
the reason is that
separately
dated June 4
Thank you
if
we agree with
before
after
since/ because
following
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CHAPTER NINE: EDITING FOR YOUR READER
Most writers double as their own editors, and workplace writers in particular must
usually edit their own work. This chapter deals with ways to improve your writing by
improving your editing.
9.1 EDITING PROBLEMS AND SOLUTIONS
You may often find that writing is the easy part; the hard part is shaping and revising so
that the document conveys the message that you intend and that the reader wants.
When you look critically at a document, you may often feel that something’s wrong, but
you can’t find the problem, or the words that will solve the problem.
One effective solution is to write a brief critique of your own document. By forcing
yourself to express your criticisms in coherent sentences, you can often discover the
solutions. The following guide may help.
Problem:
Unclear thesis. Document’s main
statement or argument is vague or
nonexistent.
Poor logical development. Document
uses unsupported assertions, appeals
to dubious authorities, or questionable
scientific findings.

Solution:
Try to state the document’s purpose in
one sentence early in the document.
Back up assertions with appeals to
recognized scientific findings, reliable
authorities, and logical extrapolation
from known facts.

Poor narrative development. Events
are out of chronological sequence for
no good reason.

Keep events in sequence; explain when
breaking sequence (for example,
flashbacks).

Poor categorical development. Links
between parts are unclear or
nonexistent; sequence of categories is
confusing.

Use transitional words and phrases;
organize categories from least
important to most important/ earliest
to latest, etc.

Verb tense varies without good
reason.

Adopt consistent verb tense.

Point of view varies without good
reason.

Adopt consistent point of view.

Wordy text.

Cut.

Tone is unsuitably formal/
informal/solemn/flippant.

Choose words and phrases with
appropriate connotations.
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Errors in English: spelling, grammar,
punctuation.

Consult dictionaries, style manuals,
and style-checker programs.

9.2 NOTES ON EDITING
Editing involves revision on several different scales:
• correct copy: clean up punctuation, grammar, and spelling errors;
• reorganize: improve the flow and coherence of the text;
• condense: remove words and passages that don’t contribute to the message, or to
save space;
• expand: supply more information than the original version offers;
• enhance: bring out key points more clearly and forcefully—perhaps through
reorganization, condensation, and expansion.
In doing the editing exercises at the end of the book, keep all these points in mind.
Correct all the mechanical problems, but don’t trust your spell checker or grammar
checker to save you!
Tips:
•
•
•
•
•

•

Read the text out loud. Errors are more audible than visible.
Put the text into a different font and point size.
Print a draft, let it sit overnight, then edit the printout.
Write a short critique of the text, as if you were a professional editor. This works
when you’re up against writer’s block and can’t see where you’re going.
Don’t respect the text! Just because some words are already on the page doesn’t
mean they deserve to stay there. A good editor tries to look beneath the words, to
find the message struggling to reach the surface.
Don’t hesitate to make changes if you can find a clearer set of words to express
the message. If you need to, try writing a sentence four or five different ways and
see which one gets the message across in the fewest, clearest words.

When you’ve edited the exercise into the best possible draft, be prepared to offer a brief
explanation (spoken or written) of what you’ve done and why. You don’t have to
explain every comma and spelling correction, but you should be able to explain why
you’ve changed the sequence of paragraphs, why you’ve cut some passages, and what
you’ve done to enhance the message.
9.3 PROBLEMS IN CANADIAN EDITING
Standard English in Canada began as a variant of British English, but it has increasingly
felt the influence of American usage. Some Canadians proudly stick to British spelling
and usage; others follow the Americans.
Even the most nationalistic Canadians will probably prefer the American usage of
“digitize” and “internalize” over British “digitise” and “internalise.” Yet, inconsistently,
we usually write “advertise” while the British write “advertize.” We also follow
American usage in “curb” rather than “kerb,” “connection” rather than “connexion,”
and “peddler” rather than “pedlar.” Recently, younger Canadians have adopted the
American “couch” over the Canadian “chesterfield.”
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Since adoption of metric measurements, Canadians have faced still more problems: is it
kilometre (which looks French) or kilometer? Is it liter or litre? Do we follow Système
International d’unités (SI) practice and write 1 000? Or do we follow habit and write
1,000?
We suggest that you try to be as consistent as possible. Here are some terms that have
caused even professional Canadian editors to chew their blue pencils:
Canadian/British
Terminology
shareholders
railways
running shoes
storey/story

US
stockholders
railroads
sneakers
floor

Spelling:
aesthetic
archaeology
axe
by-law
catalogue
centre
cheque
focused
goodbye
grey
jewellery
manoeuvre
moustache
plough
sulphur
travelled

esthetic
archeology
ax
bylaw
catalog
center
check
focussed
good-bye
gray
jewelry
maneuver
mustache
plow
sulfur
traveled
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Problems in Canadian/British spelling arise when the form of the word changes:
defence
humour
honour
labour
offence
practice(n)

defensible
humorous
honorary
laborious
offensive
practise (v)

As other inconsistencies in usage come to your attention, make a list of them; note the
spelling and diction in Canadian and American newspapers, magazines, and books. If
you follow the most common editorial usages in Canadian print media, chances are
most of your readers will get your message without distraction or confusion.
Websites on revising and editing:
Revising
http://web.mit.edu/writing/Writing_Process/revising.html
Editing
http://web.mit.edu/writing/Writing_Process/editing.html
The Editing Process
http://www.powa.org/edit/index.html
Editors’ Association of Canada Professional Editorial Standards
http://www.editors.ca/pubs.pes.htm
EAC Web Resources
http://www.editors.ca/web/grammar.htm
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CHAPTER TEN: GUIDE TO BASICS, WITH PRACTICE EXERCISES
10.1 DUFFERʼS GUIDE TO PARTS OF SPEECH
This section of the book is your resource for correcting the errors you may be making in
organization, grammar, usage, and style. It can’t, however, cover every conceivable
problem. If necessary, expect to do some serious research into Standard English. You
will sometimes find conflicting, but equally “correct,” rules—for example, variations in
spelling between Canadian and American versions of Standard English. In such cases,
follow whatever rule seems least likely to confuse or distract your readers, and follow it
consistently.
The technical jargon of English grammar puts off many people. Admittedly, the terms
aren’t much fun. Sometimes, though, you can’t make sense out of a problem in
punctuation or grammar unless you know at least the basic terms. The Duffer’s Guide
can serve as a reference.
Note: Sometimes we have to use a term (like “direct object”) before we formally define
it. Don’t worry. The definition will turn up soon.
Nouns
Common nouns name a
person
place
thing
abstraction

girl
valley
auto
justice

Proper nouns take capital letters and name
specific persons
places
groups
institutions

Joan
Ottawa Valley
Nova Scotia Automobile Association
Supreme Court

Pronouns
Pronouns are words that substitute for nouns. If a pronoun is the subject of a sentence, it
is in the subjective case:
I shot the sheriff. He ran for office. Who let the dogs out?

If a pronoun is the direct or indirect object of a verb, or the object of a preposition, it is in
the objective case:
Voters liked her. Bob told me the news. Whom did you meet? The message came from them.

Verbs
A verb is a word or group of words indicating
action
a state of existence

go, read, argue
is, are, was

Auxiliary verbs help the main verb
had been going.

Verbs have four important aspects:
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Tense: Locates the action of a verb in time. For example, in the sentence
I sent a résumé yesterday.

the verb “sent” is in the “simple past” tense.
In the sentence
I will send a résumé tomorrow.

the verb “will send” is in the “simple future” tense.
But tense isn’t always simple! In the sentence
I had sent out my résumé before she called.

the verb “had sent” is in the “past perfect” tense.
And to show how baffling these terms can be, in the sentence
I have been sending out my résumé for weeks.

the verb “have been sending” is in the “present perfect progressive” tense.
Again, don’t worry! These technical terms will not be on any quiz. But you do need to
worry about using verb tense inconsistently.
In conversation, we switch tenses without much trouble:
“So I went [past tense] to the interview, but the interviewer says [present tense] she didn’t need
[past tense] me.”

Your listener will understand you perfectly. But in writing, you may confuse your
reader if you switch tenses without good reason.
Number: Indicates whether a verb is about one or more things. Some verbs change their
form from singular to plural.
In the sentence
Joan and Colette are on the committee.

the verb “to be” appears as the plural “are” because it refers to two people.
In the sentence
Maria and Josephine write very effectively.

the verb “write” is also in the plural form because it refers to more than one person.
But in the following sentences, the verbs don’t change even when the subjects are plural:
Joan and Colette served on the committee (just like “Joan served on the committee”).
Maria and Josephine wrote very effectively (just like “Maria wrote very effectively”).

This is because the singular and plural verb forms change for some verbs but not for
others. If you have learned a second language, you’ll be familiar with verbs changing
according to tense, number and voice. If not, you learned these changes when you were
a toddler. You would never write
Joan and Colette is on the committee.
Maria and Josephine was very effective writers.

You need to remember verb number because otherwise you risk writing sentences with
“subject-verb disagreements” (subject is singular but verb is plural, or vice versa). This
can confuse and irritate your reader.
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Mood: Verbs can be part of statements (indicative mood) or commands (imperative
mood). They can also be in the subjunctive mood, which expresses future possibilities,
conditions contrary to fact, or a wish.
In the indicative mood, the person or thing performing the action of the verb is the
subject of the sentence:
Chris has sent me an excellent memo on the problem.
Lorne will make the presentation at the conference.

In the imperative mood, the subject is “understood”:
Send me a memo on the problem. (The reader, “You,” is the subject).
Make the presentation at the conference.

In the subjunctive mood, the verb takes special forms:
If I were you, I’d finish the course (condition contrary to fact—I’m not you).
I move that the minutes of the last meeting be adopted (refers to an action at some future time—
even if it’s just a few seconds away).
She insisted that he go home at once (stresses importance of what she wants).

Subjunctive is a minor problem because we rarely use it. In many cases we prefer to use
“should” plus the verb:
I move that we should adopt the minutes of the last meeting.
She insisted that he should go home at once.

Most writers don’t have trouble with mood, but sentences in the imperative can seem
blunt and rude unless we soften them:
Please send me a memo (equivalent to “If it pleases you to do so, send me a memo”).

Voice: Verbs can be in the active voice or the passive voice. In the active voice, the
subject performs the action of the verb:
Chris (subject) has sent (verb) me an excellent memo.

In the passive voice, the actor is no longer the subject and may turn up in a phrase after
the verb:
An excellent memo (subject) has been sent (verb) to me by Chris (object of preposition).

or the subject may disappear altogether:
An excellent memo has been sent to me.

In this case we have no idea at all who or what the source of the memo was.
Passive voice is a special hazard in the modern workplace. It’s not wrong, but it’s
usually much less clear than the active voice. You have to “read harder” to understand
sentences in the passive voice. Because passive voice is very popular with bureaucrats
and technicians, you may pick up their bad habits and use passive when you don’t need
to.
Adjectives
An adjective is a word that changes or modifies the meaning of a noun:
quick learner
dry weather
quiet valley
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Compound adjectives use more than one word to form a single modifier, and often take
hyphens:
open-door policy
day-to-day routine

Usually the adjective comes before the term it modifies, but in sentences using the verb
to be the adjective may come after the verb:
She was ambitious.
This is ridiculous.
I am delighted.

Adverbs
Adverbs can do several things. They can modify the meanings of verbs—
He wrote the memo quickly. [Explains how he wrote.]

or they can modify other adverbs—
He wrote the memo unbelievably quickly. [Explains just how quickly he wrote.]

or they can modify adjectives—
It was a surprisingly funny memo. [Explains just how funny a memo it was.]

Verbals
A verbal is a verb acting as another part of speech. When it’s an “-ing” verb acting as a
noun, we call it a “gerund”—
Winning isn’t everything.
Jogging is good exercise.

When it’s an “-ing” verb acting as an adjective, we call it a “participle”—
He was on the winning team.
She wore her jogging suit.

183
Prepositions
Prepositions are short words that help explain relationships.
They include words like
from
from
by
through
beside
over
under

after
before
in
out
off
on.

Prepositions, as we’ll see in a moment, form prepositional phrases. These are absolutely
vital to clear writing, but they can create problems. For example, we usually make the
verb agree in number with the nearest noun:
The proposal makes good sense.

But in a sentence like:
The first of the proposals make good sense

“proposals” is just a noun in a prepositional phrase, “of the proposals.” The subject is
“first,” and the verb should be “makes.”
Often, however, the biggest problem is the choice of preposition in the first place: which
is correct?
Her instructions are different from mine.
Her instructions are different to mine.
Her instructions are different than mine.

Like all words, prepositions have meaning. FROM suggests exceptions, or movement
away; TO usually means inclusivity. THAN is not a preposition at all, but a conjunction,
and is used before a clause containing a verb. So although we would in normal speech
understand any of the above, the first one is the correct usage.
Preposition errors are among the most common mistakes made by second-language
learners. If you are in doubt about a preposition, look up the verb phrase you are using
in a style guide or good dictionary.
Also look up the meaning of the preposition you are using. Accuracy in preposition use
identifies your level of language usage, so be sure to pay attention to prepositions when
you write.
Conjunctions
Conjunctions are words that link words, phrases, and clauses. (In that sentence, the
conjunction “and” links “phrases” and “clauses.”)
Coordinating conjunctions include and, but, or, for, yet. They coordinate words or
phrases that are “equal” in importance:
Please send me your catalogue and an order form. (Coordinates “catalogue” and “order form”)
I called him but he didn’t answer. (Coordinates two sentences rolled into one).
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Subordinate conjunctions introduce a dependent clause, which is less important than the
main clause of the sentence. Subordinate conjunctions include when, if, that, when, as,
which, where, because, why, how, etc. For example:
When I called him, he didn’t answer.
He didn’t answer his phone, which was strange.

Conjunctive adverbs can link independent clauses: accordingly, consequently,
furthermore, however, moreover, nevertheless, therefore, thus. When so used, they
usually require a semicolon before and a comma after:
Jill ran; however, she lost.
I shot the sheriff; furthermore, I shot the deputy.

Sometimes conjunctive adverbs “float” in a sentence, providing a less obvious transition
from the previous one. In such cases, commas alone are adequate punctuation.
Jill lost the election. She was, however, eager to run again.

Correlative conjunctions are used in pairs with grammatically similar sentence
constructions.
Neither you nor Bill can win the election.
Either you should make the presentation or I should.

Conjunctions are useful, but if you misuse them you may end up with either a “run-on
sentence” or “sentence fragment,” which could make your reader’s job harder than it
needs to be.
Articles
The words a, an, the. Articles can make a word or phrase more or less precise:
A student asked for a reference. (We don’t know, or need to know, which student)
The student asked for a reference (We already know which particular student we’re talking about)

An article can change the meaning of a word in other ways as well. For example, “A
number” is plural while “The number” is singular:
A number of our reservation clerks are in Hawaii on a hotel inspection.
The number of our reservation clerks is too small to handle the present volume of business.

Articles are difficult for writers whose background is a language that does not use
articles, such as most Asian languages. Article usage is an ESL topic. If you have trouble
with article usage, review English as a Second Language lessons in this area.
Interjections
Sometimes we express our feelings in a few short words that we don’t link
grammatically to anything else. We “interject” (literally, throw between) these words
into the middle of phrases and sentences.
I fell in love, but—alas!—not for long.
Look! The full moon is rising. Oh, isn’t it beautiful?

Phrases and clauses
We’ve already used terms like “phrases” and “clauses.” Now we’d better explain them.
Phrases
A phrase is a group of words working as a unit in the sentence. Phrases can serve as
nouns, adjectives, or adverbs.
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A prepositional phrase describes relationships:
He came out of the house, ran to his car, and drove past the guards at the gate.

Sometimes a phrase includes an “-ing” verb that behaves like an adjective—that is, it
modifies a noun or pronoun (for example, a running man). Remember that the term for
such a word is “participle,” so we call this a participial phrase:
Running to his car, he looked angry.
The woman asking the question was obviously impatient.

Note: A participial phrase must refer to the subject of the clause, or you create the
famous “dangling participle”:
Walking down the lane, the trees were in bloom. (How could trees walk?)

The “infinitive” form of a verb uses to word “to” plus the verb: to write, to listen, to
succeed. An infinitive phrase (using a verb preceded by to) can serve as a noun—
To get a decent job is hard these days. (Phrase is subject of sentence).

or as an adverb—
He ran to turn on the TV. [Phrase explains why he ran.]

A gerund phrase uses the “-ing” form of a verb as a noun:
Finding a decent job is hard these days.

An appositive phrase supplies another term for a word or phrase just used:
Dr. Smith, a noted surgeon, will perform the operation.
We flew to Hong Kong, an exciting city of six million people.

Clauses
A clause, like a phrase, is a group of words. But it has this difference: a clause contains a
subject and a verb. The subject is what the sentence is about, and the verb is what the
subject is or does.
An independent clause (also called a main clause) can form a complete sentence:
Jill ran. (Sentence is about Jill and says she ran)

A dependent clause (also called a subordinate clause) cannot form a complete sentence.
It usually starts with words such as who, what, that, when, if, since, which, since,
although. Sometimes, however, we omit these words. For example, we can write:
I didn’t know that she called.

or
I didn’t know she called.

Both versions are correct. We understand “that” even when it doesn’t appear.
Consider the difference in these two clauses:
I love you
Although I love you

The first one is a complete statement; the second signals that more information is coming
(and probably not good news). If you’re not aware of the difference, you will likely end
up writing sentence fragments like:
Which was a mistake.(What was a mistake?)
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Although I studied hard. (So what happened?)

Clauses can act as nouns—
Why he ran for office is a mystery. (The whole “Why” clause is the subject of the sentence).

or as adjectives—
The man who ran for office was defeated. (The “who” clause describes the man).

or as adverbs—
He decided to run for office when he was ready. (The “when” clause modifies the verb “decided.”)

Subjects
The simple subject in a sentence is the noun, pronoun, noun clause, or phrase that does
something or exists:
Jill started her own business. (noun)
She is ambitious. (pronoun)
Why Jill decided to start her business is uncertain. (noun clause)
Running a business is exhausting. (phrase)

The complete subject is the simple subject plus all its modifiers.
The quick brown fox jumped over the lazy dog.

Predicates
The predicate is the verb in the sentence, plus all its modifiers, its direct and indirect
objects, or its complement.
The quick brown fox jumped over the lazy dog.
He shyly gave her a small bouquet.

The direct object receives the action of the verb. What did he give her? A bouquet. The
indirect object receives the direct object. Who got the bouquet? She did.
The complement is an adjective or noun following a form of the verb to be.
Bill is ambitious. (“Ambitious” is an adjective)
China was our destination. (“Destination” is a noun)
Pecan pie is what she likes. (“What she likes” is a dependent clause acting as a noun)

So far so good? Then brace yourself for this: A sentence can have a compound subject,
made up of two or more components—
Bill and Joan are running for office.

and it can have a compound predicate—
Tom laughed and blushed.

and it can have a compound object or complement—
I called the plaintiff and the defendant.
He is lazy and greedy.

Sentences
A sentence is an independent clause or a combination of clauses. A simple sentence has
one independent clause:
Jill started a business.

A compound sentence has two independent clauses, normally linked with a
coordinating conjunction like and, but, or, so.
Jill worked hard, and she succeeded.
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A complex sentence has an independent clause (shown in boldface) and a dependent
clause (shown in italics):
Jill started her business because she was ambitious.
When they called her, she didn’t answer.

A compound-complex sentence contains at least two independent clauses and at least
one dependent clause:
Jill started her business because she was ambitious, so she was happy when it succeeded.

In some cases we hear nonstandard English so often that it “sounds right” and the
Standard English form sounds awkward or plain wrong. In formal writing, whether in
school or on the job, the Standard English form is preferable simply because most people
will understand it instantly and easily, while nonstandard English will annoy many of
your readers and distract them from the message you’re trying to convey.
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10.2 IDENTIFYING SUBJECTS AND VERBS
A subject can be a single noun, several nouns, or other parts of speech acting as nouns.
For example, “hunting” is a verb. But in this sentence—
Hunting is a popular sport.

—it is acting as the subject of the sentence. A proper name can be a subject:
James De Mille was one of Canada’s first professional writers.
Nova Scotia was the home of James De Mille.

A phrase or even a whole clause can be the subject of a sentence:
To study Chinese is a challenging task. (infinitive phrase)
How he escaped is a mystery. (dependent clause)

A verb can be one word or several. “Find” is a verb; so is “has been finding.” In the
second example, “has” and “been” are auxiliary or helping verbs.
To find the subject of a sentence, first find the verb and ask who or what is performing
the action of the verb. Example:
The wild-eyed fugitive, his clothes in rags, staggered out of the swamp.

Who or what staggered? The clothes? No, the wild-eyed fugitive. If you can identify the
subject of a sentence, you can avoid such embarrassing problems as subject-verb
disagreement.
EXERCISE: SUBJECTS AND VERBS
In the following sentences, underline subjects and circle verbs.
1. In 1981 Terry Fox died of cancer.
2. The People’s Republic of China has become an economic powerhouse.
3. Roger and Bill, the two leading candidates, debated the issues and criticized each
other’s policies.
4. Flying from Toronto to Montreal is not a long journey.
5. Whenever I think of him, I swear and throw things.
6. Laughter is excellent therapy for many illnesses.
7. Much of Canada’s population will soon be over the age of 65.
8. Long-distance running has become a popular way to keep fit.
9. By the back fence stood a gnarled old tree.
10. Losing your temper is easy if you meet constant frustration.
11. Please let us know if we can help.
12. What I want to know is when the next train leaves for Transylvania.
13. Don’t sit under the apple tree with anyone else but me.
14. David and Joan planned a honeymoon in Lunenburg, but an accident shattered their
dreams.
15. As I was approaching Drumheller, I skidded off the road.
16. As you can see from the attached schedule, we have three weeks to prepare a
detailed proposal; this deadline will put strains on our resources.
17. That Johnson had pulled the trigger was obvious: he still had powder burns on his
hand.
18. Either Fred Boychuk or Ramona Carter is going to the conference.

