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Cassandra Race; David M cM urr ey; Annemarie H amlin; Chris R ubio; Michele 
DeSil va; Claire Carly-Miles; M att M cKinney; Kalani P attison; N icole 
Hagstrom-Schmidt; and Gia Alexander 

,FHB�J>KV�QB@EKF@>I�AFP@FMIFKBP�QB@EKF@>I�@LJJRKF@>QFLK�E>P�>K�FKQBOK>QFLK>I�MOLCBPPFLK>I�

LOD>KFW>QFLK�4EB�3L@FBQV�CLO�4B@EKF@>I�#LJJRKF@>QFLK�	34#
��4EBV�@E>O>@QBOFWB�QB@EKF@>I�>KA�

MOLCBPPFLK>I�@LJJRKF@>QFLK�>P�BFQEBO�g>?LRQ�QB@EKF@>I�LO�PMB@F>IFWBA�QLMF@Ph�@LJJRKF@>QFLK�

QE>Q�gRP;BP<�QB@EKLILDV�PR@E�>P�TB?�M>DBP�EBIM�kIBP�LO�PL@F>I�JBAF>�PFQBPh�LO�@LJJRKF@>QFLK�

QE>Q�gMOLSFA;BP<�FKPQOR@QFLKP�>?LRQ�ELT�QL�AL�PLJBQEFKD�h� �)K�LQEBO�TLOAP�QB@EKF@>I�>KA�

MOLCBPPFLK>I�AFP@LROPBP�FKSLISB�@LJJRKF@>QFKD�@LJMIBU�FKCLOJ>QFLK�QL�>�PMB@Fk@�>RAFBK@B�TEL�

TFII�RPB�QE>Q�FKCLOJ>QFLK�QL�>@@LJMIFPE�PLJB�DL>I�LO�Q>PH�FK�>�J>KKBO�QE>Q�FP�>@@RO>QB�RPBCRI�

>KA�@IB>O��">PBA�LK�QEFP�ABkKFQFLK�QB@EKF@>I�>KA�MOLCBPPFLK>I�@LJJRKF@>QFLK�@>K�?B�ABP@OF?BA�

>P��

i� 0ROMLPBCRI�

i� 'L>I�LOFBKQBA�	FK�QBOJP�LC�?LQE�E>OA�DL>IP�IFHB�MOLGB@Q�AB>AIFKBP�>KA�PLCQ�DL>IP�IFHB�O>MMLOQ�

?RFIAFKD�>KA�J>FKQ>FKFKD
�

i� !FJBA�>Q�>RAFBK@BP�LC�PQ>HBELIABOP�TFQE�>DBK@V�>KA�LO�OBIBS>KQ�@OBABKQF>IP�

i� 3E>MBA�?V�QEB�AFP@ROPFSB�@LKSBKQFLKP�LC�>�MOLCBPPFLK>I�@LJJRKFQV��

7EBK�VLR�TOFQB�>K�BJ>FI�QL�VLRO�MOLCBPPLO�LO�PRMBOSFPLO�ABSBILM�>�MOBPBKQ>QFLK�LO�OBMLOQ�

ABPFDK�>�P>IBP�lVBO�LO�@OB>QB�>�TB?M>DB�VLR�>OB�BKD>DFKD�FK�QB@EKF@>I�>KA�MOLCBPPFLK>I�

@LJJRKF@>QFLK��!ILKD�QELPB�IFKBP�gQB@EKF@>Ih�>KA�gMOLCBPPFLK>Ih�>OB�RPBA�FKQBO@E>KDB>?IV�

QEOLRDELRQ�QEFP�QBUQ?LLH�TEBK�OBCBOOFKD�QL�TOFQBOP�>KA�LO�TOFQFKD�MOLAR@BA�?V�QEBJ��)K�QEFP�

QBUQ?LLH�QEB�TLOA�gAL@RJBKQh�OBCBOP�QL�>KV�LC�QEB�J>KV�CLOJP�LC�QB@EKF@>I�TOFQFKD�TEBQEBO�FQ�

FP�>�TB?�M>DB�>K�FKPQOR@QFLK�J>KR>I�>�I>?�OBMLOQ�LO�>�QO>SBI�?OL@EROB��

4B@EKF@>I�TOFQFKD�@LROPBP�?RFIA�LK�TE>Q�VLR�E>SB�IB>OKBA�FK�LQEBO�TOFQFKD�@LROPBP��"RQ�QEBOB�FP�

MIBKQV�KBT�QL�IB>OK��)C�VLR�@ROOBKQIV�E>SB�>�GL?�FK�TEF@E�VLR�AL�PLJB�TOFQFKD�VLR�TFII�AFP@LSBO�

QE>Q�VLR�@>K�MRQ�TE>Q�VLR�IB>OK�FK�VLRO�QB@EKF@>I�TOFQFKD�@LROPB�QL�FJJBAF>QB�RPB��
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About T echnical and Pr ofessional Writing 

7EFIB�QB@EKF@>I�@LJJRKF@>QFLK�FP�BPPBKQF>I�FK�>�TFAB�O>KDB�LC�kBIAP�>KA�L@@RM>QFLKP�QB@EKF@>I�

TOFQFKD�FP�>IPL�>�CRIIV�MOLCBPPFLK>I�kBIA�LC�FQP�LTK�TFQE�ABDOBB�MOLDO>JP�@BOQFk@>QFLKP�>KA�

QEBLOV��!K�FKQOLAR@QLOV�QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�@LROPB�FP�>�DLLA�T>V�QL�PQ>OQ�FC�VLR�

>OB�FKQBOBPQBA�FK�>�@>OBBO�FK�QB@EKF@>I�@LJJRKF@>QFLK�LO�>KV�@>OBBO�FK�TEF@E�TOFQFKD�FP�>�

@LJMLKBKQ��->KV�PQRABKQP�FK�QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�@LROPBP�ELTBSBO�>OB�KLQ�

KB@BPP>OFIV�MI>KKFKD�CLO�@>OBBOP�>P�QB@EKF@>I�TOFQBOP��4E>Q�FP�TEV�QEFP�@LROPB�MOLSFABP�VLR�TFQE�

>K�FKQOLAR@QFLK�QL�QEB�HFKAP�LC�TOFQFKD�PHFIIP�VLR�KBBA�FK�MO>@QF@>IIV�>KV�QB@EKF@>IIV�LOFBKQBA�

MOLCBPPFLK>I�GL?��.L�J>QQBO�TE>Q�PLOQ�LC�MOLCBPPFLK>I�TLOH�VLR�AL�VLR�>OB�IFHBIV�QL�?B�OBNRFOBA�

QL�TOFQBd>KA�JR@E�LC�FQ�J>V�?B�QB@EKF@>I�FK�K>QROB��4EB�JLOB�VLR�HKLT�>?LRQ�PLJB�?>PF@�

QB@EKF@>I�TOFQFKD�PHFIIP�QEB�?BQQBO�VLRO�TOFQFKD�FP�IFHBIV�QL�?B�TEF@E�TFII�?B�DLLA�CLO�QEB�MOLGB@QP�

VLR�TLOH�LK�CLO�QEB�LOD>KFW>QFLKP�VLR�TLOH�FK�>KAdJLPQ�LC�>IIdDLLA�CLO�VLR�>KA�VLRO�@>OBBO��

Where Does Technical Communicati on Come From? 

!@@LOAFKD�QL�QEB�34#�QB@EKF@>I�@LJJRKF@>QFLKfP�LOFDFKP�E>SB�?BBK�>QQOF?RQBA�QL�S>OFLRP�BO>P�

A>QFKD�?>@H�QL�!K@FBKQ�'OBB@B�	QEFKH�2EBQLOF@�
� �>KA�QL�QEB�2BK>FPP>K@B�?RQ�TE>Q�TB�HKLT�

QLA>V�>P�QEB�MOLCBPPFLK>I�kBIA�LC�QB@EKF@>I�TOFQFKD�?BD>K�AROFKD�7LOIA�7>O�)�>OFPFKD�COLJ�QEB�

KBBA�CLO�QB@EKLILDV�?>PBA�AL@RJBKQ>QFLK�CLO�JFIFQ>OV�>KA�J>KRC>@QROFKD�FKARPQOFBP�� �!P�

QB@EKLILDV�DOBT�>KA�LOD>KFW>QFLKP�?B@>JB�JLOB�DIL?>I�QEB�KBBA�>KA�OBIBS>K@B�CLO�QB@EKF@>I�

@LJJRKF@>QFLK�BJBODBA�>KA�FK������QEB�5�3��"ROB>R�LC�,>?LO�3Q>QFPQF@P�OB@LDKFWBA�4B@EKF@>I�

7OFQBO�>P�>�MOLCBPPFLK���

How ÒTechnicalÓ Writing and ÒProfessionalÓ Writing ar e 
Related and How they Diff er 

4B@EKF@>I�@LJJRKF@>QFLKdLO�QB@EKF@>I�TOFQFKD�>P�QEFP�@LROPB�FP�LCQBK�@>IIBAdFP�TOFQFKD�>?LRQ�

>KV�QB@EKF@>I�QLMF@��4EB�QBOJ�gQB@EKF@>Ih�OBCBOP�QL�PMB@F>IFWBA�HKLTIBADB�QE>Q�FP�EBIA�?V�BUMBOQP�

>KA�PMB@F>IFPQP��7E>QBSBO�VLRO�J>GLO�FP�VLR�>OB�ABSBILMFKD�>K�BUMBOQFPB�>KA�?B@LJFKD�>�

PMB@F>IFPQ�FK�>�M>OQF@RI>O�QB@EKF@>I�>OB>��!KA�TEBKBSBO�VLR�QOV�QL�TOFQB�LO�P>V�>KVQEFKD�>?LRQ�

VLRO�kBIA�VLR�>OB�BKD>DBA�FK�QB@EKF@>I�@LJJRKF@>QFLK��

0OLCBPPFLK>I�	LO�?RPFKBPP
�TOFQFKD�LK�QEB�LQEBO�E>KA�@LSBOP�JR@E�LC�QEB�>AAFQFLK>I�TOFQFKD�

VLRfII�?B�ALFKD�FK�VLRO�MOLCBPPFLK��0OLCBPPFLK>I�TOFQFKD�FK@IRABP�@LOOBPMLKABK@B�PR@E�>P�BJ>FIP�
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JBJLP�KBTPIBQQBOP�?RPFKBPP�IBQQBOP�>KA�@LSBO�IBQQBOP�>P�TBII�>P�LQEBO�AL@RJBKQP�PR@E�>P�

OBPRJBP�PL@F>I�JBAF>�MLPQP�?ILDP�>KA�SILDP��7EFIB�MOLCBPPFLK>I�TOFQFKD�J>V�@LKSBV�QB@EKF@>I�

FKCLOJ>QFLK�FQ�FP�RPR>IIV�JR@E�JLOB�?OFBC�>KA�Q>ODBQP�>K�FKAFSFAR>I�LO�PJ>II�DOLRM�LC�OB>ABOP�

TEL�J> V�LO�J>V�KLQ�?B�BUMBOQP�FK�QEB�kBIA��

Importance of A udi ence 

!KLQEBO�HBV�M>OQ�LC�QEB�ABkKFQFLK�LC�QB@EKF@>I�>KA�MOLCBPPFLK>I�@LJJRKF@>QFLK�FP�QEB�OB@BFSBO�LC�

QEB�FKCLOJ>QFLKdQEB�>RAFBK@B��4B@EKF@>I�@LJJRKF@>QFLK�FP�QEB�ABIFSBOV�LC�QB@EKF@>I�FKCLOJ>QFLK�

QL�OB>ABOP�	LO�IFPQBKBOP�LO�SFBTBOP
�FK�>�J>KKBO�QE>Q�FP�>A>MQBA�QL�QEBFO�KBBAP�IBSBI�LC�

RKABOPQ>KAFKD�>KA�?>@HDOLRKA��)K�C>@Q�QEFP�>RAFBK@B�BIBJBKQ�FP�PL�FJMLOQ>KQ�QE>Q�FQ�FP�LKB�LC�

QEB�@LOKBOPQLKBP�LC�QEFP�@LROPB��VLR�>OB�@E>IIBKDBA�QL�TOFQB�>?LRQ�QB@EKF@>I�PR?GB@QP�?RQ�FK�>�

T>V�QE>Q�>�?BDFKKBOd>�KLK�PMB@F>IFPQd@LRIA�RKABOPQ>KA��4EFP�>?FIFQV�QL�gQO>KPI>QBh�QB@EKF@>I�

FKCLOJ>QFLK�QL�KLK�PMB@F>IFPQP�FP�>�HBV�PHFII�QL�>KV�QB@EKF@>I�@LJJRKF@>QLO��)K�>�TLOIA�LC�O>MFA�

QB@EKLILDF@>I�ABSBILMJBKQ�J>KV�MBLMIB�>OB�C>IIFKD�?BEFKA��4B@EKLILDV�@LJM>KFBP�>OB�

@LKPQ>KQIV�PQORDDIFKD�QL�kKA�BCCB@QFSB�T>VP�QL�EBIM�@RPQLJBOP�LO�MLQBKQF>I�@RPQLJBOP�

RKABOPQ>KA�QEB�>AS>KQ>DBP�LO�QEB�LMBO>QFLK�LC�QEBFO�KBT�MOLAR@QP��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

2B>OALK�4FCC>KF�4>J>O>�0LTBII�*LK>QE>K�!OKBQQ�-LKFNRB�,LD>K�>KA�#>PP>KAO>�2>@B�TFQE�
@LKQOF?RQLOP�$>SFA�-@-ROOBV�3QBSB�-FIIBO�#EBOFB�-FIIBO�-BD>K�'F??P�*BKKFCBO�.DRVBK�
*>JBP�-LKOLB�>KA�,>K@B�,FKFJLK��"<1:�' 1/4:5/-8��;99A:5/-@5;: ���QE�%AFQFLK��!QEBKP�'!��
!CCLOA>?IB�,B>OKFKD�'BLODF>�K�A��EQQMP���>ID�J>KFCLIA>MM�LOD�MOLGB@QP�LMBK�Q@��,F@BKPBA�
RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

'OLPP�!IIFPLK�!KKBJ>OFB�(>JIFK�"FIIV�-BO@H�#EOFP�2R?FL�*LAF�.>>P�-BD>K�3>S>DB�>KA�
-F@EBIB�$B3FIS>��' 1/4:5/-8�* >5@5:3��/MBK�/OBDLK�%AR@>QFLK>I�->QBOF>IP�K�A��
EQQMP���LMBKLOBDLK�MOBPP?LLHP�MR?�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� 3L@FBQV�CLO�4B@EKF@>I�#LJJRKF@>QFLK�g$BkKFKD�4B@EKF@>I�#LJJRKF@>QFLKh�>@@BPPBA�!RDRPQ���������
EQQMP���TTT �PQ@�LOD�>?LRQ�PQ@�ABkKFKD�QB@EKF@>I�@LJJRKF@>QFLK���

��� 2EBQLOF@�FK�QEFP�@LKQBUQ�OBCBOP�QL�QEB�PQRAV�>KA�>OQ�LC�BCCB@QFSB�@LJJRKF@>QFLK�PMB@Fk@>IIV�QEB�'OB@L�
2LJ>K�OEBQLOF@>I�QO>AFQFLK��)Q�CL@RPBP�LK�ELT�>KA�TEV�QEB�@LJJRKF@>QLO�@O>CQP�QEBFO�JBPP>DB�ELT�QEB�
JBPP>DB�FP�QO>KPJFQQBA�>KA�ELT�>KA�TEV�QEB�>RAFBK@B�BKD>DBP�TFQE�FQ��3BB�#E>MQBO����4EB�2EBQLOF@>I�
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https://alg.manifoldapp.org/projects/open-tc
https://creativecommons.org/licenses/by/4.0/
https://openoregon.pressbooks.pub/technicalwriting/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://www.prismnet.com/~hcexres/textbook/
https://www.prismnet.com/~hcexres/textbook/
https://creativecommons.org/licenses/by/4.0/
https://www.stc.org/about-stc/defining-technical-communication/
https://pressbooks.library.tamu.edu/howdyorhello/chapter/rhetorical-situation-an-overview-and-key-terms/


3FQR>QFLK�CLO�>�JLOB�ABQ>FIBA�AFP@RPPFLK�LC�OEBQLOF@��

��� 3L@FBQV�CLO�4B@EKF@>I�#LJJRKF@>QFLK�g$BkKFKD�4B@EKF@>I�#LJJRKF@>QFLKh�>@@BPPBA�!RDRPQ���������
EQQMP���TTT �PQ@�LOD�>?LRQ�PQ@�ABkKFKD�QB@EKF@>I�@LJJRKF@>QFLK���

��� 3L@FBQV�CLO�4B@EKF@>I�#LJJRKF@>QFLK�g$BkKFKD�4B@EKF@>I�#LJJRKF@>QFLKh�>@@BPPBA�!RDRPQ���������
EQQMP���TTT �PQ@�LOD�>?LRQ�PQ@�ABkKFKD�QB@EKF@>I�@LJJRKF@>QFLK���
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https://pressbooks.library.tamu.edu/howdyorhello/chapter/rhetorical-situation-an-overview-and-key-terms/
https://www.stc.org/about-stc/defining-technical-communication/
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THE N ATURE O F TECHNI CAL WRITIN G 
Cassandra Race; David M cM urr ey; Annemarie H amlin; Chris R ubio; Michele 
DeSil va; Matt M cKinney; Kalani P attison; and N icole H agstrom-Schmidt 

$FA�VLR�HKLT�QE>Q�VLR�MOL?>?IV�OB>A�LO�@OB>QB�QB@EKF@>I�@LJJRKF@>QFLK�BSBOV�A>V�TFQELRQ�

BSBK�OB>IFWFKD�FQ��)C�VLR�KLQF@BA�PFDKP�LK�VLRO�T>V�QL�TLOH�@EB@HBA�QEB�@>ILOFBP�LK�>�@BOB>I�?LU�

BJ>FIBA�VLRO�MOLCBPPLO�QL�OBNRBPQ�>�OB@LJJBKA>QFLK�LO�CLIILTBA�FKPQOR@QFLKP�QL�PBKA�JLKBV�

RPFKD�>K�>MM�VLR�E>SB�?BBK�FKSLISBA�TFQE�QB@EKF@>I�MOLCBPPFLK>I�LO�?RPFKBPP�@LJJRKF@>QFLK��

4LA>V�TOFQFKD�FP�>�JLOB�FJMLOQ>KQ�PHFII�CLO�MOLCBPPFLK>IP�QE>K�BSBO�?BCLOB��4EB�.>QFLK>I�

#LJJFPPFLK�LK�7OFQFKD�CLO�!JBOF@>fP�&>JFIFBP�3@ELLIP�>KA�#LIIBDBP�AB@I>OBP�QE>Q�TOFQFKD�

QLA>V�FP�>K�BPPBKQF>I�PHFII�CLO�J>KV�>KA�QE>Q�JR@E�LC�TE>Q�FP�FJMLOQ>KQ�FK�!JBOF@>K�MR?IF@�>KA�

B@LKLJF@�IFCB�ABMBKAP�LK�PQOLKD�TOFQQBK�>KA�LO>I�@LJJRKF@>QFLK�PHFIIP�� �5KCLOQRK>QBIV�KLQ�>II�

@LIIBDB�PQRABKQP�>OB�BKQBOFKD�QEB�TLOHCLO@B�TBII�BNRFMMBA�QL�TOFQB�PR@@BPPCRIIV��!�PROSBV�?V�QEB�

7 LOHCLO@B�3LIRQFLKP�DOLRM�>Q�3Q��,LRFP�#LJJRKFQV�#LIIBDB�>PPBOQP�QE>Q�J>KV�BJMILVBOP�>OB�

@LK@BOKBA�>Q�QEB�I>@H�LC�@LJJRKF@>QFLK�>KA�FKQBOMBOPLK>I�PHFIIP�>JLKD�QEB�I>ODB�KRJ?BO�LC�

@LIIBDB�DO>AR>QBP�>MMIVFKD�CLO�GL?P���

'LLA�@LJJRKF@>QFLK�PHFIIP�M>OQF@RI>OIV�FK�TOFQFKD�>OB�BPPBKQF>I�FC�VLR�>OB�DLFKD�QL�PR@@BBA�FK�

QEB�TLOHMI>@B��4EB�TLOHFKD�TLOIA�ABMBKAP�LK�TOFQQBK�@LJJRKF@>QFLK�?B@>RPB�>IJLPQ�BSBOV�

>@QFLK�FP�AL@RJBKQBA�FK�TOFQFKD�TFQEFK�JLABOK�LOD>KFW>QFLKP��&ROQEBOJLOB�J>KV�HFKAP�LC�

TOFQFKD�QEOLRDE�>�S>OFBQV�LC�@LJJRKF@>QFLK�@E>KKBIP�LO�MI>QCLOJPdFK@IRAFKD�@LOOBPMLKABK@B�

MOBPBKQ>QFLKP�>OQF@IBP�QB@EKF@>I�OBMLOQP�>KA�CLOJ>I�OBMLOQPd>OB�MOBS>IBKQ�FK�JLPQ�TLOHMI>@BP��

4EB�@LJJRKF@>QFLK�TFQEFK�QELPB�AL@RJBKQP�KBBAP�QL�?B�OBIBS>KQ�QL�QEB�JLAB�LC�ABIFSBOV�

>@@RO>QB�>KA�@IB>O��

The Discip line of T echnical and Pr ofessional 
Communicati on 

4EB�kBIA�LC�QB@EKF@>I�@LJJRKF@>QFLK�FP�>�?OL>A�LKB�@LKQ>FKFKD�MOLCBPPFLK>I�QB@EKF@>I�TOFQBOP�

QB>@EBOP�>KA�MBLMIB�FK�LQEBO�MOLCBPPFLKP�CLO�TELJ�QB@EKF@>I�TOFQFKD�FP�>�HBV�@LJMLKBKQ�LC�QEB�

GL?�IFHB�BKDFKBBOP�>KA�OBPB>O@EBOP��%SBK�FC�VLR�AL�KLQ�MI>K�LK�MROPRFKD�QB@EKF@>I�TOFQFKD�>P�>�
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MOLCBPPFLK�FQ�@>K�?B�RPBCRI�QL�RKABOPQ>KA�QEB�kBIA�>KA�TE>Q�FQP�MOLJFKBKQ�MO>@QFQFLKBOP�AL�>P�>�

T>V�QL�FKCLOJ�VLRO�LTK�TOFQFKD��

What Does Technical and Pr ofessional 
Communicati on Loo k Lik e? 

"BFKD�>�QB@EKF@>I�>KA�LO�MOLCBPPFLK>I�TOFQBO�ALBP�KLQ�KB@BPP>OFIV�JB>K�VLR�>OB�PLIBIV�>�TOFQBO��

7EFIB�PBSBO>I�@LJM>KFBP�>KA�LOD>KFW>QFLKP�J>V�EFOB�QB@EKF@>I�TOFQBOP�QL�@LJMLPB�BAFQ�>KA�

AFPQOF?RQB�AL@RJBKQP�TOFQFKD�	>KA�PMB@Fk@>IIV�QB@EKF@>I�TOFQFKD
�FP�ALKB�?V�FKAFSFAR>IP�>@OLPP�

GL?P��!�JFKFKD�BKDFKBBO�CLO�BU>JMIB�JRPQ�@LJMIBQB�QB@EKF@>I�OBMLOQP�CLO�PFQBP�>KA�BNRFMJBKQ��!�

MR?IF@�EB>IQE�KROPB�J>V�TOFQB�DO>KQP�QL�L?Q>FK�CRKAFKD�CLO�>�KBT�MOLDO>J��4B>@EBOP�@LJMLPB�

MOLDOBPP�OBMLOQP�CLO�PQRABKQP�>KA�BS>IR>QFLKP�CLO�MBBOP��!@>ABJF@�>KA�DLSBOKJBKQ�OBPB>O@EBOP�

TOFQB�>OQF@IBP�>KA�OBMLOQP�LK�QEBFO�kKAFKDP��

%U>JMIBP�LC�QB@EKF@>I�>KA�MOLCBPPFLK>I�@LJJRKF@>QFLK�>OB�BSBOVTEBOB�FC�VLR�HKLT�TE>Q�VLR�

>OB�ILLHFKD�CLO��#EB@H�LRQ�QEB�#$#fP�PQ>QBJBKQ�>?LRQ�QEBFO�JFPPFLK�>KA�MROMLPB�� �7EL�FP�QEB�

Q>ODBQ�>RAFBK@B��7E>Q�FKCLOJ>QFLK�ALBP�QEFP�AL@RJBKQ�MOLSFAB��7E>Q�Q>PH�LO�DL>I�TFII�FQ�EBIM�QL�

>@@LJMIFPE��7E>Q�BIBJBKQP�LC�QEFP�AL@RJBKQ�AL�VLR�QEFKH�J>HB�FQ�RPBCRI��$LBP�FQ�PLISB�>�

MOL?IBJ��7E>Q�>?LRQ�QEB�PQVIB�LC�QEB�TOFQFKD�FK�QEFP�DLSBOKJBKQ�AL@RJBKQ��)P�FQ�@LK@FPB�>KA�

>@@RO>QB��4EFP�FP�GRPQ�LKB�BU>JMIB�LC�QEB�J>KV�HFKAP�LC�QB@EKF@>I�AL@RJBKQP�VLR�TFII�TLOH�TFQE�

FK�QEFP�@LROPB��

How Do T echnical W riters Ensur e Accuracy? 

.LQ�>II�QB@EKF@>I�TOFQBOP�MLPPBPP�>�AL@QLO>QB�LO�LQEBO�QLM�QFBO�@OBABKQF>IP�QL�@LKSBV�@LJMIBU�

AFP@FMIFK>OV�PMB@Fk@�FKCLOJ>QFLK�>?LRQ�>�MOL@BAROB�LO�MOLAR@Q�BCCB@QFSBIV��(LTB SBO�@LKSBVFKD�

FKCLOJ>QFLK�LRQPFAB�LC�QEBFO�AFOB@Q�BUMBOQFPB�FP�>�@E>IIBKDB�QB@EKF@>I�TOFQBOP�LCQBK�C>@B��

&LOQRK>QBIV�QEBOB�>OB�PBSBO>I�PQO>QBDFBP�QB@EKF@>I�TOFQBOP�@>K�BJMILV�QL�BKPROB�QEB�QB@EKF@>I�

>@@RO>@V�LC�QEBFO�TLOH��

i� 3QRAV�LC�?LLHP�>OQF@IBP�OBMLOQP�>KA�TB?PFQBP�OBI>QBA�QL�QEB�QLMF@�FPPRB�LO�MOLAR@Q�

i� 0OLAR@Q�PMB@Fk@>QFLKP��TE>Q�QEB�MOLAR@Q�FP�PRMMLPBA�QL�AL�ELT�FQ�FP�ABPFDKBA�

i� )KQBOSFBTP�TFQE�PR?GB@Q�J>QQBO�BUMBOQP��PMB@F>IFPQP�ABSBILMBOP�MOLGB@Q�J>K>DBOP�

BKDFKBBOP�

14  |  THE N ATURE O F TECHNI CAL WRITIN G



i� 0OLAR@Q�JBBQFKDP�AROFKD�QEB�ABSBILMJBKQ�@V@IB�

i� ,FSB�ABJLKPQO>QFLKP�LC�QEB�MOLAR@Q�

i� &>JFIF>OFQV�TFQE�MOFLO�OBPB>O@E�>KA�AFP@LROPB�LK�QEB�QLMF@�

i� %UMBOFJBKQ>QFLK�QBPQFKD�CLO�CB>PF?FIFQV�@IFKF@>I�QOF>IP�>KA�OBMIF@>QFLK�PQRAFBP�

i� 3R?GB@Q�J>QQBO�BUMBOQPf�OBSFBT�LC�QB@EKF@>I�TOFQBOPf�TLOH�CLO�QB@EKF@>I�>@@RO>@V�>KA�

@LJMIBQBKBPP�

4EBPB�>MMOL>@EBP�@>K�>IPL�?B�RPBCRI�CLO�PQRABKQP�LC�QB@EKF@>I�TOFQFKD��)K�VLRO�LQEBO�@LROPBP�VLR�

J> V�E>SB�?BBK�BUMB@QBA�QL�@LKAR@Q�LOFDFK>I�OBPB>O@E�RPFKD�BUMBOFJBKQ>I�A>Q>�MOFJ>OV�PLRO@BP�

>KA�PB@LKA>OV�PLRO@BP��0LPPF?IV�VLR�E>SB�@LKPRIQBA�TFQE�VLRO�MBBOP�VLRO�MOLCBPPLOP�>KA�VLRO�

4!P�QL�EBIM�BKPROB�QEB�@LOOB@QKBPP�LC�VLRO�@LK@IRPFLKP��4EBPB�P>JB�PHFIIP�@>K�?B�QERP�>MMIFBA�QL�

QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD��

What Standar ds Should I Observ e to M ake My 
Writing S uccessful? 

!P�>�JBJ?BO�LC�>KV�LOD>KFW>QFLK�LO�QB>J�VLR�T>KQ�QL�MOLAR@B�QEB�>?PLIRQB�?BPQ�TOFQFKD�VLR�

@>K��(BOB�>OB�QEB�PQ>KA>OAP�VLR�JRPQ�CLIILT�>KA�PLJB�QFMP�QL�EBIM�VLR���'LLA�QB@EKF@>I�TOFQFKD�

FP��

i� �11C@/B3��!P�M>OQ�LC�BPQ>?IFPEFKD�VLRO�@OBAF?FIFQV�>KA�MOLAR@FKD�RP>?IB�FKCLOJ>QFLK�VLRO�

AL@RJBKQP�JRPQ�MOLSFAB�FKCLOJ>QFLK�QE>Q�FP�@OBAF?IB�>KA�TBII�OBPB>O@EBA��4EBOB�FP�KL�

BU@RPB�CLO�MOBPBKQFKD�FK@LOOB@Q�FKCLOJ>QFLK��)K�>AAFQFLK�KBBAFKD�QL�TOFQB�>�KBT�AL@RJBKQ�

QL�@LOOB@Q�>�JFPQ>HB�@LPQP�QFJB�>KA�J>HBP�VLR�PBBJ�RKMOLCBPPFLK>I��

i� �:3/@
�4B@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�FP�RPBO�CL@RPBA�JB>KFKD�QE>Q�FQ�FP�PR@@BPPCRI�TEBK�

QEB�OB>ABO�RKABOPQ>KAP�TE>Q�VLR�E>SBK�TOFQQBK��

i� �=;>:3B3
 �!Q�FQP�JLPQ�?>PF@�g@LJMIBQBh�JB>KP�QE>Q�QEB�TOFQBO�E>P�>AAOBPPBA�>II�@LJJLK�

DBKOB�@LJMLKBKQP�PR@E�>P�FK@IRAFKD�?F?IFLDO>MEF@�FKCLOJ>QFLK�CLO�@FQ>QFLKP�LO�PB@QFLKP�IFHB�

>K�>?PQO>@Q�LO�Q>?IB�LC�@LKQBKQP��!�AL@RJBKQfP�@LJMIBQBKBPP�FP�>IPL�?>PBA�LK�FQP�>RAFBK@B��

3LJB�>RAFBK@BP�TFII�KBBA�JLOB�?>@HDOLRKA�FKCLOJ>QFLK�LK�LKB�>OB>�TEBOB>P�LQEBOP�TFII�

KBBA�JLOB�ABQ>FIP�FK�>KLQEBO��

i� �=<17A3
�&LO�J>KV�g@LK@FPFLKh�QO>KPI>QBP�QL�g?OFBC�h�7EFIB�@LK@FPB�TLOH�QBKAP�QL�?B�PELOQBO�

QEFP�PQ>KA>OA�ALBP�KLQ�JB>K�VLR�>OB�?>OOBA�COLJ�RPFKD�@LJMIBU�PBKQBK@BP�LO�TLOAP��%SBOV�

TLOA�E>P�>�MROMLPB�FK�>�QB@EKF@>I�AL@RJBKQ��)C�QEB�TLOAP�AL�KLQ�>AA�QL�QEB�JB>KFKD�QEBK�

QEBV�@>K�P>CBIV�?B�LJFQQBA��
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i� $@=43AA7=</:
�7E>Q�@LRKQP�>P�gMOLCBPPFLK>Ih�S>OFBP�>@OLPP�@LKQBUQP�>KA�>RAFBK@BP�?RQ�FK�

DBKBO>I�>RAFBK@BP�BUMB@Q�QL�PBB�AL@RJBKQP�QE>Q�>OB�COBB�COLJ�@LJJLK�DO>JJ>QF@>I�>KA�

QVMLDO>MEF@>I�BOOLOP��4B@EKF@>I�AL@RJBKQP�>IPL�BJMILV�>�PQOB>JIFKBA�>BPQEBQF@�RPFKD�

@LKPFPQBKQ�CLKQP�EB>AFKDP�>KA�LQEBO�SFPR>I�@RBP�QL�PFDK>I�QL�QEB�OB>ABO�ELT�FKCLOJ>QFLK�FK�

LKB�M>OQ�LC�QEB�AL@RJBKQ�OBI>QBP�QL�>KLQEBO��

4B@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�TFQEFK�QEB�5�3��FP�>IJLPQ�>IT>VP�PFQR>QBA�FK�QEB�@LKSBKQFLKP�LC�

