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Chapter 1 Manuscript Form and Punctuation1 Manuscript Form1. Arrangement2. Word Division3.
Capitalization4. Handwriting2 Punctuationl. The Comma2. The Period3. The Semicolon4. The Colon5. The
Question Marké. The Exclamation Mark7. Quotation Marks8. Parentheses / Brackets 9. Square Brackets10. The
Dash11. TheSlash12. Underlining and ItalicsKeys for ReferenceChapter 2 Using Proper Wordsl1 Types of Words2
Choice of Words3 SynonymsSome Good DictionariesKeys for ReferenceChapter 3 Making Correct and Effective
Sentencesl Correct Sentencesl. Completeness in Structure2. The Right Subject3. Agreement Between the Subject
and the Predicate Verb4 Agreement Between Pronoun and Antecedent5 Clear Pronoun Reference6 Ending
Sentences with Full Stops7 Joining Clauses with Conjunctions8 A Main Clause in a Complex Sentence9 Proper
Use of Comparisons10 Correct Use of the Tenses2 Coordination and subobdination3 Effective Sentencesl Unity?2
Coherence3 Conciseness4 Emphasis5 VarietyKeys for ReferenceChapter 4 Developing Paragraphsl Features of a
Paragraph2 Ways of Developing a Paragraphl Development by Time2 Development by Process3 Development by
Space4 Development by Example5 Development by Comparison and Contrast6é Development by Cause and
Effect7 Development by ClassificationKeys for ReferenceChapter 5 Summarizingl Uses of Summaryd Writing2
Procedurel Reading2 Writing3 RevisionKeys for ReferenceChapter 6 Composing Essays1 Criteria of a Good
Composition2 Steps in Writing a Compositionl. Planning aComposition2. Writing the First Draft3. Revising the
First Draft4. Making the Final Copy3 Three Main Parts of a Compositionl. The Beginning2. The Middle3. The
End4 Types of Writingl. Narration2. ExpositionKeys for ReferenceChapter 7 Writing for Practical Purposesl
Notices2 Greetings, Good Wishes, and Formal Invitations1. Greetings2. Good Wishes3. Formal Invitations3
Notesl. Appointments2. Apologies3. Informal Invitations4. Requestss. Thanks6. Messages4.Lettersl Personal
Letters2. Business Letters3. Envelopes5 ResumesKeys for ReferenceChapter8 preparing Research
Papersl.Definition and purpose2.Atepsl Choosing a topic2.Collecting Information3. Analyzing the Information,
Organizing ldeas and Working Out an Outline4. Writing the First Draft5. Revising the Draft and Finalizing the
Paper3 Formatl. Components of a Paper2. Use of Quotations3. Use of Notes4. Works CitedA Sample Research
PaperKeys for Reference0 O /00000000 OOO
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00 O Writing in correct manuscript form is very important, because it makes it easy tread what is written and
prevents misunderstanding. We should follow the general practices in writing the title, leaving the margins,
paragraphing, capitalizing, and dividing words.[] [0 When we write an essay to be read by the teacher, we should
write on every other line so that there will be room for corrections. It is necessary to leave a margin of about two
centimeters at the top and the bottom of the page, and one of a centimeter and a half on the fight and left side. In an
exercise book the top and bottom margins are marked; we need only to draw a vertical line to mark the left margin.
00 O We cannot make the right margin straight or neat, unless we are using a computer, but we should never write
to the very edge of the page. When the space left near the end of a line is not or barely enough for the word we are
going to write, we should write the word on the next line, or divide the word if it is a long one. There must be a
blank space on the fight side of the page.[J I The title or topic of the essay should be placed in the middle of the
first line. Every word of the title O including words following hyphens in compound words[] should be
capitalized, except articles, prepositions, coordinating conjunctions [J and, or, but, nor, and forlJ and to in
infinitives. But if one of these words is the first or last word of the title, it should be capitalized. Topics are generally
noun phrases [J nouns with their modifiers] , though other forms are possible. No full stop should be used at the
end of a title. A question mark is needed if the topic is a direct question [J but an indirect question isnt followed by
a question mark . The title of a book within the topic should be under-lined [ italicized in printingd , and the
title of an article put between quotation marks.
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