189
19. You should be able to state your views in clear topic sentences and to back them up
with documentary evidence.
20. Whether we like it or not, we have to live with this new policy.
IDENTIFYING PHRASES AND CLAUSES
A phrase is a group of words in a sentence; a clause is a group of words with a subject
and a verb. An independent clause can stand on its own as a complete sentence, but a
dependent clause cannot. A dependent clause often starts with a subordinating
conjunction like because, that, which, who, when, while, although, where, whether, etc.
Sometimes the conjunction is understood: “I could see she was happy” is grammatically
the same as “I could see that she was happy.”
In the following exercise, write a P in front of each phrase, an I in front of each
independent clause, and a D in front of each dependent clause.
1. _____ although I often drive to Bella Coola
2. _____ the reason being his frequent absences
3. _____ whenever I go out to look for a job
4. _____ the staff are highly trained professionals
5. _____ as fast as his legs could carry him
6. _____ silently, the police surrounded the cabin
7. _____ by reviewing all aspects of the complex case
8. _____ for example, a brilliant actor like Chief Dan George
9. _____ through a detailed analysis of our long-term marketing problems
10._____ nevertheless, a remarkably sound report was the result
11._____ traveling to India, a memorable journey
12._____ several of our agents have reported similar events
13._____ which was a dramatic improvement over last year’s sales
14._____ always sitting in front of the TV like a real couch potato
15._____ the customers, refusing to accept the manager’s explanation
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GRAMMAR REVIEW: VERBS
Correct any errors in verbs in the following sentences. Errors may include tense, subjectverb agreement, and even spelling. If a sentence is correct as given, put a C in the
margin beside it.
1. Have you wrote to your MP about the problem?
2. The tract of new homes were built along curving roads.
3. Our son has spoken several times about this tour.
4. The patient, clearly in shock, asked if he could lay down on the cot.
5. Our hiring criteria has been ranked in order of their importance.
6. There is three specific proposals we should consider.
7. Neither of them want to give up his vacation.
8. She had forgot about this appointment until her secretary mentioned it.
9. The letters had laid ignored on the desk for days.
10. Between the two desks was a locked filing cabinet.
11. Neither you nor Marlene have been absent or late for work this year.
12. Each desk, chair, and table need to be replaced.
13. The team was disorganized and confused out on the field.
14. One of our creditors have asked to examine the books.
15. We have payed all our bills for this month.
10.3 TWENTY HORRIBLE MISTAKES
Below are twenty of the most common errors in English. Drop them from your speech
and writing, and you’ll have won 90 percent of the battle. (Corrected versions in
boldface follow the incorrect versions). For more information on these errors, check the
page numbers given in parenthesis.
Punctuation Mistakes
1. Comma splice
She was our senior clerk, her work was excellent.
She was our senior clerk; her work was excellent. or
She was our senior clerk. Her work was excellent.

2. Misused semicolon
Dear Mr. Smith;
Dear Mr. Smith: or
Dear Mr. Smith, or
Dear Mr. Smith
He was very happy; in fact, ecstatic.
He was very happy, in fact ecstatic.

3. Single comma between subject and verb
The two persons who interviewed me, seemed impressed.
The two persons who interviewed me seemed impressed.

4. Missing question mark
Do you need an experienced personnel specialist.
Do you need an experienced personnel specialist?

191
5. Needless apostrophe
His idea’s are brilliant.
His ideas are brilliant.

6. Missing apostrophe
Its good to see he hasnt changed.
It’s good to see he hasn’t changed.

7. Misplaced apostrophe
We went from the womens’ gym to the Smith’s house.
We went from the women’s gym to the Smiths’ house.

8. Needless hyphen
Thank-you for your letter.
Thank you for your letter.

Note: The expression does take a hyphen when “thank you” is used as an adjective:
I sent a thank-you note to the person I had interviewed.

9. Misplaced hyphen
I studied the day-to
-day operations of the company.
I studied the day-today operations of the company.

10. Misused colon
When he arrived, he called: John, Judy and Bruce.
When he arrived, he called John, Judy and Bruce.

Grammar and Usage Mistakes
11. Sentence fragment
They sent me to the Inuvik office. A lucky break for me.
They sent me to the Inuvik office, a lucky break for me.

12. Missing capital letter
I always got top marks in english.
I always got top marks in English.

13. Needless capital letter
Last Summer I worked in the Tourism Industry.
Last summer I worked in the tourism industry.

14. Subject-verb disagreement
Rain and hail was falling as we left.
Rain and hail were falling as we left.

15. Misuse of “myself”
Dave and myself are going out.
Dave and I are going out.

16. Dangling and misplaced modifiers
While lecturing to the class, a fly buzzed around the teacher’s head.
(Means fly was lecturing).
While the teacher lectured to the class, a fly buzzed around her head.
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No one died in the blast, which was blamed on a buildup of gas by one town official. (Means official
got too gassy!)
No one died in the blast, which one town official blamed on a buildup of gas.

17. Misuse of indefinite pronouns
Each of the managers were advised by memo.
Each of the managers was advised by memo.
Either of the two choices were acceptable.
Either of the two choices was acceptable.
Everyone got out their calculator.
They all got out their calculators. or
Everyone got out his or her calculator. or
Everyone got out a calculator.

18. Misuse of adjective for adverb
I thought I had done real good on the quiz.
I thought I had done really well on the quiz.

19. Wrong pronoun case
Me and Dave studied all night.
Dave and I studied all night.
The teacher graded Dave and I unfairly.
The teacher graded Dave and me unfairly.

20. Mistaken abbreviation
ect.
etc.

ie. PHD eg.
i.e. Ph.D. e.g.

et. al.
et al.
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DRILL: TWENTY HORRIBLE MISTAKES
Correct any errors you find in the following sentences. Warning! Some may have more
than one error, or none at all.
1. Do you have the right background for the job.
2. We drove East along the Lougheed highway on a lovely Spring day.
3. The memo was addressed to Don and I.
4. Six block’s in the downtown core are slated for redevelopment.
5. The company issued its report; a detailed analysis of the years activities.
6. Two executives from the Trans-Canada Corporation, made the most effective
presentation.
7. Arguing violently and using filthy language, the old lady tried to separate the two
drunks.
8. The new part is Stainless Steel. Which improves it’s durability.
9. Dr. Jones received an M.A. from McGill and a P.H.D. from UBC.
10. She advanced rapidly through the ranks; obviously her superiors saw her leadership
potential.
11. Each of the students had to come in to get their final grade.
12. Capital punishment should be restored. The reason being that it deters criminals.
13. The computer marketing field in Canada, is changing rapidly.
14. My physician gave myself some useful advice; get plenty of exercise, eat sparingly,
and give up smoking.
15. In this course we studied syntax, i.e. word order; grammar, eg. misplaced modifiers;
style, punctuation, ect.
10.4 HOW TO WRECK A SENTENCE
Correct expressions are in boldface.
1. Fragment it.
I applied at once for the job. Which was a smart idea.
I applied at once for the job, which was a smart idea.

Subordinate clauses must be united to independent clauses.
We studied the report; a detailed and objective analysis of the problem.
We studied the report, a detailed and objective analysis of the problem.

An appositive phrase needs only a comma to connect it to the main clause.
2. Fuse it.
I reviewed the cases carefully they raised serious legal issues.
I reviewed the cases carefully; they raised serious legal issues.

Two independent clauses must have punctuation or a conjunction to link them.

3. Splice it.
He worked all day on his brief, it was a complex and subtle argument.
He worked all day on his brief; it was a complex and subtle argument.

A comma isn’t enough punctuation between two independent clauses lacking a
conjunction.
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4. Give it a dangling modifier.
Choosing the jury, the courtroom was tense.

Modifying phrase must refer to the subject; the courtroom wasn’t choosing the jury.
Alternatives:
Choosing a jury, the lawyers worked in a tense courtroom atmosphere. While lawyers chose the
jury, the mood in the courtroom was tense.

5. Put a single comma between subject and verb.
The major remaining obstacle to an acceptable agreement, was removed at last.
The major remaining obstacle to an acceptable agreement was removed at last.

We don’t need a comma unless a parenthetical phrase, which would require two
commas, comes between subject and verb—as in this sentence.
6. Make subjects and verbs disagree.
The judge, when he summoned the attorneys to his chambers, were angry.
The judge, when he summoned the attorneys to his chambers, was angry.

Judge is the subject; the verb must agree with it.
7. Make pronouns and antecedents disagree.
Everyone offered their opinion.
Everyone offered his or her opinion.

Everyone is singular; pronoun should be his or her. Alternative:
Everyone offered an opinion.
Each of these cases must be tried on their own merits.
Each of these cases must be tried on its own merits.

Each is singular; pronoun should be its.
HOW TO FIX A SENTENCE: EXERCISE 1
Correct the following passages where necessary; not all are wrong.
1. Before leaving, he reviewed his presentation. To make sure it was accurate in all
details.
2. I questioned the proposal for economic reasons, furthermore, it threatened to harm
worker morale.
3. We, as negotiators for the band, has an obligation to protect its interests.
4. I argued my point with the members of the executive, they finally agreed.
5. First he ordered me to do it then he changed his mind.
6. If you consider three qualities: academic skills, experience, and motivation, you’ll
choose Capilano College graduates.
7. Whenever you want to meet, will be fine with me.
8. Walking down Cambie Street, City Hall stood out against the sky.
9. Everyone offered their opinion, it didn’t take long to reject the idea.
10. I wondered about his decision, however, he seemed to know what he was doing.
11. Beset with problems, arson was her desperate solution.
12. Unemployment, as well as taxes, is a serious problem.
13. Neither Mr. Goldblum nor Ms. Thomas feel the evidence is solid enough to take into
court.
14. She has travelled widely, for example, last summer she toured Indonesia.
15. Although the number of executive members is very small, a number of them were
absent from the last meeting.
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HOW TO FIX A SENTENCE: EXERCISE 2
Correct any errors in the following passages. Not all sentences contain errors.
1. There is, among many other factors, two chief reasons for my decision. I wish to
return to school, I also want to live near my parents.
2. Each student should give their full name and email address. Which will make it easier
for instructors to reach them.
3. Traveling to Italy from Greece, we spent two seasick days on the Adriatic. I thought I
was going to die.
4. The police department has been understaffed and underfunded. Therefore drug
traffickers, are free to work openly.
5. Taking the wrong turn, the road was unfamiliar and confusing. I decided to turn
around and try elsewhere.
6. The Royal Canadian Mounted Police, is doubtless the best known national police force
in the world; and one of the most popular.
7. Ms. Ferguson asked for a reference I was glad to supply it. She had been one of our
best workers.
8. We have received a letter from the band council, the proposal we submitted needs a
more detailed budget. Tom, can you provide the figures the council asked for.
9. Members of the jury, after the judge’s comment, was confused about the exact nature
of the legal point he had tried to explain.
10. Everyone on the women’s volleyball team were up for the game each of them had
their hopes riding on the outcome. Kissing their boyfriends good-bye, the train
carried them out of the station to their date with destiny.
10.5 PRONOUN PROBLEMS
Pronouns replace nouns. The word pronoun, with its PRO prefix, literally means “for a
noun.”
A pronoun is a useful, often necessary tool for concise writing, allowing writers to avoid
repetition of nouns. However, in workplace writing, pronouns often get in the way of
clarity. At work, we need to know exactly who does what, and pronouns often confuse
the issue
.
Pronoun errors can seriously flaw your writing. This section tries to point out the worst
of pronoun errors, and show you how to overcome them. The language to describe
pronoun errors is the technical language of grammarians, so bear with us.
Pronoun antecedents
Every pronoun must have an antecedent. This means a noun that goes before the first
use of the pronoun. Here’s a sentence with several pronouns:
The tax accountant was working on the files in the next room when John was at his cousin’s
revising his tax return; suddenly he came rushing in with his file from last year.

Whose tax return, the cousin’s, or John’s? Whose file? The problem is unclear
antecedents.
Tips on pronoun antecedents
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1. Never start a paragraph with a pronoun unless the antecedent of the pronoun is clear
from the previous paragraph.
2. Start a new sentence with a pronoun only when the last word of the previous sentence
is the antecedent.
3. Use the noun if any confusion arises because of the pronoun.
Pronoun case
If you say “Me am studying with Denise,” people will look strangely at you. But many
people say, “Me and Denise are studying together,” which is just as wrong. Using the
Standard English forms of pronouns can sometimes be a problem. In the following table,
note that possessive pronouns don’t take apostrophes.
Subjective Case
I
you
he
she
it
we
they
who

Objective Case
me
you
him
her
it
us
them
whom

Possessive Case
mine
yours
his
hers
its
ours
theirs
whose
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Pronouns that serve as the subjects of their clauses are said to be in the subjective case.
For example:
I’m going to town.
You’re a scoundrel.
He and she are flirting.
It came from the Black Lagoon.
We went on holiday.
They broke the bank at Monte Carlo.
Who’s on first?

When a pronoun receives the action of the verb in a clause, however, it changes to the
objective case. For example.
Send me a letter. (Object of verb “send.”)
George enviously watched him and her. (Objects of verb “watched.”)
Give us the best seats in the house. (Object of verb “give.”)
Kiss them good-bye. (Object of verb “kiss.”)
Whom did they appoint? (Object of verb “did appoint.”)

Note that the pronouns you and it don’t change form.
A pronoun also goes into the objective case when it is the object of a preposition; for
example:
The book was written by me.
The memo went from him to her.
The helicopter roared over us.
None of them were absent.
From whom did these roses come?

Usually we have no trouble using the right pronoun case, because speech and writing
are the same. However, in some English dialects the pronoun case may become so
widely confused that the Standard English case “sounds funny.” For example, the verb
“to be” doesn’t transmit any action, so the pronouns that follow forms of the verb don’t
have to be in objective case.
Therefore, when we knock on a door and someone calls out, “Who’s there?” we should
reply: “It is I,” not “It is me.” Or, when someone asks us if Sharon called, we should say:
“Yes, it was she who called,” not “It was her.”
Since we expect to hear an objective-case pronoun after most verbs, we expect to hear
“It’s me,” and “It was her who called.” In casual conversation this is quite acceptable; in
careful writing, however, you might prefer the correct form.
Who and whom
One common problem area is “who” and “whom.” Especially in a question, where we
invert sentence order, “who” and “whom” cause confusion. “Who” is the subject of the
clause and “whom” is the object of a verb or preposition:
Who is on first? (subject)
Who sent you here? (subject)
Who’s meeting with her? (subject)

Turn these questions into declarations: He is on first. She sent me here. He’s meeting
with her. The pronouns are clearly the subjects of their clauses.
Now look at these sentences:
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By whom were you sent?
With whom is she meeting?
Whom should I call for an appointment?

Turn these questions into declarations: You were sent by her. She is meeting with him. I
should call them for an appointment.
The same principle determines when to use “whoever” and “whomever.” Use
“whoever” if it’s the subject of a sentence. Use “whomever” if it’s the object of a verb. If
you’re unsure, turn the subordinate clause into a “he/she/they” statement:
Whoever (subject) painted this portrait is very talented. (He painted this portrait.)
Whoever (subject) visits Jasper is amazed by the scenery. (She visits Jasper,)
Whomever (object of verb “ask”) you ask for advice will tell you the same thing. (You ask them for
advice.)
Please give the brochure to whoever requests it. (They request it.)

A recent abuse of the pronoun is to use the objective case if a proper name stands
between the pronoun and the verb:
Me and Joe were hanging out at the convenience store.
Him and Harry were good buddies.

But no one would say, “Me was hanging out,” or “Him is a good buddy.” Similarly,
many people will use the wrong case if a pronoun is part of a compound object:
He gave Dave and I unfair grades.
Ron asked Joan and he to carry the canoe.

The compound object of a preposition can also cause problems:
Between you and I, he can’t do the job. (Should be “Between you and me.”)
This is a problem for you and I. (Should be “for you and me.”)

EXERCISE: WHO AND WHOM
Correct any errors in the use of “who” and “whom” in the following sentences:
1. Who will write the executive summary of the annual report?
2. Who will the search committee recommend for the job?
3. Dana Jones, whom researched the firm, thinks it’s a good investment.
4. Six partners, most of whom have been in the firm for years, are resigning.
5. I took part in the interview along with an official who I had seen at the opening
ceremony.
6. The man whom police said was the killer turned out to be a bystander.
7. We need a Webmaster whom understands Flash and XML.
8. We’ll welcome help from whoever offers it.
9. Whoever uses this computer complains about its slowness.
10. Whom may I say is calling, sir?
Indefinite pronouns
Pronouns usually have clear antecedents; you don’t use “she” until you’ve first
mentioned the name “Hilda.” But we also have many indefinite pronouns. Some are
singular, some are plural, and some can be either.
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Here are the most common singular indefinite pronouns; they normally take singular
verbs, as shown in the example sentences.
Another of the guests has arrived.
Any of them is eligible.
Anybody is welcome to visit.
Anyone has a chance for the prize.
Anything is permissible.
Each of them is highly qualified.
Everybody was here for the party.
Everyone wants to make a statement.
Everything is in good order.
Much depends on having a good dinner.
Nobody wants to pay extra taxes.
No one answers the phone.
Nothing was missing from the safe.
Somebody has to pay for this.
Someone is knocking on the door.
Something has to be done.

Five indefinite pronouns are always plural:
Both are highly qualified.
Many are called, but few are chosen.
Others are arriving tomorrow.
Several have already arrived.
Few have been caught in that trap.

Five other indefinite pronouns can be either singular or plural:
All are present.
All was in order.
Either Bill or Sue has the key.
Either the Canadians or the Czechs are going to win the tournament.
More are coming.
More is to come.
Neither of them is saying where he was last night.
Neither the Lees nor the Andersons are coming.
None is guilty.
None are guilty.
Some are missing.
Some is left.
Such were the joys of childhood.
Such is life.

Note: Indefinite pronouns can cause trouble. If you say—
Each of the students got out his calculator.

—you are saying either that all the students were males, or that the female students
didn’t matter. If you say—
Each of the students got out his or her calculator.

—you’re more accurate, but the sentence may sound awkward and forced. Even worse
is
Each of the students got out his/her calculator.
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Until we legislate a gender-free indefinite pronoun, perhaps the best solution is to avoid
the need for a singular pronoun. If you write—
All the students got out their calculators.

—you have a clear and unbiased sentence.
Usage is changing Standard English in this respect. “They” and “their” as indefinite
singular pronouns will eventually become perfectly acceptable. But even then we will
have to deal with clumsy expressions like this:
Everyone has to ask themself one question.

As a general rule, careful writers should use the pronoun forms that will convey the
message without distracting the reader.
That and which
The memorandum that Sheila wrote made a strong impact on the committee.
The memorandum which Sheila wrote made a strong impact on the committee.

Which is preferable? Many workplace writers feel uncomfortable about this issue. Many
others don’t even know it might be a problem. In speech most of us would say “that
Sheila wrote,” but in writing it seems too casual.
Here’s why it matters. A pronoun refers back to an antecedent; for example, “she” could
refer to the antecedent name “Sheila.” Relative pronouns, like “that,” “which,” and
“who,” introduce clauses that refer to antecedents also. In the examples above, “which”
and “that” are referring to the antecedent noun “memorandum.”
Such clauses sometimes provide additional information that’s nice to know but not
absolutely essential to the meaning of the sentence. We call these “unrestrictive” clauses,
and we usually start them with “which.” In the sentence
The memorandum, which Sheila wrote, made a strong impact on the committee

—the fact that Sheila wrote it is just additional information. Notice that we’ve set it off
with commas because it’s really parenthetical, almost an interruption in the sentence.
But in the sentence
The memorandum that Sheila wrote made a strong impact on the committee

—we’re saying that Sheila’s memorandum was the specific one that made an impact.
So as a general rule we suggest you use “that” (without commas) when the clause is
essential to the meaning of the sentence, and “which” (with commas) when the clause is
just extra information.
A second rule: In some cases you can drop the relative pronoun altogether:
The memorandum Sheila wrote made a strong impact on the committee

In such cases the pronoun is “understood” to be “that.”
A third rule: Use “which” for things, “that” for persons or things, and “who” for persons
only.
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EXERCISE: THAT AND WHICH
In the following sentences, put “that” or “which” into the blanks. Insert necessary
punctuation as well. Indicate where you think you could drop a “that” altogether. Some
sentences can change their meanings depending on the word you choose or how you
punctuate the sentence.
1. We have studied your proposal ____________ seems very timely.
2. The negotiators tabled a set of demands ___________ changed the whole mood of the
bargaining session.
3. The budget analysis _________ the consultant submitted has identified some serious
problems.
4. The CD-ROM __________ you sent was unreadable on our computer.
5. These are the concerns __________ the Safety Commission has raised in its brief.
6. Police officers yesterday recovered the stolen Rolls Royce ___________ the thieves had
severely vandalized.
7. With a gesture ___________ casually dismissed Derek’s complaints, Margot swept out
of the office.
8. The Guatemalan textiles __________ we use are colourful and inexpensive.
9. Guatemalan textiles __________ we use are colourful and inexpensive.
10. The operating manual __________ I use daily has disappeared.
GRAMMAR REVIEW: PRONOUNS
Underline the correct pronoun among the choices given in parentheses. Be prepared to
explain why you made your choice.
1. (We, Us) dispatchers are planning a surprise party for her.
2. Be sure to send the receipt to Ron or (I, me, myself).
3. It was (she, her) on the telephone.
4. Pervinder Singh is more likely than (I, me, myself) to win the contract.
5. Between you and (I, me), this device will revolutionize the industry.
6. It must have been (her, she) who ordered the equipment.
7. Judith asked Teri and (I, me) to interview the applicants.
8. Jim Allison knows as much about this project as (I, me).
9. We need an art director (who, whom) understands film work.
10. (Who, Whom) did Sandra hire for the project?
11. She is a person (who, whom) will perform well under pressure.
12. Both of them have ordered (they’re, their, there) supplies already.
13. After studying the painting, he declared, “(Its, It’s) a fake!”
14. Carlos and (I, me, myself) will be there promptly at 9:00 a.m.
15. They say that the heart has (it’s, its) reasons.
16. This job has (it’s, its) drawbacks, but it has real advantages as well.
17. (Whoever, Whomever) stole the equipment knew just where it was.
18. The product is exactly what people like you and (I, me) have needed.
19. Call me as soon as you hear (who, whom) has won the nomination.
20. (Who’s, Whose) portfolio is this?
10.6 PLURALS

202

Most plurals are no trouble. You just add s or es. In some cases, however, they can get a
little tricky. This is especially true of foreign words, collective nouns, and indicating
possession of a plural.
If a word ends in a consonant + y, the plural usually forms by dropping the y and
adding ies:
army
armies
beauty
beauties
buddy
buddies

Exception: Proper names that end in a consonant + y always form plurals by adding s:
Kennedy /Kennedys
Barry /Barrys
Murphy /Murphys

Proper names that end in s, z or es form plurals by adding es:
Castongueys /Castongueyses
Chavez /Chavezes
Jones /Joneses

If a word ends in a vowel + y, just add s:
Blue Jay/ Blue Jays
boy /boys
pulley /pulleys

Foreign words sometimes have unusual plurals, and so do some very old English
words. In some cases, we’ve even adopted two different plurals, one “foreign” and one
“English”—for example, memoranda and memorandums. As a general rule, prefer the
more “English”-sounding plural unless you are writing very formally or technically.
In words from Greek and Latin, plurals often depend on the ending of the singular:
um a
curriculum
datum
medium
memorandum

curricula, curriculums
data (“data” is often used as a singular also)
media (also often a singular now)
memoranda, memorandums

aae
alumna (female graduate) alumnae

us  i
alumnus (male graduate) alumni

ix, ex  ices
appendix
cortex
index

appendixes, appendices
cortices
indexes, indices

basis

bases

is es
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crisis
neurosis
psychosis
thesis

crises
neuroses
psychoses
theses

on a
phenomenon
criterion

phenomena (always plural)
criteria (always plural)
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In terms where the noun comes before its adjective or modifying phrase, pluralize the
noun:
attorney general
court martial
mother-in-law

attorneys general
courts martial
mothers-in-law

Form the plurals of individual letters, numerals, and abbreviations by adding
apostrophe + s. Do the same for words being discussed as words:
He earned two A’s and 3 B’s last semester.
Mind your p’s and q’s.
Your 7’s look like 1’s.
Welcome to the 2000’s.
Only Ph.D.’s should apply.
You have too many I’s in this paragraph.
The speaker’s um’s and ah’s were annoying.
We were sick of his “absolutely’s” and “positively’s.”