3Q>KA>OA�7OFQQBK�%KDIFPE�	37%
��37%�>KA�QELPB�TEL�RPB�FQ�QBKA�QL�S>IRB�PQOF@Q�>AEBOBK@B�QL�

QO>AFQFLK>I�ORIBP�LC�PMBIIFKD�DO>JJ>O�MRK@QR>QFLK�>KA�PBKQBK@B�PQOR@QROB�PL�J>HB�PROB�QE>Q�

VLR�@>OBCRIIV�@EB@H�CLO�QEBPB�FPPRBP�TEBK�BAFQFKD��-LOB�IFHBIV�QE>K�KLQ�37%�FP�KLQ�>K�BU>@Q�

OBlB@QFLK�LC�QEB�%KDIFPE�VLR�RPB�FK�@>PR>I�@LKSBOP>QFLK��>IPL�FQ�@ILPBIV�OBPBJ?IBP�AF>IB@QP�

>PPL@F>QBA�TFQE�MBO@BMQFLKP�LC�MOFSFIBDB�TB>IQE�@I>PP�>KA�@LKSBKQFLK>I�PVPQBJP�LC�MLTBO��

#LKPBNRBKQIV�>P�>�QB@EKF@>I�TOFQBO�VLR�TFII�KBBA�QL�@LKPFABO�>KA�>AGRPQ�VLRO�IFKDRFPQF@�OBDFPQBO�

	CLOJ>IFQV�QLKB�TLOA�@ELF@B�BQ@�
�QL�@LJJRKF@>QB�BCCB@QFSBIV�TFQEFK�37%�@LKSBKQFLKP�>KA�QL�

CRIkII�>RAFBK@B�BUMB@Q>QFLKP��

Strategi es for Successful Technical and 
Professional Communicati on 

4B@EKF@>I�LO�MOLCBPPFLK>I�TOFQFKD�FP�FKQBKABA�QL�PLISB�MOL?IBJP�PBBH�PLIRQFLKP�>KA�MOLSFAB�

KB@BPP>OV�FKCLOJ>QFLK�QE>Q�TLOHBOP�TFII�QEBK�RPB�QL�AL�QEB�P>JB��PLISB�MOL?IBJP�PBBH�PLIRQFLKP�

>KA�MOLSFAB�KB@BPP>OV�FKCLOJ>QFLK��4B@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�@LKSBKQFLKP�>OB�QERP�

I>ODBIV�@BKQBOBA�>OLRKA�QEB�KBBAP�>KA�BUMB@Q>QFLKP�LC�QEBFO�>RAFBK@BP��7B�TFII�BUMILOB�QEFP�

@LK@BMQ�CROQEBO�FK�I>QBO�@E>MQBOP�?RQ�FK�LOABO�QL�E>SB�>�?>PF@�RKABOPQ>KAFKD�LC�QB@EKF@>I�TOFQFKD�

FQfP�FJMLOQ>KQ�QL�@LKPFABO�QEB�S>IRB�LC�VLRO�OB>ABOPf�QFJB�>KA�QL�OBJBJ?BO�QL�?B�@LROQBLRP�QL�

QEBJ�QEOLRDE�VLRO�AL@RJBKQPf�@LKQBKQ�>KA�LOD>KFW>QFLK��

(LT�AL�V LR�BKPROB�QE>Q�VLRO�AL@RJBKQ�TFII�?B�RPBCRI�QL�VLRO�OB>ABOP��*>HL?�.FBIPBK�L?PBOSBP�

QE>Q�OB>ABOP�LO�RPBOP�TLKfQ�OB>A�@LKQBKQ�RKIBPP�FQ�FP�@IB>O�PFJMIB�>KA�B>PV�QL�RKABOPQ>KA���

g#IB>Oh�>KA�gRKABOPQ>KA>?IBh�ELTBSBO�>OB�KLQ�PVKLKVJLRP�TFQE�?LOFKD��7FIIF>J�:FKPPBO�

>RQELO�LC�":�* >5@5:3�*188�BJME>PFWBP�.FBIPBKfP�MLFKQ�?RQ�TFQE�>K�BJME>PFP�LK�PQVIB��g'LLA�

TOFQFKD�E>P�>K�>IFSBKBPP�QE>Q�HBBMP�QEB�OB>ABO�OB>AFKD�COLJ�LKB�M>O>DO>ME�QL�QEB�KBUQ�>KA�FQfP�

KLQ�>�NRBPQFLK�LC�DFJJF@H�QL�MBOPLK>IFWB�QEB�>RQELO��)QfP�>�NRBPQFLK�LC�RPFKD�QEB�%KDIFPE�I>KDR>DB�

FK�>�T>V�QE>Q�TFII�>@EFBSB�QEB�DOB>QBPQ�@I>OFQV�>KA�PQOBKDQE�h��
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Legibility 

)K�LOABO�CLO�TOFQFKD�QL�?B�RPBCRI�QL�OB>ABOP�FQ�kOPQ�JRPQ�?B�8135.81��4E>Q�FP�QEB�AL@RJBKQ�>KA�FQP�

@LKQBKQP�JRPQ�?B�>@@BPPF?IB�QL�FQP�>RAFBK@B��)C�QEB�AL@RJBKQ�FQPBIC�FP�RK>?IB�QL�?B�FKQBO>@QBA�

TFQE�FK�FQP�@ROOBKQ�CLOJ>Q�QEBK�>II�@LKQBKQ�TFII�?B�ILPQ��&LO�J>KV�>RAFBK@BP�IBDF?FIFQV�FP�OBI>QBA�QL�

SFPF?FIFQV��

�A�B63�2=1C;3<B�7<�/�4=@;/B�B6/B�1/<�03�/113AA32�0G�B63�/C273<13��$FCCBOBKQ�>RAFBK@BP�

TFII�E>SB�AFCCBOBKQ�QB@EKLILDF@>I�KBBAP�>KA�QLLIP��)P�QEB�>RAFBK@B�ALTKIL>AFKD�>�0$&�kIB��

6FBTFKD�QEB�AL@RJBKQ�LK�>�TB?PFQB��5PFKD�>�P@OBBK�OB>ABO��

�A�B63�4=<B�:/@53�3<=C56�B=�03�@3/2�0G�/�D/@73BG�=4�/C273<13A��4EB�CLKQ�PFWB�FP�M>OQF@RI>OIV�

FJMLOQ>KQ�CLO�MOBPBKQ>QFLKP�>KA�CLO�AL@RJBKQP�OB>@EFKD�I>ODB�MLMRI>QFLKP��

�A�B63�2=1C;3<B�7<�/<�3/AG	B=	@3/2�BG>34/13�/<2�4=<B�B6/B�7A�/>>@=>@7/B3�4=@�B63�

1=<B3<B��#LJMRQBO�TOFQQBK�AL@RJBKQP�LCCBO�PBSBO>I�HFKAP�LC�QVMBC>@BP�>KA�CLKQP�QE>Q�>�

TOFQBO�J>V�RPB��$FCCBOBKQ�QVMBC>@BP�IFHB�#>IF?OF�	QEB�ABC>RIQ�LK�-F@OLPLCQ�7LOA
�>OB�

ABPFDKBA�CLO�OB>AFKD�LK�@LJMRQBO�P@OBBKP�TEBOB>P�LQEBOP�>OB�JLOB�RPBCRI�CLO�OB>AFKD�LK�

MELKBP�I>ODB�MOLGB@QFLK�P@OBBKP�LO�FK�MOFKQ��#BOQ>FK�QVMBC>@BP�>IPL�E>SB�gMBOPLK>IFQFBPh�

PR@E�>P�4FJBP�.BT�2LJ>K�?BFKD�>PPL@F>QBA�TFQE�MOLCBPPFLK>IFPJ�LO�#LJF@�3>KP�?BFKD�

>PPL@F>QBA�TFQE�VLRQE��

�@3�5@/>671A�>@3A3<B32�A6/@>:G�/<2�7<�/>>@=>@7/B3�23B/7:��'O >MEF@P�FK@IRAFKD�@E>OQP�

Q>?IBP�>KA�FJ>DBP�>OB�LCQBK�@OR@F>I�QLLIP�CLO�EBIMFKD�>RAFBK@BP�NRF@HIV�RKABOPQ>KA�

@LJMIBU�FKCLOJ>QFLK��7>Q@E�CLO�g?IROOVh�LO�gCRWWVh�DO>MEF@P�BPMB@F>IIV�FC�VLR�>OB�@LMVFKD�

>K�>QQOF?RQBA�FJ>DB��&LO�@E>OQP�>KA�Q>?IBP�MOLSFAB�@IB>O�QFQIBP�>KA�ILDF@>I�LOD>KFW>QFLK�PL�

QE>Q�VLRO�OB>ABO�@>K�NRF@HIV�FABKQFCV�MFB@BP�LC�FKCLOJ>QFLK��

Readability 

/K@B�VLR�>OB�PROB�QE>Q�VLRO�AL@RJBKQ�FP�IBDF?IB�J>HB�PROB�VLRO�TOFQFKD�FP�>1-0-.81��)C�VLR�E>SB�

FABKQFkBA�>KA�>K>IVWBA�VLRO�>RAFBK@B�VLR�>OB�LCC�QL�>�DLLA�PQ>OQ��2B>A>?IB�JB>KP�QE>Q�VLRO�

AL@RJBKQ�@>K�?B�B>PFIV�RKABOPQLLA�?V�VLRO�Q>ODBQ�>RAFBK@B�>KA�OB>A>?FIFQV�OBCBOP�QL�QEB�

CLOJRI>�TEBOB?V�TLOAP�PBKQBK@B�IBKDQE�>KA�PBKQBK@B�@LJMIBUFQV�ABQBOJFKB�ELT�E>OA�LO�B>PV�

VLRO�PBKQBK@BP�>OB�QL�OB>A��/CQBK�OB>A>?FIFQV�FP�IFKHBA�QL�DO>AB�IBSBI�FK�QEB�TOFQQBK�I>KDR>DB��

$L@RJBKQP�>FJBA�>Q�EFDEIV�BAR@>QBA�PMB@F>IFPQP�	PR@E�>P�GLROK>I�>OQF@IBP
�>OB�QVMF@>IIV�TOFQQBK�>Q�

EFDEBO�IBSBIP�TEBOB>P�AL@RJBKQP�>FJBA�>Q�>�?OL>A�>RAFBK@B�	PR@E�>P�DLSBOKJBKQ�TB?PFQBP
�TFII�

E>SB�>�@LJM>O>QFSBIV�ILTBO�OB>A>?FIFQV�P@LOB��)C�VLRO�OB>A>?FIFQV�FP�QLL�EFDE�CLO�QEB�>RAFBK@B�
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QEBK�QEBV�TFII�BFQEBO�Q>HB�JLOB�QFJB�DBQQFKD�TE>Q�QEBV�KBBA�COLJ�VLRO�TOFQFKD�LO�ABQBOJFKB�QE>Q�

QEB�FKCLOJ>QFLK�TLKfQ�?B�LC�>KV�RPB�QL�QEBJ�>Q�>II��)C�QEB�OB>A>?FIFQV�FP�QLL�ILT�VLR�J>V�@LJB�

>@OLPP�>P�@LKABP@BKAFKD�FC�KLQ�RKMOLCBPPFLK>I��

-F@OLPLCQ�7LOA�E>P�>�OB>A>?FIFQV�QBPQ�?RFIQ�FKQL�QEB�MOLDO>J�RKABO�QEB�2BSFBT�Q>?�QE>Q�TFII�DFSB�

VLR�>�DLLA�PQ>OQFKD�MI>@B�	&FDROB����
�� �(LTB SBO�ALKfQ�OBIV�@LJMIBQBIV�LK�FQ�QL�>PPBPP�QEB�B>PB�LO�

AFCk@RIQV�LC�VLRO�TOFQFKD��(>SB�>�QORPQBA�@LIIB>DRB�Q>HB�>�ILLH�>KA�DFSB�VLR�CBBA?>@H��9LR�@>K�

>IPL�RPB�LKB�LC�J>KV�COBB�LKIFKB�OB>A>?FIFQV�CLOJRI>P���

�64B?2������#60?<@<3A�-<?1��
���? 2.1./696AF�@A.A6@A60@�

Compr ehensibility 

&FK>IIV�VLRO�TOFQFKD�J>V�?B�IBDF?IB�>KA�OB>A>?IB�?RQ�FP�FQ�/;9<> 141:?5.81��4E>Q�FP�ELT�TBII�@>K�

VLRO�>RAFBK@B�@LJMOBEBKA�VLRO�AL@RJBKQ�FK�QEB�T>V�VLR�FKQBKABA��)P�QEB�OB>ABO�>?IB�QL�RPB�

QEB�AL@RJBKQ�FK�QEB�J>KKBO�VLR�JB>KQ��4L�BKE>K@B�QEB�OB>ABOfP�@LJMOBEBKPFLK�RPB�I>KDR>DB�

>KA�QBOJFKLILDV�C>JFIF>O�QL�QEB�OB>ABO�>KA�IFJFQ�M>O>DO>MEP�QL�LKB�J>FK�FAB>�B>@E��3QOFSB�CLO�

?OBSFQV�FC�VLRO�RPBOP�TFII�?B�OB>AFKD�LK�Q>?IBQP�LO�JL?FIB�ABSF@BP��5PB�SFPR>IP�PR@E�>P�@E>OQP�LO�

AF>DO>JP�QL�MOBPBKQ�>�ILQ�LC�FKCLOJ>QFLK�FK�>�DO>MEF@�CLOJ>Q��
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&FK>IIV�VLR�@>K�BS>IR>QB�ELT�B>PV�VLRO�AL@RJBKQ�FP�QL�@LJMOBEBKA�?V�E>SFKD�>KLQEBO�MBOPLK�

ILLH�>Q�FQ��!PH�>�@LIIB>DRB�QL�OB>A�VLRO�QBUQ�>KA�QEBK�QBII�VLR�TE>Q�QEB�FJMLOQ>KQ�FAB>P�>OB��)C�VLR�

>OB�@LKSBVFKD�VLRO�FAB>P�@IB>OIV�VLRO�OB>ABO�TFII�?B�>?IB�QL�PRJ�QEBJ�RM�>KA�OBMB>Q�QEBJ�?>@H�

QL�VLR��4EFP�MOL@BPP�FP�LCQBK�@>IIBA�gMBBO�OBSFBTh�>KA�@>K�?B�>�EFDEIV�PQOR@QROBA�BUBO@FPB�FK�
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RHET ORICAL SITU ATI ON: AN 
OVERVIEW AND KE Y TERMS 
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@LKQBUQ��

i� 4EB�OLIBP�>KA�OBPMLKPF?FIFQFBP�QEB�>RAFBK@B�>KA�ABIFSBOBO�E>SB�TFQEFK�QEB�@LJM>KV�TFII�

@LKQBUQR>IFWB�QEB�OBMLOQ�>P�TBII��

i� &ROQEBO�PQFII�QEB�T>V�QEB�OBMLOQ�FP�PQOR@QROBA�>KA�CLOJ>QQBA�TFII�>IPL�?B�FKlRBK@BA�?V�DBKOB�

@LKSBKQFLKP�TEF@E�@>K�?B�@LKQBUQR>IFWBA�?LQE�?V�QEB�@LJM>KV�>KA�QEB�I>ODBO�FKARPQOV�FK�

TEF@E�FQ�M>OQF@FM>QBP��

!P�QEFP�BU>JMIB�FIIRPQO>QBP�QEB�I>VBOP�LC�@LKQBUQ�QE>Q�PE>MB�>KA�FKlRBK@B�>�OEBQLOF@>I�PFQR>QFLK�

BUM>KA�TFABIV�FK�P@LMB�TFQE�TFABO�I>VBOP�IFHB�FKARPQOV�PQ>KA>OAP�>KA�@RIQROB�FKlRBK@FKD�

K>OOLTBO�LKBP�IFHB�ABIFSBOBO�>RAFBK@B�OBI>QFLKPEFMP��#LK@OBQFWFKD�QEBPB�AVK>JF@P�EBIMP�TOFQBOP�

ABQBOJFKB�TEF@E�LKBP�>OB�JLOB�FJMLOQ>KQ�M>OQF@RI>OIV�QEB�LKBP�QE>Q�J>V�?B�IBPP�L?SFLRP�>Q�kOPQ�

DI>K@B��7EBKBSBO�VLR�@O>CQ�QB@EKF@>I�AL@RJBKQP�>IT>VP�Q>HB�@LKQBUQ�FKQL�>@@LRKQ��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��
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4EB�KBBA�QL�RKABOPQ>KA�QEB�OEBQLOF@>I�PFQR>QFLK�@IB>OIV�>MMIFBP�QL�OB>AFKD�QBUQP�?RQ�ELT�AL�VLR�

>MMIV�VLRO�RKABOPQ>KAFKD�LC�>RAFBK@B�@LKQBUQ�MROMLPB�>KA�DBKOB�QL�TOFQFKD�QBUQP��7OFQFKD�@>K�

?B�@LK@BMQR>IFWBA�>P�TOFQBO�@BKQBOBA�LO�OB>ABO�@BKQBOBA��4BUQP�PR@E�>P�AF>OFBP�>KA�GLROK>IP�>OB�

MOFJ>OFIV�TOFQBO�@BKQBOBA��QEBV�>OB�TOFQQBK�CLO�QEB�?BKBkQ�LC�QEB�TOFQBO��4B@EKF@>I�>KA�

MOLCBPPFLK>I�@LJJRKF@>QFLKP�OBNRFOB�QE>Q�VLR�PEFCQ�QEFP�JFKAPBQ�>KA�TOFQB�CLO�QEB�?BKBkQ�LC�

VLRO�OB>ABO�LO�RPBO��4EFP�JFKAPBQ�PELRIA�?B�FKCLOJBA�?V�>K�RKABOPQ>KAFKD�LC�VLRO�>RAFBK@B��

#LKPFABO�QEB�CLIILTFKD�NRBPQFLKP��

+6=�7A�G=C@�B/@53B�/C273<13��!OB�QEBV�FKQBOK>I�LO�BUQBOK>I�OB>ABOP��5MPQOB>J�

ALTKPQOB>J�LO�I>QBO>I�FK�OBI>QFLK�QL�VLR��!OB�QEBOB�JRIQFMIB�OB>ABOP��

+6/B�7A�G=C@�5=/:�=@�>C@>=A3�7<�E@7B7<5�B=�B63A3�@3/23@A��7E>Q�AL�VLR�T>KQ�VLRO�

>RAFBK@B�QL�AL�>P�>�OBPRIQ�LC�OB>AFKD�QEFP�AL@RJBKQ�LO�EB>OFKD�VLRO�MOBPBKQ>QFLK��(LT�

ALBP�QEB�@LKQBKQ�>KA�LOD>KFW>QFLK�JBBQ�QEB�>RAFBK@BfP�KBBAP��

+6/B�7A�G=C@�@3/23@MA�5=/:��7E V�ALBP�QEFP�>RAFBK@B�T>KQ�LO�KBBA�QL�OB>A�QEFP�AL@RJBKQ��

7E>Q�>OB�QEBV�BUMB@QFKD�QL�AL�TFQE�QEB�AL@RJBKQ��'BQQFKD�>�@IB>O�RKABOPQ>KAFKD�LC�VLRO�

>RAFBK@B�FP�FJMLOQ>KQ�FK�@LJJRKF@>QFKD�BCCB@QFSBIV��)Q�>IPL�BK>?IBP�VLR�QL�FJ>DFKB�VLRO�

>RAFBK@B�>P�VLR�TOFQB�>KA�OBSFPB��

+6/B�4=@;�53<@3�E7::�B63�/C273<13�3F>31B��7E>Q�>OB�QEB�NR>IFQFBP�>KA�BUMB@Q>QFLKP�

OBI>QBA�QL�QEFP�M>OQF@RI>O�DBKOB�LO�CLOJ��(LT�@>K�QEB�I>VLRQ�?B�ABPFDKBA�QL�J>HB�FQ�>P�B>PV�

>P�MLPPF?IB�CLO�QEB�OB>ABO�QL�RPB�>KA�CLIILT�QEB�@LKQBKQ��

+6/B�2=3A�B63�/C273<13�/:@3/2G�9<=E�=@�/113>B�/0=CB�B63�B=>71��!MMB>IFKD�QL�VLRO�

OB>ABOP�JB>KP�MOBPBKQFKD�@LKQBKQ�FK�>�T>V�QE>Q�FQ�FP�>@@BPPF?IB�CLO�QEBFO�IBSBI�LC�

HKLTIBADB��9LR�@>K�>IPL�RPB�QEFP�FKCLOJ>QFLK�QL�ABQBOJFKB�TE>Q�PLRO@BP�TFII�?B�JLPQ�

@LKSFK@FKD�>KA�RKABOPQ>KA>?IB��
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+6/B�3 FB3@</:�1=<B3FBA�E7::�7<QC3<13�6=E�G=C@�B3FB�7A�C<23@AB==2��!OB�QEBOB�>KV�J>GLO�

K>QFLK>I�LO�DIL?>I�BSBKQP�PR@E�>P�>�M>KABJF@�L@@ROOFKD��7BOB�QEBOB�>KV�OB@BKQ�J>GLO�

@E>KDBP�QL�QEB�LOD>KFW>QFLK��7E>Q�FP�QEB�PQ>QRP�LC�VLRO�>RAFBK@B�OBI>QFSB�QL�LQEBO�I>VBOP�FK�

QEBFO�LOD>KFW>QFLK�LO�FK�QEB�MOLCBPPFLK>I�TLOIA��(LT�TFII�VLRO�QBUQ�?B�MOBPBKQBA�>KA�OB>A��

7FII�FQ�?B�FK�E>OA�@LMFBP�QE>Q�@>K�LKIV�?B�OB>A�>Q�QEB�LCk@B��)K�>�0$&�kIB��

Adapting y our W riting to M eet Your A udi enceÕs 
Needs 

/K@B�VLR�E>SB�>K>IVWBA�VLRO�>RAFBK@B�ELT�AL�VLR�MI>K�QL�RPB�QEFP�FKCLOJ>QFLK��(LT�AL�VLR�

HBBM�COLJ�TOFQFKD�PLJBQEFKD�QE>Q�J>V�MLQBKQF>IIV�PQFII�?B�FK@LJMOBEBKPF?IB�LO�RPBIBPP�QL�VLRO�

OB>ABOP��4EB�IFPQP�?BILT�>OB�PLJB�LC�QEB�T>VP�VLR�@>K�>A>MQ�VLRO�TOFQFKD�QL�VLRO�>RAFBK@BfP�

KBBAP��

4EB�CLIILTFKD�PRDDBPQFLKP�AB>I�TFQE�J>HFKD�QB@EKF@>I�FKCLOJ>QFLK�JLOB�RKABOPQ>KA>?IB�CLO�

KLK�PMB@F>IFPQ�>RAFBK@BP�>KA�QEBV�OBCBO�QL�FKCLOJ>QFLK�VLR�TFII�OBkKB�>P�VLR�?BDFK�QL�MRQ�VLRO�

kK>I�AL@RJBKQ�QLDBQEBO��

Provide the Right Inf ormati on 

�22�7<4=@;/B7=<�B6/B�@3/23@A�<332�7<�=@23@�B=�C<23@AB/<2�G=C@�2=1C;3<B
�#EB@H�QL�PBB�

TEBQEBO�@BOQ>FK�HBV�FKCLOJ>QFLK�FP�JFPPFKDdCLO�BU>JMIB�>�@OFQF@>I�PBOFBP�LC�PQBMP�COLJ�>�

PBQ�LC�FKPQOR@QFLKP��FJMLOQ>KQ�?>@HDOLRKA�FKCLOJ>QFLK�QE>Q�EBIMP�?BDFKKBOP�RKABOPQ>KA�

QEB�J>FK�AFP@RPPFLK��ABkKFQFLK�LC�HBV�QBOJP��

#;7B�7<4=@;/B7=<�G=C@�@3/23@A�2=�<=B�<332
�5KKB@BPP>OV�FKCLOJ>QFLK�@>K�>IPL�@LKCRPB�

>KA�CORPQO>QB�OB>ABOP��!CQBO�>II�FC�PLJBQEFKD�FP�MOBPBKQ�QEBOB�OB>ABOP�CBBI�L?IFD>QBA�QL�

OB>A�FQ��&LO�BU>JMIB�VLR�@>K�MOL?>?IV�OBJLSB�@LJMIBU�QEBLOBQF@>I�AFP@RPPFLK�COLJ�?>PF@�

FKPQOR@QFLKP��

�6/<53�B63�:3 D3:�=4�B63�7<4=@;/B7=<�G=C�1C@@3<B:G�6/D3
�9LR�J>V�E>SB�QEB�OFDEQ�

FKCLOJ>QFLK�?RQ�FQ�J>V�?B�gMFQ@EBAh�>Q�QLL�EFDE�LO�QLL�ILT�>�QB@EKF@>I�IBSBI��!IQBOK>QFSBIV�

QEB�FKCLOJ>QFLK�J>V�?B�Q>ODBQBA�>Q�QEB�TOLKD�HFKA�LC�>RAFBK@B�PR@E�>P�>Q�>K�BUMBOQ�

>RAFBK@B�O>QEBO�QE>K�>�QB@EKF@F>K�>RAFBK@B��4EFP�FPPRB�E>MMBKP�JLPQ�LCQBK�TEBK�MOLAR@Q�

ABPFDK�KLQBP�>OB�M>PPBA�LCC�>P�FKPQOR@QFLKP��
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�22�3 F/;>:3A
 �%U>JMIBP�>OB�LKB�LC�QEB�JLPQ�MLTBOCRI�T>VP�QL�@LKKB@Q�TFQE�>RAFBK@BP�

M>OQF@RI>OIV�FK�FKPQOR@QFLKP��%SBK�FK�>�KLK�FKPQOR@QFLK>I�QBUQ�CLO�FKPQ>K@B�TEBK�VLR�>OB�

QOVFKD�QL�BUMI>FK�>�QB@EKF@>I�@LK@BMQ�BU>JMIBP�	>K>ILDFBP�FK�M>OQF@RI>O
�>OB�>�J>GLO�PLRO@B�

LC�EBIM��

�6/<53�B63�:3 D3:�=4�G=C@�3F/;>:3A
 �9LR�J>V�?B�RPFKD�BU>JMIBP�?RQ�QEB�QB@EKF@>I�@LKQBKQ�

LO�IBSBI�J>V�KLQ�?B�>MMOLMOF>QB�QL�VLRO�OB>ABOP��0BOPLK>I�>KB@ALQBP�LO�PQLOFBP�J>V�KLQ�?B�

RPBCRI�QL�BUMBOQP��EFDEIV�QB@EKF@>I�BU>JMIBP�J>V�QLQ>IIV�JFPP�VLRO�KLK�PMB@F>IFPQ�OB>ABOP��

Guide Your R eader Thr ough Your W riting 

+@7B3�AB@=<5��B=	B63	>=7<B�7<B@=2C1B7=<A
�!RAFBK@BP�E>SB�JLOB�@LKkABK@B�FK�>�TOFQBO�

>KA�QEBFO�AL@RJBKQ�TEBK�QEBV�E>SB�QEB�g?FD�MF@QROBh�SFBT�LC�TE>QfP�@LJFKD�>KA�ELT�FQ�

OBI>QBP�QL�TE>Q�QEBVfSB�GRPQ�OB>A�LO�EB>OA��4EBOBCLOB�TOFQB�>�PQOLKD�FKQOLAR@QFLK�QL�QEB�

BKQFOB�AL@RJBKQ�QE>Q�@IB>OIV�FABKQFkBP�QEB�QLMF@�>KA�MROMLPB�>KA�CLOBDOLRKAP�QEB�

@LKQBKQP�LC�QEB�AL@RJBKQ��)K�B>@E�J>GLO�PB@QFLK�TFQEFK�VLRO�AL@RJBKQ�RPB�JFKF�

FKQOLAR@QFLKP�QE>Q�FKAF@>QB�>Q�IB>PQ�QEB�QLMF@�LC�QEB�PB@QFLK�>KA�DFSB�>K�LSBOSFBT�LC�QEB�

PR?QLMF@P�QL�?B�@LSBOBA�FK�QE>Q�PB@QFLK��

&3	=@5/<7H3�G=C@�7<4=@;/B7=<
�3LJBQFJBP�VLR�@>K�E>SB�>II�QEB�OFDEQ�FKCLOJ>QFLK�?RQ�

>OO>KDB�FQ�FK�QEB�TOLKD�T>V��&LO�FKPQ>K@B�QEBOB�@>K�?B�QLL�JR@E�?>@HDOLRKA�FKCLOJ>QFLK�

RM�COLKQ�	LO�QLL�IFQQIB
�@>RPFKD�@BOQ>FK�OB>ABOP�QL�DBQ�ILPQ��3LJBQFJBP�?>@HDOLRKA�

FKCLOJ>QFLK�KBBAP�QL�?B�@LKPLIFA>QBA�FKQL�QEB�J>FK�FKCLOJ>QFLK�O>QEBO�QE>K�FK�>K�

FKQOLAR@QFLK�LO�PBM>O>QB�PB@QFLK��)K�FKPQOR@QFLKP�CLO�BU>JMIB�FQ�FP�PLJBQFJBP�JLOB�

BCCB@QFSB�QL�FKPBOQ�@ERKHP�LC�?>@HDOLRKA�>Q�QEB�MLFKQP�TEBOB�QEBV�>OB�FJJBAF>QBIV�

KBBABA��

�@3/B3�B=>71�A3<B3<13A�4=@�>/@/5@/>6A�/<2�>/@/5@/>6�5@=C>A
�!�PBKQBK@B�FABKQFCVFKD�QEB�

J>FK�CL@RP�LC�>�M>O>DO>ME�LO�PB@QFLK�FP�FJJBKPBIV�EBIMCRI�CLO�LOFBKQFKD�OB>ABOP��4VMF@>IIV�>�

gQLMF@�PBKQBK@Bh�FP�QEB�kOPQ�PBKQBK@B�LC�QEB�M>O>DO>ME��)K�FQ�OB>ABOP�PELRIA�?B�>?IB�QL�

FABKQFCV�TE>Q�QEB�CL@RP�LC�QEB�CLIILTFKD�M>O>DO>ME�FP�>KA�QEB�M>O>DO>MEfP�OBI>QFLKPEFM�QL�>�

MOB@BAFKD�M>O>DO>ME�LO�PB@QFLK��

'B@3<5B63<�B@/<A7B7=<A
�)Q�J>V�?B�AFCk@RIQ�CLO�OB>ABOP�M>OQF@RI>OIV�KLK�PMB@F>IFPQP�QL�PBB�

QEB�@LKKB@QFLKP�?BQTBBK�QEB�J>FK�PB@QFLKP�LC�VLRO�OBMLOQ�?BQTBBK�FKAFSFAR>I�M>O>DO>MEP�

>KA�PLJBQFJBP�BSBK�?BQTBBK�FKAFSFAR>I�PBKQBK@BP��4L�EBIM�OB>ABOP�TFQE�QEBPB�

@LKKB@QFLKP�RPB�B@/<A7B7=<AdTLOAP�LO�MEO>PBP�QE>Q�FKAF@>QB�QEB�OBI>QFLKPEFM�?BQTBBK�

FAB>P�PBKQBK@BP�>KA�M>O>DO>MEP��7LOAP�PR@E�>P�gQEBOBCLOBh�gCLO�BU>JMIBh�>KA�gELTBSBOh�
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>OB�QO>KPFQFLK�TLOAP��QEBV�FKAF@>QB�QEB�ILDF@�@LKKB@QFKD�QEB�MOBSFLRP�QELRDEQ�QL�QEB�

RM@LJFKD�QELRDEQ��9LR�@>K�>IPL�PQOBKDQEBK�QO>KPFQFLKP�?V�QELRDEQCRIIV�B@ELFKD�QEB�P>JB�

HBVTLOAP��!�OBMLOQ�ABP@OF?FKD�KBT�PLCQT>OB�CLO�>O@EFQB@QP�JFDEQ�RPB�QEB�TLOA�gPLCQT>OBh�

PBSBO>I�QFJBP�LK�QEB�P>JB�M>DB�LO�BSBK�FK�QEB�P>JB�M>O>DO>ME��)K�QB@EKF@>I�MOLPB�FQ�FP�

MOBCBO>?IB�QL�RPB�QEB�P>JB�QBOJFKLILDV�QEOLRDELRQ�QEB�AL@RJBKQ�O>QEBO�QE>K�QL�FKPBOQ�

IBPP�MOB@FPB�PVKLKVJP��

Professional Tone 

g4LKBh�OBCBOP�QL�QEB�>QQFQRAB�QE>Q�>�AL@RJBKQ�@LKSBVP�QLT>OA�QEB�QLMF@�>KA�LO�QEB�OB>ABO��9LR�

E>SB�IFHBIV�OB>A�QBUQP�QE>Q�PLRKABA�>KDOV�ERJLOLRP�@VKF@>I�LO�BKQERPF>PQF@��4EBPB�TLOAP�

@E>O>@QBOFWB�QEB�QLKB��4B@EKF@>I�@LJJRKF@>QFLK�QBKAP�QL�>SLFA�AFPMI>VFKD�>K�L?SFLRP�BJLQFLK�

>KA�FKPQB>A�PQOFSBP�CLO�>�KBRQO>I�QLKB��

4LKB�FP�@OB>QBA�QEOLRDE�271B7=<�	TLOA�@ELF@B
�AG<B/F�	TLOA�LOABO
�PBKQBK@B�@LKPQOR@QFLK�>KA�

SFBTMLFKQ��#LKPFABO�>�MFB@B�LC�>@>ABJF@�TOFQFKD�QE>Q�VLR�E>SB�OB>A��)Q�@OB>QBP�>�CLOJ>I�QLKB�

QEOLRDE�FQP�RPB�LC�PMB@F>IFWBA�QBOJFKLILDV�PLMEFPQF@>QBA�SL@>?RI>OV�@LJMIBU�PBKQBK@B�

PQOR@QROBP�>KA�QEFOA�MBOPLK�SLF@B��4EFP�PQVIB�PRFQP�QEB�DBKOB�?B@>RPB�FQ�FP�AFOB@QBA�>Q�BUMBOQP�>KA�

P@ELI>OP�FK�QEB�kBIA�>KA�PBBHP�QL�@LKSBV�@LJMIBU�FKCLOJ>QFLK�ABKPBIV�>KA�L?GB@QFSBIV�TFQE�>K�

BJME>PFP�LK�OB>PLK�ILDF@�>KA�BSFABK@B��

.LT�@LKPFABO�>�MFB@B�LC�?RPFKBPP�TOFQFKD�QE>Q�VLR�E>SB�OB>A��4EB�QLKB�J>V�?B�PIFDEQIV�IBPP�

CLOJ>I�?RQ�KLQ�@LIILNRF>I��4EB�I>KDR>DB�FP�AFOB@Q�>KA�MI>FK�>KA�QEB�PBKQBK@BP�>OB�PELOQBO�>KA�

JLOB�PQO>FDEQCLOT>OA��)Q�J>V�J>HB�RPB�LC�QEB�PB@LKA�MBOPLK�	gVLRh
��4EFP�PQVIB�PRFQP�?RPFKBPP�

TOFQFKD�?B@>RPB�FQ�FP�AFOB@QBA�>Q�@LIIB>DRBP�J>K>DBJBKQ�LO�@IFBKQP�TEL�>OB�PBBHFKD�FKCLOJ>QFLK�

@IB>OIV�>KA�NRF@HIV�>KA�TEL�J>V�KBBA�QL�Q>HB�>@QFLK�LK�FQ��

Writing Constructi vely 

3QOFHFKD�QEB�>MMOLMOF>QB�QLKB�FKSLISBP�RKABOPQ>KAFKD�VLRO�MROMLPB�@LKQBUQ�>KA�>RAFBK@B��)Q�

>IPL�FKSLISBP�>K�RKABOPQ>KAFKD�QE>Q�TLOHMI>@BP�>OB�LCQBK�EFBO>O@EF@>I�>KA�QE>Q�@LLMBO>QFLK�>KA�

QB>JTLOH�>OB�OBNRFOBA��4EBOBCLOB�FQ�FP�FJMLOQ>KQ�QL�@LKPFABO�ELT�VLR�T>KQ�VLRO�OB>ABO�QL�CBBI�

>KA�TE>Q�J>V�J>HB�VLRO�OB>ABO�CBBI�QE>Q�T>V��9LRO�DL>I�FP�QL�TOFQB�@LKPQOR@QFSBIV�TEF@E�JB>KP�

QL�RPB�MLPFQFSB�MEO>PFKD�QL�@LKSBV�VLRO�JBPP>DB�QL�VLRO�OB>ABO��4>?IB�����FIIRPQO>QBP�QEB�
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AFCCBOBK@BP�?BQTBBK�@LKPQOR@QFSB�MLPFQFSB�>KA��ABPQOR@QFSB�KBD>QFSB�CBBIFKDP�QEB�OB>ABO�J>V�

BUMBOFBK@B�>P�>�OBPRIQ�LC�QEB�QLKB�RPBA�FK�>�AL@RJBKQ��

*./92������<;@A?B0A6C2	=<@6A6C2�9.;4B.42�C@�12@A?B0A6C2	;24.A6C2�9.;4B.42��

�=<AB@C1B7D3�$ =A7B7D3� �3AB@C1B7D3�"35/B7D3�

5KABOPQLLA� -FPRKABOPQLLA�

#LK@FIF>QLOV� /RQO>DBA�

0IB>PBA� $FPDRPQBA�

#>M>?IB� 'RFIQV�

%JMLTBOBA� "BIFQQIBA�

2BPMB@QBA� 0>QOLKFWBA�

0OLRA� $BCBKPFSB�
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J>OHBQ�FK�#BKQO>I�4BU>P�VLR�TLRIA�KLQ�@LIIB@Q�A>Q>�COLJ�LKIV�LKB�?OLHBOfP�LCk@B��7EFIB�QEFP�

LCk@B�JFDEQ�E>SB�>@@BPP�QL�?OL>ABO�A>Q>�LK�QEB�OB>I�BPQ>QB�J>OHBQ�>P�>�TOFQBO�VLR�ORK�QEB�OFPH�LC�
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ILLHFKD�?F>PBA�FC�VLR�LKIV�@ELPB�J>QBOF>IP�COLJ�QEFP�LKB�PLRO@B��#LIIB@QFKD�FKCLOJ>QFLK�COLJ�

JRIQFMIB�?OLHBOP�TLRIA�ABJLKPQO>QB�QELOLRDE�>KA�RK?F>PBA�OBPB>O@E��4EB�KBUQ�PB@QFLK�LC�QEFP�

@E>MQBO�CL@RPBP�LK�QEB�O>JFk@>QFLKP�LC�?F>P�FK�JLOB�ABQ>FI��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

(>JIFK�!KKBJ>OFB�#EOFP�2R?FL�>KA�-F@EBIB�$B3FIS>�g4VMF@>I�%QEF@P�)PPRBP�FK�4B@EKF@>I�
7OFQFKDh�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��)K�'OLPP�
!IIFPLK�!KKBJ>OFB�(>JIFK�"FIIV�-BO@H�#EOFP�2R?FL�*LAF�.>>P�-BD>K�3>S>DB�>KA�-F@EBIB�
$B3FIS>��' 1/4:5/-8�* >5@5:3��/MBK�/OBDLK�%AR@>QFLK>I�->QBOF>IP�K�A��
EQQMP���LMBKLOBDLK�MOBPP?LLHP�MR?�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

,>PQ�3RW>K�TFQE�@LKQOF?RQLOP�#>KAF@B�.BSBR�>KA�-LKFH>�3JFQE��' 1/4:5/-8�* >5@5:3��??1:@5-8?��
�:@>;0A/@5;:�@;�#>;21??5;:-8��;99A:5/-@5;:?�5:�'1/4:5/-8��5180?��6F@QLOF>�"#��5KFSBOPFQV�LC�
6F@QLOF>�������EQQMP���MOBPP?LLHP�?@@>JMRP�@>�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� 2BBA�2V>K��g7 >Q@E�*LEK�/IFSBO�#>II�/RQ�"LDRP�3@FBKQFk@�3QRAFBP�h�%;885:3�&@;:1�-> V���������
EQQMP���TTT �OLIIFKDPQLKB�@LJ�QS�QS�KBTP�T>Q@E�GLEK�LIFSBO�@>II�LRQ�?LDRP�P@FBKQFk@�PQRAFBP���������
,>PQ7BBH4LKFDEQ��g3@FBKQFk@�3QRAFBP��,>PQ�7BBH�4LKFDEQ�TFQE�*LEK�/IFSBO�	("/ 
�h�9LR4R?B�->V���
������ EQQMP���TTT �VLRQR?B�@LJ�T>Q@E�S��2KN�.M(AJT ��

��� ->OH�4T>FK� ->7�' C-5:H?��A@;.5;3>-<4E�6LIRJB���MOLAR@BA�?V�$LK�,>FKPLK�	0OLGB@Q�'RQBK?BOD�LC�
!RPQO>IF>�����
�0OLGB@Q�'RQBK?BOD�!RPQO>IF>��

��� 4EFP�M>OQF@RI>O�NRLQB�@LJBP�COLJ�3>JRBI�3��7FIHBP�TEL�FP�JFPNRLQFKD�(�'��7 BIIP��3�3��7FIHBP�
g5KABODO>AR>QB�3Q>QFPQF@>I�%AR@>QFLKh��;A>:-8�;2�@41��91>5/-:�&@-@5?@5/-8��??;/5-@5;:����KL������	->O@E�
����
���� EQQMP���ALF�LOD�������������������������������� ��

��� $BOFSBA�COLJ�!KKBJ>OFB�(>JIFK�#EOFP�2R?FL�>KA�-F@EBIB�$B3FIS>�g-FPIB>AFKD�>KA�2BDRI>O�0FB�#E>OQPh�
FK�g4VMF@>I�%QEF@P�)PPRBP�FK�4B@EKF@>I�7OFQFKDh�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����
)KQBOK>QFLK>I�,F@BKPB�FK�'OLPP�!IIFPLK�!KKBJ>OFB�(>JIFK�"FIIV�-BO@H�#EOFP�2R?FL�*LAF�.>>P�-BD>K�
3>S>DB�>KA�-F@EBIB�$B3FIS>�' 1/4:5/-8�* >5@5:3�	/MBK�/OBDLK�%AR@>QFLK>I�->QBOF>IP�K�A�
�
EQQMP���LMBKLOBDLK�MOBPP?LLHP�MR?�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK@LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� $BOFSBA�COLJ�!KKBJ>OFB�(>JIFK�#EOFP�2R?FL�>KA�-F@EBIB�$B3FIS>�g4ORK@>QBA�>KA�2BDRI>O�">O�'O>MEPh�
FK�g4VMF@>I�%QEF@P�)PPRBP�FK�4B@EKF@>I�7OFQFKDh�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����
)KQBOK>QFLK>I�,F@BKPB�FK�'OLPP�!IIFPLK�!KKBJ>OFB�(>JIFK�"FIIV�-BO@H�#EOFP�2R?FL�*LAF�.>>P�-BD>K�
3>S>DB�>KA�-F@EBIB�$B3FIS>�' 1/4:5/-8�* >5@5:3�	/MBK�/OBDLK�%AR@>QFLK>I�->QBOF>IP�K�A�
�
EQQMP���LMBKLOBDLK�MOBPP?LLHP�MR?�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>#OB>QFSB�#LJJLKP�!QQOF?RQFLK�
.LK@LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��
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INFO RMA TI ON INEQ UITY AND B IAS 
Karna Younger; Callie B ranstiter; W illiam Little; Clair e Carly-Miles; M att 
M cKinney; N icole H agstrom-Schmidt; Kalani P attison; and Kimberl y Clough 

.LQB�

#LKQBKQ�T>OKFKD��"B@>RPB�LC�QEB�K>QROB�LC�FKBNRFQV�>KA�?F>P�BU>JMIBP�FK@IRABA�FK�QEFP�
PB@QFLK�J>V�?B�LCCBKPFSB�LO�QOFDDBOFKD�CLO�OB>ABOP��0IB>PB�?B�>T>OB�>P�VLR�@LKQFKRB�OB>AFKD�
QEFP�MLOQFLK�LC�QEB�QBUQ�QE>Q�FKPQ>K@BP�LC�?F>P�E>O>PPJBKQ�>KA�>PP>RIQ�JLQFS>QBA�?V�O>@F>I�
BQEKF@�>KA�DBKABO�?F>PBP�>OB�FK@IRABA�QL�FIIRPQO>QB�>?PQO>@Q�@LK@BMQP��

7EBK�BS>IR>QFKD�QEB�@OBAF?FIFQV�LC�FKCLOJ>QFLK�FQ�FP�FJMLOQ>KQ�QL�@LKPFABO�FQP�?F>P��"F>P�

>@@LOAFKD�QL�QEB�/UCLOA�%KDIFPE�$F@QFLK>OV�FP�g!K�FK@IFK>QFLK�IB>KFKD�QBKABK@V�?BKQ��>�

MOBMLKABO>QFKD�AFPMLPFQFLK�LO�MOLMBKPFQV��MOBAFPMLPFQFLK�QLT>OAP��MOBAFIB@QFLK��MOBGRAF@B�h��

"F>P�ALBP�KLQ�>IT>VP�FJJBAF>QBIV�JB>K�>K�LSBOQ�MOBGRAF@B�LO�>�MLIFQF@>I�IB>KFKD��(LTBSBO�FK�

J>KV�@>PBP�?F>P�@>K�?B�MOBGRAF@F>I�>KA�E>OJCRI��&LO�BU>JMIB�FK������%RDBKB�3@LQQ�>K>IVWBA�QEB�

RPB�LC�gALD�TEFPQIFKDh�FK�!JBOF@>K�MLIFQF@P�CLO�'41�* -?45:3@;:�#;?@��$LD�TEFPQIFKD�FP�QEB�RPB�LC�

@LABA�I>KDR>DB�LO�FJ>DBP�QL�>MMB>I�QL�SLQBOPf�RK@LKP@FLRP�?F>PBP��3@LQQ�OBCBOBK@BP�JRIQFMIB�

BU>JMIBP�LC�ALD�TEFPQIFKD�FK�EFP�>OQF@IB�PR@E�>P�&ILOFA>�'LSBOKLO�2LK�$B3>KQFP�@>RQFLKFKD�

SLQBOP�QE>Q�FC�EFP�QEBK�LMMLKBKQ�!KAOBT�'FIIRJ�	>�"I>@H�J>K
�TBOB�BIB@QBA�EB�TLRIA�gJLKHBV�

QEFP�RM�h�7EFIB�$B3>KQFP�AFP>SLTBA�>KV�BUMIF@FQ�O>@FPQ�FKQBKQ�?BEFKA�EFP�TLOAP�QEBV�>OB�

@LKQBUQR>IIV�OLLQBA�FK�>�ILKDPQ>KAFKD�O>@F>I�PQBOBLQVMB�>D>FKPQ�"I>@H�MBLMIB�OBD>OAIBPP�LC�

FKQBKQ��

9LR�J>V�>IPL�OBJBJ?BO�FK������TEBK�0BMPF�M>OQKBOBA�TFQE�+BKA>II�*BKKBO�QL�>MMOLMOF>QB�QEB�

"I>@H�,FSBP�->QQBO�JLSBJBKQ�QL�PBII�PLA>�� �!RAFBK@BP�NRF@HIV�OBPMLKABA�>KA�0BMPF�MRIIBA�QEB�

FKPBKPFQFSB�>A��%AFQLO�LC��A22#;?@��8-/7�);5/1?�4>OVK�&FKIBV�CLO�LKB�@>IIBA�LRQ�0BMPF�CLO�FQP�

LSBOPFJMIFk@>QFLK�LC�PBOFLRP�FPPRBP�@>IIFKD�QEB�>A�gQLKB�AB>C�PE>IILT�>KA�LSBO�MOLAR@BA�h� �(BO�

QTBBQ�ABMF@QBA�FK�&FDROB����� �FJMIF@FQIV�MLFKQP�LRQ�QEB�T>V�QE>Q�OBAR@FKD�QEB�QOLR?IBP�>KA�

@LKPBNRBK@BP�LC�g�FPJPh�QL�PLJBQEFKD�QE>Q�@>K�?B�PL�B>PFIV�PLISBA�QOFSF>IFWBP�QEB�BUMBOFBK@BP�LC�

QELPB�TEL�E>SB�PQORDDIBA�TFQE�QELPB�PVPQBJF@�g�FPJPh�BPMB@F>IIV�QELPB�TEL�E>SB�?BBK�

KBD>QFSBIV�>CCB@QBA�?V�O>@FPJ�FK�FQP�S>OFLRP�CLOJP��5IQFJ>QBIV�0BMPFfP�>A�>KA�&FKIBVfP�OBPMLKPB�QL�

FQ�?LQE�EFDEIFDEQ�QEB�@LKPBNRBK@BP�LC�C>FIFKD�QL�>@@LRKQ�CLO�?F>P�FK�MOLCBPPFLK>I�@LJJRKF@>QFLK��
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�64B?2����* D22A�3?<:�* .?F;��6;92F��

Imp licit and Exp licit B ias 

&FOPQ�FQ�FP�FJMLOQ>KQ�QL�>@HKLTIBADB�QE>Q�>II�FKCLOJ>QFLK�FP�?F>PBA�FK�PLJB�T>V��4EBOB�>OB�QTL�

MOFJ>OV�QVMBP�LC�?F>P��BUMIF@FQ�>KA�FJMIF@FQ��4EB�/Ck@B�LC�$FSBOPFQV�>KA�/RQOB>@E�>Q�QEB�

5KFSBOPFQV�LC�#>IFCLOKF>�3>K�&O>K@FP@L�	5#3&
�LCCBOP�>K�B>PV�T>V�QL�AFPQFKDRFPE�?BQTBBK�QEB�

QTL���F>:717B�07/A�FP�>�@LKP@FLRP�?F>P�JB>KFKD�QE>Q�TB�>OB�>T>OB�LC�FQ��)K�@LKQO>PQ�7;>:717B�07/A�FP�

>K�RK@LKP@FLRP�?F>P�JB>KFKD�QE>Q�TB�ALKfQ�BSBK�OB>IFWB�TB�ELIA�FQ���

)JMIF@FQ�?F>P�PQ>OQP�AROFKD�B>OIV�@EFIAELLA�PL�QE>Q�?V�QEB�QFJB�TB�>OB�FK�>ALIBP@BK@B�TB�>IOB>AV�

ELIA�MOBGRAF@BP�>D>FKPQ�@BOQ>FK�DOLRMP�BSBK�FC�QEFP�ORKP�>D>FKPQ�LRO�@LKP@FLRP�JLO>IP�LO�BQEF@P���

4EB�DLLA�KBTP�QELRDE�FP�QE>Q�LRO�FJMIF@FQ�?F>PBP�@>K�@E>KDB�>KA�>OB�LCQBK�JLOB�LC�>�MOLAR@Q�LC�

LRO�BKSFOLKJBKQ�QE>K�>KVQEFKD�BIPB���

)JMIF@FQ�>KA�BUMIF@FQ�?F>PBP�?B@LJB�MOL?IBJP�?B@>RPB�LC�QEB�T>V�LRO�?O>FKP�TLOH��0PV@ELILDFPQP�

P>V�QE>Q�TB�BFQEBO�MOL@BPP�FKCLOJ>QFLK�NRF@HIV�?>PBA�LK�LRO�MOFLO�HKLTIBADB�LO�QE>Q�TB�>OB�

SBOV�ABIF?BO>QFSB�>KA�QEFKH�@OFQF@>IIV�>?LRQ�FKCLOJ>QFLK�� �7 B�OBIV�RMLK�LRO�?F>PBP�TEBK�TB�

J>HB�NRF@H�AB@FPFLKP�?RQ�TB�@>K�LSBOOFAB�PR@E�MOB@LKAFQFLKP�TEBK�TB�QEFKH�ABIF?BO>QBIV�>KA�

@OFQF@>IIV��!@@LOAFKD�QL�@LDKFQFSB�MPV@ELILDFPQ�$>KFBI�4��7FIIFKDE>J�QEBOB�OB>IIV�FPKfQ�>�@IB>O�@RQ�

T>V�QL�gQB>@Eh�LROPBISBP�ELT�QL�?B@LJB�?BQQBO�@OFQF@>I�QEFKHBOP�?RQ�FQ�FP�MLPPF?IB�>KA�>KVLKB�

@>K�AL�FQ�� �7FIIFKDE>J�E>P�CLRKA�QE>Q�IB>OKFKD�ABBMIV�>?LRQ�>�PR?GB@Q�AO>TFKD�COLJ�>KA�
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@E>IIBKDFKD�LRO�IFCB�BUMBOFBK@BP�>KA�ABSBILMFKD�@OFQF@>I�QEFKHFKD�PQO>QBDFBP�QL�CLIILT�TEBK�

BS>IR>QFKD�FKCLOJ>QFLK�>II�EBIM�RP�>SLFA�@LDKFQFSB�?F>PBP��

Categori es of Bias 

4EB�CLIILTFKD�PB@QFLKP�@LSBO�QEB�JLPQ�@LJJLK�CLOJP�LC�?F>P��%>@E�PB@QFLK�ABQ>FIP�ELT�B>@E�

CLOJ�LC�?F>P�CRK@QFLKP�EFDEIFDEQP�TELJ�FQ�>CCB@QP�>KA�MOLSFABP�@LK@OBQB�BU>JMIBP��!P�VLR�

OBSFBT�QEBPB�@>QBDLOFBP�Q>HB�>�JLJBKQ�QL�OBlB@Q�LK�QFJBP�VLR�E>SB�BK@LRKQBOBA�QEBJ�LO�BSBK�

J> V�E>SB�BUEF?FQBA�QEBJ��%SBOVLKB�E>P�RK@LKP@FLRPIV�MO>@QF@BA�>Q�IB>PQ�LKB�CLOJ�LC�?F>P�LO�

>KLQEBO�>Q�PLJB�MLFKQ�>KA�?F>P�FK�QEFKHFKD�FKBSFQ>?IV�IB>AP�QL�?F>P�FK�TOFQFKD�>KA�PMB>HFKD��)K�

PELOQ�?BFKD�C>JFIF>O�TFQE�QEBPB�@>QBDLOFBP�LC�?F>P�FP�FJMLOQ>KQ�FK�?B@LJFKD�>�JLOB�BCCB@QFSB�

BQEF@>I�>KA�PL@F>IIV�GRPQ�@LJJRKF@>QLO��#LDKFQFSB�?F>P�FP�>�PVPQBJF@>IIV�MBOS>PFSB�BOOLO�FK�LRO�

>PPBPPJBKQ�LC�MBLMIB�FPPRBP�PFQR>QFLKP�>KA�BKSFOLKJBKQP�TEF@E�RIQFJ>QBIV�PE>MBP�QEB�T>V�TB�

>@Q�LO�CLOJ�GRADBJBKQP��� �->K V�?F>PBP�PQBJ�COLJ�@LDKFQFSB�?F>P�>KA�QEBPB�?F>PBP�E>SB�I>PQFKD�

BCCB@QP�LK�ELT�TB�@ELLPB�QL�@LKPRJB�FKCLOJ>QFLK�>KA�KBTP��

4EB�kIQBO�?R??IB�MEBKLJBKLK�E>P�?BBK�CRBIBA�?V�QEFP�PBDJBKQ>QFLK��&FIQBO�?R??IBP�OBCBO�QL�LRO�

QBKABK@V�QL�@LKPRJB�KBTP�>KA�LQEBO�FKCLOJ>QFLK�QE>Q�PRMMLOQ�LRO�MOB@LK@BFSBA�KLQFLKP�>KA�

QL�OBGB@Q�FKCLOJ>QFLK�QE>Q�@E>IIBKDBP�QEBPB�KLQFLKP��4EOBB�@>QBDLOFBP�LC�@LDKFQFSB�?F>P�PBBJ�QL�

PRPQ>FK�QEBPB�kIQBO�?R??IBP��

4EB��=AB7:3�!327/��4431B�FP�g>�MBO@BMQR>I�?F>P�FK�TEF@EjMBLMIB�EFDEIV�FKSLISBA�TFQE�>K�

FPPRB�LO�FKQBOBPQ�DOLRMjQBKA�QL�PBB�JBAF>�@LSBO>DB�LC�QE>Q�FPPRB�LO�DOLRM�>P�RKC>FOIV�

PI>KQBA�>D>FKPQ�QEBFO�LTK�MLPFQFLK�h���

4EB��C<<7<5	�@C53@��4431B�FP�QEB�QBKABK@V�LC�QELPB�TFQE�ILT�>?FIFQV�LO�HKLTIBADB�LC�>�

QLMF@�QL�LSBOBPQFJ>QB�QEBFO�@LJMBQBK@V�FK�QE>Q�QLMF@�>KA�LO�RKABOBPQFJ>QB�QEB�

@LJMIBUFQV�LC�QE>Q�QLMF@����

�=<P@;/B7=<�07/A�L@@ROP�TEBK�TB�LKIV�PBBH�LRQ�>KA�QORPQ�PLRO@BP�LC�FKCLOJ>QFLK�QE>Q�

@LKkOJ�LRO�LTK�LMFKFLKP��� �(> SB�VLR�BSBO�@ELPBK�>�QLMF@�CLO�>�OBPB>O@E�M>MBO�>KA�PLRDEQ�

LRQ�PLRO@BP�QE>Q�LKIV�@LKkOJBA�VLRO�QEBPFP�LC�QE>Q�QLMF@��4E>Q�FP�>K�BU>JMIB�LC�

@LKkOJ>QFLK�?F>P��"F>PBP�PE>MB�kIQBO�?R??IBP�FK�TEF@E�TB�@LKPRJB�FKCLOJ>QFLK�>KA�>P�

VLR�TFII�OB>A�?BILT�MI>V�FKQL�@RIQRO>I�?F>PBP�>P�TBII��
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Gender Bias 

'BKABO�?F>P�L@@ROP�TEBK�>�TOFQBO�MOFSFIBDBP�QEB�TLOAP�>KA�BUMBOFBK@BP�LC�>�M>OQF@RI>O�DBKABO�

LSBO�LQEBOP��)K�MOLCBPPFLK>I�TOFQFKD�DBKABO�?F>P�@>K�LCQBK�?B�PBBK�FK�QEB�RPB�LC�MOLKLRKP�

	>IT>VP�RPFKD�gEBh�>P�LMMLPBA�QL�QEB�gPFKDRI>O�QEBVh�gEB�LO�PEBh�� �LO�FKQBO@E>KDFKD�MOLKLRK�RPB�

QEOLRDELRQ�QEB�AL@RJBKQ
��/QEBO�@LJJLK�J>KFCBPQ>QFLKP�LC�DBKABO�?F>P�FK@IRAB�@FQFKD�

MOFJ>OFIV�JBK�LO�FKAFSFAR>IP�TFQE�J>IB�PLRKAFKD�K>JBP�QL�QEB�BU@IRPFLK�LC�TLJBK�KLK?FK>OV�

LO�DBKABO�lRFA�FKAFSFAR>IP��@FQFKD�LKIV�>�J>IB�P@ELI>O�BSBK�QELRDE�>�CBJ>IB�P@ELI>O�MR?IFPEBA�

PFJFI>O�@LK@IRPFLKP�B>OIFBO��>KA�RPFKD�AFCCBOBKQ�PQ>KA>OAP�CLO�MO>FPFKD�JBK�>KA�TLJBK��

%PMB@F>IIV�FK�MBOCLOJ>K@B�OBSFBTP�>KA�IBQQBOP�LC�OB@LJJBKA>QFLKP�TLJBK�>OB�JLOB�IFHBIV�QL�?B�

MO>FPBA�	>KA�@OFQF@FWBA
�CLO�ELT�QEBV�>OB�MBO@BFSBA�PL@F>IIV�TFQE�TLOAP�PR@E�>P�g@>OFKDh�

g@LJM>PPFLK>QBh�>KA�gKROQROFKD�h�-BK�FK�@LKQO>PQ�>OB�QVMF@>IIV�MO>FPBA�FK�QBOJP�>PPL@F>QBA�TFQE�

QEBFO�FKQBIIFDBK@B�>KA�@LJMBQBK@B�PR@E�>P�g?OFIIF>KQh�>KA�gPHFIIBA�h�� �)K�LKB�PQRAV�@LKAR@QBA�?V�

(LCCJ>K�BQ�>I��PLJB�IBQQBOP�LC�OB@LJJBKA>QFLK�CLO�CBJ>IB�>MMIF@>KQP�>MMIVFKD�CLO�>�MBAF>QOF@�

PRODBOV�CBIILTPEFM�gJBKQFLKBA�;QEBFO<�PMLRPBfP�>@@LJMIFPEJBKQPh�TEBOB>P�IBQQBOP�PRMMLOQFKD�

J>IB�>MMIF@>KQP�AFA�KLQ�FK@IRAB�PMLRP>I�>@@LJMIFPEJBKQP�	���
��� �$RB�QL�DBKABO�?F>P�@BOQ>FK�

TLOAP�PR@E�>P�g>PPBOQFSBh�QE>Q�>OB�PBBK�>P�MLPFQFSB�CLO�JBK�	TEBOB�g>PPBOQFSBh�FJMIFBP�PQOBKDQE�

>KA�DLLA�IB>ABOPEFM
�@>K�?B�@LABA�>P�KBD>QFSB�CLO�TLJBK�>KA�NRBBO�FKAFSFAR>IP�	TEBOB�

g>PPBOQFSBh�FJMIFBP�QE>Q�QEBV�>OB�LMFKFLK>QBA�>KA�ILRA
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9LR�@>K�>IPL�PBB�DBKABO�?F>PBP�OBlB@QBA�FK�QEB�JBAF>��)K�.LSBJ?BO������ !���!1C? �>K@ELO�

3>S>KK>E�'RQEOFB�>KKLRK@BA�IFSB�LK�QEB�' ;0-E�&4;C �QE>Q�EBO�@L�ELPQ�->QQ�,>RBO�E>A�?BBK�

QBOJFK>QBA�ARB�QL�OBSBI>QFLKP�LC�PBUR>I�JFP@LKAR@Q��� �7EFIB�EB�T>P�LCk@F>IIV�QBOJFK>QBA�>P�QEB�

OBPRIQ�LC�LKB�PMB@Fk@�FK@FABKQ�FKSLISFKD�>K�>KLKVJLRP�!���!1C? �@LIIB>DRB�QEBOB�T>P�OB>PLK�QL�

?BIFBSB�QE>Q�QEFP�T>P�KLQ�>K�FPLI>QBA�FK@FABKQ�?RQ�O>QEBO�>K�LKDLFKD�@V@IB�LC�PVPQBJF@�PBUR>I�

E>O>PPJBKQ�FKSLISFKD�,>RBO�>Q�!���!1C? ����

)K�IFDEQ�LC�EFP�QBOJFK>QFLK�(&��' ;0-E �MR?IFPEBA�>�SFABL�@LJMFI>QFLK�LC�JLJBKQP�FK�TEF@E�,>RBO�

BUEF?FQBA�PBUFPQ�LO�@ORAB�?BE>SFLO�AROFKD�FKQBOSFBTP�LC�MOLJFKBKQ�@BIB?OFQFBP�>KA�MLIFQF@F>KP�

FK@IRAFKD�>�JLABO>QBA�AFP@RPPFLK�?BQTBBK�(FII>OV�#IFKQLK�>KA�QEBK�0OBPFABKQF>I�@>KAFA>QB�

$LK>IA�4ORJM��� �7EFIB�,>RBO�DOFIIBA�#IFKQLK�LK�EBO�RPB�LC�>�MOFS>QB�BJ>FI�PBOSBO�EB�?OBBWBA�
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Racial Bias 

4EB�!KKFB�%��#>PBV�&LRKA>QFLK�>�O>@F>I�GRPQF@B�LOD>KFW>QFLK�CO>JBP�O>@FPJ�>P�>K�RJ?OBII>�QBOJ�

@LJMLPBA�LC�>�PBQ�LC�KR>K@BA�@LKQBUQ�PMB@Fk@�CLOJP�LC�O>@FPJ��

4EB�@LK@BMQ�LC�O>@FPJ�FP�TFABIV�QELRDEQ�LC�>P�PFJMIV�MBOPLK>I�MOBGRAF@B�?RQ�FK�C>@Q�FQ�FP�>�

@LJMIBU�PVPQBJ�LC�O>@F>I�EFBO>O@EFBP�>KA�FKBNRFQFBP��!Q�QEB�JF@OL�LO�FKAFSFAR>I�IBSBI�LC�

O>@FPJ�>OB�FKQBOK>IFWBA�>KA�FKQBOMBOPLK>I�O>@FPJP��!Q�QEB�J>@OL�IBSBI�LC�O>@FPJ�TB�ILLH�

?BVLKA�QEB�FKAFSFAR>IP�QL�QEB�?OL>ABO�AVK>JF@P�FK@IRAFKD�FKPQFQRQFLK>I�>KA�PQOR@QRO>I�

O>@FPJ��

)KQBOK>IFWBA�O>@FPJ�ABP@OF?BP�QEB�MOFS>QB�O>@F>I�?BIFBCP�EBIA�?V�>KA�TFQEFK�FKAFSFAR>IPj�

)KQBOMBOPLK>I�O>@FPJ�FP�ELT�LRO�MOFS>QB�?BIFBCP�>?LRQ�O>@B�?B@LJB�MR?IF@�TEBK�TB�

FKQBO>@Q�TFQE�LQEBOPj�

)KPQFQRQFLK>I�O>@FPJ�FP�O>@F>I�FKBNRFQV�TFQEFK�FKPQFQRQFLKP�>KA�PVPQBJP�LC�MLTBO�PR@E�>P�

MI>@BP�LC�BJMILVJBKQ�DLSBOKJBKQ�>DBK@FBP�>KA�PL@F>I�PBOSF@BPj�

3QOR@QRO>I�O>@FPJ�	LO�PQOR@QRO>I�O>@F>IFW>QFLK
�FP�QEB�O>@F>I�?F>P�>@OLPP�FKPQFQRQFLKP�>KA�

PL@FBQV��)Q�ABP@OF?BP�QEB�@RJRI>QFSB�>KA�@LJMLRKAFKD�BCCB@QP�LC�>K�>OO>V�LC�C>@QLOP�QE>Q�

PVPQBJ>QF@>IIV�MOFSFIBDB�TEFQB�MBLMIB�>KA�AFP>AS>KQ>DB�MBLMIB�LC�@LILO����

)K�LQEBO�TLOAP�>�@LJMIBU�>KA�@LKQBUQ�PMB@Fk@�ABkKFQFLK�LC�O>@FPJ�FP�BPPBKQF>I�?B@>RPB�O>@FPJ�

@>K�Q>HB�J>KV�CLOJP�>KA�J>V�?B�BK@LRKQBOBA�QEOLRDE�>�KRJ?BO�LC�LSBOQ�O>@F>I�J>@OL�

>DDOBPPFLKP�>KA�JLOB�PR?QIB�JF@OL�>DDOBPPFLKP����

3R@E�O>@F>I�>DDOBPPFLKP�>OB�>?IB�QL�L@@RO�?B@>RPB�LC�TEFQB�MOFSFIBDB��7EFQB�MOFSFIBDB�FP�g>K�

FKSFPF?IB�M>@H>DB�LC�RKB>OKBA�>PPBQP�TEF@E�)�@>K�@LRKQ�LK�@>PEFKD�FK�B>@E�A>Vh�>P�7LJBKfP�

3QRAFBP�P@ELI>O�0BDDV�-@)KQLPE�� �ABkKBA�FQ�FK�g7EFQB�0OFSFIBDB��5KM>@HFKD�QEB�)KSFPF?IB�

+K>MP>@H�h�� �)K�QEFP�BPP>V�-@)KQLPE�ABIFKB>QBP�ELT�TEFQBP�>OB�g@>OBCRIIV�Q>RDEQh�KLQ�QL�

OB@LDKFWB�ELT�QEBV�?BKBkQ�A>FIV�COLJ�S>OFLRP�CLOJP�LC�O>@FPJ�>KA�QEB�O>@F>I�EFBO>O@EV��(BO�

BU>JMIBP�FK@IRAB�ELT�TEFQBP�>OB�>?IB�QL�PL@F>IFWB�TFQE�MBLMIB�FK�QEBFO�LTK�O>@F>I�DOLRM�>KA�

AFP>PPL@F>QB�COLJ�MBLMIB�QEBVfSB�?BBK�gQO>FKBA�QL�JFPQORPQ�>KA�TEL�E>SB�IB>OKBA�QL�JFPQORPQ�JV�

HFKA�LO�JB�h�)K�LQEBO�TLOAP�TEFQB�MBLMIB�@>K�@ELLPB�QL�LKIV�>PPL@F>QB�TFQE�TEFQB�MBLMIB�>KA�DBQ�

?V�GRPQ�kKB�TEBOB>P�>�DOLRM�LC�KLK�TEFQB�MBLMIB�JFDEQ�O>FPB�PRPMF@FLKP��

)K�QB@EKF@>I�>KA�MOLCBPPFLK>I�AL@RJBKQP�O>@F>I�?F>P�LCQBK�L@@ROP�?V�LJFPPFLK��!�MOBPBKQ>QFLK�

CLO�BU>JMIB�QE>Q�LKIV�RPBP�TEFQB�>KA�TEFQB�M>PPFKD�JLABIP�FK�MELQLDO>MEP�LO�EFDEIFDEQP�TEFQB�

JLABIP�FK�MLPFQFLKP�LC�MLTBO�TEFIB�PELTFKD�"I>@H�>KA�"OLTK�JLABIP�LKIV�FK�PR?PBOSFBKQ�LO�FK�
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KLK�BUB@RQFSB�OLIBP�SFPR>IIV�OBFKCLO@BP�PQOR@QROBP�LC�TEFQB�PRMOBJ>@V��)K�OBPB>O@E�OBMLOQP�

TOFQBOP�TEL�DILPP�LSBO�HBV�@LKQOF?RQFLKP�LC�"I>@H�FKAFDBKLRP�>KA�LQEBO�MBLMIB�LC�@LILO�

	")0/#
�OBPB>O@EBOP�TEFIB�CL@RPFKD�PLIBIV�LK�QEB�J>GLOFQV�O>@B�>IPL�BUEF?FQ�O>@F>I�?F>P��)K�LQEBO�

QVMBP�LC�TOFQFKD�>�TOFQBO�J>V�BUEF?FQ�O>@F>I�?F>P�FK�ELT�QEBV�ABP@OF?B�FKAFSFAR>IP�LC�AFCCBOBKQ�

O>@BP��&LO�BU>JMIB�TEBK�QEB�JBAF>�@LSBOBA�QTL�ALJBPQF@�PELLQFKD�@>PBP�QEB�TEFQB�>PP>FI>KQ�

TEL�E>A�>�EFPQLOV�LC�ALJBPQF@�SFLIBK@B�T>P�ABP@OF?BA�PVJM>QEBQF@>IIV�TFQE�JBAF>�OBMLOQP�

OBJ>OHFKD�LK�EFP�JBKQ>I�FIIKBPP�>KA�DLLA�K>QROBA�MR?IF@�MBOPLK>IFQV��4EB�"I>@H�>PP>FI>KQ�

ELTBSBO�AFA�KLQ�OB@BFSB�PR@E�QOB>QJBKQ��-BAF>�FKPQB>A�CL@RPBA�LK�EFP�M>PQ�ALJBPQF@�SFLIBK@B�

>KA�AORD�@E>ODBP����

Ethnicity and E thnic Pr ejudice 

%QEKF@FQV�FP�>�QBOJ�QE>Q�ABP@OF?BP�PE>OBA�@RIQROBdQEB�MO>@QF@BP�S>IRBP�>KA�?BIFBCP�LC�>�DOLRM��

4EFP�JFDEQ�FK@IRAB�PE>OBA�I>KDR>DB�OBIFDFLK�>KA�QO>AFQFLKP�>JLKD�LQEBO�@LJJLK>IFQFBP��,FHB�

O>@B�QEB�QBOJ�gBQEKF@FQVh�FP�AFCk@RIQ�QL�ABP@OF?B�>KA�FQP�JB>KFKD�E>P�@E>KDBA�LSBO�QFJB��!KA�>IPL�

IFHB�O>@B�FKAFSFAR>IP�J>V�?B�FABKQFkBA�LO�PBIC�FABKQFCV�TFQE�BQEKF@FQFBP�FK�@LJMIBU�BSBK�

@LKQO>AF@QLOV�T>VP��&LO�BU>JMIB�BQEKF@�DOLRMP�PR@E�>P�)OFPE�)Q>IF>K�2RPPF>K�*BTFPE�>KA�

3BO?F>K�!JBOF@>KP�JFDEQ�>II�?B�DOLRMP�TELPB�JBJ?BOP�>OB�MOBALJFK>KQIV�FK@IRABA�FK�QEB�O>@F>I�

@>QBDLOV�gTEFQB�h�#LKSBOPBIV�QEB�BQEKF@�DOLRM�"OFQFPE�FK@IRABP�@FQFWBKP�COLJ�>�JRIQFMIF@FQV�LC�

O>@F>I�?>@HDOLRKAP��"I>@H�TEFQB�!PF>K�>KA�JLOB�MIRP�>�S>OFBQV�LC�O>@B�@LJ?FK>QFLKP��4EBPB�

BU>JMIBP�FIIRPQO>QB�QEB�@LJMIBUFQV�>KA�LSBOI>M�LC�QEBPB�FABKQFCVFKD�QBOJP��%QEKF@FQV�IFHB�O>@B�

@LKQFKRBP�QL�?B�>K�FABKQFk@>QFLK�JBQELA�QE>Q�FKAFSFAR>IP�>KA�FKPQFQRQFLKP�RPB�QLA>VdTEBQEBO�

QEOLRDE�QEB�@BKPRP�>CkOJ>QFSB�>@QFLK�FKFQF>QFSBP�KLK�AFP@OFJFK>QFLK�I>TP�LO�PFJMIV�FK�MBOPLK>I�

A>V�QL�A>V�OBI>QFLKP��

%QEKF@�MOBGRAF@B�>KA�O>@F>I�MOBGRAF@B�>OB�LCQBK�@LKl>QBA��,FHB�O>@FPJ�BQEKF@�MOBGRAF@B�>IPL�

L@@ROP�QEOLRDE�PFJFI>O�>@QP�LC�JF@OL��>KA�J>@OL�>DDOBPPFLKP��%QEKF@�MOBGRAF@B�ELTBSBO�CL@RPBP�

MOFJ>OFIV�LK�>�DOLRMfP�PE>OBA�@RIQROB�O>QEBO�QE>K�LK�>�DOLRMfP�O>@B�BSBK�>P�O>@B�J>V�>IPL�?B�M>OQ�

LC�QE>Q�@RIQROBfP�FABKQFQV��4EB�TLOA�g?FDLQOVh�FP�>IPL�LCQBK�@LKl>QBA�TFQE�gO>@FPJh��ELTBSBO�

g?FDLQOVh�OBCBOP�MOFJ>OFIV�QL�BQEKF@�MOBGRAF@B�QELRDE�O>@B�J>V�>IPL�?B�>�M>OQ�LC�>�DOLRMfP�

FABKQFQV��

0>OQF@RI>OIV�FK�QEB�kBIA�LC�GLROK>IFPJ�BQEKF@�?F>PBP�E>SB�@LJB�QL�QEB�CLOBCOLKQ�TEBK�QEB�JBAF>�
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0OLCBPPLO�>KA�$LOLQEV�,��-BFBO�3L@F>I�%NRFQFBP�#E>FO�FK�3L@FLILDV�>Q�5#,!�E>P�CLRKA�QE>Q�

KBD>QFSB�JBAF>�MLOQO>V>IP�LC�,>QFKU�FJJFDO>KQP�LCQBK�OBFKCLO@B�KBD>QFSB�PQBOBLQVMBP�LC�,>QFKU�
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*LPBME�%O?>�>PPFPQ>KQ�MOLCBPPLO�LC�GLROK>IFPJ�>Q�QEB�5KFSBOPFQV�LC�+>KP>P�IFHBTFPB�CLRKA�QE>Q�

PR@E�PQBOBLQVMBP�QEOB>QBKBA�QEB�BUMBOFBK@B�LC�,>QFKU�@LIIBDB�PQRABKQP�CLO@FKD�QEBJ�QL�@LJ?>Q�

QEB�KBD>QFSB�MBO@BMQFLKP�LC�QEBFO�KLK�,>QFKU�@I>PPJ>QBP�QEOLRDELRQ�QEBFO�QFJB�LK�@>JMRP����

Corporate B ias 

#LOMLO>QB�?F>P�L@@ROP�TEBK�>�KBTP�>DBK@V�JBAF>�@LKDILJBO>QB�LO�>@@OBAFQ>QFLK�>DBK@V�
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>ASBOQFPBO��

)K�>ASBOQFPFKD�>KA�PQO>QBDF@�@LJJRKF@>QFLKP�@LOMLO>QB�?F>P�FP�M>OQ�LC�QEB�K>QROB�LC�QEB�TLOH��

9LRO�@IFBKQP�BPPBKQF>IIV�M>V�VLR�QL�OBMOBPBKQ�QEBJ�FK�>�MLPFQFSB�IFDEQ��(LTBSBO�VLR�E>SB�QL�T>IH�

>K�BQEF@>I�IFKB�TEBK�ALFKD�PL��!ASBOQFPBOP�JRPQ�OBJ>FK�JFKACRI�LC�QEB�&BABO>I�4O>AB�#LJJFPPFLK�

	&4#
�TEF@E�BKCLO@BP�QORQE�FK�>ASBOQFPFKD�I>TP��� �02�MO>@QFQFLKBOP�JRPQ�?B�DRFABA�?V�QEB�0R?IF@�

2BI>QFLKP�3L@FBQV�LC�!JBOF@>fP�@LAB�LC�BQEF@P����

)K�VLRO�OLIB�>P�>�@LJJRKF@>QLO�VLR�>@Q�>P�>�QVMB�LC�FKQBOJBAF>OV�?BQTBBK�QEB�MR?IF@�>KA�VLRO�

@IFBKQ��%SBK�QELRDE�VLRO�@IFBKQ�J>V�M>V�VLR�QL�MOLJLQB�QEBJ�LO�QEBFO�MOLAR@Q�VLR�JRPQ�AL�PL�

TFQE�QEB�?BPQ�FKQBOBPQ�LC�QEB�MR?IF@�FK�JFKA��&LO�FKPQ>K@B�FC�VLR�OBMOBPBKQ�>�@BIB?OFQV�TEL�FP�M>FA�

QL�)KPQ>DO>J�QEBJPBISBP�TFQE�MOLAR@QP�VLR�TFII�E>SB�QL�OBJFKA�QEBJ�QL�@IB>OIV�PQ>QB�QE>Q�FQ�FP�>�

M>FA�>ASBOQFPBJBKQ�>KA�KLQ�GRPQ�>�@RQB�MELQL�FK�LOABO�QL�>AEBOB�QL�QEB�&4#fP�>ASBOQFPFKD�

OBDRI>QFLKP����

/O�FC�CLO�BU>JMIB�VLR�>OB�ABSBILMFKD�>�EB>IQE�QEBJBA�>A�@>JM>FDK�CLO�2F@B�+OFPMFBP�@BOB>I�VLR�

PELRIA�J>HB�@BOQ>FK�QE>Q�P@FBKQFPQP�E>SB�SBOFkBA�QE>Q�QEB�@BOB>I�TFII�?LLPQ�>�@EFIAfP�FJJRKFQV��

7EBK�QEB�&4#�kKBA�+BIILDDfP�CLO�KLQ�?>@HFKD�RM�QEFP�@I>FJ�TFQE�P@FBKQFk@�BSFABK@B�QEB�@BOB>I�

@LJM>KV�E>A�QL�MRII�>II�>ASBOQFPFKD�QE>Q�PMLOQBA�QEB�@I>FJ����

Algorithms: H uman -Inspir ed Bias 

, LLPBIV�ABkKBA�>IDLOFQEJP�>OB�PBQP�LC�ORIBP�QE>Q�@LJMRQBOP�RPB�QL�MBOCLOJ�>�PMB@Fk@�Q>PH��

">PBA�FK�J>QEBJ>QF@P�>KA�@LJMRQBO�P@FBK@B�>IDLOFQEJP�>OB�RPR>IIV�KRJ?BO�?>PBA�>KA�FK�@LAB�
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(LTB SBO�TEFIB�>IDLOFQEJP�RPB�KRJ?BOP�QEBV�>OB�KLQ�FJJRKB�QL�?F>P�TEBQEBO�LK�QEB�M>OQ�LC�
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@LJM>KV�@LJMRQBO�LO�!6�BNRFMJBKQ��)C�VLRO�PB@LKA�GL?�@OB>QBP�>�@LKlF@Q�LC�FKQBOBPQ�TFQE�VLRO�

MOFJ>OV�BJMILVBO�	PR@E�>P�COBBI>K@FKD�CLO�>�@LJMBQFQLO
�VLR�JRPQ�OBMLOQ�QE>Q�>@QFSFQV��

)K�>II�PFQR>QFLKP�TEBOB�RKBQEF@>I�>@QFSFQV�@LRIA�MLQBKQF>IIV�L@@RO�>IT>VP�?B�JFKACRI�LC�VLRO�

TLOAP�>KA�>@QFLKP��VLR�>OB�OBPMLKPF?IB�CLO�BKPROFKD�QE>Q�VLR�>OB�KLQ�BK>?IFKD�LO�@LKQOF?RQFKD�QL�

QEFP�>@QFSFQV�BSBK�FK>ASBOQBKQIV��#LKPFABO�QEB�@LKPBNRBK@BP�PELOQ��>KA�ILKD�QBOJ�CLO�>II�MBLMIB�

FKSLISBA�FK�QEBPB�PFQR>QFLKP�>KA�?B�>T>OB�LC�QEB�OBPLRO@BP�>KA�MOL@BAROBP�FK�MI>@B�CLO�OBMLOQFKD�

RKBQEF@>I�>@QFSFQV��7FQE�IR@H�VLR�TFII�KBSBO�E>SB�QL�>MMIV�QEFP�HKLTIBADB�?RQ�FQ�FP�C>O�?BQQBO�QL�

MLPPBPP�FQ�>KA�KLQ�KBBA�FQ�QE>K�QEB�OBSBOPB��

-@+FKKBV�->QQ�+>I>KF�0>QQFPLK�3>O>E�,B-FOB�+>QEV�!KABOP�>KA�.F@LIB�(>DPQOLJ�3@EJFAQ�
BAP���;C0E�;>��188;���' 1/4:5/-8�-:0�#>;21??5;:-8��;99A:5/-@5;: ���KA�BA��#LIIBDB�3Q>QFLK��4BU>P�
!�-�5KFS BOPFQV�������,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�
3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB�BU@BMQ�TEBOB�LQEBOTFPB�KLQBA��
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LOGOS, ETH OS, PATH OS 
David M cM urr ey; Kalani Pattison; and N icole H agstrom-Schmidt 

7EBK�QB@EKF@>I�TOFQFKD�kOPQ�BJBODBA�>P�>�PR?GB@Q�FK�RKFSBOPFQV�BKDFKBBOFKD�P@ELLIP�FQ�T>P�

ABkKBA�>P�OFDLOLRPIV�L?GB@QFSB�FK�TOFQFKD�PQVIB�BSBK�QL�QEB�BUQBKQ�LC�RPFKD�QEB�M>PPFSB�SLF@B�

FKPQB>A�LC�QEB�kOPQ�MBOPLK�PFKDRI>O�g)�h�4EB�PQ>KA>OA�JLABI�T>P�QEB�MOFJ>OV�OBPB>O@E�OBMLOQ��

3FK@B�QEBK�ELTBSBO�FQ�E>P�?B@LJB�@IB>O�QE>Q�QB@EKF@>I�TOFQBOP�JRPQ�LCQBK�BKD>DB�FK�MBOPR>PFSB�

@LJJRKF@>QFLK�BCCLOQP�FK�QEBFO�MOFJ>OV�TLOH��

What I s Persuasion? 

0BOPR>PFLK�FP�QEB�@LJJRKF@>QFSB�BCCLOQ�QL�@LKSFK@B�MBLMIB�QL�QEFKH�LO�>@Q�FK�>�@BOQ>FK�T>VdQL�

SLQB�CLO�>�@FQV�TFAB�OB@V@IFKD�MOLDO>J�QL�LMMLPB�QEB�?RFIAFKD�LC�JLOB�@L>I�kOBA�BIB@QOF@FQV�

MI>KQP�LO�QL�MRO@E>PB�>�KBT�MFB@B�LC�QB@EKLILDV�CLO�>�@I>PPOLLJ��

)K�QEB�SFBT�LC�PLJB�QB@EKF@>I�TOFQFKD�FP�PRMMLPBA�QL�?B�gP@FBKQFk@h�gL?GB@QFSBh�>KA�gKBRQO>I�h�

(LTB SBO�IFHB�>KV�ERJ>K�MROPRFQ�LC�HKLTIBADB�P@FBK@B�FP�KBSBO�QORIV�L?GB@QFSB�>KA�KBRQO>I��!II�

A>Q>�JRPQ�?B�FKQBOMOBQBA�?V�PLJBLKB�FK�LOABO�CLO�QEB�A>Q>�QL�E>SB�>KV�RPB�LO�JB>KFKD��

-LOBLSBO�@BOQ>FK�QVMBP�LC�QB@EKF@>I�>KA�MOLCBPPFLK>I�@LJJRKF@>QFLK�PR@E�>P�MOLMLP>IP�

MOLDOBPP�OBMLOQP�OBPRJBP�>MMIF@>QFLK�IBQQBOP�>KA�BSBK�@LJMI>FKQ�IBQQBOP�>OB�JLOB�LSBOQIV�

MBOPR>PFSB�TEFIB�PQFII�@LKSBVFKD�QB@EKF@>I�FKCLOJ>QFLK��

0BOPR>PFSB�PQO>QBDFBP�CLO�QB@EKF@>I�TOFQFKD�>OB�LCQBK�BJ?BAABA�FK�QEB�PQOR@QROB�LC�QEB�AL@RJBKQ�

O>QEBO�QE>K�FK�LSBOQ�>MMB>IP�QL�BJLQFLKP�LO�GRPQF@B��0BOPR>PFLK�FP�>K�BPPBKQF>I�C>@QLO�FK�QEB�

FKCO>PQOR@QROB�LC�MOLMLP>IP�>KA�MOLDOBPP�OBMLOQP��4L�@LKSFK@B�MBLMIB�QL�EFOB�VLR�QL�AL�>�MOLGB@Q�

>KA�QL�OB>PPROB�QEBJ�QE>Q�QEB�MOLGB@Q�FP�DLFKD�TBII�VLR�KBBA�MBOPR>PFSB�PQO>QBDFBP��4EFP�@E>MQBO�

OBSFBTP�QEB�@LJJLK�MBOPR>PFSB�PQO>QBDFBP�QL�MOBM>OB�VLR�QL�TOFQB�QELPB�HFKAP�LC�AL@RJBKQP�>P�

TBII�>P�MBOPR>PFSB�QB@EKF@>I�AL@RJBKQP��
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Classical Appeals 

4EB�@I>PPF@>I�>MMOL>@E�QL�MBOPR>PFLK�BPQ>?IFPEBA�?V�!OFPQLQIB�	���c����"#%
�FK�QEB��>@�;2�

%41@;>5/�FKSLISBP�QEOBB�>MMB>IP�QL�OB>ABOP�>KA�IFPQBKBOP��:=5=A�>/B6=A�>KA�3B6=A�� �4EBPB�

>MMB>IP�>OB�?LQE�FKQBO@LKKB@QBA�>KA�AFOB@QIV�QFBA�QL�HBV�M>OQP�LC�QEB�OEBQLOF@>I�PFQR>QFLK�	DBKOB�

CLOJ�>RAFBK@B�>KA�ABIFSBOBO�OBPMB@QFSBIV
��

Logos (Logical Appeal) 

7EBK�VLR�RPB�OB>PLKP�>KA�>ODRJBKQP�?>@HBA�RM�?V�C>@QP�>KA�ILDF@�QL�J>HB�VLRO�@>PB�VLR�>OB�

RPFKD�ILDF@>I�>MMB>IP��-LPQ�TOFQBOP�B>PFIV�RKABOPQ>KA�QEB�FJMLOQ>K@B�LC�OBIF>?IB�BSFABK@B�FK�>�

MBOPR>PFSB�AL@RJBKQ�?RQ�ILDF@>I�>MMB>IP�BUQBKA�QL�QEB�PQOR@QROB�LC�LKBfP�>ODRJBKQ�>P�TBII���;C�

VLR�BUMI>FK�VLRO�BSFABK@B�>KA�FQP�OBI>QFLKPEFMP�QL�LQEBO�@I>FJP�>KA�BSFABK@B�FP�GRPQ�>P�FJMLOQ>KQ�

>�ILDF@>I�>MMB>I�>P�QEB�FKCLOJ>QFLK�FQPBIC��)K�>@>ABJF@�>KA�QB@EKF@>I�@LJJRKF@>QFLK�ILDLP�FP�QEB�

MOBCBOOBA�JBQELA�LC�MBOPR>PFLK��

Pathos (Emoti onal Appeal) 

7EBK�VLR�>QQBJMQ�QL�OLRPB�MBLMIBfP�>KDBO�LO�PVJM>QEFBP�FK�>�MBOPR>PFSB�BCCLOQ�VLR�>OB�RPFKD�

BJLQFLK>I�>MMB>IP��3R@E�AFOB@Q�BJLQFLK>I�>MMB>IP�ELTBSBO�>OB�IBPP�BCCB@QFSB�FK�QB@EKF@>I�LO�

?RPFKBPP�TOFQFKD�PFK@B�QEBPB�PQVIBP�>QQBJMQ�QL�?B�JLOB�JB>PROBA�LO�L?GB@QFSB��%CCB@QFSB�M>QELP�

FK�QEFP�PFQR>QFLK�TLRIA�FKPQB>A�>MMB>I�QL�@LJJLK�JLQFS>QFLKP�DL>IP�>KA�S>IRBP��!ODRFKD�QE>Q�>�

@BOQ>FK�@LROPB�LC�>@QFLK�TLRIA�P>SB�QEB�@LJM>KV�JLKBV�CLO�FKPQ>K@B�TLRIA�>MMB>I�QL�TE>Q�QEB�

>RAFBK@B�T>KQP��&LO�>KLQEBO�BU>JMIB�MF@QROB�>�@LJM>KV�QE>Q�OB>IIV�S>IRBP�ILKD�QBOJ�

PRPQ>FK>?FIFQV��!ODRFKD�QE>Q�>�@BOQ>FK�@LROPB�LC�>@QFLK�TLRIA�OBAR@B�>�@LJM>KVfP�@>O?LK�

CLLQMOFKQ�TLRIA�>MMB>I�QL�QEB�@LJM>KVfP�S>IRBP�>KA�QEBOBCLOB�MOL?>?IV�QL�QEB�S>IRBP�LC�QEBFO�

@IFBKQP��

Ethos (Ethical Appeal/Cr edibility ) 

7EBK�VLR�MOBPBKQ�NR>IFk@>QFLKP�BUMBOFBK@B�BUMBOQFPB�>KA�TFPALJ�	TEBQEBO�VLROP�LO�LQEBOPf
�

FK�>K�>QQBJMQ�QL�?RFIA�OB>ABOPf�@LKkABK@B�FK�VLR�>KA�VLRO�AL@RJBKQ�VLR�>OB�RPFKD�BQEF@>I�

>MMB>IP��0>OQ�LC�TE>Q�TFII�@LKSFK@B�OB>ABOP�QL�gIFPQBKh�QL�VLR�FP�FC�QEBV�HKLT�TEL�VLR�>OB�>KA�

TE>Q�J>HBP�VLR�>K�>RQELOFQV�LK�>�PR?GB@Q��!KLQEBO�>PMB@Q�LC�BQELP�FP�QEB�@OBAF?FIFQV�>KA�

gQORPQTLOQEFKBPPh�LC�VLRO�PLRO@BP�LC�FKCLOJ>QFLK��*RPQ�>P�M>QELP�@>K�?B�RPBA�IBDFQFJ>QBIV�QL�DBQ�
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OB>ABOP�QL�M>V�>QQBKQFLK�>KA�@>OB�>?LRQ�VLRO�JBPP>DB�QEB�>MMOLMOF>QB�ABSBILMJBKQ�LC�BQELP�

TFII�?RFIA�OB>ABOPf�@LKkABK@B�FK�VLR��

9LR�J>V�>IPL�E>SB�BK@LRKQBOBA�QEB�gPQVIFPQF@h�>MMB>I��QEB�RPB�LC�I>KDR>DB�>KA�SFPR>I�BCCB@QP�QL�

FK@OB>PB�QEB�MBOPR>PFSB�FJM>@Q��&LO�BU>JMIB�>�DILPPV�C>K@V�ABPFDK�CLO�>�OBPRJB�@>K�E>SB�>�

MLPFQFSB�FJM>@Q�GRPQ�>P�JR@E�>P�QEB�@LKQBKQ��4EFP�FP�VBQ�>KLQEBO�C>@BQ�LC�BQELP�>P�FQ�FP�>K�>MMB>I�

QE>Q�IBKAP�QL�ELT�VLR�>OB�MBO@BFSBA�?V�VLRO�>RAFBK@B��

Additi onal Persuasive Strategi es 

)K�>AAFQFLK�QL�QEB�QEOBB�@I>PPF@>I�>MMB>IP�LQEBO�EBIMCRI�PQO>QBDFBP�CLO�>ODRJBKQ�PR@E�>P�QEB�

4LRIJFK�-LABI�FK@IRAB�OB?RQQ>IP�>KA�@LK@BPPFLKP�� �4EBPB�>MMOL>@EBP�>OB�CL@RPBA�JLOB�

PMB@Fk@>IIV�LK�>AAOBPPFKD�MLQBKQF>I�@LK@BOKP�LO�@LRKQBO�>ODRJBKQP�QE>Q�VLRO�OB>ABOP�J>V�E>SB�

TEBK�OB>AFKD�VLRO�AL@RJBKQ�LO�EB>OFKD�VLRO�MOBPBKQ>QFLK��

Rebuttal 

)K�>�@30CBB/:�VLR�AFOB@QIV�>AAOBPP�>ODRJBKQP�QE>Q�VLRO�MBOPR>PFSB�LMMLKBKQP�JFDEQ�?OFKD�RM��

9LR�PELT�ELT�QEBPB�@I>FJP�>OB�TOLKD�LO�ELT�QEBV�ALKfQ�>CCB@Q�VLRO�LSBO>II�>ODRJBKQ��0F@QROB�

VLROPBIC�C>@B�QL�C>@B�TFQE�VLRO�MBOPR>PFSB�LMMLKBKQP��7E>Q�>ODRJBKQP�>OB�QEBV�DLFKD�QL�RPB�

>D>FKPQ�VLR��(LT�>OB�VLR�DLFKD�QL�>KPTBO�QELPB�>ODRJBKQP��)K�>�TOFQQBK�MBOPR>PFSB�BCCLOQ�VLR�

JRPQ�PFJRI>QB�QEFP�?>@H�>KA�CLOQE�AB?>QB�PQVIB�>ODRJBKQ>QFSB�MOL@BPP��)J>DFKB�VLRO�

LMMLKBKQPf�@LRKQBO�>ODRJBKQP�	>ODRJBKQP�QEBV�JFDEQ�MRQ�CLOQE�>D>FKPQ�VLRO�MLPFQFLK
�>KA�QEBK�

FJ>DFKB�VLRO�LTK�OB?RQQ>IP�	VLRO�>KPTBOP�QL�QELPB�@LRKQBO�>ODRJBKQP
��

Concession 

)K�>�1=<13AA7=<�VLR�>@HKLTIBADB�	LO�@LK@BAB
�QE>Q�@BOQ>FK�LMMLPFKD�>ODRJBKQP�E>SB�PLJB�

S>IFAFQV�?RQ�VLR�BUMI>FK�ELT�QEBV�AL�KLQ�A>J>DB�VLRO�LSBO>II�>ODRJBKQ��#LK@BPPFLKP�?RFIA�

@OBAF?FIFQV�>KA�J>HB�VLR�PBBJ�JLOB�LMBK�JFKABA��

.LQ�>II�>ODRJBKQP�KBBA�QL�BKA�TFQE�LKB�PFAB�@LJMIBQBIV�TFKKFKD��/KB�PQO>QBDV�FP�QL�>FJ�CLO�

PVKQEBPFP�LO�>�@LJ?FK>QFLK�LC�J>GLO�>ODRJBKQP�>KA�MLFKQP��-LABOK�OEBQLOF@F>KP�RODB�RP�KLQ�QL�

SFBT�QEB�MBOPR>PFSB�MOL@BPP�>P�>�TFK�ILPB�PFQR>QFLK�LO�WBOL�PRJ�D>JB��3R@E�OFDFAFQV�MOBSBKQP�RP�

COLJ�OBPLISFKD�FPPRBP�>KA�JLSFKD�CLOT>OA��)KPQB>A�QEB�MOL@BPP�LC�@LRKQBO�>ODRJBKQ�OB?RQQ>I�
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>KA�@LK@BPPFLK�PELRIA�?B�PFK@BOB�>KA�@LKQFKRLRP�RKQFI�>II�M>OQFBP�OB>@E�PVKQEBPFPd>�JFAAIB�

DOLRKA�TEBOB�QEBV�>DOBB��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� !OFPQLQIB�%41@;>5/�QO>KP��7��2EVP�2L?BOQP�	->PP>@ERPBQQP�)KPQFQRQB�LC�4B@EKLILDV�#I>PPF@P�K�A�
�
EQQM���@I>PPF@P�JFQ�BAR�!OFPQLQIB�OEBQLOF@�EQJI��

��� ,>ROBI�.BP?FQQ�'41�' ;A895:� 1@4;0�7OFQFKD #35�	#LILO>AL�3Q>QB�5KFSBOPFQV������������
�
EQQMP���TOFQFKD�@LILPQ>QB�BAR�DRFABP�DRFAB�@CJ�DRFABFA�����' ;A895:� ;018�;2��>3A91: Q�	#>OPLK�
.BTJ>K�5KFSBOPFQV�����
� EQQMP���TB?�@K�BAR�HTEBBIBO�AL@RJBKQP�4LRIJFK�MAC��
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HOW TO WRITE A P ERSUASIVE 
DOCUMENT 

David M cM urr ey; Kalani Pattison; and N icole H agstrom-Schmidt 

"BILT �VLR�TFII�kKA�DRFABIFKBP�LK�TOFQFKD�MBOPR>PFSBIV�FK�QB@EKF@>I�@LJJRKF@>QFLK��

Define and Support Each of y our Arguments 

)K�LOABO�QL�MOLSFAB�@I>OFQV�QL�>K�>RAFBK@B�VLR�TFII�KBBA�QL�BUMIF@FQIV�PQ>QB�VLRO�J>GLO�>ODRJBKQP�

@I>FJP�LO�@LK@IRPFLKP��4EBPB�PQ>QBJBKQP�PELRIA�KLQ�@LKQ>FK�>J?FDRFQV�LO�?B�?ROFBA�>JLKD�

LQEBO�@LKQBKQ��4EFKH�>?LRQ�QEB�MOLCBPPFLK>I�AL@RJBKQP�VLR�E>SB�OB>A��)C�VLR�TBOB�>PHBA�QL�

PRJJ>OFWB�>�GLROK>I�>OQF@IB�COLJ�VLRO�kBIA�TE>Q�TLRIA�VLR�P>V�TBOB�QEB�J>FK�MLFKQP��7OFQFKD�

QE>Q�LCCBOP�@IB>O�NRLQ>?IB�PBKQBK@BP�QE>Q�BUMOBPP�QEB�MROMLPB�>ODRJBKQP�>KA�@LK@IRPFLKP�LC�

QEB�>RQELO�FP�JR@E�B>PFBO�CLO�QEB�OB>ABO�QL�PRJJ>OFWB�>KA�OBQ>FK�>P�LMMLPBA�QL�TOFQFKD�QE>Q�

BJ?BAP�FQP�FAB>P�TFQELRQ�P>VFKD�QEBJ�LRQOFDEQ��

/C�@LROPB�FQ�FP�KLQ�PRCk@FBKQ�QL�JBOBIV�PQ>QB�QE>Q�PLJBQEFKD�@LPQP�IBPP�TLOHP�?BQQBO�MOLSFABP�

?BKBkQP�>KA�FP�>@@BMQ>?IB�QL�QEB�MR?IF@��9LR�JRPQ�MOLSB�B>@E�>ODRJBKQ�?V�RPFKD�PRMMLOQFKD�

A>Q>�OB>PLKFKD�>KA�BU>JMIBP��

&LO�FKPQ>K@B�FJ>DFKB�QE>Q�VLR�>OB�>QQBJMQFKD�QL�MBOPR>AB�VLRO�@FQV�@LRK@FI�QL�@LKPFABO�>�

JRKF@FM>I�OB@V@IFKD�MOLDO>J��!P�M>OQ�LC�VLRO�MBOPR>PFSB�PQO>QBDFBP�VLR�RPB�>�ILDF@>I�>MMB>I�QL�

>ODRB�QE>Q�PR@E�>�MOLDO>J�TLRIA�OBAR@B�I>KAkII�OBNRFOBJBKQP��(LT�@>K�VLR�MOLSB�QE>Q��9LR�

MOLSB�QE>Q�@I>FJ�?V�@LKAR@QFKD�MOFJ>OV�>KA�PB@LKA>OV�OBPB>O@E�QE>Q�>KPTBOP�HBV�NRBPQFLKP�QE>Q�

QEB�>RAFBK@B�JFDEQ�E>SB��7E>Q�CLO�BU>JMIB�FP�QEB�@FQVfP�A>FIV�FKMRQ�QL�QEB�I>KAkII��7E>Q�>OB�QEB�

@LPQP��#>K�VLR�ABQBOJFKB�ELT�JR@E�LC�QEB�I>KAkII�FP�J>AB�RM�LC�OB@V@I>?IBP��)C�VLR�@>K�DBQ�

?BIFBS>?IB�KRJ?BOP�VLR�J>V�QEBK�@>I@RI>QB�I>KAkII�P>SFKDP�FK�QBOJP�LC�SLIRJB�>KA�ALII>OP��
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Consider P athos 