Note: Many writers drop the apostrophe and write: the 2000s, Ph.D.s.
If the loss of the apostrophe causes confusion, however, keep it in rather than write: As,
ps and qs, or Is.
10.7 PARALLELISM
Sometimes a sentence will string together a series of words or phrases. Such a series
should be parallel—that is, each word or phrase should make grammatical sense in that
particular sentence, and should use the same grammatical form as the others. Consider
the following example:
I applied to Capilano College, Dalhousie University, and I applied to McGill also.

We really don’t need the second clause (“and I applied to McGill also”)—all we need is
to list the names of the three institutions in parallel form:
I applied to Capilano College, Dalhousie University, and McGill.

Here is another example where the sentence suffers from lack of similar grammatical
forms:
Planning for disaster is wiser than to react when it strikes.

This would be more effective with either two infinitive phrases or two gerund phrases:
To plan for disaster is wiser than to react when it strikes.
Planning for disaster is wiser than reacting when it strikes.

Perhaps the most common problem with parallelism occurs with a list of words or
phrases that all ought to match up with the original verb:
Computer training can increase students’ efficiency, productivity, and give them self-confidence.

This would work better if efficiency, productivity and self-confidence all followed the
verb “increase,” or if we put a conjunction between the two verbs:
Computer training can increase students’ efficiency, productivity, and self-confidence.
Computer training can increase students’ efficiency and productivity, and give them selfconfidence.

Sometimes we need to repeat a key word to make sure the parallelism is clear:
We agreed to buy the lot and contract with the municipality to clear the land.
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We agreed to buy the lot and to contract with the municipality to clear the land.
I wrote to the president and chief executive officer.
I wrote to the president and to the chief executive officer.

In the first sentence, a reader might think, at least for a moment, that we agreed to buy a
lot and a contract; in the second, a reader might think the president and the chief
executive officer are a single individual.
Words like either and whether usually signal a parallel structure immediately following:
We must either retrain our staff or lose our competitive edge.
He didn’t know whether to laugh or cry when he heard the news.

EXERCISE: PARALLEL STRUCTURE
Revise each sentence to make its components parallel in structure.
1. Would you please pick up the package, check the invoice, distributing the items to
each team.
2. We have to consider the costs of asphalt, labour, and the price of land for the new
parking lot.
3. All the evidence suggests that either the valve was defective or sabotaged.
4. I have three objections to the proposal:
• it’s outside our field of expertise;
• it depends on untested technology;
• we can’t afford it.
5. You should get a good sense of the problems we face by observing, talking, and
listening to our technicians.
6. Mr. Kurosawa has extensive experience in repairing computers, laser printers, and he
has also worked as a photocopier repairman.
7. Students taking the course complained of the workload; students who challenged the
course had no complaints.
8. In this position I was responsible for greeting guests, registering them, and escorted
them to their cabins.
9. Former subscribers said the magazine had become too controversial, political, and it
was out of touch with its readers.
10. The study was to determine the number of students who leave without completing
anything, the number of students who leave after one year, and how many
finally graduate.
11. Every year the property owners protest that taxes are too high, services are
inadequate, and then district council does nothing.
12. This practice would control expenses, we could monitor spending, and would save
up to 5 percent of our costs.
13. The prototype electric car will have a top speed of 100 km/h, a range of 300 km, and
it will carry up to 300 kg.
14. My personal interests include reading, exploring the Internet, and I love to hike in
the mountains.
15. Turn right at the intersection, drive to the first signal, and you can park in the
visitors’ lot.
10.8 MODIFER PROBLEMS
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Whatever dialect of English you usually speak, you speak it grammatically. That is,
every dialect has its own rules for the use of parts of speech, and for the way words go
together. You’ve learned those rules and you rarely break them. If you do, your fellow
speakers look surprised and wonder why your English is so odd.
Well, Standard English has a grammar that sounds odd to many people. Still, most of us
understand it very well, so it’s helpful as a common dialect shared by people living on
opposite sides of the world. A New Zealander can write Standard English that readers
in Shanghai and Cape Breton can understand.
So enjoy your own particular way of speaking and writing English when you’re
communicating “in the family”—but if you also master the grammar of Standard
English, you can communicate with hundreds of millions of people almost anywhere in
the world.
In the following pages we’re going to look at some problems that people run into with
Standard English. Again, it’s not that Standard English is right and everything else is
wrong. Standard English does things in a certain way, just as dancing a polka demands
certain steps a lot different from dancing a tango.
If you misplace an adverb or adverb phrase, you can cause confusion (and unintended
laughter). In the case of the famous dangling modifier, for example, a phrase refers to a
word that doesn’t really apply:
Strolling down Cambie Street, City Hall stood out against the sky.

City Hall can’t stroll, so the sentence makes no sense. Whoever is doing the strolling
must be the subject of the sentence:
Strolling down Cambie Street, I saw City Hall standing out against the sky.

In other cases, placement of a modifying phrase or word can result in equally comic
misstatements. Consider the change of meaning in the following sentences:
Only she said she loved me.
She only said she loved me.
She said only she loved me.
She said she only loved me.
She said she loved only me.

Some modifiers can make a statement ambiguous:
She wanted urgently to leave Don Mills.
He told her Saturday he would marry her.

EXERCISE: SOLVING MODIFIER PROBLEMS
Most of these sentences contain misplaced or dangling modifiers. Correct errors by
moving the modifiers so they are closer to what they modify, or by rewriting the
sentences. If a sentence is correct as given, put a C in the margin beside it.
1. I managed to almost get a job with Entertainment Arts.
2. My boss lectured me about arriving on time after being late twice in one week.
3. Lorraine Wilson will talk about her father’s violent death last year in an interview
with Peter Mansbridge.
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4. A 35-year-old woman was found in her Spadina Avenue apartment stabbed to death
by officers of the Hill Street station.
5. My supervisor told me in May I would get a raise.
6. The Human Rights Code prevents discrimination against anyone who is applying for
a job on the basis of race, age, or sex.
7. A blue jay was spotted by Hazel Miller while hopping along the branch of a tree.
8. Feeling discouraged and frustrated, Jean decided she had only two choices: to change
jobs within the company or to find a job with another firm.
9. Crawling across the sidewalk, he stepped on a snail.
10. Plunging 60 meters into the mist, we saw Niagara Falls.
11. In 1992 he bought a splendid mansion on Mount Royal, along with his mother.
12. One passenger said that she saw the engine catch fire and begin spewing smoke from
her window seat.
13. After criticizing both my work and my attitude, I was fired.
14. Friends are people who share interests with us and give support when in need.
15. Halifax is a wonderful city for anyone who likes rain and fog to live in.
16. The driver who hit my car with an expired driver’s licence left the scene of the
accident.
17. Mrs. Smith said shortly after his death her husband had expressed a wish that his
body be cremated.
18. After losing fourteen consecutive games, the Ottawa Senators gave up all hope of
making the playoffs.
19. Barking frantically, the boy tried to get his dog under control.
20. Cruising the Thousand Islands, the days passed all too swiftly.
10.9 POSSESSIVES
When something “belongs” to something else, we can show it with a phrase (belonging
to Joan, of Joan) or by adding an “s” or “z” sound (Joan’s, Meredith’s). For a singular
noun, show possession by adding ‘s:
of the boy = the boy’s
of the girl = the girl’s
of Ms Smith = Ms Smith’s

Most plurals form possessives just by adding an apostrophe:
of the boys = boys’
of the girls = girls’
of the Smiths = Smiths’

However, some plurals that don’t end in s will form possessives as if they were
singulars:
of the men = men’s
of the women = women’s
of the children = children’s
of the alumnae = alumnae’s

If a singular noun ends in s, add ‘s to form the plural:
poetry of Keats = Keats’s poetry
house of Mr. Jones = Mr. Jones’s house
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Exception: Many names ending in s or z (especially from ancient history) form
possessives by adding only an apostrophe:
the laws of Moses = Moses’ laws
the policies of Pericles = Pericles’ policies
the reign of Augustus = Augustus’ reign
the novels of Dickens = Dickens’ novels
the job of Ms. Rodriguez = Ms. Rodriguez’ job

Note: Practice is inconsistent in the case of modern names like Dickens, Keats,
Rodriguez, etc. Some people prefer to add ‘s: Dickens’s novels, Keats’s poetry, Ms.
Rodriguez’s job. Whichever form you use, be consistent.
In shared possession, ‘s goes only to the last term:
The home of Mary and Bill = Mary and Bill’s home
The report of Smith and Wesson = Smith and Wesson’s report

Note: This does not apply when possession isn’t shared. If Mary and Bill split up, we
would refer to Mary’s and Bill’s homes.
In a compound word, show possession only in the last term:
my mother-in-law’s job
the attorney-general’s office

Pronouns become a problem. Once we’ve learned to put apostrophes in nouns to show
possession, it seems logical to put them in possessive pronouns too. Don’t! The
possessive forms of pronouns never contain apostrophes:
your/yours (you’re = you are)
his
her/hers
our/ours
their/theirs (they’re = they are)
its (it’s = it is)
whose (who’s = who is)

Possessive forms for time and money
An apostrophe means something is missing in the sentence. In the word rock ’n’ roll, for
instance, the two letters of and are missing.
For anyone who speaks romance languages such as French or Spanish, it is clear that the
possessive form in English is a substitute for the word of.
The boy’s hat = the hat of the boy

so that the apostrophe actually replaces the word of in the sentence.
Similar constructions occur with ideas about time and value, in English:
He collected one whole year’s holidays by working overtime.
(the holidays of one whole year)
He earned four hundred dollars’ worth of bonus points in one week.
(the worth of four hundred dollars)

10.10 ABBREVIATIONS
Workplace writing often uses some confusing abbreviations. Many come from academic
writing, which relies heavily on Greek and Latin phrases. Others stand for frequently
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used business expressions, while still others represent names of organizations. If an
abbreviation forms a pronounceable word, we call it an acronym. Examples include
MADD (Mothers Against Drinking Drivers), NATO (North Atlantic Treaty
Organization), and radar (radio detection and ranging). If the letters must be spelled out
(RCMP, UN), we call it an initialism.
If you feel you must use an abbreviation that your readers may not recognize, write out
the whole term first before beginning to use the abbreviation:
He joined the National Research Council (NRC) in 1986.

Unless you have a very strong reason to use a Greek or Latin abbreviation, prefer the
English equivalent. Your reader will understand “that is” and “for example” much
faster than “i.e.” and “e.g.”
Here are some common abbreviations, together with their complete forms and their
meanings.
Greek and Latin:
A.D.
a.m., A.M.
anon.
c. or ca.
cf.
e.g.
et al.
etc.
et seq.
ib., ibid.
i.e.
loc. cit.
n.b.
ob.
op.
op. cit.
Ph.D.
p.m., P.M.
pro tem
P.S.
pseud.
Q.E.D.

Anno Domini
ante meridiem
anonymous
circa
confer
exempli gratia
et alii
et cetera
et sequens
ibidem
id est
loco citato
nota bene
obiit
opus
opere citato
Philosophiae Doctor
post meridiem
pro tempore
post scriptum
pseudonym
quod erat demonstrandum
vide
versus

v, vs.

Year of our Lord
before noon
nameless
about (a date)
compare
for example
and other persons
and others, and so on
and the following
in the same place
that is
in the place cited
note well
died
work
in the work cited
Doctor of Philosophy
afternoon
temporarily
written afterward
false name
which was to be demonstrated
against

Business Terms
AG
assn.
atty.
Bcc.

CY
cc, Cc
Cia.

Allgemeine Gesellschaft, Aktiengesellschaft
association
attorney
blind carbon copy

General company, or joint
stock company (German)
sent without addressee’s
knowledge to a third person

calendar year
carbon copy
compañía
compagnie

company (Spanish)
company (French)
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Cie.
co., Co.
c.o.d.
corp., Corp.
dba
FOB, f.o.b.
FY
GATS

company
cash on delivery
corporation
doing business as
free on board
fiscal year
General Agreement on Trade in Services
General Agreement on Tariffs and Trade

delivered without charge to
buyer

GATT
Gesellschaft mit beschrankte Haftung
GmbH
inc., Inc.
inst.
IOU
Ltd.
mdse.
mo.
pd.
recd.
rept.
RFP
S.A.

incorporated
instant
I owe you
Limited

Limited liability company
(German)
the present month
(means stockholders’ liability
is limited to the size of their
investment)

merchandise
month
paid
received
report or receipt
Request for Proposal
sociedad anónima

anonymous society (Spanish;
stockholders not liable for
more than their own
investment)

Scholarly/General
BA, AB
Bbl.
B.T.U.

Bachelor of arts degree
barrel
British Thermal Unit

C.
c., (c) ©
cwt.
deg.
doz.
ed.
est.
f., ff.
hp

Centigrade, Celsius
copyright
hundredweight
degree, degrees
dozen
editor, edited
estimated
and the following page(s)
horsepower

ll.
LLB
MA
MBA

lines
Bachelor of laws
Master of arts
Master of business
administration

MS, M.Sc.
MS, ms., mss.
n.d.
NGO

Master of sciences
manuscript(s)
no date
Nongovernmental
organization
numero
no numbered pages

No., no.
n.p.

heat required to raise
temperature of 1 pound of
water by 1 degree Fahrenheit
(100 pounds)

energy required to lift 550
pounds 1 foot in 1 second

number
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obs.
p., pp.
vol.

obsolete
page(s)
volume
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10.11 SPELLING
Spelling words correctly is easy for some people, but not for others. English spelling is
notorious for its illogic and inconsistency. Even bad spellers, however, can do better if
they can pay reasonable attention and do some brute memorization. Here are some rules
that can help in many cases.
1. The I before E Rule
In general, I goes before E: achieve, belief, chief, friend, mischief, quiet, review, yield,
siege.
Exceptions: After C, put E before I: ceiling, perceive, receive, receipt.
When the sound is ay, place E before I: freight, neighbour, veil, weigh.
A few other words put E before I: seize, leisure, weird, height, either, neither, forfeit.
2. The CEDE, CEED, and SEDE Rule
Most words that end with this sound are spelled -CEDE: concede, precede, recede,
secede.
Only three words end in -CEED: proceed, exceed, succeed.
Only one word ends in -SEDE: supersede.
3. The Immoderate Soulless Bookkeeper Rule
If a prefix ends with the same letter that begins the root word, keep both letters:
illiterate, aggregate, dissimilar, irrational, misspelled. If a suffix begins with the same
letter that ends the root word, keep both letters: soulless, drunkenness, totally.
Exceptions: wherever, fully, dully.
If the first part of a compound word ends in the same letter that begins the
second part, keep both letters: roommate, beachhead, bookkeeping.
4. The Cap-Capped-Capping Rule.
If a one-syllable word ends in a single consonant after a vowel (like the AP in
CAP), and the suffix begins with a vowel, double the consonant: drop + ed =
dropped, brag + ing = bragging, big + er = bigger, can + ed = canned.
5. The Referred-Reference Rule
Words of more than one syllable will double the last consonant if they end in a
vowel-consonant with the accent on the second syllable: refér/reférred,
compél/compélled, occúr/occúrrence. Compare with réference, which has only one “r”
because the accent is on the first syllable.
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6. The Amusing-Amusement Rule
If a word ends with a silent E, it will drop the E before adding a suffix that starts
with a vowel: amuse + ing = amusing, love + able = lovable. The word keeps the E
when adding a suffix that starts with a consonant: amuse + ment = amusement,
love + ly = lovely. Other examples: argue/arguing, shine/shining, entire/entirely,
advertise/advertisement.
Exception: argue/argument.
7. The Outrageous Rule
To keep a soft C or G sound, keep the E when adding a suffix to a word ending
in CE or GE: outrage/outrageous, change/changeable, advantage/advantageous,
notice/noticeable, peace/peaceable.
8. The Frolic-Frolicking Rule
Add a K to a word that ends in C if you must use a suffix that begins with E, I or
Y: mimic/mimicked, panic/panicky, traffic/trafficked, picnic/picnicking.
9. The Maintain-Maintenance Rule
Many words show a major change in spelling when the part of speech changes—
for example, from the verb maintain to the noun maintenance. Other examples:
concede/concession, curious/curiosity, explain/explanation, proceed/procedure.
10. The Echo-Solo Rule
Some words that end in O form plurals by adding ES; others, especially musical
terms, add only S; a few can be spelled either way.
hero/heroes
soprano/sopranos
volcano(e)s

alto/altos
ghetto(e)s
veto/vetoes

buffalo(e)s
potato/potatoes
ratio/ratios

11. The -Able/-Ible Rule
Nouns that end in -ATION form adjectives by adding -ABLE:
admiration/admirable, application/applicable, damnation/damnable.
Many other common words also form adjectives that end in -ABLE:
comfort/comfortable, read/readable.
But we have many exceptions that we must learn one by one. As a general rule,
when in doubt and unable to consult a dictionary, use -ABLE rather than -IBLE.
Words that end in -IBLE often have SS before the suffix: accessible, permissible,
transmissible.
Words that end in -IBLE often have a noun form ending in -ION:
combustion/combustible, destruction/destructible, digestion/digestible,
perception/perceptible.
If the root word ends in a soft C or G, use -IBLE to keep the soft sound: deducible,
eligible, intelligible, irascible.
12. The Al-Ly Rule
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When forming adverbs from adjectives that end in -AL, simply add -LY:
accidental/accidentally (never “accidently”), practical/practically, real/really.
13. The Dangerous Grievous Adventurous Rule
When adding -OUS to a noun ending in a consonant, don’t change the spelling of
the noun: danger/dangerous, hazard/hazardous, slander/ slanderous.
Exceptions: Nouns ending in F change the F to V when -OUS is added:
grief/grievous, mischief/mischievous (not “mischievious”!).
Nouns ending in Y drop the Y and add E before -OUS: beauty/beauteous,
pity/piteous, plenty/plenteous.
Nouns ending in E drop the E before -OUS: adventure/adventurous, desire/desirous.
Exception: the final E is kept before -OUS to keep the soft sound of G:
courage/courageous, advantage/advantageous, outrage/outrageous.
14. The -Ary/-Ery Rule
Only two common words end in -ERY: stationery and cemetery. Remember that
stationERy means papER.
15. The Plural Rule
Form most plurals by adding S: studio + s = studios, concern + s = concerns.
Nouns ending with the sound of CH, S, SH, or X add -ES to form the plural:
itch + es = itches, kiss + es = kisses, tax + es = taxes.
For words ending a vowel + Y, add S: alleys, attorneys, boys, monkeys
For words ending in a consonant + Y change to -IES: allies, armies, copies.
Exception: proper names like Kennedys, Emorys, Murphys.
Nouns ending in Z double the final consonant and add -ES: quiz + zes = quizzes.
10.12 COMMONLY MISSPELLED WORDS
GROUP 1
academic
accessible
accidentally
accommodate
accumulate
achievement
acknowledge
acquainted
address
advertisement

aggravate
all right
a lot
altogether
among
analysis
anonymous
apologize
appropriate
approximately

argument
ascend
audience
auxiliary
available
believe
beneficial
brusque
buoyant
business

calendar
category
challenge
changeable
chosen
commission
committee
competition
concede
conceit

conceive
condemn
conscience
conscientious
conscious
consistent
convenience
coolly
course
criticism
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GROUP 2
criticize
curiosity
curriculum
decision
deductible
definite
descendant
describe
description
desirable

despair
desperate
develop
disappeared
disappointed
disastrous
discipline
dissatisfied
dissension
dissimilar

divided
doesn’t
eighth
efficiency
efficient
eligible
eliminated
embarrassed
emphasize
environment

equipped
exaggerate
excellent
except
exercise
exhilaration
existence
exorbitant
expense
experience

explanation
extremely
familiar
fascinating
feasibility
February
foreign
foreman
forgo
forty

hindrance
hypocrisy
immediately
incidentally
independent
indispensable
inevitable
intelligence
interesting
interfered

interrupted
irresistible
its
it’s
livelihood
loneliness
losing
maintenance
manufacturer
miniature

mischievous
misspelled
municipal
necessary
noisily
noticeable
occasion
occasionally
occurred
occurrence

omission
omitted
optimistic
opportunity
outrageous
paid
parallel
paralysis
particular
particularly

GROUP 3
fulfilled
gauge
government
grammar
grateful
grievance
grievous
guarantee
handkerchief
harassment
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GROUP 4
pastime
perceive
perform
performance
permanent
permissible
perseverance
persistent
personnel
persuade

phenomenon
physically
piece
plausible
pleasant
possess
possession
possible
practically
precede

precedent
preceding
preference
preferred
prejudice
preparation
privilege
procedure
proceed
professional

professor
programmed
prominent
psychiatry
psychology
pursue
questionnaire
realize
receipt
received

recommend
referred
relieve
religious
remuneration
repetition
resistance
restaurant
reversible
rhythm

siege
significant
similar
sincerely
speech
strength
strenuously
succeed
superintendent
supersede

suppress
synonym
temperament
their
tomorrow
tragedy
transferred
transferring
treasurer
truly

Tuesday
twelfth
undoubtedly
unnecessarily
until
unusual
vacuum
valuable
varieties
various

vengeance
vigorous
villain
Wednesday
women
women’s
wreckage
writing
your
you’re

GROUP 5
ridiculous
roommate
sacrifice
scarcely
schedule
secretary
seize
separate
separately
severely

10.13 DICTION DEMONS
“Diction” means word choice, the precise words we use to convey our intended
meaning. We are not, however, always as precise as we would wish. We may confuse
words that sound alike, or have similar meanings. In some dialects of English this is not
a problem, but Standard English tries to keep clear distinctions between such “diction
demons.” Because many terms sound alike, they can also cause spelling problems even
when the writer knows the accepted definition of the terms
ACCEPT: take or receive.
We do not accept personal cheques.

EXCEPT: but or with the exception of.
No one except you knows the secret.

ADAPT: to fit for a new use.
She adapted the novel for television.

ADEPT: highly skilled.
He is adept at producing Web pages.

ADOPT: to accept as one’s own
We adopted their policy with only minor changes.

ADVERSE: opposing, contrary, harmful.
The quiz had an adverse effect on my grade.

AVERSE: unwilling, reluctant.
I was averse to studying for the quiz.

ADVICE: suggestion, opinion.
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She gave me some good advice.

ADVISE: to counsel, recommend.
My lawyer advised me to sign nothing.

AFFECT: to influence.
How will this quiz affect my grade?

EFFECT: result.
The quiz had a very good effect on my grade.

Note: “affect” can also be a noun meaning a display of emotion: The killer showed no affect
when he saw his victim’s photograph. And “effect” can also be a verb meaning to carry out
or perform: You will effect this change in policy at once. But these are relatively rare usages.
A LOT: much or many (colloquial)
We interviewed a lot of lawyers on our trip.

ALLOT: to give out in portions
We allotted each contestant the same amount of time.

Note: “Alot” is always a misspelling of either term. In formal writing, use “much” or
“many” instead of “a lot.”
ALL READY: prepared.
We are all ready to run the videotape.

ALREADY: by now, before now.
She was already there when we arrived.

ALL RIGHT: everything correct.
Your idea is all right with me.

ALRIGHT: misspelling of “all right.”
Note: Although some dictionaries accept this spelling, and it often appears in print, it is
not yet Standard English; it may never be.
ALTERNATE: to act in turn or step by step; another.
Thelma and Louise alternated at the wheel.
I served as an alternate delegate to the convention.

ALTERNATIVE: one or the other.
If you don’t want to go to Point Pelee, your only alternative is to stay home.

ALTOGETHER: completely.
We were altogether wrong in our predictions.

ALL TOGETHER: everyone or everything together.
We were all together for Christmas.

AMONG: refers to three or more.
We divided the cake among four children.

BETWEEN: refers to two.
We divided the cake between two children.

Note: “Between” can sometimes be acceptable in describing relationships involving
several individuals or groups: Ottawa regulates trade between the provinces.
AMOUNT: refers to uncountable mass items.
The recipe calls for a large amount of flour.

NUMBER: refers to countable items.
The recipe makes a large number of bagels.
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ANXIOUS: fearful, worried.
I’m anxious about the test.

EAGER: pleasantly anticipating.
I’m eager to take the test.

ANY ONE: any one person or thing out of several.
Any one of you could do this job.

ANYONE: any person.
Anyone would be grateful for this help.

Note: If you have to use “of,” as in the first example, “any one” will be two words. If
you don’t need “of,” as in the second example, then “anyone” will be one word.
APPRAISE: estimate, assess.
An expert appraised the property.

APPRISE: to inform.
His attorney apprised him of the lawsuit.

AS: conjunction used at the beginning of a clause.
He ran as he had never run before.

LIKE: used before a word or phrase.
He ran like the wind.

ASSURE: to promise or create trust.
He assured us of his good intentions.

ENSURE: make certain.
We want to ensure a fair resolution of the dispute.

INSURE: protect against loss.
He had to insure his car for $10,000.

Note: “Insure” can also mean “to make certain,” but you will be clearer if you avoid that
usage.

A WHILE: part of prepositional phrase for a period of time; always takes “for” or “in” or
“after” as part of the phrase.
Plan to stay and visit us for a while.

AWHILE: adverb for a period of time.
We talked awhile and then left the house.

BESIDE: next to.
Along came a spider that sat down beside her.

BESIDES: in addition to.
I can’t go to the party. Besides, I don’t like parties.

BLATANT: Deliberately public, without concealment.
The mayor made a blatant appeal to anti-immigrant voters.

FLAGRANT: Offensive whether public or not.
For the mayor to accept a bribe would be a flagrant breach of trust.

BOYCOTT: Refusal to buy for political or moral reasons.
We are boycotting your firm’s products until you change your hiring policies.
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EMBARGO: Government prohibition on buying or selling.
Ottawa has slapped an embargo on arms sales to the combatants.

CENSOR: to delete or suppress before making public
Both sides in the Gulf War censored news reports.

CENSURE: to express blame or disapproval, often formally
The Senate voted to censure Senator Jones.

CHILDISH: immature, irresponsible.
She behaved childishly last night.

CHILDLIKE: innocent, natural.
He has a childlike love of animals.

CITE: quote or summon.
He can cite several precedents for this case.

SIGHT: to see or take aim.
The pilot said he had sighted a UFO.

SITE: location.
They chose a controversial site for the shopping mall.
Please visit our Web site for the details.

CLIMACTIC: pertaining to a climax.
The climactic scene of the film is shocking.

CLIMATIC: pertaining to climate.
Experts say a climatic change is already under way.

COARSE: rough in texture.
His jacket was of coarsely woven wool.

COURSE: direction, part of a meal, unit of learning.
What course did you enroll in?

COLLABORATE: work together.
They collaborated on several Broadway musicals.

CORROBORATE: confirm.
We corroborated the policeman’s testimony.

COMPLEMENT: complete or make perfect.
The necktie complemented his elegant suit.

COMPLIMENT: praise.
I must compliment you on that elegant necktie.

COMPOSE: make up.
The committee is composed of three delegates.

COMPRISE: constitute, embrace.
The committee comprises three delegates.

Note: Never say “comprised of.”
CONTEMPTIBLE: deserving of contempt.
Kicking the dog was a contemptible act.

CONTEMPTUOUS: showing contempt.
He looked at his enemy with a contemptuous sneer.

CONTINUAL: recurring at short intervals.
We suffered continual calls from sales agents.
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CONTINUOUS: without interruption.
The continuous roar of the air conditioning is a nuisance.

COUNCIL: governing or advisory body.
He went before the city council with his request.

COUNSEL: advise, advisor.
We counselled her to buy the stock while it was cheap.
She is the defendant’s counsel.

CONVINCE: cause to believe something by proof
The statistics convinced him to change his business plan.

PERSUADE: cause to believe something by appeals to feeling
The heartbreaking story persuaded him to donate to the charity.

COUNTRY: the territory of a nation.
Canada is a very large country.

NATION: the people of a country; an ethnic group.
Canadians are a largely peaceable nation.
She belongs to the Stó:lo nation.

DEPENDANT: a person who relies on another for support.
Her dependants are two teenage sons.

DEPENDENT: variable, depending on.
Their climb to the summit would be dependent on the weather.

DESERT: desolated area, to abandon, or something deserved.
The rocky desert had never been crossed on foot.
He deserted his companions.
The king praised each knight according to his desert.

DESSERT: a sweet at the end of a meal.
We had Nanaimo bars for dessert.

DIFFERENT FROM: used before a noun or pronoun.
Prince George is different from Prince Rupert.

DIFFERENT THAN: used before a clause.
Prince Rupert was different than I had expected.

DISBURSE: pay out.
The treasurer will disburse money for your expenses.

DISPERSE: scatter.
The raiders dispersed into the jungle.

DISC: correct spelling for all non-computer references.
He suffered a slipped disc.

DISK: correct spelling for computer references.
The files are on a ZIP disk.
The floppy disk was corrupted.

DISCREET: prudent, tactful.
He maintained a discreet silence about his past legal troubles.

DISCRETE: separate, distinct.
We face three discrete problems here.

DISINTERESTED: impartial.
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The judge gave a disinterested hearing to the opposing arguments.

UNINTERESTED: bored, apathetic.
The class was uninterested in studying semicolons.

EMIGRATE: move out of a country.
A million people emigrated from Ireland after the potato famine.

IMMIGRATE: move into a country.
She immigrated to Canada from Indonesia last year.

ENORMITY: Great crime or wickedness.
The enormity of the Holocaust was beyond description.

MAGNITUDE: Size (not a synonym for “enormity”).
The magnitude of the problem has stumped the experts.

ENVELOP: wrap, enfold.
Thick fog can often envelop the harbour.

ENVELOPE: wrapper.
He sent the letter in a large envelope.

EVERY DAY: each day.
We clean the coffee maker every day.

EVERYDAY: routine.
Sales meetings are an everyday event in this office.

EVERY ONE: each person or thing.
Every one of you will be tested tomorrow.

EVERYONE: all in a group.
Everyone should be on time for the test.

EXPLICIT: expressed openly.
Her explicit rejection deeply embarrassed him.

IMPLICIT: implied, suggested.
His remarks contained an implicit hostility.

FARTHER: a greater distance.
We drove farther today than we did yesterday.

FURTHER: additional, to help forward.
For further information, please consult the prospectus.

Note: Not all dictionaries make this distinction.
FEWER: used with countable items.
We have fewer hits on our website this week.

LESS: used with uncountable items.
We have less traffic on our website this week.

FLACK: Slang term for a publicist.
We’ve hired one of the best flacks in town to help market our band.

FLAK: Anti-aircraft weapon; slang for serious criticism.
The company took a lot of flak for its toxic-waste policy.

FLAUNT: make a gaudy or defiant display.
He loved to flaunt his wealth.
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FLOUT: mock or show contempt for.
Too many drivers flout the speed limit.

FORCEFUL: energetic.
He made a forceful speech supporting the policy.

FORCIBLE: using physical force or violence.
The witness was forcibly removed from the courtroom.

FOREWORD: introductory comments.
He explains his motives in the foreword of his book.

FORWARD: direction.
We moved forward under enemy fire.

FULSOME: excessive and insincere.
He paid the CEO some oily, fulsome compliments.

FULL: complete, filled up.
The bus was full of sightseers.

Note: Do not use “fulsome” as a synonym for “complete.”
HISTORIC: important in history.
Hiroshima was a historic moment for humanity.

HISTORICAL: based on history.
He wrote a historical novel about Louis Riel.

HOARD: a supply of something.
We have a hoard of canned goods in the basement.

HORDE: a large number of people.
A horde of bargain hunters swarmed into the shop.

IMPLY: suggest, hint.
He implied that his opponent was a drug addict.

INFER: deduce, conclude.
She inferred from his frown that she would not get the job.

INCIDENCE: rate of occurrence.
The incidence of tuberculosis has been rising.

INCIDENT: event.
The brawl was just one incident in a busy night for the police.

INGENIOUS: clever, resourceful.
She made an ingenious use of limited office space.

INGENUOUS: frank, naive.
From anyone else, her ingenuous remark would have been tactless and insulting.

INCREDIBLE: unbelievable.
He told us an incredible story about seeing a sasquatch.

INCREDULOUS: unbelieving.
She stared incredulously at the sasquatch.

IRREGARDLESS: a nonstandard or humorous usage.
REGARDLESS: without concern for.
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Regardless of his opinion, she mailed the letter.

ITS: belonging to it.
For Sabrina, Web design had lost its charm.

IT’S: contraction of “it is.”
It’s a lovely day in the neighbourhood.
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LAY: put or place.
Lay the book on that table.

LIE: recline.
All he does is lie around watching soap operas every day.

Note: These verbs can be confusing in other tenses also. The past tense of “lay” is “laid”:
He laid the book on the table.

The present continuous is “laying”:
He is laying the book on the table.

The past tense of “lie” is “lay”:
We lay sunbathing on the beach all day.

The present continuous is “lying”:
We’re lying on the beach all day.

The past perfect tense of “lie” is “lain”:
We had lain sunbathing on the beach all day.

Of course, “lie” meaning “to tell an untruth” is quite different:
He is lying through his teeth.
He lied despite the evidence.

LOATH: reluctant.
He was loath to argue with her.

LOATHE: detest.
She loathes people who play loud radios outdoors.

LOOSE: unfastened.
Kids’ shoelaces always seem to be loose.

LOSE: misplace.
Don’t lose this receipt.

LUXURIANT: lush, overgrown.
We hacked through luxuriant underbrush to reach the crash site.

LUXURIOUS: rich, elegant.
She admired the luxurious decor of the house.

MARITAL: pertaining to marriage.
Your marital status is unimportant for this job.

MARTIAL: pertaining to war.
His martial exploits won him rapid promotion.

MEANTIME: noun meaning “at the same time”; takes the prepositions “in” or “for.”
In the meantime, we had already arrived.

MEANWHILE: adverb describing when some action took place; never takes a
preposition.
Meanwhile, I applied to two other colleges.

MORAL: ethical.
She rejected the offer on moral grounds.

MORALE: attitude.
Employees’ morale soared after the strike ended.

NAUSEATED: sickened.
I was nauseated by the stench.
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NAUSEOUS: inducing nausea.
The corpse gave off a nauseous odor of decay.

NOISOME: smelly, disgusting.
We were forced to use a noisome outhouse.

NOISY: loud.
We complained about his noisy parties.
ORAL: spoken.
We have an oral agreement, but nothing on paper.

VERBAL: pertaining to words.
Her verbal skills make her a good interviewer and a fine writer.

PASSED: past tense of “to pass.”
He passed the ball for a touchdown.

PAST: time gone by.
His past crimes have long been forgiven.

PEOPLE: A group of individuals too large to count precisely.
Thousands of people marched on Parliament.

PERSONS: A specific number of individuals.
Police arrested twenty-two persons.

PERQUISITE: a special privilege (perk).
A new car is one of the perquisites of the job.

PREREQUISITE: a condition or requirement.
A BA is a prerequisite for admission to our program.

PERSONAL: private, individual.
He is her personal assistant.

PERSONNEL: employees.
All personnel are aware of the new policy.

PRACTICABLE: capable of being done.
Your scheme seems practicable.

PRACTICAL: sensible, oriented toward results.
Emphasis in this course is on practical, job-related problems.
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PRINCIPAL: first or most important.
Her principal reason for leaving was to travel.

PRINCIPLE: rule or idea.
We support the principle of democracy.

PROPONENT: advocate.
He is a strong proponent of free speech on the Internet.

PROTAGONIST: central character in a story.
Dominic Da Vinci is the protagonist of Da Vinci’s Inquest.

PROSTATE: male gland.
He suffered from an enlarged prostate.

PROSTRATE: lying face down.
He prostrated himself before the king.

RAVAGE: to lay waste.
The barbarians ravaged Britain after the Romans left.

RAVISH: to seize, carry away with emotion.
Her musical artistry ravished her listeners.

REGRETFULLY: in a manner displaying regret.
We regretfully left the scene of the accident.

REGRETTABLY: in a manner that others disapprove of.
Regrettably, he refused to accept blame.

Note: Only human actions are regrettable. Do not say “The earthquake was regrettable.”
REND: to tear.
TV coverage of the famine victims was heart-rending.

RENDER: to give, cause, or yield.
Render unto Caesar what is Caesar’s.

RESPECTABLY: correctly, decently.
He dressed respectably despite his poverty.

RESPECTFULLY: in a manner showing respect.
She spoke respectfully to the judge.

RESPECTIVELY: in the order named.
Joe and Janet earned an A and a B, respectively.

SEASONABLE: appropriate to the season.
Autumn was seasonably cool.

SEASONAL: pertaining to the season.
We enjoyed a seasonal high temperature yesterday.
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SHALL: Expressing determination; also used in legal writing.
We shall win despite the odds.
The commissioner shall hold the position at Her Majesty’s pleasure.

WILL: Expressing future intent.
We will ship version 2.0 by May 1.

SIMULATE: pretend, imitate.
To obtain her wealth, he simulated mad adoration of her.

STIMULATE: provoke, arouse.
Her secretive behavior stimulated his curiosity.

STATIONARY: unmoving.
We remained stationary; the brake was still on.

STATIONERY: writing materials.
The letter was on official stationery.

THEIR: possessive of “they.”
Their success was predictable.

THERE: at that place or point.
Be there at noon tomorrow.

THEY’RE: contraction of “they are.”
They’re some of my best friends.

TO: preposition or sign of an infinitive.
She went to college to improve herself.

TOO: also or excessively.
He read too fast to comprehend the material.

TWO: number.
The two sales representatives made a very professional presentation.

VENAL: corruptible.
The government is full of venal politicians hoping to get rich by illegal means.

VENIAL: pardonable.
Compared to his crimes, your offences are venial.
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DICTION DEMONS EXERCISE 1
Underline the correct term in parenthesis.
1.
2.
3.
4.
5.
6.
7.

Because she’s afraid of needles, she’s (averse, adverse) to giving blood.
How will this quiz (affect, effect) my grade?
As your attorney I should (appraise, apprise) you of the legal problems you face.
We have a large (amount, number) of assignments to carry out this month.
He argued the case just (as, like) I knew he would.
Dr. Corelli (implied, inferred) his disapproval by his sour expression.
(To, Too) many young people (flaunt, flout) the law by publicly abusing drugs and
alcohol.
8. She had to (council, counsel) her colleagues to try to get by with (fewer, less)
employees.
9. In the (meantime, meanwhile), we had (all ready, already) arrived at the bus stop.
10. She’s a strong (proponent, protagonist) of free trade, and she makes a (forcible,
forceful) case for her position.
11. The invaders (ravaged, ravished) the prosperous farms and orchards near the border.
12. (Their, There) political views were sharply opposed, but they still managed to
(collaborate, corroborate) quite effectively.
13. Please order the following items from our usual suppliers of office (stationary,
stationery).
14. You deserve the best (advise, advice) I can give you.
15. If it’s (all right, alright) with you, I’d like to take tomorrow afternoon off.
DICTION DEMONS EXERCISE 2
Correct any diction errors you find. Mark correct sentences with a C.
1. The amount of students registered in the coarse was sharply higher.
2. Council for the defence was Carole Lemieux.
3. The supervisor seemed to imply, through a sarcastic tone of voice, that we had done
poorly.
4. Dave Richardson made a forcible argument, sighting precedents for his position.
5. My cousin told an incredulous story about abduction by a UFO.
6. We admired the luxuriant furnishings of the hotel suite, but the continuous roar of
the air conditioning was annoying.
7. Please accept my apologies. I went much farther in my remarks than I had intended
to.
8. International figure skating lacks disinterested judges who will evaluate contestants
on merit alone.
9. Thanks to the new filing system, we have less problems than before.
10. Careful preparation should insure success in any endeavor.
11. This incidence alerted the company to its poor security.
12. The system looks practicable, but how will it effect worker morale?
13. Dan Perkins seems loathe to take on this assignment. Perhaps we could divide the
task among Harry Peterson, Diane Lu, and Carlos Chavez.
14. My principle reason for leaving was to return to school.
15. After seeing his first operation, he staggered out, nauseous at the sight of blood.
16. Her entertaining speech, praising Vancouver’s attractions, persuaded us to visit.
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17. For such a swindler, ten years in prison would be just desserts.
18. A hoard of tourists arrived for the snowboarding championships.
19. We check the stock market six times everyday.
20. Don’t loose your composure if the interviewer asks personnel questions about your
private life.
10.14 PUNCTUATION
Punctuation drives people crazy because the rules are often flexible or have many
exceptions. No one said life was going to be easy. The following short guide should help
to get you through the major difficulties. Consult any composition handbook for more
detailed advice, and remember: Use the least punctuation that will do the job. When in
doubt, leave it out.
USE A PERIOD
To end a sentence.
After many abbreviations: Mr., Dr., Sen., Prof.
As one of three “ellipsis marks”(…). to indicate missing material in a quotation
or a break in continuity.
Note: If a sentence ends with an abbreviation, one period is enough.
USE A COMMA
Between short independent clauses that have no internal commas.
He thought hard, he wrote carefully, and he sold his article.

Between two reasonably long independent clauses joined by a conjunction.
I placed a long-distance collect call, but he evidently wasn’t home. (Compare: I called but
he wasn’t home).

After a dependent clause that introduces an independent clause.
When I called him, he wasn’t home.
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Before and after a parenthetical clause or phrase in the middle of a sentence.
Mr. Randall, when I called, wasn’t home.
She is, in my opinion, a suitable candidate.

After a long phrase (five words or more) that begins a sentence.
In a strange and undefinable way, she was glad to hear the news.

After any introductory phrase that contains a verb.
In closing, I must thank our host.
Running for the train, he dropped his suitcase.

To set off words like however and moreover when they link sentences.
The first shipment arrived promptly. However, it was slightly damaged.

To separate words, phrases, and clauses in a series.
For breakfast we had ham, eggs, toast, and jam.

Note: Many people prefer to drop the last comma in such a list. We recommend
keeping the comma to ensure clarity and consistency.
After terms such as e.g., i.e., and namely, that introduce a series or example.
Vancouver has several good beaches, e.g., Ambleside.

Note: Use the Latin abbreviations e.g. and i.e. only when someone puts a gun to
your head; their English equivalents are for example and that is.
Between adjectives that could be separated by the word and.
She is a bright, cheerful person.

To set off the person spoken to directly.
Tell me, Tom, what you think of the idea.
Get off the road, you idiot!

To set off direct quotation.
She said, “Good morning.”
“Good morning,” I replied.

USE A SEMICOLON
In compound sentences (those having two or more independent clauses) not
joined by conjunctions. The semicolon is a signal that the next clause is very close
in thought to the last one.
I was more than upset; I was frantic.
We are studying your idea; we hope to respond to it soon.

In compound sentences joined by such words as however, moreover, and
furthermore.
Your idea is very interesting; however, we can’t afford it.

To set off a series of clauses or phrases that contain internal commas.
Visitors came from Fredericton, New Brunswick; Hamilton, Ontario; and Coronation,
Alberta.

Note: A semicolon does NOT introduce a list or explanation, or follow a
salutation. Do NOT write—
We went to three resorts; Acapulco, Cozumel, and Cancun.
Dear Mr. Jones;
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USE A COLON
To introduce a phrase or clause which illustrates or explains the preceding
clause.
I had good reason to be unhappy: someone had stolen my car and wrecked it.

Note: You could use a semicolon here, but the colon signals that an explanation
is coming. Here’s another example:
Toronto is a fascinating city: it is politically lively, culturally diverse, and economically
vibrant.

To introduce a series following a grammatically complete sentence.
You’ll need the following items: warm clothing, a sleeping bag, and good hiking boots.

Before an extended quotation.
Mackenzie King’s motto was: “Conscription if necessary but not necessarily conscription.”

Before an enumerated list.
Please bring: 1) warm clothing, 2) a sleeping bag, 3) good hiking boots.

To express the time in numerals.
It is exactly 10:45 a.m.

USE A QUESTION MARK
After a direct question.
When was Socrates born?

To express doubt or uncertainty.
Socrates lived between 470 (?) and 399 B.C.

USE AN EXCLAMATION MARK
Very sparingly, to express surprise or strong emotion—and never use more than
one.
So much for the government’s promises!

USE A HYPHEN
To separate the parts of a compound noun or compound adjective.
He’s a strong anti-separatist.
This is a reddish-brown compound.

To break a word at the end of a line, usually between syllables.
We can expect rising temperatures caused by the greenhouse effect.

To form compound numbers from 21 to 99 in word form.
Ninety-six customers responded to the survey. Twenty-two, however, did not complete it.

To form compound adjectives from fractions or from combined numbers and
words.
We hold a one-quarter interest in the company.
You’ll need a two-thirds majority to pass the motion.
Our restaurants offer 24-hour-a-day service.
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Note #1: Some compounds always take hyphens, such as part-time, up-to-date,
and public-spirited. Others take hyphens when they appear before the term they
modify, but not when they appear after it.
Examples:
This is a once-in-a-lifetime experience.
This experience comes once in a lifetime.
She joined a well-established firm.
Her firm is well established.

Consult your dictionary when in doubt. A permanent compound will show a
hyphen. A temporary compound will not.
Note #2: Do NOT hyphenate a compound containing an adverb that ends in -ly.
Examples:
She is an exceptionally gifted pianist.
His truly sincere appeal was successful.

Do NOT hyphenate most compounds containing a comparative or superlative.
Example:
He is the least known, but most effective, executive in the industry.

BUT hyphenate such terms when they form part of a permanent compound.
Examples:
He wrote a best-selling cookbook.
She came from one of the better-off families in our town.

Sometimes a hyphen in such terms can change the meaning:
We need more careful research on this problem. (That is, we need more of the same).
We need more-careful research on this problem. (Previous research has been careless).
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USE A DASH
To show a break in thought or continuity, or to set off a phrase for dramatic
impact.
The men ran—if such cowards could be called men.
Standing in the doorway was my mortal enemy—Baron Corvo.

To indicate parenthetical material that is the result of such a break in thought.
I wrote an application letter—taking care to proofread it—and mailed it.

Note: On a computer, you should be able to distinguish between an “em dash”—
and the shorter “en dash”—. The en dash usually serves to link two numbers:
Office hours 10:00—12:00. But if you are sending a message in ASCII text, which
doesn’t recognize dashes, use two hyphens instead.
Use the dash sparingly. You can use it as a substitute for commas, semicolons, or
parentheses, but overuse will give a breathless, scatterbrained quality to your
writing.
USE QUOTATION MARKS
To indicate direct, word-for-word quotation.
“How are you?” Sally asked anxiously.

To enclose titles of articles, short literary works, and excerpts from books such as
chapter titles.
“Blake After Two Centuries,” by Northrop Frye, is a useful article.

To enclose words that are being discussed or introduced.
The term “chill out” is already dated.
Let us examine the concept of “anti-matter.”
Why do kids say “go” when they mean “say”?

Note: Commas and periods usually go inside quotation marks. Colons and
semicolons go outside. Question marks go inside or out, depending on the
context. A quotation within a quotation use single quotation marks.
“What in heaven’s name is ‘anti-matter’?” he asked.

USE AN APOSTROPHE
To indicate omitted letters in a contraction.
It’s good to see you’ve come home for Hallowe’en. (Equivalent to “It is good to see you
have come home for All Hallows Evening.”)

With an added s to indicate possessive forms of nouns.
Sam’s house is next door to the Smiths’ house.
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To form the plurals of individual letters and numerals.
Your 7’s look like 1’s.
Mind your p’s and q’s.

USE PARENTHESES
To enclose nonessential material.
He was re-elected (by a narrow margin) but died soon after.

To enclose or set off letters or numerals in an outline.
(3) Revised salary schedule
3) Revised salary schedule

Note: Punctuation goes after parentheses, not before them. Example:
At college I met Samantha Kim, Murray Smith (who later went to jail), and Ibrahim
Suleiman.

USE BRACKETS
To insert comments, explanations or corrections into quotations by others.
According to Smith, “He [Churchill] was an astute diplomat.”
“Standards are definately [sic] dropping.”

In the second example, the writer points out an error but doesn’t correct it; sic
means thus in Latin. In other words, “Thus he wrote the word, so don’t blame
me.” Note that brackets are not the same as parentheses.
USE AN UNDERLINE
Rarely in word processing. Underlining has been largely replaced by the use of
italic fonts. Some writers still underline to indicate foreign phrases that have not
yet become accepted as ordinary English.
She had an odd sense of déja vu.

To set off titles of books, periodicals, plays, films, and major artworks.
Alice Munro’s novel Friend of My Youth was reviewed in the Montreal Gazette.

To stress the meaning of a particular word or phrase.
This test is much more accurate.

To draw attention to a particular passage in quoted material.
King argued for “Conscription if necessary but not necessarily conscription.” (My
emphasis)

Sometimes, to show that the underlined word is under discussion.
Why do children say go when they mean say?
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PUNCTUATION REVIEW EXERCISE 1
Correct the punctuation in the following sentences. Not all sentences are incorrect.
Errors of capitalization may also occur.
1. “In my opinion”, said general Wilson, “the enemy will attack within twenty four
hours”.
2. An oxymoron is a contradiction in terms, like “evil saint” or “honest thief.”
3. While most people hate and detest punctuation they realize that they need to
understand how to use it.
4. As suburban sprawl encroaches on wilderness many species lose the habitat they
must have to survive.
5. Computers enable writers to produce almost any document they require including
letters brochures memos and contracts.
6. A business letter usually contains three major components; orientation, information,
and action.
7. According to Statistics Canada, young people between the ages of 15 and 24 face an
unemployment rate of 22 percent.
8. Walking across a meadow east of Jasper we encountered the bones of a recently killed
elk.
9. As a graduate of the School of Business at Capilano College I have a good grounding
in marketing, advertising, and the applications of microcomputers in business.
10. Vancouver is a cosmopolitan city, it’s residents come from all parts of the world and
give it a unique blend of cultures.
11. During the last year I worked in Vancouver, B.C., Calgary, Alberta, Winnipeg,
Manitoba, and Thunder Bay, Ontario.
12. Please send your résumé in confidence to Box 200, The Globe and Mail, 444 Front
Street W., Toronto ON M5V 2S9.
13. Having worked for two long years on his novel; Roger Brown was delighted to sell it
for an advance of $200,000.
14. I have three more items for the agenda, the new benefits package, the overtime issue
in the shipping department and the current seniority list.
15. After completing the program I wrote several prospecting letters to learn more about
job opportunities.
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PUNCTUATION REVIEW EXERCISE 2
Punctuate and capitalize the following essay.
1. About fifty years ago scientists discovered the ruins of an ancient civilization it is on a
small greek island.
2. Although the island is small and is not in the atlantic many things about it sound
reminiscent of atlantis.
3. The island couldnt have been the actual atlantis if there ever was one but it could
have been the society that the atlantis legends were based on.
4. Now called santorini but known in ancient times as thira the island is a volcanic cone
rising from the aegean sea.
5. The ancient inhabitants lived in a beautiful city whose walls were adorned with
magnificent works of art murals mosaics and carvings.
6. About 1400 bc the volcano erupted with more violence than that of krakatoa burying
the city in more than a hundred feet of ash.
7. The eruption blew the island into a chain of smaller ones and caused a seismic sea
wave that devastated the larger island of crete south of thira.
8. The theory that thira was atlantis is based largely on the assumption that the eruption
also caused the collapse of the great civilization on crete.
9. Recent archaeology however places the decline of crete several centuries after the
great eruption.
10. Nevertheless the eruption and the disappearance of thira may have been recorded in
folk tales and could have helped inspire platos account.
11. Here as in many other cases science has indicated the reality underlying legendary
events.
12. Whether or not thira was indeed atlantis we are certain that a great disaster occurred
in the mediterranean over three thousand years ago.
13. Some day perhaps future archaeologists will discover the ruins of our civilization
and speculate on whether we were the source of ancient legends about a mighty
culture that vanished catastrophically in a forgotten past.
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PUNCTUATION REVIEW EXERCISE 3
Supply all missing punctuation and capitalization in the following sentences.
1. Mr garrett mailed the letter with the inaccurate figures but he did not realize his
error.
2. The accountant was looking for invoices dated July 1 1999 August 15 2001 and
January 15 2003.
3. Because the elevators were out of order all of the employees working on the top floors
were late in arriving.
4. A number of the companys sales staff for example donna smith carol hart and charles
wong have recently won promotions.
5. Letters papers pens books notebooks and journals were lying on the desk.
6. Working against a deadline to finish the report ken ignored the ringing phone.
7. Dave nilsen my new tax consultant is on a business trip to calgary.
8. The last line of the letter read we do not think ms blair that you want to harm your
credit by not paying this small balance owing.
9. Even though we sent it by registered mail the contract has not arrived.
10. The apartment house that is for sale contains four furnished two bedroom
apartments three unfurnished three bedroom apartments and four furnished one
room studio apartments.
11. Please omit these paragraphs from the report page 1 paragraph 3 page 3 paragraph 4
page 15 paragraph 2.
12. You can take either of two direct flights one leaves at 1015 am and the other at 415
pm
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PUNCTUATION REVIEW EXERCISE 4
Punctuate the following business letter, and correct the capitalization where you need
to.
July 15 2005
Dr Frances Chan
Manitoba Radiology Society
1661 Portage Ave. Ste 705
Winnipeg MB R3J 3T7
Dear Dr Chan
Thank you for your letter of July 10 asking about our conference facilities Its an honor to know
the Manitoba radiology society is considering our lodge as the Site of next years conference
Big Sky Lodge offers ideal facilities for groups of any size from 10 to 100 Residential cabins are
comfortable and quiet with most including Kitchenettes However the lodges own Dining hall
can serve excellent meals for up to 150 persons at very reasonable cost
Meeting rooms are in the main building adjacent to the dining hall Three rooms will comfortably
seat 30 persons each the Dogwood Room seats up to 60 All rooms have screens for slide and
film projection and the Dogwood Room has a projection screen video monitor and an excellent
sound system We also expect to have high speed internet connections in all conference rooms by
the time of your conference
Recreation facilities are superb We offer an indoor swimming pool and Sauna tennis courts
hiking trails and a mountain bike rental service Our pub the Jolly Lumberjack is a congenial spot
for after hours relaxation and informal conversation
Ive enclosed a brochure listing current prices with photographs that show the comfort and style
of our cabins and other facilities and the beauty of our scenery
We would be delighted to be the venue for your societys conference Please phone fax or write if
you need any further information
Sincerely yours
Chester Field
Chester Field
Manager Big Sky Lodge
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10.15 CAPITALIZATION
USE CAPITAL LETTERS FOR:
The first letter of a sentence, and of quotations within a sentence if the quotations are
themselves full sentences.
He called out harshly, “Come here at once.”

Proper nouns.
Germany, English, Janet Jones, Canada Revenue Agency

Note #1: Some proper nouns become part of common nouns and lose their capital letters
in the process: india ink, french fries, plaster of paris, venetian blinds, putting english on the
ball.
Note #2: Names of industries are not proper nouns. If you work for Tourism Vancouver,
you are in the (lower case) tourism industry.
Days of the week, months of the year, and periods of historic or prehistoric time (but not
seasons).
Thursday, September, Iron Age, Cenozoic era, winter.

Many abbreviations.
B.C., M.D., Ph.D.

Note: In many cases, writers drop the periods from common abbreviations: RCMP, UK,
UN, NAFTA. Whether you keep the periods or not, be consistent.
A complete thought requiring emphasis after a colon.
Important: Do not use the old forms after April 30.
Wanted: Student to work weekends.

Commonly used nicknames or regional names.
At last Tootsie was in Hogtown.
We always go to the Maritimes for the summer.
They moved to the Lower Mainland.

Trade names.
Someone left a Styrofoam cup and a box of Kleenex on the Xerox copier.

Note: Companies holding trade names often prosecute writers who fail to capitalize
them. This is to prevent the trade names from becoming generic and therefore available
for anyone to use.
A title before a person’s name.
Vice-President Diane F. Kirby
Diane F. Kirby is the firm’s vice-president.

Note: In correspondence, as in the inside address, the title follows the name and is
always capitalized:
Ms. Diane F. Kirby, Vice-President.

The title of an executive officer in an organization’s minutes.
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The Treasurer’s report was read and received.

Main words of books and article titles, including prepositions with four or more letters.
Dalton Camp wrote Whose Country Is This Anyway?
Have you read A Whale for the Killing?
The article was titled “Effective Supervision in the Automated Office.”

Ethnic references to language, nationality, culture, and sometimes race.
She speaks fluent Cantonese.
We love Indonesian food.
The Chicano vote is powerful in California.
We have a lively South Asian community in Vancouver.

Note: The word white is not usually capitalized, and black may appear in either upper or
lower case. Negro is always capitalized but is now rarely used.
Names of specific courses, but not of sciences or fields of study unless they’re names of
languages.
I studied psychology in Psychology 100.
My first drama course was Elizabethan Drama.
He studied English composition in English 100.

In SI/metric units, only the word Celsius takes a capital letter. However, SI abbreviations
based on proper names take a capital, and so does the abbreviation for litre.
60 V (volts) —from Volta
100 G (gauss) —from Gauss
2L (litres)

In bulleted lists, listed items do not take capitals if they are grammatically part of the
sentence that introduces them.
Chesterton offers you—
•great skiing
•superb snowboarding
•exciting mountain biking
•exhilarating whitewater rafting
•awesome rock climbing
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If the list is made up of complete sentences, each listed item does take a capital.
Why visit Chesterton?
•
It’s got great skiing from November to April.
•
It offers superb snowboarding.
•
Mountain biking challenges everyone from novices to professionals.
•
Whitewater rafting is the best in the country.
•
Rock climbing is awesome, but not for the faint-hearted.

10.16 NOTES ON WRITING NUMBERS
In general, use the figure (17) instead of the word (seventeen); the reader understands
figures more easily. In invoices, tabular material, purchase orders, and so on, always use
figures. In letters and reports, use the “Rule of 10”: spell out numbers from one through
nine; use figures for 10 or higher. Exceptions: amounts of money and some isolated cases
given below.
1. If a sentence begins with a number, use words.
Fifty persons applied for the position.
Nineteen ninety-three was a memorable year for our family.

2. When a number begins a sentence, another number follows to form an approximation,
write both as words.
Fifty or sixty will be enough.

3. Don’t begin a sentence with a long number.
Awkward: One thousand five hundred and twelve delegates have registered.
Preferable: Registration showed 1,512 delegates attending.

4. When a sentence contains one series of numbers, use figures for all members of the
series.
We had 25 applicants from Nova Scotia, 15 from New Brunswick, and 6 from Newfoundland.

5. When a sentence contains two series of numbers, express the members of one series in
words and the other series in figures.
Five students scored 95 points; seventeen students scored 80 points; eleven students scored 75
points.

6. When one number immediately precedes another number of different context, express
one number in words and the other in figures.
The specifications call for twenty—five 25 cm x 120 cm boards.
The deposit slip listed four 5’s as the only currency.
You ordered twelve 10 cm bolts.

7. When an isolated number is below 10, express it in words. (This rule does not apply to
exact dimensions or amounts of money. Use numerals with SI symbols).
We made only eight online sales yesterday.
We had to replace three components.
The wire is 2 mm thick.

8. Join compound numbers from twenty-one to ninety-nine with a hyphen. Again, this
rule does not apply to metric usage.
Fifty-six accounts
Twenty-two women
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56 km; 22 ha; 93 mm.

9. Numbers of more than four digits should set off each group of three, starting from the
right.
1,021 (or 1 021)
60,000 (or 60 000)
1,346,000 (or 1 346 000)

Exceptions: Dates, street numbers, serial numbers, page numbers.
10. Express amounts of money in figures. In legal documents, use both words and
figures.
$150 $150.15 $.57 (or 57¢)
Ninety-five dollars ($95)
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CHAPTER ELEVEN: MORE STYLE AND EDITING EXERCISES
11.1 GRAMMAR AND USAGE REVIEW #1.
Correct any grammatical or usage errors in the following sentences, and watch out for
mispellings.
1. The man who I mentioned has requested an interview.
2. A business letter or report communicate partly through appearance.
3. Mr. Vanzetti, whom I thought would handle the case, is on vacation.
4. What do you think of the budget’s affect on inflation?
5. Beleiving the subject to be important, I devoted a week to writing the report.
6. The continuous interuptions disrupted the meeting.
7. The files, on a CD—ROM, was sent to my assistant and I.
8. No one may dump anything along this road exept a garbage truck driver.
9. We worked continually without a break from 9:00 until noon.
10. Which of the two tests is fastest?
11. Each of the trainees were tested thoroughly.
12. You did good on the last exam; if I was you, I’d continue the course.
13. Bob and myself will be there puntually at 9:00.
14. The media is often critized for giving buisness a poor public image.
15. The college offered a program of five coarses.
16. These kind of viruses are hard to indentify.
17. My cousin is younger than me, but I can run as fast as him.
18. Repetition of these experiments helps to prove our point.
19. Each student was suppose to bring their own art supplies.
20. He assigned Margaret, Joe, and I to a special project.
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11.2 GRAMMAR AND USAGE REVIEW #2
Correct all errors in grammar and usage. Mark correct sentences with a C.
1.
2.
3.
4.
5.
6.
7.

Standing next to the car was a police officer and a reporter.
In the climatic scene of the play, David turns out to be the heir.
Should pornography be censured by officials before it’s put on sale?
Nauseous at the sight of blood, he staggered out of the room.
The lottery prize was divided equally between the seven winners.
You could loose sales and profits if you ignore your customers’ needs.
Our MP is a strong protagonist of nuclear power; she seems to be a disinterested
advocate because she doesn’t stand to benefit by it.
8. While on holiday he grew a luxurious mustache.
9. Everyone of the applicants were interviewed at least twice.
10. The report contains a long forward setting out the reasons for the study, and the
author makes a forcible case for taking action.
11. We’re getting a large amount of requests from people wanting help.
12. She told Stan and I to report our sales at the end of each week.
13. To insure that they could get tickets, they stood in line all night.
14. Cocaine users suffer many adverse effects from the drug.
15. His tone of voice inferred strong disapproval of the proposal.
11.3 GRAMMAR AND USAGE REVIEW #3
Correct any errors in grammar and usage in the following sentences. Mark correct
sentences with a C.
1. The symptoms of lead poisoning varies with each case.
2. I believe athletics improve school moral.
3. These kind of women often succeed in business through sheer courage.
4. Their parents should never of allowed Betty and he to get married.
5. All the students whom I talked to seemed happy with the system.
6. I called Martha, but it wasn’t her who answered the phone.
7. We live more secure than our ancestors thanks to modern medicine.
8. He felt badly about his mistake and apologized sincerely.
9. If Canada was a warmer country, its population would be larger.
10. The amount of student applications caught the college by surprise.
11. The protests did not effect the government in the slightest.
12. He flouted his new wealth by buying a Rolls Royce.
13. The typical adolescent thinks they have to conform to be popular.
14. If you listen close, you’ll hear the noise quite distinct.
15. Along with increased speed comes many new problems in jet design.
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11.4 COMMAS WITH INTRODUCTORY PHRASES AND CLAUSES
1. If an introductory phrase is longer than five words, set it off with a comma.
2. If an introductory phrase is five words or shorter, set it off with a comma only if you
feel it helps the readability of the sentence.
3. If an introductory word or phrase contains a verb or adverb, it generally takes a
comma. For example:
Running to the car, he dropped his keys. (Contains verb “running.”) Fortunately, he retrieved them.
(Adverb).

In the following sentences, place commas where necessary after introductory words and
phrases. Don’t rewrite.
1. By the end of April we will have shipped ten thousand units.
2. In our opinion management is recklessly ignoring safety questions.
3. In conclusion I want to repeat two key points.
4. In concluding I want to repeat two key points.
5. For the rest of the class students explored the Web site.
6. Among other problems staff are concerned about office security.
7. While vacationing at Silver Star she applied for a job as an instructor.
8. Secondly we should review our media—relations policy.
9. At the bottom of the rapids we entered a welcome stretch of flat water.
10. Despite this setback the team came in on budget and ahead of schedule.
11. Going over the data I found a striking trend.
12. To begin with research shows a rapidly aging population.
13. In a video teleconference participants soon forget they’re not in the same room.
14. When providing support technicians must stay in touch with the office.
15. Throughout the election campaign workers toiled day and night.
11.5 COMMAS WITH SUBORDINATE CLAUSES
Remember four simple rules:
1. A subordinate clause that begins a sentence always takes a comma.
When she called, his phone was busy.

2. A subordinate clause that ends a sentence will usually not take a comma.
His phone was busy when she called.

3. A subordinate clause that ends a sentence will take a comma if it adds information
that isn’t crucial to the meaning of the sentence.
His phone was busy when she called, which annoyed her.
She called Thomas, who was an old friend.

4. A subordinate clause may be the subject of a sentence; in this case it does not take a
comma before the verb.
When she called is crucial to his alibi.
What you ask is impossible.
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Insert commas where necessary in the following sentences. If a sentence is correct
without commas, write a C in the margin. Do not rewrite the sentences.
1. Although she lacks experience her training is excellent.
2. While I attended Dalhousie University I worked part—time as a bagel baker.
3. Three suppliers submitted bids via email while two others sent their bids by courier.
4. How you tackle this assignment will be entirely up to you.
5. If you download files from the Internet you should be sure they’re free of computer
viruses before you install them on your hard drive.
6. Don’t give us excuses when we need results.
7. Before you visit the Wild Game Market in Guangzhou prepare yourself for a shock.
8. Just after he left the summit Charles fell and broke his ankle.
9. Whoever cracked the code must be a superb mathematician.
10. Production has jumped by 15 percent since we adopted the new system.
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11.6 SUBJECT-VERB AGREEMENTS
Correct any verbs that don’t agree with their subjects in the following sentences. If a
sentence is correct as written, put a C beside its number in the margin.
1.
2.
3.
4.

Mr. Sidhu, like his partners, are researching new market possibilities.
Review of our previous studies show a regular dip in sales every January.
The police says over five hundred dollars was taken in the robbery.
Our firm, as well as our competitors, are constantly trying to improve services to
customers.
5. The number of complaints so far this year have been small.
6. Charlebois Consultants, Ltd., is a highly reputable company.
7. Beyond this immediate problem looms the greater problems of declining market
share and lack of innovative technology.
8. The news from our Toronto and Montreal offices are good.
9. Our HR consultant, when she describes management’s current attitude and the effect
of new federal tax laws, aren’t very optimistic about the success of contract
bargaining.
10. Two years is a long time to be a probationary employee; six months seems like a
more appropriate period.
11. Neither the Thompsons nor the Boudreaus are going to the reunion.
12. Everyone who voted for the motion were disappointed when it failed to gain a
majority.
13. Either Miranda Cole or the Williams brothers are likely to go to the conference.
14. Each of our members have been asked to fill out a detailed questionnaire; the results,
tallied by computer, is expected to be known next week.
15. There was three additions to the agenda, so the meeting was long.
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11.7 COMMAS AND SEMICOLONS
Place commas and semicolons wherever needed in the following essay. Do NOT break a
sentence in two by putting a period where a semicolon could serve.
1. Students in the People’s Republic of China live very differently from Canadian
students.
2. The day begins early loudspeakers blare out “The East is Red” at 6:00 a.m. and
students must leave their dormitories for morning exercise.
3. This is a mixture of calisthenics martial arts and close-order drill.
4. While students would rather skip it lateness or absence will mean criticism from the
class’s political leader who keeps records on everyone.
5. After half an hour of exercise students go to their dining hall breakfast is usually
“congee” a kind of rice soup.
6. Classes begin at 8:00 (even earlier in the hot season) and run in two-hour blocks until
noon after lunch everyone takes a nap until 2:30.
7. After the end of the last class at 4:30 everyone is expected to play a sport basketball
and soccer are popular.
8. Privacy for study is rare students usually go to the library in the evenings because
their rooms are too crowded.
9. A typical room perhaps 3 meters wide and 7 meters long will house six students in
three double bunks the room will also hold six desks and perhaps a dresser.
10. Students sleep on wooden boards with only a straw mat under them a mosquito net
is essential.
11. Male and female students though free to visit one another’s rooms are forbidden to
fall in love.
12. The Chinese authorities feel students are in school to work not to indulge themselves
however this policy seems to be softening.
13. Chinese students seem more mature than Canadians yet also very innocent.
14. Men hold hands with men and women with women but public displays of affection
between the sexes are rare.
15. Discipline is firm students who break too many rules may be “assigned to New
Zealand” which means a job in the deserts of western China.
16. Although their living conditions are cramped and unpleasant Chinese students seem
cheerful and dedicated.
17. Western observers are struck by students’ courtesy attentiveness and eagerness to
learn top academic students who in Canada might be considered “grinds” or
“nerds” are highly respected and liked by their classmates.
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18. People in China often say that post-secondary students can always be identified by
their tidy clean-cut appearance.
19. Having passed a series of tough exams to get into college or university Chinese
students know they’re bright and on the verge of important careers.
20. They know they won’t earn much as new graduates: their starting pay will be only
about $35 Canadian per month.
21. A very few with luck and determination will get a chance to study overseas.
22. As they trot out for morning exercise they can console themselves with the thought
that some day soon they may rule China.
11.8 WHO AND WHOM
Underline the correct form of the pronoun in the following:
1. By (who, whom) were you sent?
2. Mrs. Bunce is the only broker (who, whom) we’ve called this morning.
3. Our policy is to send a free sample to (whoever, whomever) requests one.
4. Do you know (who, whom) to call for more information on using this equipment?
5. Generally, our supervisor assigns these orders to (whoever, whomever) has the
lightest work load.
6. Please provide these reports to (whoever, whomever) you have named chairperson of
the Policy Committee.
7. Supply these extra forms to (whoever, whomever) needs them.
8. Mark Davison is a tax consultant (who, whom) we have worked with for more than
ten years.
9. Carrie told us that she does not know yet (who, whom) she will appoint to the vacant
position.
10. (Who, Whom) do you think she wants to assign to the new account?
11. Jean asked (who, whom) I would prefer to work with on the O’Neill project.
12. Of course, Hamon Enterprises will award the account to (whoever, whomever) offers
the most cost-effective approach.
13. When I need legal advice, (who, whom) should I call?
14. We buy supplies from (whoever, whomever) offers us the lowest prices.
15. Everyone wants to know (who, whom) will be the next vice—president in charge of
marketing.
16. Has Fred announced (who, whom) will write the Sharif proposal?
17. Diane Lu is a fitness instructor (who, whom) has worked with us for over five years.
18. Has the Board of Directors already decided (who/whom) to hire as the new
consultant?
19. She is the kind of person (who/whom) I admire: assertive, professional, and loyal.
20. Bring (whoever/whomever) you like with you to our Open House on Friday.
11.9 PUNCTUATION AND CAPITALIZATION
Punctuate and capitalize the following essay.
1. The civilizations of the americas though they seem mysteriously remote flourished
fairly recently.
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2. Probably the earliest of these lost civilizations was that of a people we call the olmecs
they lived on the east coast of mexico almost three thousand years ago.
3. What little we know of olmec culture comes almost entirely from their sculpture
which is extremely impressive.
4. About seventy years ago scientists unearthed a two metre twenty tonne stone head
that had lain buried for centuries in the jungle near the gulf coast.
5. Archaeologists have found several similar heads since then.
6. All the heads have plump round faces however each sculpture is clearly of a
particular individual.
7. Some olmec statues seem to portray children with birth defects for example a harelip.
8. Archaeologists offer this speculation perhaps the olmecs like some other societies
thought that such children were the favourites of the gods.
9. Olmec art raises intriguing questions about the history of the americas before
columbus.
10. For example olmec carvings portray the natives greeting people who seem to be
ambassadors from other races.
11. The olmecs made these carvings long before travellers from other continents arrived
in the americas at least according to present belief.
12. Like several other american cultures the olmecs seem to rise fully civilized out of
nothing to flourish for a few centuries and then to vanish as mysteriously as they
came.
13. Given the hints of contacts with people from across the atlantic its tempting to
imagine that ancient greeks or egyptians sailed west to mexico.
14. Actually such explorers were more likely to have come from africa the inhabitants of
ancient morocco for example were good sailors.
15. Such ideas are only speculation we simply dont know enough about the olmecs to be
certain.
16. Until we gain positive proof of such ancient contacts we must assume that ancient
american civilizations developed independently.
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11.10 BASICS REVIEW: FATE OF THE DINOSAURS
Correct any errors in spelling, punctuation, grammar and usage in the following short
essay. Mark correct sentences with a C.
1. Many theories have been suggested to explain the extinction of the dinosaurs 65
million years ago.
2. Some people have speculated that dinosaurs where to stupid to prevent tiny
mammals from eating the dinosaur’s eggs. Others have argued that minor
changes in climate where enough to freeze the cold-blooded dinosaurs or to
destroy there food supply. The protagonists of these theories have faced one
embarassing problem their theories could not be tested and proven true or false.
Anyways, the question was purely acedemic, what difference did it make?
3. Then a few years ago a new theory arose, it may not be entirley accurate but it has
generated some exciting science in unexpected ways.
4. According to the father-son team of Luis and Walter Alvarez, a planetoid, (a chunk of
rock perhaps 10 kilometers across), crashed into the earth about 65 million years
ago, at the end of the cretaceous era when the last dinosaurs lived. Like most
planetoids and meteoroids, this object was rich in the element called iridium—an
element rare in the earths surface rocks.
5. Exploding with unbeleivable force as it struck the earth; the planetoid threw a cloud
of dust and debris high into the atmosphere. The dust cloud would of blocked
the suns rays for months or even years, temperatures on the surface would of
dropped, and most plants would of died. Deprived of there food sources, the
dinosaurs and many other species soon perished; leaving the earth to the small,
mouselike mammals from which modern animals including humans, are
decended.
6. The Alvarez theory predicted that a thin layer of iridium would be found at the socalled “K-T boundary” between the rocks of the cretaceous era and those of the
tertiary. This boundary marks the extinction of the dinosaurs and the rise of the
mammals.
7. With growing excitement scientists soon reported finding the iridium layer at widely
scattered points around the world. The scientific concensus began to swing in
favor of the theory.
8. More recently a scientist has found microscopic particles of soot at the K-T boundary,
he suspects that the fall of the planetoid set off enormous forest fires over
millions of square kilometers. Soot particles from the smoke of these fires would
of been driven into the upper atmosphere, strongly effecting the climate at the
earths surface. Temperatures would of dropped imediately and even more
sharply then the Alvarezes had originaly beleived. Months or years later the soot
would fall to earth and temperatures would raise again.
9. Of coarse, no one would have gone looking for ancient soot if the idea of a falling
planetoid had not of been raised. And not long ago geologist have found the
buried remains of a giant crater in Yucatan, its exactly the right age and size to be
the planetoid that the theory called for. This is what distinguishes real science
from idle speculation; a genuine scientific theory makes predictions that can be
either confirmed or refuted.
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10. Is the Alvarez theory correct, then? We still cannot say for sure, some evidence is
unclear and a few researchers have raised serious arguements against it. For
instance; if it was to cold for dinosaurs, why did the cold-blooded alligators and
crocodiles survive. One scientist believes he has found dinosaur fossils that are
more recent than the planetoid fall. Untill such questions are resolved, scientists
will persue them.
11.11 BASICS REVIEW: E.B. WHITE
Correct any errors in grammar, spelling, punctuation, and usage in the following essay.
Mark correct sentences with a C in the margin.
1. For half a century E. B. White attracted fanatically-loyal readers.
2. His childrens’ books, including Stuart Little and Charlotte’s Web, have brightened
and deepened the childhoods of several generations, kids delight in Whites’ dry,
deadpan sense of humour; his matter of fact fantasy.
3. His essays—on subjects as diverse as fishing, hurricanes, and the death of a pig—was
admired as the work of a master storyteller.
4. Perhaps White’s influence on North American writing could be overestimated, but it
wouldn’t be easy.
5. He revised a little handbook on english composition; in 85 pages, The Elements of
Style says all that needs saying about how to write well.
6. He cautions us against breeziness, overwriting, and fancy words.
7. “Be clear”, he tells us. “When you say something, make sure you have said it. The
chances of your having said it are only fair.”
8. White’s advice is based on the assumption that good writing can be taught and
learned; and his millions of disciples have largely proved him right.
9. But almost no one can acheive White’s own seemingly—effortless style.
10. “Style is the writer,” White said, “and therefor what a man is, rather than what he
knows, will at last determine his style. ... No one can write decently who is
distrustful of the reader’s intelligence, or whose attitude is patronizing.”
11. In other words our writting will reveal our vices as well as our virtues, more surely
then a lie detector.
12. White’s death from Alzheimers disease seems needlessly horrible; the mental
qualities that made him a great writer were crippled well before he died.
13. Yet though he may have been killed; he was not destroyed; his work and words will
live.
14. Countless children will learn from Charlotte the spider, many as they grow older will
turn to him for advise when they sit down to write.
15. “Be clear,” he will say. “Be clear.”
11.12 BASICS REVIEW: NANOTECHNOLOGY
In the following essay, correct any errors you find in grammar, spelling, punctuation,
and diction. Mark correct sentences with a C in the margin.
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1. Imagine a robot with the calculating power of several modern supercomputers, and
the production capacity of a big japanese factory. Imagine that it can build
anything its programmed for, as well as repair defective equipment.
2. Now imagine that it’s the size of a virus, and operating inside your body along with
millions of others just like it.
3. The robot is a “molecular machine,” its made of just a few million atoms. It’s
designed to heal damadged human cells by repairing the genes in the cell nuclei.
This molecular machine can also indentify and distroy cancer cells, dangerous
microbes, and harmful chemicals. But it’s cheif job is to keep your cells as healthy
as they where when you were a child.
4. Fantastic as this idea may seem, it’s only one of the potential benafits of a
revolutionary new science already under way: nanotechnology.
5. “Nano” means one-billionth, and nanotech means building machines no larger than a
good-sized molecule. Such machines would have on-board computers far more
powerful than anything we have today. Equiped with artifical intelligence, they
could not only keep us in perfect health—they could build anything we wanted,
from houses to rocket engines to enormous diamonds.
6. Whats more, they’d do the designing. And they could even design better versions of
themselves, faster, smarter and more productive.
7. Nanotech offers the promise—and the threat—of a true utopia in which wealth is as
free as air and pollution is only a memory. American scientist K. Eric Drexler, is a
major advocate of nanotechnology. In his 1987 book, Engines of Creation,
Drexler sets out the case for building ever-smaller, ever-smarter machines.
8. A molecular machine, Drexler argues, could reproduce itself in 15 minutes—about the
time a microbe takes to split in two. The two “replicators” would become four,
then eight, 16 and so on. Within hours, millions of replicators could be
swimming in a sea of chemicals, ready to become “assemblers” of anything
they’re programed to build. There raw materials would be dirt and air.
9. And since they could learn real fast, assemblers could leapfrog centuries of
technological developement within days or even hours. As Drexler observes,
engineering computers a million times faster than human engineers could make
a million year’s worth of progress in just one year.
10. The one thing assemblers wouldn’t create is polution, they’d break down any waste
products into individual atoms and use them as more building material. When
there job was done, they’d disassemble themselves.
11. While nanotech may sound impossable, Drexler points out that our own bodies
depend on molecular machines to produce the chemicals and energy that keeps
us alive. A living cell is a factory full of such machines.
12. Drexler thinks the breakthrough into nanotech could come within a decade or two.
The first machines would build better ones that in turn would build still better
ones. So we would see a sudden jump in technology, comparable to the one
between the discoveries of fire and nuclear energy—maybe in a matter of days or
weeks.
13. Drexler and his associates are allready trying to think through the consequences of
such a breakthrough.
14. Nanotech would make work and wealth meaningless. Everyone would have health,
long life, and any material object they wanted—literally for the asking. Energy
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costs would be negligable. A little solar energy would be enough, and most
nanotech “factories” would fit in a pinhole.
15. The natural enviroment would’nt even notice nanotech. In fact, we could stop using
this planet’s resourses and let the whole earth go back to wilderness. With the
matter in a single asteroid, we could supply undreamed-of wealth to every
person in the world (and to anyone who prefered to live in outer space as well).
16. Drexler forsees imediate problems such as overpopulation. If we lived for centuries
and kept on having children, we’d soon crowd every other living thing off the
planet. Nanotech has a horendous potential for abuse; expecially if some
totalitarian nation gained the lead in research. Drexler imagines molecular
machines that could monitor every word that everyone says. They could
lobotomize or tranquilize a whole countrys population.
17. Governments, though, would soon vanish as individuals became self-sustaining.
Why pay taxes when you’re molecular machines provides everything you need?
18. Just like a few computer hackers maliciously create “viruses” to infect other
computers, a few nanotech developers might produce machines more dangerous
than a plague bacillus or AIDS virus. So we’d have to develope “antibodies” to
some molecular machines. Our natural cells would depend on tiny mechanical
guardians; to keep them immune and healthy.
19. We’d also have to create new social institutions to protect individuals and exchange
information. Some of that information would be about new ways to use
nanotechnology, but much of it would be pure art and entertainment. The whole
human race, freed from the need to work, would have to find new purposes in
life, new ways to fill up very long lifetimes of complete liesure.
20. We of today might consider those purposes trivial—but then, working people often
resent the values of those who are free to do like they please.
21. Earlier technologies usually burst upon us without much warning or thought about
consequences. The inventors of the automobile didnt worry about smog, tire
fires, or carnage on the highways. Nanotech, however, is still some distance off.
We have time, if we care to take it, to work out the implications of virus-sized
computers and indefinate human lifespans.
22. Far more than nuclear power, nanotechnology offers us a genuine choice between
heaven and hell. But first we have to answer one question: What are people for?
11.13 BASICS REVIEW: WHEN WORLDS COLLIDE
Correct any errors in grammar, spelling, punctuation, and diction in the following essay.
Mark correct sentences with a C in the margin.
1. Starting on July 16, 1994, and continuing until July 22, a string of comets called
Shoemaker-Levy 9 collided with Jupiter.
2. Hitting the giant planet at 60 kilometers per second, the comets released more energy
than all the nucular weapons on earth. Every avaliable telescope, satelite and
interplanetary probe watched the collisions.
3. We didn’t see the actual impacts, they were on the far side of the planet. But within
minutes or hours Jupiter revolved to show us the dramatic affects. The smallest
of the fragments was twice the size of the rock that blasted out Meteor Crater in
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Arizona. The largest was over 4 kilometers across—big enough, if it hit Earth, to
wipe out most life.
4. Apart from its astronomic importence; however, this event resonates deep in our
subconcious. Many of us, watching the impacts, thought that their but for the
grace of God went we.
5. Disaster from the sky has haunted us for centuries, the word “disaster” itself means an
astrologically bad alignment of stars. But are anxieties have grown with our
knowledge of science and of ourselves. In 1898 H.G. Wells wrote a novel, The
War of the Worlds—interplanetary imperialism, with Britain itself conquered by
invaders from Mars. Fourty years later, Orson Welles’ radio version terrified
Americans on the eve of World War II.
6. Soon after the Wright brothers first flew, Wells wrote another novel, The War in the
Air, in which a German Zeppelin fleet, lead by the Kaiser himself, bombs New
York into ruins. Imperialism this time leads to civilizations collapse and a return
to barbarism.
7. In the 1930s Philip Wylie and Edwin Balmer wrote When Worlds Collide; in which
two planets drift into the solar system. One smashes into Earth; the other
provides a haven for a few human survivors. The book became a movie in the
1950s, when Cold War fears made the end of the world seem all to likely. (The
colliding planet was name Bellus, meaning war, and was a highly symbolic red).
8. In another early-50s movie, The Thing, an alien astronaut very nearly slaughters
everyone at a Arctic research base. The movie ends with a warning: “Watch the
skies!”
9. By then, too, rockets was no longer science fiction but instruments of state policy.
Plenty of us recall air-raid drills in school, where our wooden desks was suppose
to protect us from multi-megaton nuclear missiles.
10. Yet even Zeppelin raids and ballistic missiles are symbols of something deeper.
Every culture is a kind of world, and for centuries human cultures has been in
increasingly violent collision. Only the western nations, who triggered most of
the collisions, seem able to survive them.
11. Even as we shattered the world’s of the Native Indian’s, of the African’s and
Polynesian’s, we could imagine the same thing happening to us as punishment
for our sins. Whole branches of science fiction deal symbolically with nothing
else: the collision of planets, the alien invasion, the pandemic plague, the
apocalyptic nuclear war.
12. “Apocalyptic,” after all, means a devine revelation of the realty hidden behind our
illusions. Christianity itself predicts and even prays for an end to our world.
Beneath our complacent beleif in the superiority of western culture is a deep
hatred of that culture, a yearning to see it brought low and replaced with
something better. H.G. Wells apealed to that desire in yet another tale, In the
Days of the Comet, in which cometary gases turn humanity into happy, free—
loving socialists.
13. As we begin a new millennium, that yearning for a new world increases. We
watched divine punishment apearing to fall on a large, unpleasant planet with
no known inhabitants, and we felt a guilty, voyeuristic thrill: Its happening,
alright, but not to us. Not yet.
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THE ANSWERS
8.7 GOBBLEDYGOOK, BAFFLEGAB AND DEADWOOD
Redundancy: Saying the Same Thing Twice
level
experience
read
maximum
size
hexagonal
outcome contains

Superfluity: Using Needless Words
numerals identify
will not align
deal with theft
turn the dial to adjust
gasket inside the device
to compete with

Pomposity: Twelve-Dollar Words for Two-Bit Ideas
Terminate/end
institute (verb)/start
initial/first
expenditure/spending
demonstrate/show
subsequent/later
prior to/before
excessive quantity/too much
peruse/read

optimum/best
elevated/raised
purchase/buy
facilitate/ease, help
operate/run, drive
expedite/hasten
investigate/study
adhere/stick
scrutinize/examine

Anemic Verbs: Action Words That Don’t Do Anything
provides continuous indication of/continuously shows
permits the reduction of/reduces
perform the measurement/measure
makes for improved employee morale/improves employee morale
by exerting a twisting action/by twisting
helps in the production of/helps make
make the adjustment/adjust
functions to transmit/transmits

Verbosity: Using Four Words When One Would Do
caution must be observed/be careful
atmospheric moisture content/humidity
large number of/many
it is imperative that employees/employees must
the parts in some instances were defective/some parts were defective
takes into consideration/considers
is provided with/has
through the medium of radio broadcasts/by radio
for the reason that/because
in the event that/if

EXERCISE: SUBJECTS AND VERBS
In the following sentences, underline subjects and circle verbs.
1. In 1981 Terry Fox died of cancer.
2. The People’s Republic of China has become an economic powerhouse.
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3. Roger and Bill, the two leading candidates, debated the issues and criticized each
other’s policies.
4. Flying from Toronto to Montreal is not a long journey.
5. Whenever I think of him, I swear and throw things.
6. Laughter is excellent therapy for many illnesses.
7. Much of Canada’s population will soon be over the age of 65.
8. Long-distance running has become a popular way to keep fit.
9. By the back fence stood a gnarled old tree.
10. Losing your temper is easy if you meet constant frustration.
11. [You] Please let us know if we can help.
12. What I want to know is when the next train leaves for Transylvania.
13. [You] Don’t sit under the apple tree with anyone else but me.
14. David and Joan planned a honeymoon in Lunenburg, but an accident shattered their
dreams.
15. As I was approaching Drumheller, I skidded off the road.
16. As you can see from the attached schedule, we have three weeks to prepare a
detailed proposal; this deadline will put strains on our resources.
17. That Johnson had pulled the trigger was obvious: he still had powder burns on his
hand.
18. Either Fred Boychuk or Ramona Carter is going to the conference.
19. You should be able to state your views in clear topic sentences and to back them up
with documentary evidence.
20. Whether we like it or not, we have to live with this new policy.
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IDENTIFYING PHRASES AND CLAUSES
In the following exercise, write a P in front of each phrase, an I in front of each
independent clause, and a D in front of each dependent clause.
1. ___D__ although I often drive to Bella Coola
2. ___P__ the reason being his frequent absences
3. ___D__ whenever I go out to look for a job
4. ___I__ the staff are highly trained professionals
5. ___D__ as fast as his legs could carry him
6. ___I__ silently, the police surrounded the cabin
7. ___P__ by reviewing all aspects of the complex case
8. ___P__ for example, a brilliant actor like Chief Dan George
9. ___P__ through a detailed analysis of our long-term marketing problems
10.___I__ nevertheless, a remarkably sound report was the result
11.___P__ traveling to India, a memorable journey
12.___I__ several of our agents have reported similar events
13.___D__ which was a dramatic improvement over last year’s sales
14.___P__ always sitting in front of the TV like a real couch potato
15.___P__ the customers, refusing to accept the manager’s explanation
GRAMMAR REVIEW: VERBS
Correct any errors in verbs in the following sentences. Errors may include tense, subjectverb agreement, and even spelling. If a sentence is correct as given, put a C in the
margin beside it.
1. Have you written to your MP about the problem?
2. The tract of new homes was built along curving roads.
3. Our son has spoken several times about this tour. C
4. The patient, clearly in shock, asked if he could lie down on the cot.
5. Our hiring criteria have been ranked in order of their importance.
6. There are three specific proposals we should consider.
7. Neither of them wants to give up his vacation.
8. She had forgotten about this appointment until her secretary mentioned it.
9. The letters had lain ignored on the desk for days.
10. Between the two desks was a locked filing cabinet. C
11. Neither you nor Marlene has been absent or late for work this year.
12. Each desk, chair, and table needs to be replaced.
13. The team were disorganized and confused out on the field.
14. One of our creditors has asked to examine the books.
15. We have paid all our bills for this month.
DRILL: TWENTY HORRIBLE MISTAKES
Correct any errors you find in the following sentences. Warning! Some may have more
than one error, or none at all.
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1. Do you have the right background for the job?
2. We drove east along the Lougheed Highway on a lovely spring day.
3. The memo was addressed to Don and me.
4. Six blocks in the downtown core are slated for redevelopment.
5. The company issued its report, a detailed analysis of the year’s activities.
6. Two executives from the Trans-Canada Corporation made the most effective
presentation. [Or place commas after executives and Corporation.]
7. The old lady tried to separate the two drunks, who were arguing violently and
using filthy language.
8. The new part is stainless steel, which improves its durability.
9. Dr. Jones received an M.A. from McGill and a Ph.D. from UBC.
10. She advanced rapidly through the ranks; obviously her superiors saw her leadership
potential. C
11. Each of the students had to come in to get his or her final grade.
12. Capital punishment should be restored, the reason being that it deters criminals.
13. The computer marketing field in Canada is changing rapidly. [no comma]
14. My physician gave me some useful advice: get plenty of exercise, eat sparingly, and
give up smoking.
15. In this course we studied syntax, i.e., word order; grammar, e.g., misplaced
modifiers; style, punctuation, etc.
HOW TO FIX A SENTENCE: EXERCISE 1
Correct the following passages where necessary; not all are wrong.
1. Before leaving, he reviewed his presentation to make sure it was accurate in all
details.
2. I questioned the proposal for economic reasons; furthermore, it threatened to harm
worker morale.
3. We, as negotiators for the band, have an obligation to protect its interests.
4. I argued my point with the members of the executive, and they finally agreed.
5. First he ordered me to do it; then he changed his mind.
6. If you consider three qualities—academic skills, experience, and motivation— you’ll
choose Capilano College graduates.
7. Whenever you want to meet will be fine with me. [no comma]
8. As I was walking down Cambie Street, City Hall stood out against the sky.
9. Everyone offered his or her opinion, and it didn’t take long to reject the idea.
10. I wondered about his decision; however, he seemed to know what he was doing.
11. Beset with problems, she chose arson as her desperate solution.
12. Unemployment, as well as taxes, is a serious problem. C
13. Neither Mr. Goldblum nor Ms. Thomas feels the evidence is solid enough to take
into court.
14. She has travelled widely; for example, last summer she toured Indonesia.
15. Although the number of executive members is very small, a number of them were
absent from the last meeting. C
HOW TO FIX A SENTENCE: EXERCISE 2
Correct any errors in the following passages. Not all sentences contain errors.
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1. There are, among many other factors, two chief reasons for my decision. I wish to
return to school, and I also want to live near my parents.
2. Each student should give his or her full name and email address, which will make it
easier for instructors to reach them.
3. Traveling to Italy from Greece, we spent two seasick days on the Adriatic. I thought I
was going to die. C
4. The police department has been understaffed and underfunded. Therefore drug
traffickers are free to work openly. [no comma]
5. Taking the wrong turn, I found the road unfamiliar and confusing. I decided to turn
around and try elsewhere.
6. The Royal Canadian Mounted Police is doubtless the best known national police force
in the world and one of the most popular. [no comma after Police and no
semicolon after world]
7. Ms. Ferguson asked for a reference; I was glad to supply it. She had been one of our
best workers.
8. We have received a letter from the band council. The proposal we submitted needs a
more detailed budget. Tom, can you provide the figures the council asked for?
9. Members of the jury, after the judge’s comment, were confused about the exact nature
of the legal point he had tried to explain.
10. Everyone on the women’s volleyball team was up for the game. Each of them had
her hopes riding on the outcome. As they kissed their boyfriends good-bye, the
train carried them out of the station to their date with destiny.
EXERCISE: WHO AND WHOM
Correct any errors in the use of “who” and “whom” in the following sentences:
1. Who will write the executive summary of the annual report? C
2. Whom will the search committee recommend for the job?
3. Dana Jones, who researched the firm, thinks it’s a good investment.
4. Six partners, most of whom have been in the firm for years, are resigning. C
5. I took part in the interview along with an official whom I had seen at the opening
ceremony.
6. The man who police said was the killer turned out to be a bystander.
7. We need a Webmaster who understands Flash and XML.
8. We’ll welcome help from whomever offers it.
9. Whoever uses this computer complains about its slowness. C
10. Who may I say is calling, sir?
EXERCISE: THAT AND WHICH
1. We have studied your proposal, which seems very timely.
2. The negotiators tabled a set of demands that changed the whole mood of the
bargaining session.
3. The budget analysis that the consultant submitted has identified some serious
problems.
4. The CD-ROM that you sent was unreadable on our computer.
5. These are the concerns that the Safety Commission has raised in its brief.
6. Police officers yesterday recovered the stolen Rolls Royce, which the thieves had
severely vandalized.
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7. With a gesture that casually dismissed Derek’s complaints, Margot swept out of the
office.
8. The Guatemalan textiles that we use are colourful and inexpensive.
9. Guatemalan textiles, which we use, are colourful and inexpensive.
10. The operating manual that I use daily has disappeared.
GRAMMAR REVIEW: PRONOUNS
Underline the correct pronoun among the choices given in parentheses. Be prepared to
explain why you made your choice.
1. (We, Us) dispatchers are planning a surprise party for her.
2. Be sure to send the receipt to Ron or (I, me, myself).
3. It was (she, her) on the telephone.
4. Pervinder Singh is more likely than (I, me, myself) to win the contract.
5. Between you and (I, me), this device will revolutionize the industry.
6. It must have been (her, she) who ordered the equipment.
7. Judith asked Teri and (I, me) to interview the applicants.
8. Jim Allison knows as much about this project as (I, me).
9. We need an art director (who, whom) understands film work.
10. (Who, Whom) did Sandra hire for the project?
11. She is a person (who, whom) will perform well under pressure.
12. Both of them have ordered (they’re, their, there) supplies already.
13. After studying the painting, he declared, “(Its, It’s) a fake!”
14. Carlos and (I, me, myself) will be there promptly at 9:00 a.m.
15. They say that the heart has (it’s, its) reasons.
16. This job has (it’s, its) drawbacks, but it has real advantages as well.
17. (Whoever, Whomever) stole the equipment knew just where it was.
18. This product is exactly what people like you and (I, me) have needed.
19. Call me as soon as you hear (who, whom) has won the nomination.
20. (Who’s, Whose) portfolio is this?
EXERCISE: PARALLEL STRUCTURE
Revise each sentence to make its components parallel in structure.
1. Would you please pick up the package, check the invoice, and distribute the items to
each team.
2. We have to consider the costs of asphalt, labour, and land for the new parking lot.
3. All the evidence suggests that the valve was either defective or sabotaged.
4. I have three objections to the proposal:
• it’s outside our field of expertise;
• it depends on untested technology;
• it’s too expensive.
5. You should get a good sense of the problems we face by observing, talking with, and
listening to our technicians.
6. Mr. Kurosawa has extensive experience in repairing computers, laser printers, and
photocopiers.
7. Students who took the course complained of the workload; students who challenged
the course had no complaints.
8. In this position I was responsible for greeting guests, registering them, and escorting
them to their cabins.
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9. Former subscribers said the magazine had become too controversial, political, and out
of touch with its readers.
10. The study was to determine the number of students who leave without completing
anything, the number of students who leave after one year, and the number who
finally graduate.
11. Every year the property owners protest that taxes are too high, services are
inadequate, and district council does nothing.
12. This practice would control expenses, we could monitor spending, and we would
save up to 5 percent of our costs.
13. The prototype electric car will have a top speed of 100 km/h, a range of 300 km, and
ability to carry up to 300 kg.
14. My personal interests include reading, exploring the Internet, and hiking in the
mountains.
15. Turn right at the intersection, drive to the first signal, and park in the visitors’ lot.
EXERCISE: SOLVING MODIFIER PROBLEMS
Most of these sentences contain misplaced or dangling modifiers. Correct errors by
moving the modifiers so they are closer to what they modify, or by rewriting the
sentences. If a sentence is correct as given, put a C in the margin beside it.
1. I almost managed to get a job with Entertainment Arts.
2. My boss lectured me about arriving on time after I was late twice in one week.
3. In an interview with Peter Mansbridge,.Lorraine Wilson will talk about her father’s
violent death last year .
4. Officers of the Hill Street station found a 35-year-old woman stabbed to death in
her Spadina Avenue apartment.
5. My supervisor told me that in May I would get a raise. [Or: My supervisor told me in
May that I would get a raise.]
6. The Human Rights Code prevents discrimination on the basis of race, age, or sex
against anyone who is applying for a job.
7. Hazel Miller spotted a blue jay hopping along the branch of a tree.
8. Feeling discouraged and frustrated, Jean decided she had only two choices: to change
jobs within the company or to find a job with another firm. C
9. He stepped on a snail crawling across the sidewalk.
10. We saw Niagara Falls plunging 60 meters into the mist.
11. In 1992 he and his mother bought a splendid mansion on Mount Royal.
12. One passenger said that from her window seat she saw the engine catch fire and
begin spewing smoke.
13. After criticizing both my work and my attitude, my boss fired me.
14. Friends are people who share interests with us and give support when we are in
need.
15. Halifax is a wonderful city to live in for anyone who likes rain and fog.
16. The driver who hit my car had an expired driver’s licence and left the scene of the
accident.
17. Shortly after his death Mrs. Smith said her husband had expressed a wish that his
body be cremated.
18. After losing fourteen consecutive games, the Ottawa Senators gave up all hope of
making the playoffs. C
19. The boy tried to get his frantically barking dog under control.
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20. Cruising the Thousand Islands, we thought the days passed all too swiftly.
DICTION DEMONS EXERCISE 1
Underline the correct term in parenthesis.
1.
2.
3.
4.
5.
6.
7.

Because she’s afraid of needles, she’s (averse, adverse) to giving blood.
How will this quiz (affect, effect) my grade?
As your attorney I should (appraise, apprise) you of the legal problems you face.
We have a large (amount, number) of assignments to carry out this month.
He argued the case just (as, like) I knew he would.
Dr. Corelli (implied, inferred) his disapproval by his sour expression.
(To, Too) many young people (flaunt, flout) the law by publicly abusing drugs and
alcohol.
8. She had to (council, counsel) her colleagues to try to get by with (fewer, less)
employees.
9. In the (meantime, meanwhile), we had (all ready, already) arrived at the bus stop.
10. She’s a strong (proponent, protagonist) of free trade, and she makes a (forcible,
forceful) case for her position.
11. The invaders (ravaged, ravished) the prosperous farms and orchards near the border.
12. (Their, There) political views were sharply opposed, but they still managed to
(collaborate, corroborate) quite effectively.
13. Please order the following items from our usual suppliers of office (stationary,
stationery).
14. You deserve the best (advise, advice) I can give you.
15. If it’s (all right, alright) with you, I’d like to take tomorrow afternoon off.
DICTION DEMONS EXERCISE 2
Correct any diction errors you find. Mark correct sentences with a C.
1. The number of students registered in the coarse was sharply higher.
2. Counsel for the defence was Carole Lemieux.
3. The supervisor seemed to imply, through a sarcastic tone of voice, that we had done
poorly. C
4. Dave Richardson made a forceful argument, citing precedents for his position.
5. My cousin told an incredible story about abduction by a UFO.
6. We admired the luxurious furnishings of the hotel suite, but the continuous roar of
the air conditioning was annoying.
7. Please accept my apologies. I went much further in my remarks than I had intended
to.
8. International figure skating lacks disinterested judges who will evaluate contestants
on merit alone. C
9. Thanks to the new filing system, we have fewer problems than before.
10. Careful preparation should ensure success in any endeavor.
11. This incident alerted the company to its poor security.
12. The system looks practicable, but how will it affect worker morale?
13. Dan Perkins seems loath to take on this assignment. Perhaps we could divide the
task among Harry Peterson, Diane Lu, and Carlos Chavez.
14. My principal reason for leaving was to return to school.
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15. After seeing his first operation, he staggered out, nauseated at the sight of blood.
16. Her entertaining speech, praising Vancouver’s attractions, persuaded us to visit. C
17. For such a swindler, ten years in prison would be just deserts.
18. A horde of tourists arrived for the snowboarding championships.
19. We check the stock market six times every day.
20. Don’t lose your composure if the interviewer asks personal questions about your
private life.
PUNCTUATION REVIEW EXERCISE 1
Correct the punctuation in the following sentences. Not all sentences are incorrect.
Errors of capitalization may also occur.
1. “In my opinion,”, said General Wilson, “the enemy will attack within twenty-four
hours.”
2. An oxymoron is a contradiction in terms, like “evil saint” or “honest thief.” C
3. While most people hate and detest punctuation, they realize that they need to
understand how to use it.
4. As suburban sprawl encroaches on wilderness, many species lose the habitat they
must have to survive.
5. Computers enable writers to produce almost any document they require, including
letters, brochures, memos, and contracts.
6. A business letter usually contains three major components: orientation, information,
and action.
7. According to Statistics Canada, young people between the ages of 15 and 24 face an
unemployment rate of 22 percent. C
8. Walking across a meadow east of Jasper, we encountered the bones of a recently
killed elk.
9. As a graduate of the School of Business at Capilano College, I have a good grounding
in marketing, advertising, and the applications of microcomputers in business.
10. Vancouver is a cosmopolitan city; its residents come from all parts of the world and
give it a unique blend of cultures.
11. During the last year I worked in Vancouver, B.C.; Calgary, Alberta; Winnipeg,
Manitoba; and Thunder Bay, Ontario.
12. Please send your résumé in confidence to Box 200, The Globe and Mail, 444 Front
Street W., Toronto ON M5V 2S9.
13. Having worked for two long years on his novel, Roger Brown was delighted to sell it
for an advance of $200,000.
14. I have three more items for the agenda: the new benefits package, the overtime issue
in the shipping department, and the current seniority list.
15. After completing the program, I wrote several prospecting letters to learn more
about job opportunities.
PUNCTUATION REVIEW EXERCISE 2
Punctuate and capitalize the following essay.
1. About fifty years ago scientists discovered the ruins of an ancient civilization; it is on
a small Greek island.
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2. Although the island is small and is not in the Atlantic, many things about it sound
reminiscent of Atlantis.
3. The island couldn’t have been the actual Atlantis (if there ever was one), but it could
have been the society that the Atlantis legends were based on.
4. Now called Santorini but known in ancient times as Thira, the island is a volcanic
cone rising from the Aegean Sea.
5. The ancient inhabitants lived in a beautiful city whose walls were adorned with
magnificent works of art: murals, mosaics, and carvings.
6. About 1400 BC the volcano erupted with more violence than that of Krakatoa,
burying the city in more than a hundred feet of ash.
7. The eruption blew the island into a chain of smaller ones and caused a seismic sea
wave that devastated the larger island of Crete, south of Thira.
8. The theory that Thira was Atlantis is based largely on the assumption that the
eruption also caused the collapse of the great civilization on Crete.
9. Recent archaeology, however, places the decline of Crete several centuries after the
great eruption.
10. Nevertheless, the eruption and the disappearance of Thira may have been recorded
in folk tales and could have helped inspire Plato’s account.
11. Here as in many other cases, science has indicated the reality underlying legendary
events.
12. Whether or not Thira was indeed Atlantis, we are certain that a great disaster
occurred in the Mediterranean over three thousand years ago.
13. Some day, perhaps, future archaeologists will discover the ruins of our civilization
and speculate on whether we were the source of ancient legends about a mighty
culture that vanished catastrophically in a forgotten past.
PUNCTUATION REVIEW EXERCISE 3
Supply all missing punctuation and capitalization in the following sentences.
1. Mr. Garrett mailed the letter with the inaccurate figures, but he did not realize his
error.
2. The accountant was looking for invoices dated July 1, 1999; August 15, 2001; and
January 15, 2003.
3. Because the elevators were out of order, all of the employees working on the top
floors were late in arriving.
4. A number of the company’s sales staff— for example, Donna Smith, Carol Hart, and
Charles Wong —have recently won promotions.
5. Letters, papers, pens, books, notebooks, and journals were lying on the desk.
6. Working against a deadline to finish the report, Ken ignored the ringing phone.
7. Dave Nilsen, my new tax consultant, is on a business trip to Calgary.
8. The last line of the letter read: “We do not think, Ms. Blair, that you want to harm
your credit by not paying this small balance owing.”
9. Even though we sent it by registered mail, the contract has not arrived.
10. The apartment house that is for sale contains four furnished two-bedroom
apartments, three unfurnished three-bedroom apartments, and four furnished
one-room studio apartments.
11. Please omit these paragraphs from the report: page 1, paragraph 3; page 3, paragraph
4; page 15, paragraph 2.
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12. You can take either of two direct flights; one leaves at 10:15 am and the other at 4:15
pm.

267
PUNCTUATION REVIEW EXERCISE 4
Punctuate the following business letter, and correct the capitalization where you need
to.
July 15, 2005
Dr. Frances Chan
Manitoba Radiology Society
1661 Portage Ave., Ste 705
Winnipeg MB R3J 3T7
Dear Dr Chan
Thank you for your letter of July 10, asking about our conference facilities It’s an honour to
know the Manitoba Radiology Society is considering our lodge as the site of next year’s
conference.
Big Sky Lodge offers ideal facilities for groups of any size from 10 to 100. Residential cabins are
comfortable and quiet, with most including kitchenettes. However, the lodge’s own dining hall
can serve excellent meals for up to 150 persons at very reasonable cost.
Meeting rooms are in the main building adjacent to the dining hall. Three rooms will
comfortably seat 30 persons each; the Dogwood Room seats up to 60. All rooms have screens for
slide and film projection, and the Dogwood Room has a projection-screen video monitor and an
excellent sound system We also expect to have high-speed Internet connections in all conference
rooms by the time of your conference.
Recreation facilities are superb. We offer an indoor swimming pool and sauna, tennis courts,
hiking trails, and a mountain bike rental service. Our pub, the Jolly Lumberjack, is a congenial
spot for after-hours relaxation and informal conversation.
I’ve enclosed a brochure listing current prices with photographs that show the comfort and style
of our cabins and other facilities and the beauty of our scenery.
We would be delighted to be the venue for your society’s conference. Please phone, fax, or write
if you need any further information.
Sincerely yours
Chester Field
Chester Field
Manager, Big Sky Lodge

11.1 GRAMMAR AND USAGE REVIEW #1.
Correct any grammatical or usage errors in the following sentences, and watch out for
misspellings.
1. The man whom I mentioned has requested an interview.
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2. A business letter or report communicates partly through appearance.
3. Mr. Vanzetti, who I thought would handle the case, is on vacation.
4. What do you think of the budget’s effect on inflation?
5. Believing the subject to be important, I devoted a week to writing the report.
6. The continual interruptions disrupted the meeting.
7. The files, on a CD-ROM, were sent to my assistant and me.
8. No one except a garbage truck driver may dump anything along this road.
9. We worked continually without a break from 9:00 until noon. C
10. Which of the two tests is faster?
11. Each of the trainees was tested thoroughly.
12. You did well on the last exam; if I were you, I’d continue the course.
13. Bob and I will be there punctually at 9:00.
14. The media are often criticized for giving business a poor public image.
15. The college offered a program of five courses.
16. These kinds of viruses are hard to identify.
17. My cousin is younger than I, but I can run as fast as he.
18. Repetition of these experiments helps to prove our point. C
19. Each student was supposed to bring his or her own art supplies.
20. He assigned Margaret, Joe, and me to a special project.
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11.2 GRAMMAR AND USAGE REVIEW #2
Correct all errors in grammar and usage. Mark correct sentences with a C.
1.
2.
3.
4.
5.
6.
7.

Standing next to the car were a police officer and a reporter.
In the climactic scene of the play, David turns out to be the heir.
Should pornography be censored by officials before it’s put on sale?
Nauseated at the sight of blood, he staggered out of the room.
The lottery prize was divided equally among the seven winners.
You could lose sales and profits if you ignore your customers’ needs.
Our MP is a strong proponent of nuclear power; she seems to be a disinterested
advocate because she doesn’t stand to benefit by it.
8. While on holiday he grew a luxuriant mustache.
9. Every one of the applicants was interviewed at least twice.
10. The report contains a long foreword setting out the reasons for the study, and the
author makes a forceful case for taking action.
11. We’re getting a large number of requests from people wanting help.
12. She told Stan and me to report our sales at the end of each week.
13. To ensure that they could get tickets, they stood in line all night.
14. Cocaine users suffer many adverse effects from the drug. C
15. His tone of voice implied strong disapproval of the proposal.
11.3 GRAMMAR AND USAGE REVIEW #3
Correct any errors in grammar and usage in the following sentences. Mark correct
sentences with a C.
1. The symptoms of lead poisoning vary with each case.
2. I believe athletics improves school morale.
3. These kinds of women often succeed in business through sheer courage.
4. Their parents should never have allowed Betty and him to get married.
5. All the students whom I talked to seemed happy with the system. C
6. I called Martha, but it wasn’t she who answered the phone.
7. We live more securely than our ancestors thanks to modern medicine.
8. He felt bad about his mistake and apologized sincerely.
9. If Canada were a warmer country, its population would be larger.
10. The number of student applications caught the college by surprise.
11. The protests did not affect the government in the slightest.
12. He flaunted his new wealth by buying a Rolls Royce.
13. The typical adolescent thinks he or she has to conform to be popular.
14. If you listen closely, you’ll hear the noise quite distinctly.
15. Along with increased speed come many new problems in jet design.
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11.4 COMMAS WITH INTRODUCTORY PHRASES AND CLAUSES
1. If an introductory phrase is longer than five words, set it off with a comma.
2. If an introductory phrase is five words or shorter, set it off with a comma only if you
feel it helps the readability of the sentence.
3. If an introductory word or phrase contains a verb or adverb, it generally takes a
comma. For example:
Running to the car, he dropped his keys. (Contains verb “running.”) Fortunately, he retrieved them.
(Adverb).

In the following sentences, place commas where necessary after introductory words and
phrases. Don’t rewrite.
1. By the end of April we will have shipped ten thousand units. [OK or April,]
2. In our opinion, management is recklessly ignoring safety questions.
3. In conclusion I want to repeat two key points. [OK or conclusion,]
4. In concluding, I want to repeat two key points.
5. For the rest of the class, students explored the Web site.
6. Among other problems, staff are concerned about office security.
7. While vacationing at Silver Star, she applied for a job as an instructor.
8. Secondly, we should review our media-relations policy.
9. At the bottom of the rapids, we entered a welcome stretch of flat water.
10. Despite this setback the team came in on budget and ahead of schedule. [OK or
setback,]
11. Going over the data, I found a striking trend.
12. To begin with, research shows a rapidly aging population.
13. In a video teleconference, participants soon forget they’re not in the same room.
14. When providing support, technicians must stay in touch with the office.
15. Throughout the election, campaign workers toiled day and night.
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11.5 COMMAS WITH SUBORDINATE CLAUSES
Remember four simple rules:
1. A subordinate clause that begins a sentence always takes a comma.
When she called, his phone was busy.

2. A subordinate clause that ends a sentence will usually not take a comma.
His phone was busy when she called.

3. A subordinate clause that ends a sentence will take a comma if it adds information
that isn’t crucial to the meaning of the sentence.
His phone was busy when she called, which annoyed her.
She called Thomas, who was an old friend.

4. A subordinate clause may be the subject of a sentence; in this case it does not take a
comma before the verb.
When she called is crucial to his alibi.
What you ask is impossible.

Insert commas where necessary in the following sentences. If a sentence is correct
without commas, write a C in the margin. Do not rewrite the sentences.
1. Although she lacks experience, her training is excellent.
2. While I attended Dalhousie University, I worked part-time as a bagel baker.
3. Three suppliers submitted bids via email while two others sent their bids by courier. C
4. How you tackle this assignment will be entirely up to you. C
5. If you download files from the Internet, you should be sure they’re free of computer
viruses before you install them on your hard drive.
6. Don’t give us excuses when we need results. C
7. Before you visit the Wild Game Market in Guangzhou, prepare yourself for a shock.
8. Just after he left the summit, Charles fell and broke his ankle.
9. Whoever cracked the code must be a superb mathematician. C
10. Production has jumped by 15 percent since we adopted the new system. C
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11.6 SUBJECT-VERB AGREEMENTS
Correct any verbs that don’t agree with their subjects in the following sentences. If a
sentence is correct as written, put a C beside its number in the margin.
1.
2.
3.
4.

Mr. Sidhu, like his partners, is researching new market possibilities.
Review of our previous studies shows a regular dip in sales every January.
The police say over five hundred dollars was taken in the robbery.
Our firm, as well as our competitors, is constantly trying to improve services to
customers.
5. The number of complaints so far this year has been small.
6. Charlebois Consultants, Ltd., is a highly reputable company. C
7. Beyond this immediate problem loom the greater problems of declining market share
and lack of innovative technology.
8. The news from our Toronto and Montreal offices is good.
9. Our HR consultant, when she describes management’s current attitude and the effect
of new federal tax laws, isn’t very optimistic about the success of contract
bargaining.
10. Two years is a long time to be a probationary employee; six months seems like a
more appropriate period. C
11. Neither the Thompsons nor the Boudreaus are going to the reunion. C
12. Everyone who voted for the motion was disappointed when it failed to gain a
majority.
13. Either Miranda Cole or the Williams brothers are likely to go to the conference. C
14. Each of our members has been asked to fill out a detailed questionnaire; the results,
tallied by computer, are expected to be known next week.
15. There were three additions to the agenda, so the meeting was long.
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11.7 COMMAS AND SEMICOLONS
Place commas and semicolons wherever needed in the following essay. Do NOT break a
sentence in two by putting a period where a semicolon could serve.
1. Students in the People’s Republic of China live very differently from Canadian
students.
2. The day begins early; loudspeakers blare out “The East is Red” at 6:00 a.m., and
students must leave their dormitories for morning exercise.
3. This is a mixture of calisthenics, martial arts, and close-order drill.
4. While students would rather skip it, lateness or absence will mean criticism from the
class’s political leader, who keeps records on everyone.
5. After half an hour of exercise, students go to their dining hall; breakfast is usually
“congee,” a kind of rice soup.
6. Classes begin at 8:00 (even earlier in the hot season) and run in two-hour blocks until
noon; after lunch everyone takes a nap until 2:30.
7. After the end of the last class at 4:30, everyone is expected to play a sport; basketball
and soccer are popular.
8. Privacy for study is rare; students usually go to the library in the evenings because
their rooms are too crowded.
9. A typical room, perhaps 3 meters wide and 7 meters long, will house six students in
three double bunks; the room will also hold six desks and perhaps a dresser.
10. Students sleep on wooden boards with only a straw mat under them; a mosquito net
is essential.
11. Male and female students, though free to visit one another’s rooms, are forbidden to
fall in love.
12. The Chinese authorities feel students are in school to work, not to indulge
themselves; however, this policy seems to be softening.
13. Chinese students seem more mature than Canadians yet also very innocent.
14. Men hold hands with men and women with women, but public displays of affection
between the sexes are rare.
15. Discipline is firm; students who break too many rules may be “assigned to New
Zealand,” which means a job in the deserts of western China.
16. Although their living conditions are cramped and unpleasant, Chinese students seem
cheerful and dedicated.
17. Western observers are struck by students’ courtesy, attentiveness, and eagerness to
learn; top academic students, who in Canada might be considered “grinds” or
“nerds,” are highly respected and liked by their classmates.
18. People in China often say that post-secondary students can always be identified by
their tidy, clean-cut appearance.
19. Having passed a series of tough exams to get into college or university, Chinese
students know they’re bright and on the verge of important careers.
20. They know they won’t earn much as new graduates: their starting pay will be only
about $35 Canadian per month.
21. A very few with luck and determination will get a chance to study overseas.
22. As they trot out for morning exercise, they can console themselves with the thought
that some day soon they may rule China.
11.8 WHO AND WHOM
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Underline the correct form of the pronoun in the following:
1. By (who, whom) were you sent?
2. Mrs. Bunce is the only broker (who, whom) we’ve called this morning.
3. Our policy is to send a free sample to (whoever, whomever) requests one.
4. Do you know (who, whom) to call for more information on using this equipment?
5. Generally, our supervisor assigns these orders to (whoever, whomever) has the
lightest work load.
6. Please provide these reports to (whoever, whomever) you have named chairperson of
the Policy Committee.
7. Supply these extra forms to (whoever, whomever) needs them.
8. Mark Davison is a tax consultant (who, whom) we have worked with for more than
ten years.
9. Carrie told us that she does not know yet (who, whom) she will appoint to the vacant
position.
10. (Who, Whom) do you think she wants to assign to the new account?
11. Jean asked (who, whom) I would prefer to work with on the O’Neill project.
12. Of course, Hamon Enterprises will award the account to (whoever, whomever) offers
the most cost-effective approach.
13. When I need legal advice, (who, whom) should I call?
14. We buy supplies from (whoever, whomever) offers us the lowest prices.
15. Everyone wants to know (who, whom) will be the next vice-president in charge of
marketing.
16. Has Fred announced (who, whom) will write the Sharif proposal?
17. Diane Lu is a fitness instructor (who, whom) has worked with us for over five years.
18. Has the Board of Directors already decided (who/whom) to hire as the new
consultant?
19. She is the kind of person (who/whom) I admire: assertive, professional, and loyal.
20. Bring (whoever/whomever) you like with you to our Open House on Friday.

11.9 PUNCTUATION AND CAPITALIZATION
Punctuate and capitalize the following essay.
1. The civilizations of the Americas, though they seem mysteriously remote, flourished
fairly recently.
2. Probably the earliest of these lost civilizations was that of a people we call the Olmecs;
they lived on the east coast of Mexico almost three thousand years ago.
3. What little we know of Olmec culture comes almost entirely from their sculpture,
which is extremely impressive.
4. About seventy years ago scientists unearthed a two-metre, twenty-tonne stone head
that had lain buried for centuries in the jungle near the Gulf Coast.
5. Archaeologists have found several similar heads since then.
6. All the heads have plump, round faces; however, each sculpture is clearly of a
particular individual.
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7. Some Olmec statues seem to portray children with birth defects—for example, a
harelip.
8. Archaeologists offer this speculation: perhaps the Olmecs, like some other societies,
thought that such children were the favourites of the gods.
9. Olmec art raises intriguing questions about the history of the Americas before
Columbus.
10. For example, Olmec carvings portray the natives greeting people who seem to be
ambassadors from other races.
11. The Olmecs made these carvings long before travellers from other continents arrived
in the Americas, at least according to present belief.
12. Like several other American cultures, the Olmecs seem to rise fully civilized out of
nothing, to flourish for a few centuries, and then to vanish as mysteriously as
they came.
13. Given the hints of contacts with people from across the Atlantic, it’s tempting to
imagine that ancient Greeks or Egyptians sailed west to Mexico.
14. Actually, such explorers were more likely to have come from Africa; the inhabitants
of ancient Morocco, for example, were good sailors.
15. Such ideas are only speculation; we simply don’t know enough about the Olmecs to
be certain.
16. Until we gain positive proof of such ancient contacts, we must assume that ancient
American civilizations developed independently.
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11.10 BASICS REVIEW: FATE OF THE DINOSAURS
Correct any errors in spelling, punctuation, grammar and usage in the following short
essay. Mark correct sentences with a C.
1. Many theories have been suggested to explain the extinction of the dinosaurs 65
million years ago. C
2. Some people have speculated that dinosaurs were too stupid to prevent tiny
mammals from eating the dinosaurs’ eggs. Others have argued that minor
changes in climate were enough to freeze the cold-blooded dinosaurs or to
destroy their food supply. The proponents of these theories have faced one
embarrassing problem: their theories could not be tested and proven true or
false. Anyway, the question was purely academic; what difference did it make?
3. Then a few years ago a new theory arose; it may not be entirely accurate, but it has
generated some exciting science in unexpected ways.
4. According to the father-son team of Luis and Walter Alvarez, a planetoid (a chunk of
rock perhaps 10 kilometers across) crashed into the earth about 65 million years
ago, at the end of the Cretaceous era when the last dinosaurs lived. Like most
planetoids and meteoroids, this object was rich in the element called iridium—an
element rare in the earth’s surface rocks.
5. Exploding with unbelievable force as it struck the earth, the planetoid threw a cloud
of dust and debris high into the atmosphere. The dust cloud would have blocked
the sun’s rays for months or even years, temperatures on the surface would have
dropped, and most plants would have died. Deprived of their food sources, the
dinosaurs and many other species soon perished, leaving the earth to the small,
mouselike mammals from which modern animals including humans, are
descended.
6. The Alvarez theory predicted that a thin layer of iridium would be found at the socalled “K-T boundary” between the rocks of the Cretaceous era and those of the
Tertiary. This boundary marks the extinction of the dinosaurs and the rise of the
mammals.
7. With growing excitement, scientists soon reported finding the iridium layer at widely
scattered points around the world. The scientific consensus began to swing in
favour of the theory.
8. More recently a scientist has found microscopic particles of soot at the K-T boundary;
he suspects that the fall of the planetoid set off enormous forest fires over
millions of square kilometers. Soot particles from the smoke of these fires would
have been driven into the upper atmosphere, strongly affecting the climate at the
earth’s surface. Temperatures would have dropped immediately and even more
sharply than the Alvarezes had originally believed. Months or years later the
soot would fall to earth and temperatures would rise again.
9. Of course, no one would have gone looking for ancient soot if the idea of a falling
planetoid had not been raised. And not long ago geologist have found the
buried remains of a giant crater in Yucatan; it’s exactly the right age and size to
be the planetoid that the theory called for. This is what distinguishes real science
from idle speculation; a genuine scientific theory makes predictions that can be
either confirmed or refuted.
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10. Is the Alvarez theory correct, then? We still cannot say for sure; some evidence is
unclear and a few researchers have raised serious arguments against it. For
instance; if it was too cold for dinosaurs, why did the cold-blooded alligators and
crocodiles survive? One scientist believes he has found dinosaur fossils that are
more recent than the planetoid fall. Until such questions are resolved, scientists
will pursue them.
11.11 BASICS REVIEW: E.B. WHITE
Correct any errors in grammar, spelling, punctuation, and usage in the following essay.
Mark correct sentences with a C in the margin.
1. For half a century E. B. White attracted fanatically loyal readers.
2. His children’s books, including Stuart Little and Charlotte’s Web, have brightened and
deepened the childhoods of several generations; kids delight in White’s dry,
deadpan sense of humour, his matter-of-fact fantasy.
3. His essays—on subjects as diverse as fishing, hurricanes, and the death of a pig—
were admired as the work of a master storyteller.
4. Perhaps White’s influence on North American writing could be overestimated, but it
wouldn’t be easy. C
5. He revised a little handbook on English composition; in 85 pages, The Elements of Style
says all that needs saying about how to write well.
6. He cautions us against breeziness, overwriting, and fancy words. C
7. “Be clear,” he tells us. “When you say something, make sure you have said it. The
chances of your having said it are only fair.”
8. White’s advice is based on the assumption that good writing can be taught and
learned, and his millions of disciples have largely proved him right.
9. But almost no one can achieve White’s own seemingly effortless style.
10. “Style is the writer,” White said, “and therefore what a man is, rather than what he
knows, will at last determine his style. ... No one can write decently who is
distrustful of the reader’s intelligence, or whose attitude is patronizing.”
11. In other words our writing will reveal our vices as well as our virtues, more surely
than a lie detector.
12. White’s death from Alzheimer’s disease seems needlessly horrible; the mental
qualities that made him a great writer were crippled well before he died.
13. Yet though he may have been killed, he was not destroyed; his work and words will
live.
14. Countless children will learn from Charlotte the spider, many as they grow older will
turn to him for advice when they sit down to write.
15. “Be clear,” he will say. “Be clear.” C
11.12 BASICS REVIEW: NANOTECHNOLOGY
In the following essay, correct any errors you find in grammar, spelling, punctuation,
and diction. Mark correct sentences with a C in the margin.
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1. Imagine a robot with the calculating power of several modern supercomputers, and
the production capacity of a big Japanese factory. Imagine that it can build
anything it’s programmed for, as well as repair defective equipment.
2. Now imagine that it’s the size of a virus, and operating inside your body along with
millions of others just like it. C
3. The robot is a “molecular machine”; it’s made of just a few million atoms. It’s
designed to heal damaged human cells by repairing the genes in the cell nuclei.
This molecular machine can also identify and destroy cancer cells, dangerous
microbes, and harmful chemicals. But its chief job is to keep your cells as healthy
as they were when you were a child.
4. Fantastic as this idea may seem, it’s only one of the potential benefits of a
revolutionary new science already under way: nanotechnology.
5. “Nano” means one-billionth, and nanotech means building machines no larger than a
good-sized molecule. Such machines would have on-board computers far more
powerful than anything we have today. Equipped with artificial intelligence,
they could not only keep us in perfect health—they could build anything we
wanted, from houses to rocket engines to enormous diamonds.
6. What’s more, they’d do the designing. And they could even design better versions of
themselves, faster, smarter and more productive.
7. Nanotech offers the promise—and the threat—of a true utopia in which wealth is as
free as air and pollution is only a memory. American scientist K. Eric Drexler is a
major advocate of nanotechnology. In his 1987 book, Engines of Creation, Drexler
sets out the case for building ever-smaller, ever-smarter machines.
8. A molecular machine, Drexler argues, could reproduce itself in 15 minutes—about the
time a microbe takes to split in two. The two “replicators” would become four,
then eight, 16 and so on. Within hours, millions of replicators could be
swimming in a sea of chemicals, ready to become “assemblers” of anything
they’re programmed to build. Their raw materials would be dirt and air.
9. And since they could learn really fast, assemblers could leapfrog centuries of
technological development within days or even hours. As Drexler observes,
engineering computers a million times faster than human engineers could make
a million years’ worth of progress in just one year.
10. The one thing assemblers wouldn’t create is pollution; they’d break down any waste
products into individual atoms and use them as more building material. When
their job was done, they’d disassemble themselves.
11. While nanotech may sound impossible, Drexler points out that our own bodies
depend on molecular machines to produce the chemicals and energy that keeps
us alive. A living cell is a factory full of such machines.
12. Drexler thinks the breakthrough into nanotech could come within a decade or two.
The first machines would build better ones that in turn would build still better
ones. So we would see a sudden jump in technology, comparable to the one
between the discoveries of fire and nuclear energy—maybe in a matter of days or
weeks. C
13. Drexler and his associates are already trying to think through the consequences of
such a breakthrough.
14. Nanotech would make work and wealth meaningless. Everyone would have health,
long life, and any material object they wanted—literally for the asking. Energy
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costs would be negligible. A little solar energy would be enough, and most
nanotech “factories” would fit in a pinhole.
15. The natural enviroment wouldn’t even notice nanotech. In fact, we could stop using
this planet’s resources and let the whole earth go back to wilderness. With the
matter in a single asteroid, we could supply undreamed-of wealth to every
person in the world (and to anyone who preferred to live in outer space as well).
16. Drexler foresees immediate problems such as overpopulation. If we lived for
centuries and kept on having children, we’d soon crowd every other living thing
off the planet. Nanotech has a horrendous potential for abuse, especially if some
totalitarian nation gained the lead in research. Drexler imagines molecular
machines that could monitor every word that everyone says. They could
lobotomize or tranquilize a whole country’s population.
17. Governments, though, would soon vanish as individuals became self-sustaining.
Why pay taxes when your molecular machines provide everything you need?
18. Just as a few computer hackers maliciously create “viruses” to infect other
computers, a few nanotech developers might produce machines more dangerous
than a plague bacillus or AIDS virus. So we’d have to develop “antibodies” to
some molecular machines. Our natural cells would depend on tiny mechanical
guardians to keep them immune and healthy.
19. We’d also have to create new social institutions to protect individuals and exchange
information. Some of that information would be about new ways to use
nanotechnology, but much of it would be pure art and entertainment. The whole
human race, freed from the need to work, would have to find new purposes in
life, new ways to fill up very long lifetimes of complete leisure.
20. We of today might consider those purposes trivial—but then, working people often
resent the values of those who are free to do as they please.
21. Earlier technologies usually burst upon us without much warning or thought about
consequences. The inventors of the automobile didn’t worry about smog, tire
fires, or carnage on the highways. Nanotech, however, is still some distance off.
We have time, if we care to take it, to work out the implications of virus-sized
computers and indefinite human lifespans.
22. Far more than nuclear power, nanotechnology offers us a genuine choice between
heaven and hell. But first we have to answer one question: What are people for?
C
11.13 BASICS REVIEW: WHEN WORLDS COLLIDE
Correct any errors in grammar, spelling, punctuation, and diction in the following essay.
Mark correct sentences with a C in the margin.
1. Starting on July 16, 1994, and continuing until July 22, a string of comets called
Shoemaker-Levy 9 collided with Jupiter. C
2. Hitting the giant planet at 60 kilometers per second, the comets released more energy
than all the nuclear weapons on earth. Every available telescope, satellite and
interplanetary probe watched the collisions.
3. We didn’t see the actual impacts; they were on the far side of the planet. But within
minutes or hours Jupiter revolved to show us the dramatic effects. The smallest
of the fragments was twice the size of the rock that blasted out Meteor Crater in
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Arizona. The largest was over 4 kilometers across—big enough, if it hit Earth, to
wipe out most life.
4. Apart from its astronomic importance, however, this event resonates deep in our
subconscious. Many of us, watching the impacts, thought that there but for the
grace of God went we.
5. Disaster from the sky has haunted us for centuries; the word “disaster” itself means an
astrologically bad alignment of stars. But our anxieties have grown with our
knowledge of science and of ourselves. In 1898 H.G. Wells wrote a novel, The
War of the Worlds—interplanetary imperialism, with Britain itself conquered by
invaders from Mars. Forty years later, Orson Welles’s radio version terrified
Americans on the eve of World War II.
6. Soon after the Wright brothers first flew, Wells wrote another novel, The War in the
Air, in which a German Zeppelin fleet, led by the Kaiser himself, bombs New
York into ruins. Imperialism this time leads to civilization’s collapse and a
return to barbarism.
7. In the 1930s Philip Wylie and Edwin Balmer wrote When Worlds Collide; in which two
planets drift into the solar system. One smashes into Earth; the other provides a
haven for a few human survivors. The book became a movie in the 1950s, when
Cold War fears made the end of the world seem all to likely. (The colliding
planet was named Bellus, meaning war, and was a highly symbolic red).
8. In another early-50s movie, The Thing, an alien astronaut very nearly slaughters
everyone at an Arctic research base. The movie ends with a warning: “Watch the
skies!”
9. By then, too, rockets were no longer science fiction but instruments of state policy.
Plenty of us recall air-raid drills in school, where our wooden desks were
supposed to protect us from multi-megaton nuclear missiles.
10. Yet even Zeppelin raids and ballistic missiles are symbols of something deeper.
Every culture is a kind of world, and for centuries human cultures have been in
increasingly violent collision. Only the western nations, who triggered most of
the collisions, seem able to survive them.
11. Even as we shattered the worlds of the Native Indians, of the Africans and
Polynesians, we could imagine the same thing happening to us as punishment
for our sins. Whole branches of science fiction deal symbolically with nothing
else: the collision of planets, the alien invasion, the pandemic plague, the
apocalyptic nuclear war.
12. “Apocalyptic,” after all, means a divine revelation of the reality hidden behind our
illusions. Christianity itself predicts and even prays for an end to our world.
Beneath our complacent belief in the superiority of western culture is a deep
hatred of that culture, a yearning to see it brought low and replaced with
something better. H.G. Wells appealed to that desire in yet another tale, In the
Days of the Comet, in which cometary gases turn humanity into happy, free-loving
socialists.
13. As we begin a new millennium, that yearning for a new world increases. We
watched divine punishment appearing to fall on a large, unpleasant planet with
no known inhabitants, and we felt a guilty, voyeuristic thrill: It’s happening, all
right, but not to us. Not yet.
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