5PBA�>MMOLMOF>QBIV�BJLQFLK>I�>MMB>IP�@>MQROB�OB>ABOPf�>QQBKQFLK�DBQ�QEBJ�QL�@>OB�>?LRQ�QEB�

FPPRB�>KA�BPQ>?IFPE�@LJJLK�DOLRKA�	LC�@LJJLK�JLQFS>QFLKP�>KA�S>IRBP
�?BQTBBK�QEB�>RQELO�

>KA�>RAFBK@B��/K�QEB�LQEBO�E>KA�RPBA�FK>MMOLMOF>QBIV�QEBV�OLRPB�PQOLKD�BJLQFLKP�PR@E�>P�CB>O�

>KA�>KDBO�MOBSBKQFKD�OB>ABOP�COLJ�QEFKHFKD�@IB>OIV�>?LRQ�QEB�FPPRB�LO�QEBV�FKSFQB�OFAF@RIB�LO�

I>RDEQBO�?V�?BFKD�g@EBBPV�h�

7E>Q�M>QELP�@LRIA�VLR�RPB�CLO�>�OB@V@IFKD�MOLJLQFLK��)J>DBP�LC�LSBOlLTFKD�I>KAkIIP�LO�LC�

ATFKAIFKD�K>QRO>I�E>?FQ>QP�>KA�P>AABKBA�@RQB�>KFJ>IP�>OB�LMQFLKP��3LJB�>RAFBK@BP�JFDEQ�?B�

QLR@EBA�?RQ�LQEBOP�TLRIA�kKA�PR@E�>ODRJBKQP�QL�?B�QLL�PBKQFJBKQ>I��!�JLOB�BCCB@QFSB�RPB�LC�

M>QELP�TLRIA�?B�QL�kKA�TE>Q�JLQFS>QFLKP�QEB�>RAFBK@B�JFDEQ�E>SB��>K�>M>OQJBKQ�@LJMIBU�

JFDEQ�?B�MBOPR>ABA�QE>Q�MOLSFAFKD�>�OB@V@IFKD�JBQELA�CLO�OBPFABKQP�TLRIA�AO>T�JLOB�@IFBKQP�

>KA�FK@OB>PB�QEB�@LJM>KVfP�MOLkQ��

Consider E thos 

,FHB�BJLQFLK>I�>MMB>IP�MBOPLK>I�>MMB>IP�AL�KLQ�BPQ>?IFPE�ILDF@>I�OB>PLKP�CLO�>K�>ODRJBKQ��

(LTB SBO�MBOPLK>I�>MMB>IP�>OB�KBSBOQEBIBPP�BCCB@QFSB�FK�MOLCBPPFLK>I�AL@RJBKQP�>KA�LCQBK�

KB@BPP>OV�QL�J>HB�QEB�>RAFBK@B�QORPQ�VLRO�ILDF@>I�>ODRJBKQP�>KA�A>Q>�FK�QEB�kOPQ�MI>@B��)C�VLR�

RPB�QEB�MBOPLK>I�>MMB>I�VLR�>QQBJMQ�QL�?RFIA�OB>ABOPf�@LKkABK@B�FK�VLR�>P�PLJBLKB�TEL�FP�

HKLTIBADB>?IB�>KA�OBIF>?IB��#FQFKD�VB>OP�LC�BUMBOFBK@B�>KA�BAR@>QFLK�FP�>�@LJJLK�BU>JMIB�LC�

?RFIAFKD�>�MBOPLK>I�>MMB>I��/QEBO�>MMB>IP�QE>Q�>CCB@Q�VLRO�@OBAF?FIFQV�FK@IRAB�ELT�VLRO�

AL@RJBKQ�LO�MOBPBKQ>QFLK�ILLHP�QEB�QVMBP�LC�PLRO@BP�VLR�@FQB�>KA�VLRO�>CkIF>QFLK�TFQE�

LOD>KFW>QFLKP�PR@E�>P�TLOH�P@ELLI�OBIFDFLK�PL@F>I�DOLRMP�LO�MLIFQF@>I�M>OQFBP��

7E>Q�MBOPLK>I�>MMB>IP�@LRIA�VLRO�EVMLQEBQF@>I�OB@V@IFKD�MOLGB@Q�RPB��4L�DBQ�MBLMIB�QL�>@@BMQ�

QEB�A>Q>�VLR�@LRIA�@FQB�?BIFBS>?IB�PLRO@BP�PR@E�>P�DLSBOKJBKQ�OBMLOQP�LO�IB>AFKD�BUMBOQP��4L�

DFSB�VLROPBIC�@OBAF?FIFQV�VLR�@LRIA�ABP@OF?B�VLRO�M>PQ�BUMBOFBK@B�>KA�QO>FKFKD�FK�QEFP�>OB>��

0BOE>MP�VLR�@LRIA�>IPL�ABP@OF?B�VLROPBIC�>P�>�ILKD�QFJB�OBPFABKQ�LC�QEB�@FQV��9LR�JFDEQ�>IPL�

@IB>OIV�@LJJRKF@>QB�>KV�JBQELAP�LC�OBPB>O@E�RPBA�FK�LOABO�QL�MBOPR>AB�VLRO�>RAFBK@B�QE>Q�

VLRO�JBQELALILDV�T>P�PLRKA��
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Addr ess Any Counter -Arguments 

#LRKQBO�>ODRJBKQP�>OB�L?GB@QFLKP�MBLMIB�JFDEQ�O>FPB�FK�OBI>QFLK�QL�VLRO�>ODRJBKQ��!@QFSBIV�

BKD>DB�TFQE�OB>PLK>?IB�@LRKQBO�>ODRJBKQP�>KA�PELT�ELT�QEBV�>OB�TOLKD�ELT�QEBV�@>K�?B�

>AAOBPPBA�LO�ELT�QEBV�>OB�FOOBIBS>KQ�QL�VLRO�J>FK�MLFKQ��.LQF@B�QE>Q�>�MBOPR>PFSB�AL@RJBKQ�

>ASL@>QFKD�OB@V@IFKD�@LRIA�?B�PQOR@QROBA�LK�@LRKQBO�>ODRJBKQP�>P�OBlB@QBA�FK�QEFP�MLPPF?IB�

QFQIB��g2B@V@IFKD��.LQ�>�7>PQB�LC�-LKBV�LO�4FJB�h�

!P�CLO�OB@V@IFKD�MOLDO>JP�VLR�JRPQ�>AAOBPP�QEB�PQ>KA>OA�L?GB@QFLKP��&LO�FKPQ>K@B�PLJBLKB�

JFDEQ�P>V�QE>Q�OB@V@IFKD�FP�QFJB�@LKPRJFKD��9LR�JFDEQ�@LRKQBO�>ODRB�QE>Q�OB@V@IFKD�FP�KL�JLOB�LC�

>�E>PPIB�QE>K�Q>HFKD�LRQ�QEB�D>O?>DB��0BOE>MP�PLJBLKB�>ODRBP�QE>Q�FQfP�>�E>PPIB�PLOQFKD�

BSBOVQEFKD�>KA�HBBMFKD�FQ�FK�PBM>O>QB�?FKP��4E>Q�LKB�FP�B>PV��JLPQ�OB@V@IFKD�MOLDO>JP�ALKfQ�

OBNRFOB�PLOQFKD��->V?B�PLJBLKB�L?GB@QP�QE>Q�FQfP�JBPPV�>KA�>QQO>@QP�MBPQP��(LT�TLRIA�VLR�

>AAOBPP�QE>Q�@LRKQBO�>ODRJBKQ��

Plan an Intr oducti on 

)K�>K�FKQOLAR@QFLK�VLR�RPR>IIV�AL�KLQ�PQ>QB�VLRO�J>FK�>ODRJBKQ>QFSB�MLFKQ�TFQEFK�QEB�kOPQ�CBT�

PBKQBK@BP��)KPQB>A�FKAF@>QB�QEB�PR?GB@Q�J>QQBO�>KA�>KV�KB@BPP>OV�?>@HDOLRKA�FKCLOJ>QFLK��)C�

VLR�BPQ>?IFPE�>�QLMF@fP�@LKQBUQ�>KA�PFDKFk@>K@B�	TEV�FQ�J>QQBOP�QL�VLRO�>RAFBK@B
�>P�PLLK�>P�

MLPPF?IB�VLRO�OB>ABOP�>OB�JLOB�IFHBIV�QL�EB>O�VLR�LRQ��

)J>DFKB�QE>Q�VLR�E>SB�TOFQQBK�QEB�J>FK�PB@QFLKP�LC�>�OBMLOQ�OB@LJJBKAFKD�QE>Q�VLRO�@FQV�FKSBPQ�

FK�>KA�@OB>QB�>�JRKF@FM>I�OB@V@IFKD�MOLDO>J��9 LR�E>SB�ILDF@>I�>MMB>IP�@LRKQBO�>ODRJBKQP�>KA�

MLPPF?IV�PLJB�MBOPLK>I�>KA�BJLQFLK>I�>MMB>IP�>P�TBII��)KPQB>A�LC�ABJ>KAFKD�QE>Q�QEB�@FQV�>ALMQ�

>�OB@V@IFKD�MOLDO>J�?BDFK�TFQE�>�MROMLPB�PQ>QBJBKQ�BPQ>?IFPEFKD�QE>Q�QEFP�AL@RJBKQ�gBUMILOBPh�

LO�gFKSBPQFD>QBPh�QEB�MLPPF?FIFQFBP�CLO�OB@V@IFKD��)KAF@>QB�QE>Q�QEFP�AL@RJBKQ�FP�CLO�?LQE�@FQV�

LCk@F>IP�>KA�LOAFK>OV�@FQFWBKP��0OLSFAB�>K�LSBOSFBT�FKAF@>QFKD�QE>Q�VLRfII�?B�AFP@RPPFKD�@ROOBKQ�

>KA�MOLGB@QBA�I>KAkII�RPB�>KA�>PPL@F>QBA�@LPQP�>JLRKQ�LC�OB@V@I>?IBP�FK�JRKF@FM>I�T>PQB�QEBFO�

OB@V@I>?IB�S>IRB�MLQBKQF>I�OBSBKRB�COLJ�>�OB@V@IFKD�MOLDO>J�@LPQP�LC�>�OB@V@IFKD�MOLDO>J�>KA�

KB@BPP>OV�>AJFKFPQO>QFSB�>KA�@FQFWBK�M>OQF@FM>QFLK�FK�PR@E�>�MOLDO>J��&LO�JLOB�FKCLOJ>QFLK�

>?LRQ�)KQOLAR@QFLKP�PBB�#E>MQBO����4EB�7OFQFKD�0OL@BPP�#E>MQBO�����)KCLOJ>QFLK>I�2BMLOQP�

>KA�#E>MQBO�����2B@LJJBKA>QFLK�2BMLOQP��
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Consider the Conclusi on 

)K�MBOPR>PFSB�@LJJRKF@>QFLK�QEB�kK>I�PB@QFLK�FP�LCQBK�>�ILDF@>I�@LK@IRPFLK�	CLO�JLOB�

FKCLOJ>QFLK�PBB�gQORBh�@LK@IRPFLKP�FK�#E>MQBO�����2B@LJJBKA>QFLK�2BMLOQP
��)C�VLR�E>SB�KLQ�

VBQ�LSBOQIV�PQ>QBA�VLRO�J>FK�>ODRJBKQ>QFSB�MLFKQ�KLT�FP�QEB�QFJB��7EBK�VLR�AL�PRJJ>OFWB�QEB�

J>FK�>ODRJBKQP�QE>Q�PRMMLOQ�FQ��

4EB�I>PQ�PB@QFLK�TEBQEBO�FQ�FP�@>IIBA�QEB�@LK@IRPFLK�LO�DLBP�?V�>KLQEBO�K>JB�QL�CLIILT�QEB�

@LKSBKQFLKP�LC�>�AL@RJBKQfP�M>OQF@RI>O�DBKOB�FP�QEB�MI>@B�QL�BJME>PFWB�QEB�FKCLOJ>QFLK�VLR�

T>KQ�VLRO�>RAFBK@B�QL�OBJBJ?BO��)K�C>@Q�ABMBKAFKD�LK�>�AL@RJBKQfP�>RAFBK@B�PLJB�>RAFBK@BP�

J> V�lFM�PQO>FDEQ�QL�QEB�@LK@IRPFLK�PB@QFLK�QL�PBB�TE>Q�QEB�Q>HB>T>V�LC�QEB�AL@RJBKQ�FP�>P�QEBV�

>OB�JLOB�FKQBOBPQBA�FK�QEB�kK>I�MO>@QF@>I�@LKPBNRBK@BP�>KA�LRQ@LJBP��"B�PROB�QE>Q�QEB�

@LK@IRPFLK�PB@QFLK�@LJJRKF@>QBP�QEFP�FKCLOJ>QFLK�>P�@IB>OIV�>P�MLPPF?IB�QL�VLRO�>RAFBK@B��

How to Format P ersuasive Documents? 

(BOB�>OB�>�CBT�PRDDBPQFLKP�LK�CLOJ>Q�>P�QEBV�OBI>QB�PMB@Fk@>IIV�QL�MBOPR>PFSB�AL@RJBKQP���

�3/27<5A
 �)C�VLR�PQOR@QROB�VLRO�AL@RJBKQ�?V�FKAFSFAR>I�>ODRJBKQP�QEBK�QEB�PR?EB>AFKDP�

@>K�?B�OBI>QBA�QL�QELPB�>ODRJBKQP��&LO�OBMLOQP�QEBPB�EB>AFKDP�>KA�PR?EB>AFKDP�TFII�?B�

PLJBTEBOB�FK�QEB�?LAV�LC�QEB�OBMLOQ�O>QEBO�QE>K�FK�FKQOLAR@QLOV�LO�@LK@IRAFKD�J>QBOF>I��

.LQF@B�ELT�>�EB>AFKD�FK�QEB�MOBSFLRP�BU>JMIB�@LKQ>FKP�>�@LRKQBO�>ODRJBKQ��2B@V@IFKD��

.LQ�>�7 >PQB�LC�-LKBV�LO�4FJB��

�@/>671A
�&>@QR>I�FKCLOJ>QFLK�PRMMIFBP�>�DOB>Q�AB>I�LC�QEB�IBDFQFJ>QB�PRMMLOQ�CLO�VLRO�

MBOPR>PFSB�BCCLOQ��->HB�VLRO�A>Q>�JLOB�AO>J>QF@�>KA�SFSFA�?V�@OB>QFKD�Q>?IBP�@E>OQP�>KA�

DO>MEP��'O>MEF@P�FK@IRAFKD�FIIRPQO>QFLKP�DO>MEP�Q>?IBP�>KA�MELQLDO>MEP�@>K�>IPL�PRMMIV�

?LQE�ILDF@>I�PRMMLOQ�>KA�BJLQFLK>I�PRMMLOQ��0>OQF@RI>OIV�TBII�@O>CQBA�>KA�TBII�FKQBDO>QBA�

DO>MEF@P�TFII�>IPL�>AA�QL�VLRO�@OBAF?FIFQV�>KA�BQELP��3BB�#E>MQBO����'O>MEF@P�CLO�>AAFQFLK>I�

FKCLOJ>QFLK��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��
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Notes 

��� g-LKOLB�P�-LQFS>QBA�3BNRBK@B�h�#E>KDFKD�-FKAP�>@@BPPBA�!RDRPQ���������EQQM���@E>KDFKDJFKAP�LOD�
QB@EKFNRBP�DBKBO>I�LSBO>II�JLKOLB=PBNRBK@B�EQJ��
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AVOID IN G LOGI CAL FALLA CIES 
David M cM urr ey; Anonymous; M att M cKinney; and N icole H agstrom-Schmidt 

)K�>AAFQFLK�QL�@LKPFABOFKD�QEB�JLPQ�BCCB@QFSB�QLLIP�>KA�PQO>QBDFBP�CLO�MBOPR>AFKD�QEBFO�>RAFBK@BP�

@LJJRKF@>QLOP�JRPQ�?B�JFKACRI�>?LRQ�>SLFAFKD�ILDF@>I�C>II>@FBP��4EB�QBOJ�ILDF@>I�C>II>@V�OBCBOP�

QL�>�?@>A/@A>-8�l> T�FK�>K�>ODRJBKQ�QE>Q�FKEBOBKQIV�TB>HBKP�FQ��!�ILDF@>I�C>II>@V�QEBOBCLOB�L@@ROP�

KLQ�KB@BPP>OFIV�TEBK�FKCLOJ>QFLK�FQPBIC�FP�C>IPB�LO�TOLKD�?RQ�TEBK�>�@LJJRKF@>QLO�MRQP�

J>QBOF>I�QLDBQEBO�FK�>�T>V�QE>Q�J>HBP�QEBFO�@LK@IRPFLKP�FKS>IFA��

, LDF@>I�C>II>@FBP�AL�KLQ�>IT>VP�OBlB@Q�QEB�FKQBDOFQV�LC�>�MLPFQFLK��)Q�FP�SBOV�MLPPF?IB�QL�J>HB�>�?>A�

>ODRJBKQ�CLO�>�DLLA�@>RPB��&LO�BU>JMIB�>�KRQOFQFLKFPQ�@>K�J>HB�>�SBOV�OB>PLK>?IB�@>PB�CLO�

?B@LJFKD�>�SBD>K�?V�AO>TFKD�COLJ�P@FBKQFk@�OBPB>O@E�LK�QEB�EB>IQE�?BKBkQP�LC�>�MI>KQ�?>PBA�

AFBQ�QEB�PL@F>I�>KA�BKSFOLKJBKQ>I�FJM>@QP�LC�C>@QLOV�C>OJFKD�>KA�QEBFO�BUMBOFBK@BP�>P�>�

MOLCBPPFLK>I��(LTBSBO�FC�QEB�KRQOFQFLKFPQ�TBOB�QL�>ODRB�g'LFKD�SBD>K�FP�QEB�OFDEQ�QEFKD�QL�AL�

?B@>RPB�"BKG>JFK�&O>KHIFK�TLRIA�E>SB�T>KQBA�FQh�LO�g!K VLKB�TEL�B>QP�JB>Q�FP�>�PL@FLM>QEh�

QEBK�QEBV�TLRIA�RKABOJFKB�QEBFO�MLPFQFLK�?V�QEB�C>RIQFKBPP�LC�QEBFO�OB>PLKFKD��

4L�>RAFBK@BP�QEB�MOBPBK@B�LC�ILDF@>I�C>II>@FBP�FK�>�PMB>HBOfP�LO�TOFQBOfP�>ODRJBKQ�@>K�?B�

FKAF@>QFSB�LC�>�I>@H�LC�QELOLRDE�QEFKHFKD�LO�BSBK�>ODRFKD�FK�?>A�C>FQE��4ERP�?BFKD�>T>OB�LC�QEB�

AFCCBOBKQ�QVMBP�LC�ILDF@>I�C>II>@FBP�>KA�QBPQFKD�VLRO�>ODRJBKQ�>D>FKPQ�QEBJ�FP�BPPBKQF>I�QL�

BCCB@QFSB�MBOPR>PFLK��4>?IB�����?BILT�IFPQP�@LJJLK�ILDF@>I�C>II>@FBP�QEBFO�ABkKFQFLKP�>KA�

BU>JMIBP�LC�ELT�QEBV�JFDEQ�?B�RPBA�FK�>�PMBB@E�LO�TOFQQBK�AL@RJBKQ��
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 =571/:��/::/1G� �3P<7B7=<� �F/;>:3�

2BA�(BOOFKD� $FPQO>@QFKD�>QQBKQFLK�COLJ�QEB�J>FK�FPPRB�
M>OQF@RI>OIV�?V�OBI>QFKD�QEB�FPPRB�QL�>�@LJJLK�CB>O��

)QfP�KLQ�GRPQ�>?LRQ�QEB�AB>QE�
MBK>IQV��FQfP�>?LRQ�QEB�SF@QFJP�
>KA�QEBFO�OFDEQP��9LR�TLRIAKfQ�
T>KQ�QL�?B�>�SF@QFJ�?RQ�FC�VLR�
TBOB�VLRfA�T>KQ�GRPQF@B��

3QO>T�->K� 3BQQFKD�RM�>�TB>H�>ODRJBKQ�QL�?B�B>PFIV�OBCRQBA�
QERP�AFPQO>@QFKD�>QQBKQFLK�COLJ�PQOLKDBO�>ODRJBKQP��

7E>Q�FC�TB�OBIB>PBA�@OFJFK>IP�
TEL�@LJJFQ�JROABO�>CQBO�GRPQ�>�
CBT�VB>OP�LC�OBE>?FIFQ>QFLK��
4EFKH�LC�ELT�RKP>CB�LRO�PQOBBQP�
TLRIA�?B�QEBK��

"BDDFKD�QEB�
1RBPQFLK�

#I>FJFKD�QEB�QORQE�LC�QEB�SBOV�J>QQBO�FK�NRBPQFLK�>P�
FC�FQ�TBOB�>IOB>AV�>K�L?SFLRP�@LK@IRPFLK��

7 B�HKLT�QE>Q�QEBV�TFII�?B�
OBIB>PBA�>KA�RKIB>PEBA�LK�
PL@FBQV�QL�OBMB>Q�QEBFO�@OFJBP�
>D>FK�>KA�>D>FK��

#FO@RI>O�
!ODRJBKQ�

5PFKD�QEB�MOLMLPFQFLK�QL�MOLSB�FQPBIC��!PPRJBP�QEB�
SBOV�QEFKD�FQ�>FJP�QL�MOLSB��2BI>QBA�QL�?BDDFKD�QEB�
NRBPQFLK��

/K@B�>�HFIIBO�>IT>VP�>�HFIIBO��

!A�0 LMRIRJ�

g!MMB>I�QL�QEB�MBLMIB�h�!MMB>IFKD�QL�>�@LJJLK�?BIFBC�
LC�PLJB�MBLMIB�LCQBK�MOBGRAF@F>I�>KA�PQ>QFKD�QE>Q�
BSBOVLKB�ELIAP�QEFP�?BIFBC��!IPL�@>IIBA�QEB�
">KAT>DLK�&>II>@V�>P�MBLMIB�gGRJM�LK�QEB�
?>KAT>DLKh�LC�>�MBO@BFSBA�MLMRI>O�SFBT��

-LPQ�MBLMIB�TLRIA�MOBCBO�QL�
DBQ�OFA�LC�>�CBT�g?>A�>MMIBPh�>KA�
HBBM�LRO�PQOBBQP�P>CB��

!A�(LJFKBJ�

g!ODRJBKQ�>D>FKPQ�QEB�J>Kh�FKPQB>A�LC�>D>FKPQ�QEB�
MBOPLKfP�JBPP>DB��3Q>QFKD�QE>Q�PLJBLKBfP�>ODRJBKQ�
FP�TOLKD�PLIBIV�?B@>RPB�LC�PLJBQEFKD�>?LRQ�QEB�
MBOPLK�O>QEBO�QE>K�>?LRQ�QEB�>ODRJBKQ�FQPBIC��

/RO�OBMOBPBKQ>QFSB�FP�>�AORKH�
>KA�MEFI>KABOBO��(LT�@>K�TB�
QORPQ�EFJ�LK�QEB�FPPRBP�LC�P>CBQV�
>KA�C>JFIV��

.LK�3BNRFQRO�g)Q�ALBP�KLQ�CLIILT�h�/CCBOFKD�>�@LK@IRPFLK�QE>Q�ALBP�
KLQ�CLIILT�COLJ�QEB�MOBJFPBP��4EBV�>OB�KLQ�OBI>QBA��

3FK@B�QEB�IF?BO>I�>KQF�T>O�
ABJLKPQO>QFLKP�LC�QEB�����P�
TBfSB�PBBK�>K�FK@OB>PB�FK�
@LKSF@QP�TEL�DLQ�IBQ�LCC�AB>QE�
OLT��

0LPQ�(L@�%ODL�
0OLMQBO�(L@�

g!CQBO�QEFP�QEBOBCLOB�?B@>RPB�LC�QEFP�h�!ODRFKD�QE>Q�
LKB�BSBKQ�@>RPBA�>KLQEBO�PFJMIV�?B@>RPB�FQ�@>JB�
kOPQ��!IPL�@>IIBA�>�@LFK@FABKQ>I�@LOOBI>QFLK�LO�C>IPB�
@>RP>IFQV��

(ROOF@>KBP�E>SB�?B@LJB�JLOB�
COBNRBKQ�>KA�PBSBOB�PFK@B�TB�
DLQ�OFA�LC�MO>VBO�FK�P@ELLIP��

(>PQV�
'BKBO>IFW>QFLK�$O>TFKD�>�@LK@IRPFLK�?>PBA�LK�QLL�IFQQIB�BSFABK@B��

!�ILQ�LC�MBLMIB�TB>O�?ROKQ�
LO>KDB�FK�!RPQFK�PL�JLPQ�
4BU>KP�JRPQ�?B�,LKDELOK�C>KP��

%FQEBO�/O�
&>IPB�
$F@ELQLJV�

%FQEBO�/O�&>IPB�$F@ELQLJV�2BAR@FKD�QEB�KRJ?BO�LC�
>S>FI>?IB�@ELF@BP�QL�QTL��LKB�VLR�C>SLO�>KA�LKB�QE>Q�
FP�@LJMIBQBIV�RKOB>PLK>?IB��

%FQEBO�TB�AOFII�CLO�LFI�FK�K>QFLK>I�
M>OHP�LO�LRO�T>V�LC�IFCB�
@LII>MPBP�BKQFOBIV��

&>IPB�
!K>ILDFBP�

">PFKD�>K�BKQFOB�MBOPR>PFSB�BCCLOQ�LK�>K�>K>ILDV��
4EFP�FP�l>TBA�?B@>RPB�>II�>K>ILDFBP�?OB>H�ALTK�>Q�
PLJB�MLFKQ�>KA�PLJB�>OB�GRPQ�TOLKD�QL�?BDFK�TFQE��

%>OQE�JRPQ�?B�l>Q�?B@>RPB�
TEBK�)�MLRO�T>QBO�LK�>K�LO>KDB�
FQ�ORKP�LCC��FQ�ALBPKfQ�PFQ�QEBOB�
>KA�@LIIB@Q�IFHB�QEB�L@B>KP�AL��
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, L>ABA�
,>KDR>DB�

5PFKD�TLOAP�QE>Q�E>SB�>�PB@LKA>OV�BS>IR>QFSB�
JB>KFKD�	RPR>IIV�KBD>QFSB
�QEOLRDE�QEBFO�
@LKKLQ>QFLKP�O>QEBO�QE>K�KBRQO>I�>KA�ABP@OFMQFSB�
QBOJP��

, LLQBOP�OL>JBA�QEB�PQOBBQP�
@>OOVFKD�DLLAP�FK�QEB�T>HB�LC�
QEB�PQLOJ��

SP��

(ROOF@>KB�PROSFSLOP�QO>SBOPBA�
QEB�TOB@H>DB�@>OOVFKD�QEBFO�
MLPPBPPFLKP��

7E>Q>?LRQFPJ�
LO�

4R�1RLNRB�
	g9LR�!IPLh
�

#E>KDFKD�QEB�PR?GB@Q�FK�LOABO�QL�ABlB@Q�@OFQF@FPJ�
>KA�>SLFA�OBPMLKAFKD�QL�QEB�LOFDFK>I�>ODRJBKQ��
/CQBK�OLLQBA�FK�>�C>IPB�JLO>I�BNRFS>IBK@B��

&>@B�J>PHP�PELRIA�KLQ�?B�
J>KA>QBA�CLO�MR?IF@�EB>IQE��
7E>Q�>?LRQ�GRKH�CLLA�>KA�
@FD>OBQQBP��7BfOB�KLQ�?>KKFKD�
QELPB��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��
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ETHI CAL PERSUASION 
Anon ymous; Kalani Pattison; and N icole H agstrom-Schmidt 

7E>Q�@LJBP�QL�JFKA�TEBK�VLR�QEFKH�LC�PMB>HFKD�LO�TOFQFKD�QL�MBOPR>AB��0BOE>MP�QEB�FAB>�LC�

MBOPR>PFLK�J>V�?OFKD�QL�JFKA�MOLM>D>KA>�>KA�FPPRBP�LC�;/<7>C:/B7=<�2313>B7=<�7<B3<B7=</:�

07/A�0@703@G�>KA�BSBK�1=3@17=<��%>@E�BIBJBKQ�OBI>QBP�QL�MBOPR>PFLK�?RQ�FK�AFPQFK@Q�T>VP��7B�

OB@LDKFWB�QE>Q�B>@E�LC�QEBPB�BIBJBKQP�E>P�>�KBD>QFSB�@LKKLQ>QFLK�>PPL@F>QBA�TFQE�FQ��7EV�AL�

VLR�QEFKH�QE>Q�AB@BFSFKD�VLRO�>RAFBK@B�?OF?FKD�>�GRADB�LO�@LBO@FKD�MBLMIB�QL�AL�PLJBQEFKD�

>D>FKPQ�QEBFO�TFPEBP�FP�TOLKD��4EBPB�Q>@QF@P�SFLI>QB�LRO�PBKPB�LC�C>FOKBPP�COBBALJ�>KA�BQEF@P��

3BB�#E>MQBO����%QEF@P�FK�7LOHMI>@B�#RIQROB�>KA�2BPB>O@E�CLO�JLOB�FKCLOJ>QFLK�>?LRQ�QEB�PFU�

BQEF@>I�MOFK@FMIBP�CLO�@LJJRKF@>QFLK��

What to Avoid 

!/<7>C:/B7=<�FKSLISBP�QEB�J>K>DBJBKQ�LC�C>@QP�FAB>P�LO�MLFKQP�LC�SFBT�FK�LOABO�QL�MI>V�RMLK�

FKEBOBKQ�FKPB@ROFQFBP�LO�BJLQFLK>I�>MMB>IP�QL�LKBfP�LTK�>AS>KQ>DB��9LRO�>RAFBK@B�BUMB@QP�VLR�

QL�QOB>Q�QEBJ�TFQE�OBPMB@Q�>KA�ABIF?BO>QBIV�J>KFMRI>QFKD�QEBJ�?V�JB>KP�LC�CB>O�DRFIQ�ARQV�LO�>�

OBI>QFLKPEFM�FP�RKBQEF@>I��)K�QEB�P>JB�T>V�2313>B7=<�FKSLISBP�QEB�RPB�LC�IFBP�M>OQF>I�QORQEP�LO�QEB�

LJFPPFLK�LC�OBIBS>KQ�FKCLOJ>QFLK�QL�AB@BFSB�VLRO�>RAFBK@B��.L�LKB�IFHBP�QL�?B�IFBA�QL�LO�J>AB�QL�

?BIFBSB�PLJBQEFKD�QE>Q�FP�KLQ�QORB��$B@BMQFLK�@>K�FKSLISB�7<B3<B7=</:�07/A�LO�QEB�PBIB@QFLK�LC�

FKCLOJ>QFLK�QL�PRMMLOQ�VLRO�MLPFQFLK�TEFIB�CO>JFKD�KBD>QFSBIV�>KV�FKCLOJ>QFLK�QE>Q�JFDEQ�

@E>IIBKDB�VLRO�?BIFBC��

�@703@G�FKSLISBP�QEB�DFSFKD�LC�PLJBQEFKD�FK�OBQROK�CLO�>K�BUMB@QBA�C>SLO�@LKPFABO>QFLK�LO�

MOFSFIBDB��)Q�@FO@RJSBKQP�QEB�KLOJ>I�MOLQL@LI�CLO�MBOPLK>I�D>FK�>KA�>D>FK�FP�>�PQO>QBDV�QE>Q�

JFPIB>AP�VLRO�>RAFBK@B���=3@17=<�FP�QEB�RPB�LC�MLTBO�QL�@LJMBI�>@QFLK��9LR�J>HB�PLJBLKB�AL�

PLJBQEFKD�QEBV�TLRIA�KLQ�@ELLPB�QL�AL�COBBIV��9LR�JFDEQ�QEOB>QBK�MRKFPEJBKQ�>KA�MBLMIB�J>V�

DL�>ILKD�TFQE�VLR�TEFIB�QEB�gPQF@Hh�FP�MOBPBKQ�?RQ�LK@B�QEB�QEOB>Q�FP�OBJLSBA�QEBV�TFII�OBSBOQ�QL�

QEBFO�MOBSFLRP�MLPFQFLK�LCQBK�TFQE�KBT�>KQ>DLKFPJ�QLT>OA�QEB�MBOPLK�LO�>DBK@V�QE>Q�@LBO@BA�

QEBJ��7EFIB�VLR�J>V�O>FPB�QEB�FPPRB�QE>Q�QEB�BKAP�GRPQFCV�QEB�JB>KP�>KA�VLR�>OB�gALFKD�FQ�CLO�QEB�

>RAFBK@BfP�LTK�DLLAh�VLR�KBBA�QL�OB@LDKFWB�QEB�RKBQEF@>I�K>QROB�LC�@LBO@FLK��
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!II�LC�QEBPB�FPPRBP�@BOQ>FKIV�OBI>QB�QL�MBOPR>PFLK�?RQ�>OB�@IB>OIV�TOLKD��9LR�>P�QEB�PMB>HBO�

PELRIA�?B�>T>OB�LC�QEBPB�	FK�LOABO�QL�>SLFA�QEBJ
�QL�J>HB�PROB�VLR�MOBPBKQ�>K�BQEF@>I�

MBOPR>PFSB�PMBB@E��,B>OK�QL�OB@LDKFWB�TEBK�LQEBOP�QOV�QL�RPB�QEBPB�Q>@QF@P�LK�VLR�>KA�HKLT�

QE>Q�VLRO�>RAFBK@B�TFII�?B�T>Q@EFKD�QL�PBB�FC�VLR�QOV�>KV�LC�QEBPB�PQO>QBDFBP�LK�QEBJ��

Eleven Points f or Speaking E thicall y 

)K�QEBFO�?LLH��@45/?�5:��A9-:��;99A:5/-@5;: �2F@E>OA�*LE>KKBPBK�+>QEIBBK�6>IAB�>KA�+>OBK�

7EBA?BB�PRJJ>OFWB�BIBSBK�MLFKQP�QL�@LKPFABO�TEBK�PMB>HFKD�QL�MBOPR>AB��4EBPB�BIBSBK�MLFKQP�

OBFQBO>QB�J>KV�LC�QEB�@LK@BMQP�>@OLPP�QEFP�@E>MQBO�>KA�PELRIA�?B�HBMQ�FK�JFKA�>P�VLR�MOBM>OB�

>KA�MOBPBKQ�VLRO�MBOPR>PFSB�JBPP>DB��4>?IB�����NRLQBP�QEBPB�BIBSBK�MLFKQP�FK�QEBFO�BKQFOBQV���

*./92�������92C 2;�=<6;A@�3<?�@=2.86;4�2A560.99F��

�:3 D3<�$=7<BA�4=@�'>3/97<5��B671/::G�

���$L�KLQ�RPB�C>IPB�C>?OF@>QBA�JFPOBMOBPBKQBA�AFPQLOQBA�LO�FOOBIBS>KQ�BSFABK@B�QL�PRMMLOQ�>ODRJBKQP�
LO�@I>FJP��

���$L�KLQ�FKQBKQFLK>IIV�RPB�PMB@FLRP�RKPRMMLOQBA�LO�FIILDF@>I�OB>PLKFKD��

���$L�KLQ�OBMOBPBKQ�VLROPBIC�>P�FKCLOJBA�LO�>P�>K�gBUMBOQh�LK�>�PR?GB@Q�TEBK�VLR�>OB�KLQ��

���$L�KLQ�RPB�FOOBIBS>KQ�>MMB>IP�QL�AFSBOQ�>QQBKQFLK�COLJ�QEB�FPPRB�>Q�E>KA��!JLKD�>MMB>IP�QE>Q�
@LJJLKIV�PBOSB�PR@E�>�MROMLPB�>OB���3JB>O�>QQ>@HP�LK�>K�LMMLKBKQ�P�@E>O>@QBO��>MMB>IP�QL�E>QOBA�>KA�
?FDLQOV��ABOLD>QLOV�FKPFKR>QFLKPdFKKRBKALP��'LA�>KA�$BSFI�QBOJP�QE>Q�@>RPB�FKQBKPB�?RQ�RKOBlB@QFSB�
MLPFQFSB�LO�KBD>QFSB�OB>@QFLKP��

���$L�KLQ�>PH�VLRO�>RAFBK@B�QL�IFKH�VLRO�FAB>�LO�MOLMLP>I�QL�BJLQFLK�I>ABK�S>IRBP�JLQFSBP�LO�DL>IP�QL�
TEF@E�FQ�>@QR>IIV�FP�KLQ�OBI>QBA��

���$L�KLQ�AB@BFSB�VLRO�>RAFBK@B�?V�@LK@B>IFKD�VLRO�OB>I�MROMLPB�?V�@LK@B>IFKD�PBIC�FKQBOBPQ�?V�
@LK@B>IFKD�QEB�DOLRM�VLR�OBMOBPBKQ�LO�?V�@LK@B>IFKD�VLRO�MLPFQFLK�>P�>K�>ASL@>QB�LC�>�SFBTMLFKQ��

���$L�KLQ�AFPQLOQ�EFAB�LO�JFPOBMOBPBKQ�QEB�KRJ?BO�P@LMB�FKQBKPFQV�LO�RKABPFO>?IB�CB>QROBP�LC�
@LKPBNRBK@BP�LO�BCCB@QP��

���$L�KLQ�RPB�gBJLQFLK>I�>MMB>IPh�QE>Q�I>@H�>�PRMMLOQFKD�?>PFP�LC�BSFABK@B�LO�OB>PLKFKD�LO�QE>Q�TLRIA�
KLQ�?B�>@@BMQBA�FC�QEB�>RAFBK@B�E>A�QFJB�>KA�LMMLOQRKFQV�QL�BU>JFKB�QEB�PR?GB@Q�QEBJPBISBP��

���$L�KLQ�LSBOPFJMIFCV�@LJMIBU�DO>A>QFLK�I>ABK�PFQR>QFLKP�FKQL�PFJMIFPQF@�QTL�S>IRBA�BFQEBO�LO�MLI>O�
SFBTP�LO�@ELF@BP��

����$L�KLQ�MOBQBKA�@BOQ>FKQV�TEBOB�QBKQ>QFSBKBPP�>KA�ABDOBBP�LC�MOL?>?FIFQV�TLRIA�?B�JLOB�>@@RO>QB��

����$L�KLQ�>ASL@>QB�PLJBQEFKD�FK�TEF@E�VLR�AL�KLQ�?BIFBSB�VLROPBIC��

ETHI CAL PERSUASION   |  95



/S BO>II�QEB�QLLIP�LC�OEBQLOF@�RPBA�BCCB@QFSBIV�@>K�E>SB�>�MLTBOCRI�FJM>@Q�LK�QEB�AB@FPFLKP�

MBLMIB�J>HB�>KA�QEB�>@QFLKP�QEBV�Q>HB��5PBA�BQEF@>IIV�OEBQLOF@�>KA�QEB�>?FIFQV�QL�MBOPR>AB�

LQEBOP�@>K�?B�>�MLTBOCRI�CLO@B�CLO�DLLA�@E>KDB�FK�QEB�TLOIA��5PBA�RKBQEF@>IIV�LO�CLO�RKBQEF@>I�

MROMLPBP�BCCB@QFSB�RPBP�LC�OEBQLOF@�LO�MBOPR>PFLK�@>K�E>SB�>K�BNR>IIV�KBD>QFSB�FJM>@Q�>P�@>K�?B�

PBBK�FK�QEB�>@QFLKP�LC�J>KV�TBII�PMLHBK�>KA�@E>OFPJ>QF@�?RQ�QBOOF?IB�TLOIA�IB>ABOP�QEOLRDELRQ�

EFPQLOV��!P�VLR�MO>@QF@B�>KA�J>PQBO�QEBPB�PHFIIP�FK�LOABO�QL�MOLAR@B�MBOPR>PFSB�AL@RJBKQP�

OBJBJ?BO�QL�RPB�QEBJ�BQEF@>IIV�OBPMLKPF?IV�>KA�@LKP@FBKQFLRPIV��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� 4EB�QBUQ�LC�QEFP�Q>?IB�FP�NRLQBA�COLJ�2F@E>OA�,��*LE>KKBPBK�+>QEIBBK�3��6>IAB�>KA�+>OBK�%��7EBA?BB�
�@45/?�5:��A9-:��;99A:5/-@5;: ��QE�BA��	0OLPMB@Q�(BFDEQP�),��7>SBI>KA�0OBPP�����
���c����
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COMMUNI CATIN G PROFESSION ALL Y 
Suzan Last and Nicole H agstrom-Schmidt 

'LLA�MOLCBPPFLK>I�>KA�QB@EKF@>I�@LJJRKF@>QFLK�FP�MOB@FPB�>KA�@LK@FPB��4EFP�MOB@FPFLK�>KA�

@LK@FPFLK�JRPQ�?B�BSFABKQ�>Q�>II�IBSBIP�COLJ�QEB�LSBO>II�AL@RJBKQ�QL�M>O>DO>MEFKD�QL�PBKQBK@B�

PQOR@QROB�QL�TLOA�@ELF@B�>KA�BSBK�QL�MRK@QR>QFLK��%SBOV�TLOA�LO�MEO>PB�PELRIA�E>SB�>�AFPQFK@Q�

>KA�RPBCRI�MROMLPB��)C�PLJBQEFKD�ALBPKfQ�OBJLSB�LO�OBSFPB�QEB�@LKQBKQ��

)K�QEFP�@E>MQBO�VLR�TFII�IB>OK�ELT�QL�TOFQB�>KA�OBSFPB�MOB@FPBIV�>KA�@LK@FPBIV��9LR�TFII�>IPL�?B�

FKQOLAR@BA�QL�%KDIFPE�PBKQBK@B�PQOR@QROBP�>KA�ELT�VLR�J>V�RPB�QEBJ�FK�VLRO�QB@EKF@>I�>KA�

MOLCBPPFLK>I�@LJJRKF@>QFLK��&FK>IIV�QEFP�@E>MQBO�@LK@IRABP�TFQE�PMB@Fk@�DRFABIFKBP�LK�

MRK@QR>QFLK�FK@IRAFKD�ORIBP�CLO�@LJJ>P�BKA�MRK@QR>QFLK�>KA�LQEBO�IBPP�@LJJLK�MRK@QR>QFLK�

J>OHP�PR@E�>P�@LILKP�PBJF@LILKP�>KA�BJ�A>PEBP��

The 7 Cs of Professional Writing 

4EB���#P�>OB�PFJMIV�PBSBK�TLOAP�QE>Q�?BDFK�TFQE�#�QE>Q�@E>O>@QBOFWB�PQOLKD�MOLCBPPFLK>I�PQVIB��

!MMIVFKD�QEB���#P�LC�MOLCBPPFLK>I�@LJJRKF@>QFLK�TFII�OBPRIQ�FK�TOFQFKD�QE>Q�FP�

i� #IB>O�

i� #LEBOBKQ�

i� #LK@FPB�

i� #LK@OBQB�

i� #LOOB@Q�

i� #LJMIBQB�

i� #LROQBLRP��

�81->�TOFQFKD�FKSLISBP�HKLTFKD�TE>Q�VLR�T>KQ�QL�P>V�?BCLOB�VLR�P>V�FQ�?B@>RPB�LCQBK�>�I>@H�LC�

@I>OFQV�@LJBP�COLJ�RK@IB>O�QEFKHFKD�LO�MLLO�MI>KKFKD��#IB>O�TOFQFKD�FJJBAF>QBIV�@LKSBVP�QEB�

MROMLPB�LC�QEB�AL@RJBKQ�QL�QEB�OB>ABO��FQ�J>Q@EBP�SL@>?RI>OV�QL�QEB�>RAFBK@B�>SLFAFKD�G>ODLK�

>KA�RKKB@BPP>OV�QB@EKF@>I�LO�L?P@ROB�I>KDR>DB�TEFIB�>Q�QEB�P>JB�QFJB�?BFKD�MOB@FPB��)K�

@I>OFCVFKD�VLRO�FAB>P�BKPROB�QE>Q�B>@E�PBKQBK@B�@LKSBVP�LKB�FAB>�>KA�QE>Q�B>@E�M>O>DO>ME�

QELOLRDEIV�ABSBILMP�LKB�RKFkBA�@LK@BMQ�LO�QLMF@��
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�;41> 1:@�TOFQFKD�JB>KP�QE>Q�QEB�OB>ABO�@>K�B>PFIV�CLIILT�VLRO�FAB>P�>KA�VLRO�QO>FK�LC�QELRDEQ��

/KB�FAB>�PELRIA�IB>A�ILDF@>IIV�FKQL�QEB�KBUQ�QEOLRDE�QEB�RPB�LC�QO>KPFQFLK>I�TLOAP�>KA�MEO>PBP�

PQOR@QRO>I�J>OHBOP�MI>KKBA�OBMBQFQFLK�PBKQBK@BP�TFQE�@IB>O�PR?GB@QP�@IB>O�EB>AFKDP�>KA�

M>O>IIBI�IFPQP��7OFQFKD�QE>Q�I>@HP�@LEBOBK@B�LCQBK�PLRKAP�g@ELMMVh�>KA�FAB>P�PBBJ�AFP@LKKB@QBA�

LO�FK@LJMIBQB��#LEBOBKQIV�@LKKB@QFKD�FAB>P�FP�IFHB�?RFIAFKD�?OFADBP�?BQTBBK�FPI>KAP�LC�QELRDEQ�

PL�QE>Q�QEB�OB>ABO�@>K�B>PFIV�JLSB�COLJ�LKB�FAB>�QL�QEB�KBUQ��

�;:/5?1 �TOFQFKD�RPBP�QEB�CBTBPQ�TLOAP�MLPPF?IB�QL�@LKSBV�QEB�DOB>QBPQ�JB>KFKD�TEFIB�PQFII�

J>FKQ>FKFKD�@I>OFQV��7FIIF>J�:FKPPBO�>PPBOQP�QE>Q�gQEB�PB@OBQ�LC�DLLA�TOFQFKD�FP�QL�PQOFM�BSBOV�

PBKQBK@B�QL�FQP�@IB>KBPQ�@LJMLKBKQP�h� �! SLFA�RKKB@BPP>OV�M>AAFKD�>THT>OA�MEO>PFKD�LSBORPB�

LC�gQL�?Bh�CLOJP�	FP�>OB�T>P�TBOB�>J�?B�?BFKD
�ILKD�MOBMLPFQFLK�PQOFKDP�S>DRBKBPP�>KA�

RKKB@BPP>OV�OBMBQFQFLK��5PB�>@QFSB�SBO?P�TEBKBSBO�MLPPF?IB�>KA�@ELLPB�>�PFKDIB�TLOA�O>QEBO�

QE>K�>�ILKD�MEO>PB�LO�@IF@E`A�BUMOBPPFLK��4EFKH�LC�VLRO�TLOA�@LRKQ�IFHB�>�?RADBQ��?B�@LPQ�

BCCB@QFSB�?V�J>HFKD�PROB�BSBOV�TLOA�VLR�@ELLPB�ALBP�BCCB@QFSB�TLOH�CLO�VLR��

�;:/> 1@1�TOFQFKD�FKSLISBP�RPFKD�PMB@Fk@�MOB@FPB�I>KDR>DB�QL�M>FKQ�>�MF@QROB�CLO�VLRO�OB>ABOP�PL�

QE>Q�QEBV�@>K�JLOB�B>PFIV�RKABOPQ>KA�VLRO�FAB>P��)C�VLR�E>SB�QL�BUMI>FK�>K�>?PQO>@Q�@LK@BMQ�LO�

FAB>�QOV�RPFKD�BU>JMIBP�>K>ILDFBP�>KA�MOB@FPB�I>KDR>DB�QL�FIIRPQO>QB�FQ��5PB�JB>PRO>?IB�

ABP@OFMQLOP�TEBKBSBO�MLPPF?IB��>SLFA�S>DRB�QBOJP�IFHB�g?FDh�LO�gDLLA�h�5PB�PMB@Fk@�QBOJP�>KA�
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?B�FKQBOMOBQBA�FK�JLOB�QE>K�LKB�T>V��)KPQB>A�PBIB@Q�TLOAP�QE>Q�JLPQ�>@@RO>QBIV�@LKSBV�VLRO�

MLFKQ��"BILT�>OB�PLJB�DRFABIFKBP�>KA�BU>JMIBP�QL�CLIILT�CLO�RPFKD�MOB@FPB�TLOAFKD��

&3>:/13�/0AB@/1B�<=C<A�E7B6�D3@0A
�6BO?P�JLOB�QE>K�KLRKP�EBIM�@LKSBV�FAB>P�@LK@FPBIV�

PL�TEBOB�MLPPF?IB�>SLFA�RPFKD�KLRKP�ABOFSBA�COLJ�SBO?P��/CQBK�QEBPB�>?PQO>@Q�KLRKP�BKA�

FK�JB7=<�>KA�J;3<B ��3BB�BU>JMIBP�FK�QEB�CLIILTFKD�4>?IB������

*./92�������/@A?.0A�;<B;@�.;1�C2?/@��

�0AB@/1B�"=C<� * 3@0�

>@NRFPFQFLK� >@NRFOB�

>K>IVPFP� >K>IVWB�

OB@LJJBKA>QFLK� OB@LJJBKA�

L?PBOS>QFLK� L?PBOSB�

>MMIF@>QFLK� >MMIV�
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>CCLOA�>K�LMMLOQRKFQV�QL� MBOJFQ�>IILT�
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QEOLTK�?V�QEB�LRQkBIABO�h�0>PPFSB�@LKPQOR@QFLKP�>OB�DBKBO>IIV�TLOAFBO�>KA�LCQBK�IB>SB�LRQ�

PRECISE AND CO N CISE WORDIN G  |  105



QEB�MBOPLK�QEFKD�ALFKD�QEB�>@QFLK��4>?IB�����MOLSFABP�>�@LJM>OFPLK�LC�>@QFSB�>KA�M>PPFSB�

SLF@B�@LKPQOR@QFLKP��

*./92�������0A6C2�.;1�=.@@6C2�C<602��

�1B7D3� $/AA7D3�

3R?GB@Q	6BO?	/?GB@Q� 3R?GB@Q��6BO?��/?GB@Q�

3R?GB@Q�	�>@QFSBIV�ALBP�QEB�>@QFLK�LC�QEB�SBO?�	�QL�
QEB�L?GB@Q�LC�QEB�PBKQBK@B�

3R?GB@Q���M>PPFSBIV�OB@BFSBP�QEB�>@QFLK�LC�QEB�
SBO?���COLJ�QEB�L?GB@Q�

3R?GB@Q�	�>@QP�	�LK�L?GB@Q� 3R?GB@Q���FP�>@QBA�RMLK���?V�QEB�L?GB@Q�

)K�PLJB�PFQR>QFLKP�QEB�M>PPFSB�SLF@B�@>K�?B�RPBCRI�PR@E�>P�TEBK�VLR�T>KQ�QL�BJME>PFWB�

QEB�OB@BFSBO�LC�>K�>@QFLK�LO�QEB�>@QFLK�FQPBIC�>P�QEB�PR?GB@Q�LC�QEB�PBKQBK@B��0>PPFSB�SLF@B�

@>K�>IPL�?B�EBIMCRI�FC�VLR�T>KQ�QL�>SLFA�RPFKD�kOPQ�MBOPLK��(LTBSBO�LSBORPFKD�QEB�M>PPFSB�

SLF@B�OBPRIQP�FK�TOFQFKD�QE>Q�FP�TLOAV�S>DRB�>KA�PQRCCV��7EBK�MLPPF?IB�RPB�QEB�>@QFSB�SLF@B�

QL�@LKSBV�TEL�LO�TE>Q�MBOCLOJP�QEB�>@QFLK�LC�QEB�SBO?��

Choose Precise Wor ds 
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The Importance of V erbs 
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i� 3R?LOAFK>QFKD�#LKGRK@QFLK���PR?GB@Q���SBO?�	@45?�5?�@41�01<1:01:@�/8-A?1
�3R?GB@Q���SBO?�	@45?�

5?�@41�9-5:�/8-A?1
�

4EB�CLIILTFKD�>OB�>II�BU>JMIBP�LC�@LJMIBU�PBKQBK@BP��4EB�PR?LOAFK>QFKD�@LKGRK@QFLKP�>OB�FK�

?LIA��

%U>JMIBP�LC�#LJMIBU�3BKQBK@BP�

+63< �VLR�J>HB�>�@LJMIBU�PBKQBK@B�VLR�PR?LOAFK>QB�LKB�FAB>�QL�>KLQEBO��

�4�VLR�MI>@B�QEB�PR?LOAFK>QB�@I>RPB�kOPQ�VLR�DFSB�>AABA�BJME>PFP�QL�QEB�J>FK�@I>RPB�>Q�QEB�
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Using Rhythm to Construct Sentences 
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%PLQBOF@�JB>KP�eIFQQIB�HKLTKf�LO�eL?P@ROB�f�/?P@ROB�@LK@BMQP�@>K�?B�@I>OFkBA�?V�RPFKD�
FJMLOQ>KQ�>KA�@LJMIBU�QBOJP�>Q�QEB�BKA�LC�LKB�PBKQBK@B�>KA�OBMB>QFKD�QEBJ�>Q�QEB�?BDFKKFKD�
LC�QEB�KBUQ�CLO�OB>ABOPf�@LJMOBEBKPFLK��5IQFJ>QBIV�OB>ABOPf�@LJMOBEBKPFLK�FP�?BPQ�PBOSBA�?V�
OBMBQFQFLK�FK�HBV�MI>@BP�>K�FKQBDO>I�@LJMLKBKQ�LC�OEVQEJ�h�

Commas 

/CQBK�PQRABKQP�>OB�LKIV�S>DRBIV�Q>RDEQ�ELT�QL�RPB�@LJJ>P��4EBV�>OB�QLIA�QL�gMRQ�FQ�TEBOB�FQ�

CBBIP�OFDEQh�gMRQ�FQ�TEBOB�VLR�Q>HB�>�?OB>H�FK�QEB�PBKQBK@Bh�LO�LQEBO�PFJFI>OIV�RKEBIMCRI�>ASF@B��

&LO�QELPB�TEL�IFHB�JLOB�PQOR@QROBA�ORIBP�QEFP�@>K�?B�CORPQO>QFKD��

)C�VLR�@LJMOBEBKA�QEB�AFCCBOBKQ�PBKQBK@B�>KA�@I>RPB�QVMBP�MOBPBKQBA�B>OIFBO�ELTBSBO�QEBOB�

>OB�>@QR>IIV�>�E>KACRI�LC�@LJJ>�ORIBP�QE>Q�>MMIV�QL�JLPQ�PFQR>QFLKP��!P�TFQE�J>KV�LQEBO�TOFQFKD�

@LKSBKQFLKP�QEBPB�>OB�ORIBP�>MMOLMOF>QB�QL�CLOJ>I�>@>ABJF@�QB@EKF@>I�LO�?RPFKBPP�

TOFQFKDdQEBV�ALKfQ�KB@BPP>OFIV�>MMIV�QL�@OB>QFSB�TOFQFKD�LO�AO>J>QF@�TOFQFKD�FK�QEB�P>JB�T>V��
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!CQBO�>�AFP@RPPFLK�LC�@LJJ>P�QEFP�@E>MQBO�BKAP�TFQE�>�?OFBC�DRFAB�QL�J>KV�LQEBO�@LJJLK�QVMBP�

LC�MRK@QR>QFLKdCOLJ�QEB�MBOFLA�QL�QEB�PBJF�@LILK�QL�QEB�AFCCBOBK@B�?BQTBBK�>�EVMEBK�>KA�>�

A>PE��

Commas 

4EBPB�KFKB�ORIBP�>KA�>�IFPQ�LC�>AAFQFLK>I�JFP@BII>KBLRP�FKPQ>K@BP�@LSBO�QEB�J>GLOFQV�LC�QEB�QFJBP�

VLR�TFII�KBBA�>�@LJJ>��9LR�TFII�KLQF@B�QE>Q�PLJB�LC�QEBJ�BSBK�LSBOI>M�>�?FQ��

��� �34=@3�/�1==@27</B7<5�1=<8C<1B7=<�8=7<7<5�BE=�7<23>3<23<B�1:/CA3A

�

3BM>O>QB�QTL�FKABMBKABKQ�@I>RPBP�TFQE�>�@LJJ>�MIRP�>�@LLOAFK>QFKD�@LKGRK@QFLK��%KDIFPE�

E>P�PBSBK�@LLOAFK>QFKD�@LKGRK@QFLKP��/KB�T>V�QL�OBJBJ?BO�QEBJ�FP�TFQE�QEB�>@OLKVJ�

&!."/ 93�	� LO�� KA�" LO�� RQ�# O�, BQ�' L
��)K�QEB�CLIILTFKD�BU>JMIBP�?LQE�QEB�@LLOAFK>QFKD�

@LKGRK@QFLK�>KA�@LJJ>�@LKKB@QFKD�QEB�QTL�FKABMBKABKQ�@I>RPBP�>OB�FK�?LIA��

%U>JMIBP�LC�#LJJ>P�TFQE�#LLOAFK>QFKD�#LKGRK@QFLKP�*LFKFKD�)KABMBKABKQ�#I>RPBP�

4EB�@>Q�O>K�LRQ�LC�QEB�ELRPB�0CB�+>QFB�@>RDEQ�EFJ�LK�QEB�M>QFL��

%SBOVLKB�IFPQBKP�QL�6FLI>�MI>V�QEB�SFLIFK�4=@�EBO�QB@EKFNRB�FP�l>TIBPP��

*LEK�>KA�*>KB�>OB�QEOBB�VB>OP�LIA�A=�QEBFO�JLQEBO�EBIMP�QEBJ�DBQ�AOBPPBA��

!;@1��$LKfQ�@LKCRPB�QTL�)KABMBKABKQ�@I>RPBP�TFQE�>�?5:381�?A.61/@�1=;>=C<2�D3@0��

%U>JMIB�LC�3FKDIB�3R?GB@Q�#LJMLRKA�6BO?�

4EB�?@A01:@�;7AA32�QEB�?RP�>KA�@/< �I>QB�QL�@I>PP��

��� �3>3<23<B�1:/CA3��7<23>3<23<B�1:/CA3
�

7EBK�QEB�ABMBKABKQ�@I>RPB�@LJBP�kOPQ�PBM>O>QB�FQ�COLJ�QEB�FKABMBKABKQ�@I>RPB�TFQE�>�

@LJJ>�?RQ�KLQ�QEB�LQEBO�T>V�>OLRKA��)K�QEB�BU>JMIBP�?BILT�QEB�ABMBKABKQ�@I>RPB�FP�FK�

?LIA��

%U>JMIBP�LC�#LJJ>P�3BM>O>QFKD�$BMBKABKQ�>KA�)KABMBKABKQ�#I>RPBP�
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�4B3@���E/:932�7<�B63�4@=<B�2==@��)�QROKBA�LK�QEB�46��

)�QROKBA�LK�QEB�46�/4B3@���E/:932�7<�B63�4@=<B�2==@
�

�31/CA3�63�6/2�ABC2732�/::�<756B��"OF>K�CBII�>PIBBM�FK�@I>PP��

"OF>K�CBII�>PIBBM�FK�@I>PP�031/CA3�63�6/2�ABC2732�/::�<756B
�

��� �4B3@�/�:=<5�7<B@=2C1B=@G�>6@/A3
�

0I>@B�>�@LJJ>�?BQTBBK�ILKD�FKQOLAR@QLOV�MEO>PBP�>KA�>K�FKABMBKABKQ�@I>RPB��4EBPB�>OB�

JLPQ�LCQBK�MOBMLPFQFLK>I�MEO>PBP��(>KA?LLHP�QBKA�QL�AFP>DOBB�>?LRQ�TE>Q�J>HBP�>K�

FKQOLAR@QLOV�MEO>PB�gILKDh��ELTBSBO�4>?IB������LCCBOP�PLJB�PRDDBPQFLKP��

%U>JMIB�LC�#LJJ>�!CQBO�,LKD�)KQOLAR@QLOV�0EO>PB�

)K������QEB�53!�AOLMMBA�>K�>QLJF@�?LJ?�LK�*>M>K��

!Q�QEB�kK>I�?BII	
�QEB�?LUBOP�ILLHBA�SBOV�TB>OV��

+7B6�/�>/@97<5�:=B�/B�3/16�3<2�=4�B63�0C7:27<5��J V�@LJM>KV�E>P�>JMIB�M>OHFKD�PM>@B��

*./92��������;A? <1B0A<?F�=5?.@2@�.;1�0<::.@��

"C;03@�=4�+ =@2A�7<�/<��<B@=2C1B=@G�$6@/A3� )A3�=4�/��=;;/��

�c�� .L�

�c�� /MQFLK>I�	RPR>IIV�VBP
�

��LO�JLOB� 9BP�

��� �B3;A�7<�/�A3@73A
�

3BM>O>QB�FQBJP�FK�>�PBOFBP�LC�>Q�IB>PQ�QEOBB�TFQE�@LJJ>P��QEB�@LJJ>�?BCLOB�QEB�kK>I�g>KAh�FP�

LMQFLK>I�>KA�@>IIBA�QEB�g/UCLOA�@LJJ>h�LO�QEB�PBOF>I�@LJJ>��7EBQEBO�VLR�@ELLPB�QL�RPB�

QEB�PBOF>I�@LJJ>�LO�KLQ�?B�@LKPFPQBKQ�QEOLRDELRQ�VLRO�AL@RJBKQ��

%U>JMIBP�LC�#LJJ>P�3BM>O>QFKD�)QBJP�FK�>�3BOFBP�

,FCB�FP�>�PBOFBP�LC�T>KABOFKDP�PB>O@EFKDP�>KA�KLJ>AF@�NRBPQP��

)�E>SB�QEOBB�C>SLOFQB�46�PELTP���1B1>-31�(:2;>31@@-.81�>KA�!A9.�>? ��
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��� �==@27</B3�/2831B7D3A
�

5PB�>�@LJJ>�?BQTBBK�@LLOAFK>QB�>AGB@QFSBP�KLQ�IFKHBA�?V�>�@LLOAFK>QFKD�@LKGRK@QFLK��

#LLOAFK>QB�>AGB@QFSBP�>OB�PBM>O>QB�TLOAP�QE>Q�JLAFCV�>�KLRK�O>QEBO�QE>K�>�@LJMLRKA�

>AGB@QFSB�TEF@E�FP�>�PFKDIB�JLAFkBO�QE>Q�FP�@LJMLPBA�LC�QTL�TLOAP��)C�VLRfOB�RKPROB�

TEBQEBO�VLR�>OB�RPFKD�@LLOAFK>QB�>AGB@QFSBP�QOV��
�OBSBOPFKD�QEB�LOABO�LC�QEB�>AGB@QFSBP�

>KA��
�MI>@FKD�g>KAh�FK�?BQTBBK�QEB�>AGB@QFSBP��)C�QEB�PBKQBK@BfP�JB>KFKD�E>P�KLQ�@E>KDBA�

VLR�>OB�IFHBIV�RPFKD�@LLOAFK>QB�>AGB@QFSBP��

%U>JMIBP�LC�#LJJ>P�"BQTBBK�#LLOAFK>QB�!AGB@QFSBP�

3EB�FP�>K�=CB5=7<5��A=17/0:3��6/@2	E=@97<5�PQRABKQ��

!� B/::��6/<2A=;3 �DBKQIBJ>K�BKQBOBA�QEB�2/@9��=>>@3AA7D3�OLLJ��

�F 13>B7=<A��#LILOP�KLRKP�>@QFKD�>P�>AGB@QFSBP�LIA�VLRKD�	>KA�>AAFQFLK>I�O>KALJ�

>AGB@QFSBP�

%U>JMIBP�LC�%U@BMQFLKP�QL�#LJJ>P�"BQTBBK�#LLOAFK>QB�!AGB@QFSBP�

4EB�J>K�TFQE�QEB�PEFKV�OBA�E>FO�GRJMBA�LSBO�QEB�PQROAV�?OF@H�T>II��

4E>Q�ILSBIV�LIA�I>AV�FP�QEB�JLQEBO�LC�QE>Q�PTBBQ�VLRKD�I>AV��

(B�@LRIAKfQ�LMBK�QEB�I>ODB�@>OA?L>OA�?LU��

��� "=<	@3AB@71B7D3�@3:/B7D3�1:/CA3A
�

!�OBI>QFSB�@I>RPB�FP�>�@I>RPB�QE>Q�?BDFKP�TFQE�>�OBI>QFSB�MOLKLRK�PR@E�>P�gTELh�gTEF@Eh�LO�

gQE>Q�h�.LK�OBPQOF@QFSB�OBI>QFSB�@I>RPBP�LCCBO�KLKBPPBKQF>I�M>OBKQEBQF@>I�FKCLOJ>QFLK�>KA�

>OB�QERP�?O>@HBQBA�?V�>�M>FO�LC�@LJJ>P��2BPQOF@QFSB�@I>RPBP�FK�@LKQO>PQ�RPB�KL�@LJJ>P�

?B@>RPB�QEB�FKCLOJ>QFLK�QEBV�MOLSFAB�FP�BPPBKQF>I�QL�QEB�JB>KFKD�LC�QEB�PBKQBK@B��

%U>JMIBP�LC�#LJJ>P�TFQE�.LK�2BPQOF@QFSB�2BI>QFSB�#I>RPBP�

"LPQLK�TEF@E�T>P�PBQQIBA�FK�QEB�B>OIV���QE�@BKQROV�T>P�FKE>?FQBA�?V�0ROFQ>KP��

-O ��3JFQE�TEL�IFSBP�KBUQ�ALLO�SFPFQBA�JB�I>PQ�KFDEQ��

)�TFII�FKQBOSFBT�->OV�3JFQE�TEL�J>K>DBP�QEB�?>HBOV��
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%U>JMIBP�LC�#LJJ>P�TFQE�2BPQOF@QFSB�2BI>QFSB�#I>RPBP�

0BLMIB�TEL�IFSB�FK�DI>PP�ELRPBP�PELRIA�KLQ�QEOLT�PQLKBP��

3QRABKQP�TEL�P@LOB�LSBO�����LK�QEB�3!4�SBO?>I�RPR>IIV�AL�TBII�FK�@LIIBDB�@LJMLPFQFLK��

)�TFII�FKQBOSFBT�QEB�->OV�3JFQE�TEL�J>K>DBP�QEB�?>HBOV��

7EBQEBO�>�MEO>PB�FP�OBPQOF@QFSB�LO�KLQ�ABMBKAP�LK�@LKQBUQ�>KA�QEB�>RAFBK@BfP�HKLTIBADB��

%U>JMIBP�LC�#LJJ>P�TFQE�2BPQOF@QFSB�.LK�2BPQOF@QFSB�0EO>PBP�">PBA�LK�#LKQBUQ�

4EB�DFOI	
�TEL�?OLHB�EBO�IBD	
�T>P�KLQ�EROQ�LQEBOTFPB��

(B�FKQOLAR@BA�JB�QL�QEB�@IR?�MOBPFABKQ	
�TEL�@>JB�FKQL�QEB�OLLJ�GRPQ�QEBK��

4EB�@L>@E	
�TEL�FP�@EBTFKD�DRJ�>KA�@I>MMFKD�EFP�E>KAP	
�FP�-O��*LKBP��

��� �>>=A7B7D3A��<=<	@3AB@71B7D3�>6@/A3A�
�

!MMLPFQFSBP�OBK>JB�ABP@OF?B�QEB�KLRK�QEBV�@LJB�>CQBO��3FK@B�QEBPB�MEO>PBP�>OB�KLK�

OBPQOF@QFSB�>KA�AL�KLQ�@LKQ>FK�BPPBKQF>I�FKCLOJ>QFLK�QEBV�PELRIA�?B�PBQ�LCC�TFQE�>�M>FO�LC�

@LJJ>P��

%U>JMIBP�LC�#LJJ>P�TFQE�!MMLPFQFSBP�

*LEK�>�ELMBIBPP�OLJ>KQF@�T>IHBA�PILTIV�FKQL�QEB�OLLJ��

*RAV�AB@I>OBA�QE>Q�PEB�ILSBA�->OSFK�QEB�?LV�LC�EBO�AOB>JP��

��� $/@3<B63B71/:A
�

3BQ�LCC�M>OBKQEBQF@>I�@LJJBKQP�LCQBK�QO>KPFQFLK>I�TLOAP�TFQE�>�M>FO�LC�@LJJ>P��)K�QEB�

BU>JMIBP�?BILT�QEB�M>OBKQEBQF@>I�MEO>PB�>KA�@LJJ>P�>OB�FK�?LIA��

%U>JMIBP�LC�#LJJ>P�>P�0>OBKQEBQF@>IP�

,FQBO>QROB�4=@�3F/;>:3� �FP�QEB�JLPQ�@LJMOBEBKPFSB�LC�>II�>@>ABJF@�PR?GB@QP��
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3@FBK@B�E3�6/AB3<�B=�/22��TFII�KBSBO�PLISB�QEB�TLOIAfP�MOL?IBJP��

/RO�@LIIBDB�@ROOF@RIRJ�FP�PBQQIBA��EFPQLOV�B63<��TFII�?B�>�J>GLO�@LROPB��

��� $/@B717>7/:�>6@/A3A
�

3BM>O>QB�>�M>OQF@FMF>I�MEO>PB�COLJ�QEB�FKABMBKABKQ�@I>RPB�TFQE�>�@LJJ>�TEBQEBO�FQ�

>MMB>OP�?BCLOB�LO�>CQBO�QE>Q�@I>RPB��0>OQF@FMF>I�MEO>PBP�RPR>IIV�ABP@OF?B�g?>@HDOLRKAh�

>@QFLKP�>KA�CB>QROB�>K��FKD�SBO?��@LJJ>P�EBIM�QL�AFPQFKDRFPE�QEBPB�>@QFLKP�COLJ�QEB�J>FK�

>@QFLK�LC�QEB�FKABMBKABKQ�@I>RPB��"B�@>OBCRI�KLQ�QL�E>SB�>�gJFPMI>@BA�JLAFkBOh�LO�gA>KDIFKD�

M>OQF@FMIBh�TFQE�QEFP�QVMB�LC�PBKQBK@B�@LKPQOR@QFLK��->HB�PROB�QEB�PR?GB@Q�LC�QEB�PBKQBK@B�FP�

QEB�MBOPLK�ALFKD�QEB�>@QFLK�LC�QEB�M>OQF@FMIB��

%U>JMIBP�LC�#LOOB@Q�5PB�LC�#LJJ>P�TFQE�0>OQF@FMF>I�0EO>PBP�

�/ D7<5�AE3>B�B63�1=C@B��QEB�?LVP�MOL@BBABA�QL�MI>V�QEOBB�PBQP�LC�QBKKFP��

-O ��3TFCQ�T>P�SBOV�DBKQIB�TFQE�EFP�A>RDEQBO�A3<A7<5�B6/B�A63�E/A�/0=CB�B=�1@G
�

%U>JMIB�LC��<1=@@31B�5PB�LC�#LJJ>P�TFQE�0>OQF@FMF>I�0EO>PBP�

0>OHFKD�FK�QEB�E>KAF@>MMBA�PMLQ�QEB�MLIF@B�LCk@BO�D>SB�EFJ�>�QF@HBQ��	4EFP�PQOR@QROB�JB>KP�
QE>Q�QEB�MLIF@B�LCk@BO�T>P�QEB�LKB�TEL�M>OHBA�FK�QEB�E>KAF@>MMBA�PMLQ
��

Other Comma Guidelines 

)A3�/�1=;;/�E63<3 D3@�1:/@7BG�23;/<2A�7B
�&LO�FKPQ>K@B�RPB�>�@LJJ>�EBOB�BSBK�QELRDE�

QEB�FKQOLAR@QLOV�MEO>PB�FP�PELOQ�?B@>RPB�LQEBOTFPB�QEB�PBKQBK@B�FP�>�IFQQIB�JLOB�AFCk@RIQ�

QL�OB>A��

%U>JMIB�LC�#LJJ>�CLO�#I>OFQV�

�34=@3�:3/D7<5��QEB�PLIAFBOP�@IB>OBA�QEB�QLTK��

)A3�/�1=;;/��034=@3�/<2��/4B3@�/::�B@/<A7B7=</:�>6@/A3A�E=@2A
�
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%U>JMIB�LC�#LJJ>�>CQBO�4O>KPFQFLK>I�0EO>PBP�

)K�/227B7=<��VLR�J>V�KLQ�?OFKD�VLRO�COFBKA��=<�B63�=B63@�6/<2��VLR�J>V�?OFKD�VLRO�BKBJV��

)A3�/�1=;;/�/4B3@�7<B3@831B7=<A
�)KQBOGB@QFLKP�FK@IRAB�PR@E�TLOAP�>P�g7 BIIh�g9BPh�LO�g.L�h�

)A3�/�1=;;/�B=�;/@9�27@31B�/22@3AA
�

%U>JMIB�LC�#LJJ>�CLO�$FOB@Q�!AAOBPP�

, BQfP�B>Q��@/<2;/ ��

'3>/@/B3�1=<B@/AB7<5�3:3;3<BA�E7B6�/�1=;;/
 �4EFP�ORIB�JB>KP�QE>Q�PLJBQFJBP�VLR�RPB�>�

@LJJ>�?BCLOB�g?RQh�BSBK�QELRDE�FQ�FP�KLQ�?BQTBBK�QTL�FKABMBKABKQ�@I>RPBP��

%U>JMIB�LC�#LJJ>P�3BM>O>QFKD�#LKQO>PQFKD�%IBJBKQP�

2>@FKD�PELRIA�?B�>�QBPQ�LC�PHFII�<=B�>�AF@B�D>JB�TFQE�AB>QE��

4EB�PQRABKQ�FKQBKABA�QL�PR?JFQ�EBO�ELJBTLOH�0CB�4=@5=B�FK�QEB�BU@FQBJBKQ�LC�D>JB�A>V��

)A3�/�1=;;/�B=�A3>/@ /B3�2/GA��2/B3A��/<2�G3/@A
�

%U>JMIB�LC�#LJJ>�3BM>O>QFKD�$>VP�$>QBP�>KA�9B>OP�

/K� !=<2/ G���/<C/@G�������� �TB�TFII�ELIA�BIB@QFLKP�CLO�@I>PP�MOBPFABKQ��

)A3�/�1=;;/�B=�A3>/@ /B3�AB@33BA��17B73A��/<2�AB/B3A
�

%U>JMIB�LC�#LJJ>P�3BM>O>QFKD�3QOBBQP�#FQFBP�>KA�3Q>QBP�

3EBOIL@H�(LIJBP�IFSBA�>Q������/9 3@�'B@33B�� =<2=<���<5:/<2 �AROFKD�QEB�6F@QLOF>K�%O>��
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!IT> VP�OBJBJ?BO�QEB�JLPQ�FJMLOQ>KQ�ORIB�LC�@LJJ>�RPB��@LJJ>P�IFHB�>II�M>OQP�LC�QB@EKF@>I�

TOFQFKD�>OB�MOFJ>OFIV�>?LRQ�OB>ABO�@LJMOBEBKPFLK�>KA�QEB�FJMOBPPFLK�VLR�J>HB�LK�VLRO�

>RAFBK@B��5PB�@LJJ>P�CLO�@I>OFQV�FK�QEBPB�MI>@BP�?RQ�HBBM�FK�JFKA�QE>Q�OB>A>?FIFQV�FP�QEB�JLPQ�

FJMLOQ>KQ�>PMB@Q��

Punctuati on Other than Commas 

��� 
�

$3@7=2��C::�'B=>
�4EB�JLPQ�@LJJLK�CLOJ�LC�BKA�MRK@QR>QFLK��

� � 5PBA�>Q�QEB�BKA�LC�@LJMIBQB�PBKQBK@BP��

� � 5PBA�>Q�QEB�BKA�LC�>??OBSF>QFLKP��

� � 'LBP�FKPFAB�QEB�NRLQ>QFLK�J>OHP�FC�QEBOB�FP�KL�@FQ>QFLK�LO�>CQBO�QEB�M>OBKQEBPFP�FC�QEBOB�

FP�>�M>OBKQEBQF@>I�@FQ>QFLK��

��� ��

�F 1:/;/B7=<�$ =7<B��F1:/;/B7=<�!/@9
 �5PBA�QL�@LKSBV�BJME>PFP�LO�PROMOFPB��

� � 3ELRIA�?B�RPBA�SBOV�PM>OFKDIV��)K�LQEBO�TLOAP�VLR�PELRIA�E>OAIV�BSBO�RPB�FQ�BPMB@F>IIV�
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@LKQO>@QFLKP��

%U>JMIBP�LC�!MLPQOLMEBP�FK�#LKQO>@QFLKP�

$L�KLQ�
�$LK fQ�

#>KKLQ�
�#>KfQ�

)�>J�
�)fJ��

� � &FK>IIV�PFKDIB�NRLQ>QFLK�J>OHP�e�f�>OB�RPBA�TEBK�VLR�E>SB�>�NRLQ>QFLK�TFQEFK�>�

NRLQ>QFLK��

%U>JMIB�LC�3FKDIB�1RLQ>QFLK�->OHP�5PBA�&LO�>�1RLQ>QFLK�7FQEFK�>�1RLQ>QFLK�

$O��-@+FKKBV�BU@I>FJBA�g)�@>KfQ�?BIFBSB�EB�P>FA�e)fJ�>IT>VP�OFDEQ�fh�

��� NO�

%C=B/B7=<�!/@9A
�5PBA�>OLRKA�NRLQ>QFLKP�>KA�QL�J>OH�PMB@Fk@�QVMBP�LC�TLOAP��

� � !IT> VP�@LJB�FK�M>FOP��

� � ->OH�QEB�?BDFKKFKD�>KA�BKAFKDP�LC�AFOB@Q�NRLQ>QFLKP�TEF@E�>OB�QEB�BU>@Q�TLOAP�LC�
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� � 3BJF@LILKP�@>K�?B�RPBA�TEBK�QTL�@LJMIBQB�PBKQBK@BP�>OB�SBOV�@ILPBIV�OBI>QBA�

BPMB@F>IIV�FC�QEB�PB@LKA�PBKQBK@B�?BDFKP�TFQE�>�@LKGRK@QFSB�>ASBO?�PR@E�>P�gELTBSBOh�

LO�gQERPh��

%U>JMIB�LC�3BJF@LILK�7FQE�4TL�#ILPBIV�2BI>QBA�#LJMIBQB�3BKQBK@BP�
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INTR ODUCTI ON 
M att M cKinney; Kalani P attison; and N icole H agstrom-Schmidt 
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>P�>P�PLLK�>P�>Q�I>PQ�>Q�IBKDQE�>Q�QE>Q�QFJB�
QEBK�RKQFI�>CQBOT>OA�

!AAFQFLK�

!K�>AAFQFLK�LO�>AAFQFSB�QO>KPFQFLK�
@LKQOF?RQBP�QL�>�MOBSFLRP�MLFKQ��4EFP�
QO>KPFQFLK�@>K�?RFIA�LK�>�MOBSFLRP�MLFKQ�>KA�
BUQBKA�QEB�AFP@RPPFLK��

!AAFQFLK>IIV�KLQ�QL�JBKQFLK�FK�>AAFQFLK�QL�
CROQEBOJLOB�BFQEBO�KBFQEBO�?BPFABP�LK�FK�
C>@Q�>P�>�J>QQBO�LC�C>@Q�>@QR>IIV�KLQ�LKIV�
?RQ�>IPL�>P�TBII�>P�

3FJFI>OFQV�

!�QO>KPFQFLK�?V�PFJFI>OFQV�AO>TP�>�M>O>IIBI�
?BQTBBK�QTL�FAB>P�@LK@BMQP�LO�BU>JMIBP��
)Q�@>K�FKAF@>QB�>�@LJJLK�>OB>�?BQTBBK�
MLFKQP�CLO�QEB�>RAFBK@B��

)K�QEB�P>JB�T>V�?V�QEB�P>JB�QLHBK�BNR>IIV�
PFJFI>OIV�GRPQ�>P�TB�E>SB�PBBK�FK�QEB�P>JB�
SBFK�

#LJM>OFPLK�

!�QO>KPFQFLK�?V�@LJM>OFPLK�AO>TP�>�
AFPQFK@QFLK�?BQTBBK�QTL�FAB>P�@LK@BMQP�LO�
BU>JMIBP��)Q�@>K�FKAF@>QB�>�@LJJLK�LO�
AFSBODBKQ�>OB>�?BQTBBK�MLFKQP�CLO�QEB�
>RAFBK@B��

,FHB�FK�OBI>QFLK�QL�?FDDBO�QE>K�QEB�C>PQBPQ�
I>ODBO�QE>K�QE>K�>KV�LQEBO�FP�?FDDBO�QE>K�
?LQE�BFQEBOjLO�IFHBTFPB�

#LKQO>PQ�

!�QO>KPFQFLK�?V�@LKQO>PQ�AO>TP�>�AFPQFK@QFLK�
LC�AFCCBOBK@B�LMMLPFQFLK�LO�FOOBDRI>OFQV�
?BQTBBK�QTL�FAB>P�@LK@BMQP�LO�BU>JMIBP��
4EFP�QO>KPFQFLK�@>K�FKAF@>QB�>�HBV�
AFPQFK@QFLK�?BQTBBK�MLFKQP�CLO�QEB�
>RAFBK@B��

"RQ�KBFQEBOjKLO�ELTBSBO�LK�QEB�LQEBO�
E>KA�>IQELRDE�ABPMFQB�BSBK�QELRDE�FK�
@LKQO>PQ�FK�PMFQB�LC�LK�QEB�@LKQO>OV�
@LKSBOPBIV�RKIFHB�TEFIB�FKPQB>A�
KBSBOQEBIBPP�KLKBQEBIBPP�OBD>OAIBPP�PQFII�
QELRDE�VBQ�>IQELRDE�
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( G>3� �3P<7B7=<� �F/;>:3A�

#>RPB�>KA�
%CCB@Q�
2BPRIQ�

!�QO>KPFQFLK�?V�@>RPB�>KA�BCCB@Q�LO�OBPRIQ�
FIIRPQO>QBP�>�OBI>QFLKPEFM�?BQTBBK�QTL�
FAB>P�@LK@BMQP�LO�BU>JMIBP�>KA�FQ�J>V�
CL@RP�LK�QEB�LRQ@LJB�LO�OBPRIQ��)Q�@>K�
FIIRPQO>QB�>�OBI>QFLKPEFM�?BQTBBK�MLFKQP�CLO�
QEB�>RAFBK@B��

!P�>�OBPRIQ�?B@>RPB�@LKPBNRBKQIV�CLO�QEFP�
MROMLPB�>@@LOAFKDIV�PL�QEBK�QEBOBCLOB�
QEBOBRMLK�QERP�QL�QEFP�BKA�CLO�QEFP�OB>PLK�
>P�>�OBPRIQ�?B@>RPB�QEBOBCLOB�
@LKPBNRBKQIV�>P�>�@LKPBNRBK@B�>KA�QEB�
LRQ@LJB�T>P�

%U>JMIBP�

!�QO>KPFQFLK�?V�BU>JMIB�FIIRPQO>QBP�>�
@LKKB@QFLK�?BQTBBK�>�MLFKQ�>KA�>K�
BU>JMIB�LO�BU>JMIBP��9LR�J>V�kKA�SFPR>I�
>FAP�TLOH�TBII�TFQE�QEFP�QVMB�LC�QO>KPFQFLK��

)K�C>@Q�>P�TB�@>K�PBB�>CQBO�>II�BSBK�CLO�
BU>JMIB�CLO�FKPQ>K@B�LC�@LROPB�
PMB@Fk@>IIV�PR@E�>P�FK�QEB�CLIILTFKD�
BU>JMIB�QL�FIIRPQO>QB�JV�MLFKQ�

0I>@B�

!�MI>@B�QO>KPFQFLK�OBCBOP�QL�>�IL@>QFLK�LCQBK�
FK�>�PM>QF>IIV�LOD>KFWBA�BPP>V�LC�LKB�MLFKQ�
LC�BJME>PFP�QL�>KLQEBO��!D>FK�SFPR>I�>FAP�
TLOH�TBII�TEBK�AFP@RPPFKD�MEVPF@>I�
IL@>QFLK�TFQE�QEB�OB>AFKD�>RAFBK@B��

/MMLPFQB�QL�QEBOB�QL�QEB�IBCQ�QL�QEB�OFDEQ�
>?LSB�>AG>@BKQ�QL�BIPBTEBOB�C>O�C>OQEBO�
LK�?BILT�?BVLKA�@ILPBO�QL�EBOB�KB>O�
KB>O?V�KBUQ�QL�

#I>OFk@>QFLK�
!�@I>OFk@>QFLK�QO>KPFQFLK�OBPQ>QBP�LO�CROQEBO�
ABSBILMP�>�J>FK�FAB>�LO�MLFKQ��)Q�@>K�>IPL�
PBOSB�>P�>�PFDK>I�QL�>�HBV�MLFKQ��

4L�@I>OFCV�QE>Q�FP�)�JB>K�FK�LQEBO�TLOAP�QL�
MRQ�FQ�>KLQEBO�T>V�QE>Q�FP�QL�P>V�QL�
OBMEO>PB�FQ�FK�LOABO�QL�BUMI>FK�QEFP�JB>KP�

#LK@BPPFLK�

!�@LK@BPPFLK�QO>KPFQFLK�FKAF@>QBP�
HKLTIBADB�LC�@LKQO>OV�FKCLOJ>QFLK��)Q�@>K�
>AAOBPP�>�MBO@BMQFLK�QEB�>RAFBK@B�J>V�
ELIA�>KA�>IILT�CLO�@I>OFk@>QFLK��

7 B�@>K�PBB�QE>Q�TEFIB�>IQELRDE�FQ�FP�QORB�
QE>Q�DO>KQBA�QE>Q�TEFIB�FQ�J>V�>MMB>O�QE>Q�
K>QRO>IIV�LC�@LROPB�)�@>K�PBB�QE>Q�)�>AJFQ�
QE>Q�TEFIB�

)K�>AAFQFLK�QL�PMB@Fk@�QO>KPFQFLK>I�TLOAP�LO�MEO>PBP�TOFQBOP�J>V�RPB�LQEBO�QO>KPFQFLK>I�

PQO>QBDFBP�QL�IFKH�QEBFO�FAB>P��4EBPB�PQO>QBDFBP�QVMF@>IIV�BJMILV�PQO>QBDF@�OBMBQFQFLK��/C�QEBPB�

PQO>QBDFBP�QEB�B>PFBPQ�QL�BJMILV�FP�QL�?BDFK�>�PBKQBK@B�TFQE�QEB�JLAFkBO�gQEFPh�TFQE�QEB�QVMB�LC�

KLRK�?BFKD�ABP@OF?BA�FK�QEB�MOB@BAFKD�PBKQBK@B��!P�>�DBKBOF@�BU>JMIB��g!@@LOAFKD�QL�>�OB@BKQ�

PQRAV�����LC�ELJBLTKBOP�CBBI�IFHB�QEBV�LSBOM>FA�CLO�QEBFO�ELJB��(67A�P<27<5�PELTPjh�)K�QEB�

MOBSFLRP�PBKQBK@B�QEB�MEO>PB�gQEFP�kKAFKDh�OBCBOP�?>@H�QL�QEB�MOBSFLRP�FKCLOJ>QFLK��	!SLFA�

RPFKD�gQEFPh�LO�gQEBPBh�LO�LQEBO�ABJLKPQO>QFSB�MOLKLRKP�TFQELRQ�>�@LOOBPMLKAFKD�KLRK
��

!KLQEBO�@LJJLK�>KA�JLOB�>AS>K@BA�QO>KPFQFLK>I�Q>@QF@�FP�QL�OBMB>Q�>�TLOA�LO�MEO>PB�COLJ�QEB�

MOBSFLRP�PBKQBK@B�	LO�RPB�>�PVKLKVJ�LO�OBI>QBA�TLOA
�QL�PELT�QE>Q�QEB�P>JB�FAB>�FP�PQFII�?BFKD�

AFP@RPPBA�>KA�FP�?BFKD�ABSBILMBA�CROQEBO��4EFP�CL@RPBA�OBMBQFQFLK�LCQBK�@>IIBA�QEB�g�<=E<	"3E�

$@7<17>:3h�TLOHP�?B@>RPB�QEB�TOFQBO�PQ>OQP�TFQE�FKCLOJ>QFLK�QE>Q�QEB�>RAFBK@B�HKLTP�>KA�QEBK�

>AAP�LK�KBT�FKCLOJ>QFLK��&LO�JLOB�FKCLOJ>QFLK�PBB�#E>MQBO����

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

,>PQ�3RW>K�TFQE�@LKQOF?RQLOP�#>KAF@B�.BSBR�>KA�-LKFH>�3JFQE��' 1/4:5/-8�* >5@5:3��??1:@5-8?��
�:@>;0A/@5;:�@;�#>;21??5;:-8��;99A:5/-@5;:?�5:�'1/4:5/-8��5180?��6F@QLOF>�"#��5KFSBOPFQV�LC�

TRANSITI ON AL W ORDS AND PHRASES  |  149



6F@QLOF>�������EQQMP���MOBPP?LLHP�?@@>JMRP�@>�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��
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INTR ODUCTI ON 
Suzan Last and Kalani Pattison 

$L@RJBKQ�ABPFDK�FP�QEB�gKRQP�>KA�?LIQPh�LC�QB@EKF@>I�TOFQFKD��.L�J>QQBO�ELT�?OFIIF>KQ�LO�

FJMLOQ>KQ�QEB�@LKQBKQ�FC�FQ�FP�KLQ�CLOJ>QQBA�FK�>�T>V�QE>Q�BKE>K@BP�OB>A>?FIFQV�FQ�TFII�IFHBIV�KLQ�

OB@BFSB�QEB�>QQBKQFLK�FQ�ABPBOSBP��4EFP�@E>MQBO�MOLSFABP�FKCLOJ>QFLK�LK�ELT�QB@EKF@>I�TOFQBOP�

RPB�CLOJ>QQFKD�CB>QROBP�QL�LMQFJFWB�OB>A>?FIFQV��

)K�>AAFQFLK�VLR�J>V�TFPE�QL�@LKPFABO�QEB�ABPFDK�@ELF@BP�TFQEFK�QEFP�QBUQ?LLH��7EFIB�VLR�J>V�KLQ�

E>SB�@LKP@FLRPIV�KLQF@BA�QEBJ�MOBSFLRPIV�>P�VLR�OB>A�QEOLRDE�QEFP�@E>MQBO�QEFKH�>?LRQ�ELT�QEB�

MOFK@FMIBP�AFP@RPPBA�E>SB�?BBK�>MMIFBA�QL��;C0E�;>��188;� �>KA�ELT�PR@E�ABPFDK�BIBJBKQP�E>SB�

J>AB�FQ�B>PFBO�QL�CLIILT�QEB�?LLHfP�LOD>KFW>QFLK�>KA�@LKQBKQ��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

,>PQ�3RW>K�TFQE�@LKQOF?RQLOP�#>KAF@B�.BSBR�>KA�-LKFH>�3JFQE��' 1/4:5/-8�* >5@5:3��??1:@5-8?��
�:@>;0A/@5;:�@;�#>;21??5;:-8��;99A:5/-@5;:?�5:�'1/4:5/-8��5180?��6F@QLOF>�"#��5KFSBOPFQV�LC�
6F@QLOF>�������EQQMP���MOBPP?LLHP�?@@>JMRP�@>�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��
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FOUR PRIN CIPLES OF DOCUMENT 
DESIGN 

Kalani Pattison and N icole H agstrom-Schmidt 

$/53�23A75<�JB>KP�AFCCBOBKQ�QEFKDP�QL�AFCCBOBKQ�MBLMIB�?RQ�EBOB�FQ�TFII�JB>K�QEB�RPB�LC�

QVMLDO>MEV�>KA�CLOJ>QQFKD�PR@E�>P�VLR�PBB�FK�MOLCBPPFLK>IIV�ABPFDKBA�AL@RJBKQP��

/RO�CL@RP�FK�QEFP�?LLH�FP�QB@EKF@>I�AL@RJBKQ>QFLK�TEF@E�FJMIFBP�JLABPQ�CRK@QFLK>I�ABPFDK��

4EB�CLIILTFKD�DBKBO>I�MOFK@FMIBP�LC�AL@RJBKQ�ABPFDK�TBOB�MLMRI>OFWBA�?V�2L?FK�7FIIF>JP�FK�'41�

!;:��1?53:1>?��1?53:��;;7 �TEF@E�T>P�kOPQ�MR?IFPEBA�FK������TEBK�TLOA�MOL@BPPLOP�?B@>JB�

JLOB�PLMEFPQF@>QBA�>KA�KLK�ABPFDKBOP�TBOB�JLOB�B>PFIV�>?IB�QL�>AGRPQ�CLOJ>QQFKD�I>VLRQ�>KA�

LQEBO�ABPFDK�@ELF@BP�LK�MOFKQBA�AL@RJBKQP�� �7FIIF>JPfP�MOFK@FMIBP�LC�ABPFDK�RPB�>K�B>PFIV�

OBJBJ?BOBA�>@OLKVJ��#2!0 ��4EBPB�MOFK@FMIBP�>OB�1=<B@/AB�@3>3B7B7=<�/:75<;3<B �>KA�

>@=F7;7BG��

$BPFDK�QOBKAP�>KA�@ELF@BP�@E>KDB�LSBO�QFJB��#LKPFABO�QEB�@LJJLK�PQOR@QROB�LC�TB?PFQBP�FK�QEB�

M>PQ�TFQE�QEBFO�PFAB?>OP�>P�@LJM>OBA�QL�QEB�AVK>JF@�>KA�SBOQF@>IIV�>OO>KDBA�?IL@HP�@LJJLK�QL�

J>KV�TB?PFQBP�QLA>V��(LTB SBO�QEBPB�CLRO�DBKBO>I�MOFK@FMIBP�	#2!0
�OBJ>FK�RPBCRI�DRFABIFKBP�

CLO�ABPFDKFKD�B>PFIV�OB>A>?IB�>KA�>QQO>@QFSB�AL@RJBKQP�CLO�?LQE�P@OBBK�>KA�MOFKQ��

3R?PBNRBKQ�PB@QFLKP�CB>QROB�>�AFP@RPPFLK�LC�7FIIF>JPfP�?>PF@�MOFK@FMIBP�TFQE�>�CBT�FIIRPQO>QFLKP�

QL�ABJLKPQO>QB�EBO�MLFKQP��4EB�CLIILTFKD�kDROBP�	&FDROBP����c����>KA����c���
�AFPMI>V�QEB�

QO>KPCLOJ>QFLK�LC�>�@LIIB@QFLK�LC�OB@FMBP�CLO�COLPQFKD�COLJ�>�AFCk@RIQ�QL�OB>A�AL@RJBKQ�FKQL�>�

AL@RJBKQ�QE>Q�FP�OB>A>?IB�RP>?IB�>KA�>QQO>@QFSB��4ELRDE�QEB�BU>JMIB�DFSBK�PQ>OQFKD�TFQE����� �FP�

KLQ�>�QO>AFQFLK>I�MOLCBPPFLK>I�AL@RJBKQ�QEB�P>JB�MOFK@FMIBP�>MMIV�QL�ABPFDKFKD�QEB�>MMB>O>K@B�

LC�MOLCBPPFLK>I�>KA�QB@EKF@>I�AL@RJBKQP�RPFKD�EB>AFKDP�QVMBC>@BP�PM>@FKD�>MMOLMOF>QB�@LILO�

FJ>DBP�BQ@��
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Contrast 

!@@LOAFKD�QL�QEB�MOFK@FMIB�LC�1=<B@/AB�AFCCBOBKQ�BIBJBKQP�LK�>�M>DB�PELRIA�?B�CLOJ>QQBA�FK�

AFPQFK@Q�T>VP��4E>Q�FP�FC�QEFKDP�>OB�AFCCBOBKQ�QEBV�PELRIA�?B�KLQF@B>?IV�>KA�L?SFLRPIV�AFCCBOBKQ��)C�

BIBJBKQP�>OB�CLOJ>QQBA�AFCCBOBKQIV�?RQ�KLQ�AFCCBOBKQIV�BKLRDE�QEBPB�BIBJBKQP�TFII�@>RPB�SFPR>I�

@LKlF@Q�O>QEBO�QE>K�@LKQO>PQ��!P�>K�BU>JMIB�MF@QROB�>�PRFQ�TFQE�>�G>@HBQ�>KA�M>KQP�QE>Q�>OB�

AFCCBOBKQ�PE>ABP�LC�?I>@HdQEB�G>@HBQ�>KA�M>KQP�TFII�KLQ�ILLH�>P�FC�QEBV�?BILKD�QLDBQEBO��(LTB SBO�

?I>@H�M>KQP�>KA�>�IFDEQBO�DO>V�G>@HBQ�M>FO�JLOB�BCCB@QFSBIV��

7EBK�FQ�@LJBP�QL�>�AL@RJBKQ�@LKQO>PQ�@>K�@LJB�COLJ�@LKQO>PQFKD�CLKQP�QVMBC>@BP�PFWBP�

@LILOP�TBFDEQ�	?LIABA�LO�RK?LIABA�QBUQdQEB�QEF@HKBPP�LC�QEB�IFKBP
�MLPFQFLK�>KA�>IFDKJBKQ��

/?PBOSB�ELT�PJ>II�>AAFQFLKP�LC�@LKQO>PQFKD�PFWB�CLKQ�>KA�TBFDEQ�FJMOLSB�QEB�OB>A>?FIFQV�LC�

QEBPB�OB@FMBP�FK�&FDROB�������

FOUR PRIN CIPLES OF DOCUMENT D ESIGN   |  155



������<;A? .@A��E.:=92����9A2?;.A6C2�&���, 2?@6<;���64B?2���� ���

156  |  FOUR PRIN CIPLES OF DOCUMENT D ESIGN

https://pressbooks.library.tamu.edu/app/uploads/sites/13/2022/06/7.2-Contrast-Example.pdf


Contrasting T ypefaces 

!P�JBKQFLKBA�>?LSB�@LKQO>PQFKD�>IFDKJBKQ�>KA�@LILO�>JLKD�LQEBO�SFPR>I�C>@QLOP�>OB�GRPQ�>P�

FJMLOQ>KQ�>P�@LKQO>PQFKD�CLKQP�?RQ�LCQBK�ABPFDK�@ELF@BP�KBBA�QL�PQ>OQ�TFQE�TE>Q�VLRO�IBQQBOP�

ILLH�IFHB��&LO�QBUQ�QL�?B�@LKQO>PQFKD�FK�PFWB�QEBOB�PELRIA�?B�>�JFKFJRJ�LC���MLFKQP�AFCCBOBK@B��

#LKQO>PQFKD�PFWB����>KA�PFWB����CLKQ�RPR>IIV�LCCBOP�JLOB�@LKlF@Q�QE>K�@LKQO>PQ��!�HBV�MI>@B�VLR�

JFDEQ�PBB�QEFP�QVMB�LC�@LKQO>PQ�FP�FK�>�OBPRJB�TEBOB�QEB�>MMIF@>KQfP�K>JB�>MMB>OP�FK�PFWB����CLKQ�

?RQ�QEB�OBJ>FKABO�LC�QEB�AL@RJBKQ�FP�FK�PFWB�����

4EB�?BPQ�T>V�QL�@LKQO>PQ�CLKQ�LO�QVMBC>@B�@ELF@BP�FP�QL�RPB�@LKQO>PQFKD�QVMBP�LC�CLKQP��4EB�

AFCCBOBK@B�?BQTBBK�QVMBC>@B�>KA�CLKQP�FP�QE>Q�>�QVMBC>@B�FK@IRABP�>II�LC�QEB�OBI>QBA�SBOPFLKP�LC�>�

CLKQd������ ���	�������� ��>KA�Arial Italics�>OB�>II�AFCCBOBKQ�CLKQP�LC�QEB�QVMBC>@B�g!OF>I�h�4EBOB�>OB�

QEOBB�J>GLO�HFKAP�LC�QVMBC>@BP��PBOFC�P>KP�PBOFC�>KA�AFPMI>V�� �'BKBO>IIV�PMB>HFKD�>�PFKDIB�

AL@RJBKQ�PELRIAKfQ�RPB�JLOB�QE>K�LKB�LC�B>@E�QVMB��)K@IRAFKD�>�AFPMI>V�CLKQ�QVMBC>@B�FP�RPR>IIV�

LMQFLK>I��

3BOFC�QVMBC>@BP�E>SB�IFQQIB�CBBQ�Q>FIP��4EBPB�BUQO>�PQOLHBP�>OB�@>IIBA�gPBOFCP�h�&FDROB����� �PELTP�>�

CBT�PQOLKD�BU>JMIBP�LC�3BOFC�QVMBC>@BP��

�64B?2������E .:=92@�<3�)2?63�*F=23.02@��

3BOFC�QVMBC>@BP�	LCQBK�@>IIBA�gCLKQPh�FK�TLOA�MOL@BPPFKD�PLCQT>OB
�>OB�?BPQ�RPBA�CLO�?LAV�QBUQ�

>KA�MOFKQBA�AL@RJBKQP�BPMB@F>IIV�TEBK�QBUQ�PQOBQ@EBP�>@OLPP�>�M>DB��

3>KP�PBOFC�QVMBC>@BP�AL�./4�E>SB�	>OB�TFQELRQ�LO�P>KP
�CBBQ�Q>FIP��&FDROB����� �PELTP�PLJB�PQOLKD�

BU>JMIBP�LC�3>KP�3BOFC�CLKQP��

�64B?2�������E .:=92@�<3�).;@�)2?63�*F=23.02@��
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4EBPB�QVMBC>@BP�>OB�?BPQ�RPBA�CLO�EB>AFKDP�PELOQ�IFKBP�LC�QBUQ�QBUQ�AFPMI>VBA�LK�>�MOLGB@QLO�	B�D��

0LTBO0LFKQ�'LLDIB�3IFABP�BQ@�
�PLJB�>ASBOQFPBJBKQP�>KA�QBUQ�LK�TB?M>DBP��3>KP�PBOFC�CLKQP�

QBKA�QL�ILLH�JLOB�@IB>K�>KA�@IB>O��

$FPMI>V�QVMBC>@BP�>OB�C>K@V�QVMBC>@BP�JB>KQ�CLO�QFQIBP�>ASBOQFPBJBKQP�LO�K>JB�?O>KAP��&FDROB�

��� � �PELTP�>�CBT�M>OQF@RI>O�BU>JMIBP�LC�AFPMI>V�QVMBC>@BP��

�64B?2�������E .:=92@�<3��6@=9.F�*F=23.02@��

4EBPB�QVMBC>@BP�>OB�?BPQ�RPBA�CLO�QFQIBP�LO�EB>AFKDP�FC�QEBV�>OB�RPBA�>Q�>II��4EBV�>OB�LCQBK�JLOB�

AFCk@RIQ�QL�OB>A�>KA�QEBV�>OB�JLOB�BCCB@QFSBIV�RPBA�QL�BPQ>?IFPE�?O>KAFKD�QE>K�QL�@LJJRKF@>QB�

PFDKFk@>KQ�@LKQBKQ��

Other Contrast Opportuniti es 

)K�>AAFQFLK�QL�QVMBC>@B�QEB�@I>OFQV�>KA�>QQO>@QFSBKBPP�LC�AL@RJBKQP�@>K�?B�FJMOLSBA�?V�M>VFKD�

>QQBKQFLK�QL�@LKQO>PQ�FK�PM>@FKD�FK�@LILO�@ELF@BP�>KA�FK�>KV�LQEBO�>OB>P�TEBOB�LMMLOQRKFQFBP�

MOBPBKQ�QEBJPBISBP��&LO�FKPQ>K@B�E>SFKD�>�@LKQO>PQFKD�>JLRKQ�LC�PM>@B�>CQBO�M>O>DO>MEP�>KA�

>CQBO�EB>AFKDP�EBIMP�QEB�EB>AFKDP�QL�PQ>KA�LRQ�COLJ�QEB�?LAV�QBUQ��#LKQO>PQ�FK�SBOQF@>I�

>IFDKJBKQP�	>�AFCCBOBKQ�HFKA�LC�PM>@FKD
�@>K�EBIM�IFPQP�QL�PQ>KA�LRQ�FK�@IB>OBO�T>VP�>P�TBII��

#LKQO>PQ�FK�@LILO�FP�FJMLOQ>KQ�TEBK�MRQQFKD�QBUQ�LK�>�@LILOBA�?>@HDOLRKAdTEFIB�?I>@H�LK�TEFQB�

OB>AP�B>PFIV�FQ�FP�>IPL�PLJBQFJBP�QLL�JR@E�@LKQO>PQ�CLO�MBLMIB�OB>AFKD�LK�P@OBBKP��(LTBSBO�

?I>@H�LK�>�A>OH�?IRB�?>@HDOLRKA�>IPL�TLRIA�?B�AFCk@RIQ�QL�OB>A��!P�OBA�DOBBK�@LILO�?IFKAKBPP�FP�

OBI>QFSBIV�@LJJLK�ABPFDKBOP�PELRIA�>SLFA�@LKQO>PQFKD�PE>ABP�LC�OBA�>KA�DOBBK��#E>KDFKD�QEB�

IBQQBOP�LC�EB>AFKDP�QL�>�A>OH�@LILO�AFPQFKDRFPE>?IB�COLJ�?I>@H�FP�LKB�T>V�QL�>AA�@LKQO>PQ�

?BQTBBK�EB>AFKDP�>KA�?LAV�QBUQ�>KA�DFSB�AL@RJBKQP�>�IFQQIB�BUQO>�>QQO>@QFSBKBPP�TEFIB�HBBMFKD�

QEB�AL@RJBKQ�CLOJ>I��
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Repetiti on 

*RPQ�>P�AFCCBOBKQ�BIBJBKQP�KBBA�AFCCBOBKQ�CLOJ>QP�PFJFI>O�BIBJBKQP�KBBA�PFJFI>O�CLOJ>QP��

&3>3B7B7=<�FP�QEB�@LK@BMQ�CLO�MOLSFAFKD�SFPR>I�@LKPFPQBK@V�>@OLPP�>�AL@RJBKQ��&LO�BU>JMIB�FC�>�

, BSBI���EB>AFKD�FP�CLOJ>QQBA�FK�>�PMB@Fk@�T>VdPFWB�TBFDEQ�CLKQ�QVMBC>@BdQEBK�BSBOV�,BSBI���

EB>AFKD�KBBAP�QL�?B�CLOJ>QQBA�FK�QE>Q�P>JB�T>V��,FHBTFPB�BSBOV�QFJB�QEBOB�FP�>�?RIIBQBA�IFPQ�QEB�

?RIIBQP�PELRIA�?B�FK�QEB�P>JB�PQVIB��

2BMBQFQFLK�FP�MOFJ>OFIV�>?LRQ�@LKPFPQBK@V��)K�>AAFQFLK�QL�PFJFI>O�BIBJBKQP�OBMB>QFKD�QEB�P>JB�

CLOJ>QQFKD�FC�QEBOB�>OB�>AABA�ABPFDK�BIBJBKQP�PR@E�>P�ORIBP�	QEB�MOLMBO�QBOJ�CLO�IFKBP
�FJ>DBP�

LO�LQEBO�SFPR>I�@LJMLKBKQP�QEBV�PELRIA�OBMB>Q�BIBJBKQP�LC�ABPFDK�COLJ�BIPBTEBOB�LK�QEB�M>DB��

&LO�FKPQ>K@B�>�@LILO�@ELF@B�FK�>�EB>AFKD�CLO�QBUQ�JFDEQ�OBMB>Q�>�@LILO�CLRKA�FK�>�MELQLDO>ME��)C�

FIIRPQO>QFLKP�>OB�MOLSFABA�QEBV�PELRIA�>II�?B�FK�QEB�P>JB�PQVIB��

)K�QEB�CLIILTFKD�BU>JMIB�&FDROB����� �JB>PROBJBKQP�E>SB�?BBK�OBSFPBA�QL�RPB�@LKPFPQBKQ�

QBOJFKLILDV�>KA�>??OBSF>QFLKP�AFOB@QFLKP�E>SB�?BBK�OBMB>QBAIV�FQ>IF@FWBA�QL�CROQEBO�MOLSFAB�

@LKQO>PQ�?BQTBBK�FKPQOR@QFLKP�>KA�FKDOBAFBKQP�>KA�PLJB�@LILOP�>KA�>AABA�ABPFDK�BIBJBKQP�

E>SB�MOLSFABA�LQEBO�FKPQ>K@BP�LC�OBMBQFQFLK����
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Alignment 

�:75<;3<B �@LKPFPQP�LC�?LQE�QEB�SFPF?IB�>KA�FKSFPF?IB�IFKBP�QE>Q�@LKKB@Q�AFCCBOBKQ�L?GB@QP�LK�>�

M>DB��)C�QEB�QBUQ�FP�>II�IBCQ�>IFDKBA�	>P�>?LSB�FK�&FDROB����
�QEBK�QEB�BVB�J>HBP�>K�FKSFPF?IB�SBOQF@>I�

IFKB�ALTK�QEB�COLKQ�LC�QEB�QBUQ�KB>O�QEB�J>ODFK��"LQE�QBUQ�>KA�LQEBO�BIBJBKQP�LK�>�M>DB�KBBA�QL�

?B�>IFDKBA�TFQE�>Q�IB>PQ�LKB�LQEBO�BIBJBKQ��

!IFDKJBKQ�MOLSFABP�PQOR@QROB�CLO�>�M>DB�>KA�FKlRBK@BP�ELT�>�OB>ABO�>MMOL>@EBP�QEB�

FKCLOJ>QFLK�MOBPBKQBA��FQ�>IPL�FKlRBK@BP�QEB�LOABO�FK�TEF@E�FKCLOJ>QFLK�FP�BU>JFKBA��!IFDKJBKQ�

>IPL�@LJJRKF@>QBP�QEB�EFBO>O@EV�LC�FAB>P�MOBPBKQBA�LK�>�M>DB��4VMF@>IIV�QEB�JLPQ�DBKBO>I�LO�

JLPQ�FJMLOQ>KQ�FKCLOJ>QFLK�FP�MOBPBKQBA�BFQEBO�@BKQBOBA�	>P�FK�>�QFQIB
�LO�CROQEBPQ�QL�QEB�IBCQ�

J>ODFK�	FK�IBCQ�QL�OFDEQ�LOFBKQBA�TOFQFKD�PVPQBJP
��!P�QBUQ�FP�>IFDKBA�CROQEBO�QL�QEB�OFDEQ�	QE>Q�FP�

FKABKQBA�LO�Q>??BA
�FQ�FKAF@>QBP�QE>Q�FQ�FP�>�JLOB�PMB@Fk@�M>OQ�LC�QEB�DBKBO>I�PVPQBJ�FKQOLAR@BA�

LO�FP�IBPP�BPPBKQF>I�FKCLOJ>QFLK��4L�SFPR>IFWB�>K�BU>JMIB�LC�QEFP�@LK@BMQ�QEFKH�LC�>�PQ>KA>OA�

LRQIFKB��->GLO�QLMF@P�CLO�>�PB@QFLK�LO�M>O>DO>ME�>OB�>IFDKBA�CROQEBO�QL�QEB�IBCQ�TEFIB�PR?�QLMF@P�

>KA�BSFABK@B�>OB�MI>@BA�RKABOKB>QE�QEB�J>FK�MLFKQP�>KA�FKABKQBA�CROQEBO�QL�QEB�OFDEQ��

#LKQO>PQ�@>K�>IPL�?B�>MMIFBA�QL�>�AL@RJBKQfP�>IFDKJBKQ�QL�J>HB�>�AL@RJBKQ�JLOB�gPHFJJ>?IB�h�

+BBMFKD�@LKPFPQBKQ�>IFDKJBKQ�>KA�>MMIVFKD�>IFDKJBKQ�QL�LQEBO�BIBJBKQP�EBIM�QL�HBBM�>�M>DB�

SFPR>IIV�RKFkBA��%U>JFKB�ELT�QEBPB�MOFK@FMIBP�>MMIFBA�QL�QEB�OB@FMBP�FK�&FDROB������ �@LKQOF?RQB�

MLPFQFSBIV�QL�QEB�>MMB>O>K@B�>KA�OB>A>?FIFQV�LC�QEB�AL@RJBKQ�?V�@I>OFCVFKD�QEB�OB@FMB�QFQIBP�>KA�

>IFDKFKD�QEB�@RM@>HBP�JLOB�@IB>OIV�>KA�>QQO>@QFSBIV�TFQE�LQEBO�QBUQR>I�BIBJBKQP��
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Proximity 

4EB�kK>I�MOFK@FMIB�LC�AL@RJBKQ�ABPFDKd>@=F7;7BGdJB>KP�J>HFKD�PROB�BIBJBKQP�QE>Q�>OB�JLOB�

@ILPBIV�OBI>QBA�QL�B>@E�LQEBO�@LK@BMQR>IIV�>OB�JLOB�@ILPBIV�MLPFQFLKBA�QL�B>@E�LQEBO�LK�QEB�

M>DB��

4EFP�MOFK@FMIB�ALBPKfQ�JB>K�QE>Q�VLR�KBBA�QL�OBLOD>KFWB�BSBOVQEFKD�LK�QEB�M>DB�PL�QE>Q�CLO�

FKPQ>K@B�>II�LC�QEB�FKDOBAFBKQP�FK�QEB�OB@FMBP�AL@RJBKQ�>OB�QLDBQEBO�>P�QEB�@LKQBKQP�CLIILT�

LQEBO�LOD>KFW>QFLK>I�MOFK@FMIBP�	FK�QEFP�@>PB�AFSFPFLK�M>OQFQFLK�>KA�QEBK�@EOLKLILDF@>I�LOABO
��

7E>Q�DLLA�MOLUFJFQV�ALBP�JB>K�ELTBSBO�FP�QE>Q�PFJFI>O�MFB@BP�LC�FKCLOJ>QFLK�PELRIA�?B�@ILPB�

QL�B>@E�LQEBO�>KA�PBQ�LCC�COLJ�AFCCBOBKQ�QVMBP�LC�FKCLOJ>QFLK�?V�TEFQB�PM>@B��(B>AFKDP�PELRIA�?B�

@ILPBO�QL�QEB�QBUQ�M>O>DO>MEP�QEBV�ABP@OF?B�QE>K�QL�MOBSFLRP�QBUQ��)K�QEB�@>PB�LC�QEB�CLIILTFKD�

OB@FMBP�>AAFKD�PM>@B�?BQTBBK�AFCCBOBKQ�OB@FMBP�>KA�AFCCBOBKQ�QVMBP�LC�PQBMP�FKCLOJ>QFLK�TFQEFK�

QEB�OB@FMBP�>IILTP�QEB�OB>ABO�QL�JLOB�B>PFIV�CLIILT�QEB�PQBMP�MOLSFABA�	&FDROB������ 
��
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The Four Princip les in Technical and Pr ofessional 
Documents 

4EBPB�kDROBP�>?LSB�E>SB�DFSBK�BU>JMIBP�FK�CLOJ>QQFKD�>KA�ABPFDK�>P�>MMIFBA�QL�>�PLJBTE>Q�

JLOB�FKCLOJ>I�AL@RJBKQ��(LTBSBO�QEB�CLRO�MOFK@FMIBP�LC�@LKQO>PQ�OBMBQFQFLK�>IFDKJBKQ�>KA�

MOLUFJFQV�>MMIV�GRPQ�>P�JR@E�FK�JLOB�CLOJ>I�OBMLOQP�@LOOBPMLKABK@B�>KA�>MMIF@>QFLK�J>QBOF>IP��

4EFKDP�>P�PFJMIB�>P�CLKQ�@ELF@B�>KA�PFWB�PM>@B�?BQTBBK�M>O>DO>MEP�BQ@��->1�ABPFDK�@ELF@BP�d�

BSBK�FC�VLR�GRPQ�DL�TFQE�QEB�ABC>RIQ�PBQQFKDP�LC�VLRO�TLOA�MOL@BPPLO��0OLCBPPFLK>I�AL@RJBKQP�

LCQBK�RPB�MOBJ>AB�ABPFDKP�PBQ�?V�LOD>KFW>QFLKPf�@LKSBKQFLKP�>KA�?O>KAFKD��(LTBSBO�TEBK�

TOFQFKD�>MMIF@>QFLK�J>QBOF>IP�TLOHFKD�CLO�>�PJ>II�?RPFKBPP�ABPFDKFKD�TB?M>DBP�LO�TOFQFKD�QVMBP�

LC�AL@RJBKQP�KLQ�LCQBK�RPBA�>Q�>K�LOD>KFW>QFLK�LO�@LJM>KV�FQ�FP�FJMLOQ>KQ�QL�J>HB�@LKP@FLRP�

ABPFDK�@ELF@BP�FK�LOABO�QL�@LKSBV�MOLCBPPFLK>I�BQELP��

-@+FKKBV�->QQ�+>I>KF�0>QQFPLK�3>O>E�,B-FOB�+>QEV�!KABOP�>KA�.F@LIB�(>DPQOLJ�3@EJFAQ�
BAP���;C0E�;>��188;���' 1/4:5/-8�-:0�#>;21??5;:-8��;99A:5/-@5;:� ��KA�BA��#LIIBDB�3Q>QFLK��4BU>P�
!�-�5KFS BOPFQV�������,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�
3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB�BU@BMQ�TEBOB�LQEBOTFPB�KLQBA��

Notes 

��� 2L?FK�7FIIF>JP�'41�!;:��1?53:1>H?��1?53:��;;7 ��QE�%A��	"BOHBIBV�#>IFCLOKF>��0B>@EMFQ�0OBPP�����
��

��� +>I>KF�0>QQFPLK�g%U>JMIB�LC�$FCk@RIQ�QL�2B>A�$L@RJBKQh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� +>I>KF�0>QQFPLK�g#LKQO>PQ�%U>JMIBh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� 4EBPB�QEOBB�QVMBP�>OB�ABIF?BO>QBIV�PFJMIFkBA�QL�EBIM�VLR�RKABOPQ>KA�ELT�QL�@ELLPB�>MMOLMOF>QB�CLKQP�
>KA�QVMBC>@BP�CLO�PQOLKD�AL@RJBKQ�ABPFDK��&LO�JLOB�FKCLOJ>QFLK�LK�T>VP�LC�@I>PPFCVFKD�CLKQP�QVMBC>@BP�
AFCCBOBK@BP�FK�RPB�EFPQLOV�LC�QVMBC>@BP�BQ@��PBB�g&LKQLILDVh�&LKQP��,B>OKFKD�>@@BPPBA�!RDRPQ���������
EQQMP���TTT �CLKQP�@LJ�@LKQBKQ�IB>OKFKD�CLKQLILDV��

��� +>I>KF�0>QQFPLK�g%U>JMIBP�LC�3BOFC�4VMBC>@BPh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� +>I>KF�0>QQFPLK�g%U>JMIBP�LC�3>KP�3BOFC�4VMBC>@BPh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� +>I>KF�0>QQFPLK�g%U>JMIBP�LC�$FPMI>V�4VMBC>@BPh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� +>I>KF�0>QQFPLK�g2BMBQFQFLK�%U>JMIBh�������4EFP�FJ>DB�FP�IF@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��4EFP�FJ>DB�FK@LOMLO>QBP�QEB�
CLIILTFKD��!OLRP>I>KA�g(>KA�$O>TK�#RM@>HB�h�*5759105-��;99;:? �/@QL?BO���������
EQQMP���@LJJLKP�TFHFJBAF>�LOD�TFHF�&FIB�#RM@>HB�F@LK�PSD��4EFP�FQBJ�FP�J>AB�>S>FI>?IB�RKABO�>�##������
5KFSBOP>I�0R?IF@�$LJ>FK�$BAF@>QFLK��
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��� !OLRP>I>KA��(>KA�$O>TK�#RM@>HB���7FHFJBAF>�#LJJLKP�/@QL?BO���������
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!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��4EFP�FJ>DB�FK@LOMLO>QBP�QEB�
CLIILTFKD��!OLRP>I>KA�g(>KA�$O>TK�#RM@>HB�h�*5759105-��;99;:? �/@QL?BO���������
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CLIILTFKD��!OLRP>I>KA�g(>KA�$O>TK�#RM@>HB�h�*5759105-��;99;:? �/@QL?BO���������
EQQMP���@LJJLKP�TFHFJBAF>�LOD�TFHF�&FIB�#RM@>HB�F@LK�PSD��4EFP�FQBJ�FP�J>AB�>S>FI>?IB�RKABO�>�##������
5KFSBOP>I�0R?IF@�$LJ>FK�$BAF@>QFLK��

166  |  FOUR PRIN CIPLES OF DOCUMENT D ESIGN

https://commons.wikimedia.org/wiki/File:Cupcake-icon.svg
https://creativecommons.org/publicdomain/zero/1.0/
https://creativecommons.org/publicdomain/zero/1.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/publicdomain/zero/1.0/
https://creativecommons.org/publicdomain/zero/1.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://commons.wikimedia.org/wiki/File:Cupcake-icon.svg
https://creativecommons.org/publicdomain/zero/1.0/
https://creativecommons.org/publicdomain/zero/1.0/


SPECIFI C/AP PLIED B EST PRACTI CES 
David M cM urr ey; Jodi N aas; Annemarie Hamlin; Chris R ubio; Michele DeS il va; 
Anon ymous; Kalani Pattison; N icole H agstrom-Schmidt; and Clair e Carly-Miles 

)K�>AAFQFLK�QL�@LKQO>PQ�OBMBQFQFLK�>IFDKJBKQ�>KA�MOLUFJFQV�>�CBT�>AAFQFLK>I�BUMB@Q>QFLKP�

OBD>OAFKD�?RPFKBPP�TOFQFKD�PELRIA�?B�@LKPFABOBA��!P�AFP@RPPBA�>?LSB�VLR�J>V�?B�RPBA�QL�

TOFQFKD�>@>ABJF@�AL@RJBKQP�TEBOB�VLRO�CLKQP�J>ODFKP�>KA�@LILOP�>OB�ABkKBA�CLO�VLR��5PFKD�

@LKQO>PQFKD�CLKQP�IBPP�LO�DOB>QBO�QE>K�LKB�FK@E�J>ODFKP�>KA�Q>PQBCRI�RPB�LC�@LILOP�TFII�FK@OB>PB�

QEB�MOLCBPPFLK>IFPJ�LC�VLRO�AL@RJBKQP��0>VFKD�>QQBKQFLK�QL�QEB�CLIILTFKD�DRFABIFKBP�>IPL�TFII�

EBIM�VLR�BKPROB�QE>Q�VLRO�AL@RJBKQ�FP�OB>A>?IB�>KA�QE>Q�FQ�JBBQP�VLRO�OB>ABOPf�BUMB@Q>QFLKP�

>KA�@LKSBVP�VLRO�MOLCBPPFLK>I�BQELP��

Specific Guidelines on H eadings 

4EB�CLIILTFKD�PB@QFLKP�MOBPBKQ�PLJB�PQ>KA>OA�DRFABIFKBP�LK�EB>AFKDP��

)A3�63/27<5A�:703@/::G
�(B>AFKDP�@OB>QB�SFPR>I�CL@RP�CLO�OB>ABOP�PL�RPB�QEBJ�QL�AO>T�VLRO�

OB>ABOfP�>QQBKQFLK�QL�>�PMB@Fk@�QLMF@�@LRKQBO�>ODRJBKQ�LO�PBQ�LC�FKCLOJ>QFLK��&OBNRBKQ�

EB>AFKD�RP>DB�TFQE�MBOE>MP�LKB�EB>AFKD�CLO�BSBOV�QTL�QL�QEOBB�M>O>DO>MEP�FP�@LJJLK�FK�

QB@EKF@>I�>KA�MOLCBPPFLK>I�@LJJRKF@>QFLK��/C�@LROPB�QOV�QL�>SLFA�LSBORPFKD�EB>AFKDP��ILQP�

LC�EB>AFKDP�TFQE�LKIV�LKB�LO�QTL�PBKQBK@BP�MBO�EB>AFKD�ALBP�KLQ�TLOH��

�3A75<�63/27<5A�A=�B6/B�B63G�1:3/@:G�7<271/B3�B637@�:3D3:
�g,BSBIPh�LC�EB>AFKDP�>OB�IFHB�

IBSBIP�FK�>K�LRQIFKB��kOPQ�IBSBI�TLRIA�@LOOBPMLKA�QL�QEB�OLJ>K�KRJBO>IP��PB@LKA�IBSBI�QL�

QEB�@>MFQ>I�IBQQBOP��>KA�PL�LK��5PB�QVMB�PFWB�QVMB�PQVIB�@LILO�?LIA�FQ>IF@P�>KA�>IFDKJBKQ�FK�

PR@E�>�T>V�QE>Q�QEB�IBSBI�LC�QEB�EB>AFKD�FP�L?SFLRP��4EB�,BSBI���EB>AFKDP�PELRIA�E>SB�QEB�

PQOLKDBPQ�@LKQO>PQ�TFQE�QEB�?LAV�QBUQ�,BSBI���PELRIA�E>SB�PIFDEQIV�IBPP�@LKQO>PQ�>KA�PL�LK��

&LO�QEFP�OB>PLK�FQ�FP�>�DLLA�FAB>�QL�HKLT�>MMOLUFJ>QBIV�ELT�J>KV�IBSBIP�LC�EB>AFKDP�VLR�

TFII�?B�RPFKD�?BCLOB�ABPFDKFKD�B>@E��

�=<A723@�CA7<5�N@C<	7<O�63/27<5A�4=@�G=C@�:=E3AB	:3D3:�63/27<5
�)Q�@>K�?B�AFCk@RIQ�QL�OBIV�

PLIBIV�LK�QVMB�PQVIB�>KA�PFWB�QL�FKAF@>QB�EB>AFKD�IBSBIP��!�ORK�FK�EB>AFKD�gORKP�FKQLh�QEB�

?BDFKKFKD�LC�>�M>O>DO>ME�>KA�BKAP�TFQE�>�MBOFLA��9LR�@>K�RPB�PLJB�@LJ?FK>QFLK�LC�?LIA�

SPECIFI C/AP PLIED B EST PRACTI CES  |  167



FQ>IF@�LO�@LILO�CLO�QEBPB�EB>AFKDP��4EB�PB@QFLKP�VLRfSB�GRPQ�OB>A�	FK@IRAFKD�QEFP�LKB
�RPB�

ORK�FK�EB>AFKDP��

M argins, Indentati on, & Alignment 

5KIFHB�>@>ABJF@�AL@RJBKQP�?RPFKBPP�AL@RJBKQP�AL�KLQ�KBBA�QL�E>SB�>�PQ>KA>OA�LKB�FK@E�

J>ODFK�>KA�IBCQ�>IFDKBA�QBUQ��!MMIV�DBKBO>I�ABPFDK�?BPQ�MO>@QF@B�QL�J>HB�PROB�EB>AFKDP�

M>O>DO>MEP�IFPQP�BQ@��>OB�@IB>OIV�I>FA�LRQ�>KA�ILLH�@IB>K�LK�QEB�M>DB��

9LR�PELRIA�>SLFA�J>ODFKP�IBPP�QE>K�>����FK@E�>P�QLL�IFQQIB�TEFQB�PM>@B�J>HBP�>�M>DB�ILLH�

@OLTABA�LO�LSBOIV�?RPV��9LR�PELRIA�>IPL�>SLFA�LSBORPFKD�@BKQBO�>IFDKJBKQ�>P�QEB�BADBP�ILLH�

O>DDBA�O>QEBO�QE>K�@IB>K�LO�g>IFDKBAh�TFQE�>KLQEBO�BIBJBKQ�LK�QEB�M>DB�>KA�VLR�KBBA�QL�HBBM�FK�

JFKA�QEB�EFBO>O@EV�FJMIFBA�?V�FKABKQ>QFLK��3BB�QEB�PB@QFLK�LK�g!IFDKJBKQh�TFQEFK�QEB�g&LRO�

0OFK@FMIBP�LC�$L@RJBKQ�$BPFDKh�PB@QFLK�>?LSB�CLO�JLOB�ABQ>FIP��

Bull eted and Number ed Lists 

5PB�?RIIBQBA�KRJ?BOBA�>KA�QTL�@LIRJK�IFPQP�TEBOB�>MMOLMOF>QB��,FPQP�EBIM�?V�BJME>PFWFKD�HBV�

MLFKQP�J>HFKD�FKCLOJ>QFLK�B>PFBO�QL�CLIILT�>KA�?OB>HFKD�RM�PLIFA�T>IIP�LC�QBUQ��!IT>VP�

FKQOLAR@B�QEB�IFPQ�PL�QE>Q�VLRO�>RAFBK@B�RKABOPQ>KAP�QEB�MROMLPB�>KA�@LKQBUQ�LC�QEB�IFPQ��

7EBKBSBO�MO>@QF@>I�MOLSFAB�>�CLIILT�RM�@LJJBKQ�QLL��(BOB�>OB�PLJB�>AAFQFLK>I�QFMP��

i� 5PB�IFPQP�QL�EFDEIFDEQ�LO�BJME>PFWB�QBUQ�LO�QL�BKRJBO>QB�PBNRBKQF>I�FQBJP��

i� 5PB�>�IB>A�FK�PBKQBK@B�QL�FKQOLAR@B�QEB�IFPQ�FQBJP�>KA�QL�FKAF@>QB�QEB�JB>KFKD�LO�MROMLPB�LC�

QEB�IFPQ�	J>HB�PROB�FQ�FP�>�@LJMIBQB�PBKQBK@B�>KA�MRK@QR>QB�FQ�TFQE�>�@LILK
��

i� 5PB�@LKPFPQBKQ�PM>@FKD�FKABKQ>QFLK�MRK@QR>QFLK�>KA�@>MP�PQVIB�CLO�>II�IFPQP�FK�>�AL@RJBKQ��

i� ->H B�IFPQ�FQBJP�M>O>IIBI�FK�MEO>PFKD��	.LQF@B�ELT�B>@E�FQBJ�FK�QEFP�IFPQ�VLRfOB�OB>AFKD�EBOB�

?BDFKP�TFQE�>K�FJMIFBA�g9LRh�PR?GB@Q�>KA�>�SBO?�
�

i� ->H B�PROB�QE>Q�B>@E�FQBJ�FK�QEB�IFPQ�OB>AP�DO>JJ>QF@>IIV�TFQE�QEB�IB>A�FK��

i� ! SLFA�RPFKD�EB>AFKDP�>P�IB>A�FKP�CLO�IFPQP��

i� ! SLFA�LSBORPFKD�IFPQP��RPFKD�QLL�J>KV�IFPQP�ABPQOLVP�QEBFO�BCCB@QFSBKBPP��

i� 5PB�PFJFI>O�QVMBP�LC�IFPQP�@LKPFPQBKQIV�FK�PFJFI>O�QBUQ�FK�QEB�P>JB�AL@RJBKQ��

&LIILTFKD�RM�>�IFPQ�TFQE�QBUQ�EBIMP�VLRO�OB>ABO�RKABOPQ>KA�@LKQBUQ�CLO�QEB�FKCLOJ>QFLK�AFPQFIIBA�

FKQL�IFPQ�CLOJ��4EB�QFMP�>?LSB�MOLSFAB�>�MO>@QF@>I�DRFAB�QL�CLOJ>QQFKD�IFPQP��

168  |  SPECIFI C/AP PLIED B EST PRACTI CES



Use of Color 

0BLMIB�ILSB�@LILO�>KA�RKABOPQ>KA>?IV�VLRO�>RAFBK@B�TFII�>MMOB@F>QB�QEB�SFPR>I�PQFJRI>QFLK�LC�>�

@LILOCRI�MOBPBKQ>QFLK��)C�VLR�E>SB�BSBO�PBBK�>�@>O�M>FKQBA�>�@RPQLJ�@LILO�QE>Q�GRPQ�AFAKfQ�>QQO>@Q�

VLR�LO�PBBK�@LILOP�MRQ�QLDBQEBO�FK�T>VP�QE>Q�J>AB�VLR�TLKABO�TE>Q�MBLMIB�TBOB�QEFKHFKD�TEBK�

QEBV�AFA�QE>Q�VLR�TFII�OB@LDKFWB�QE>Q�@LILO�@>K�>IPL�AFPQO>@Q�>KA�QROK�LCC�>K�>RAFBK@B��

#LILO�FP�>�MLTBOCRI�T>V�QL�MOBPBKQ�FKCLOJ>QFLK�>KA�QE>Q�MLTBO�PELRIA�?B�RPBA�TFPBIV��9LR�TFII�

KBBA�QL�DFSB�PLJB�QELRDEQ�>KA�@LKPFABO�TE>Q�FJM>@Q�VLR�T>KQ�QL�J>HB�ELT�@LILO�TFII�

@LKQOF?RQB�LO�MLPPF?IV�AFPQO>@Q�>KA�TE>Q�@LILOP�TFII�TLOH�TBII�CLO�VLR�QL�MOLAR@B�>K�BCCB@QFSB�

>KA�FJMOBPPFSB�MOBPBKQ>QFLK��9LR�TFII�?B�PBIB@QFKD�TEF@E�@LILO�VLR�T>KQ�QL�RPB�CLO�EB>ABOP�

DO>MEF@P�>KA�?>@HDOLRKA�FIIRPQO>QFSB�BIBJBKQP�>KA�ABQBOJFKFKD�ELT�QEBV�OBI>QB�QL�QEB�@LILOP�FK�

LQEBO�SFPR>IP�PR@E�>P�AO>TFKDP�LO�MELQLDO>MEP��4LDBQEBO�QEB�RPB�LC�@LILO�FK�VLRO�FJ>DBP�

HBVTLOAP�EB>AFKDP�?>@HDOLRKAP�Q>?IBP�>KA�DO>MEP�@>K�E>SB�>�PFDKFk@>KQ�FJM>@Q�LK�VLRO�

>RAFBK@B��

4EBOB�>OB�FKEBOBKQ�OBI>QFLKPEFMP�?BQTBBK�@LILOP�>KA�TEFIB�VLR�J>V�E>SB�@LSBOBA�PLJB�LC�QEFP�

FKCLOJ>QFLK�FK�>OQ�LO�ABPFDK�@I>PPBP�VLR�E>SB�Q>HBK�FQ�FP�S>IR>?IB�QL�OBSFBT�EBOB��!@@LOAFKD�QL�

QEB�PQ>KA>OA�@LILO�TEBBI�@LILOP�>OB�DOLRMBA�FKQL�MOFJ>OV�PB@LKA>OV�>KA�QBOQF>OV�@>QBDLOFBP�

	PBB�&FDROB����� �CLO�>K�FJ>DB�LC�QEB�@LILO�TEBBI
��0OFJ>OV�@LILOP�>OB�QEB�@LILOP�COLJ�TEF@E�LQEBO�

@LILOP�>OB�J>AB�QEOLRDE�S>OFLRP�@LJ?FK>QFLKP��3B@LKA>OV�@LILOP�OBMOBPBKQ�>�@LJ?FK>QFLK�LC�

QTL�MOFJ>OV�@LILOP�TEFIB�QBOQF>OV�@LILOP�>OB�J>AB�COLJ�@LJ?FK>QFLKP�LC�MOFJ>OV�>KA�PB@LKA>OV�

@LILOP��4EB�AFCCBOBKQ�@>QBDLOFBP�LC�@LILOP�>OB�IFPQBA�?BILT��

i� $@7;/@G�1=:=@A
�2BA�?IRB�>KA�VBIILT�

i� '31=<2/@G�1=:=@A
�'OBBK�SFLIBQ�>KA�LO>KDB�

i� ( 3@B7/@G�1=:=@A
�2BA�LO>KDB�OBA�SFLIBQ�?IRB�SFLIBQ�?IRB�DOBBK�VBIILT�LO>KDB�>KA�VBIILT�

DOBBK�

SPECIFI C/AP PLIED B EST PRACTI CES  |  169



�64B?2������( ���0<9<?�D5229�D6A5����0<9<?@��

#LILOP�E>SB�OBI>QFLKPEFMP�ABMBKAFKD�LK�QEBFO�IL@>QFLK�LK�QEB�TEBBI��#LILOP�QE>Q�>OB�LMMLPFQB�

B>@E�LQEBO�>OB�@>IIBA�@LJMIBJBKQ>OV��#LJMIBJBKQ>OV�@LILOP�PR@E�>P�?IRB�>KA�LO>KDB�@LKQO>PQ�

@OB>QFKD�>�AVK>JF@�BCCB@Q��!K>ILDLRP�@LILOP�>OB�IL@>QBA�KBUQ�QL�B>@E�LQEBO�>KA�MOLJLQB�

E>OJLKV�@LKQFKRFQV�>KA�>�PBKPB�LC�RKFQV��

(BOB�>OB�PLJB�PMB@Fk@�PRDDBPQFLKP�@LK@BOKFKD�@LILO��

)A3�1=:=@�;7<7;/::G�7<�B3FB	2@7D3<�2=1C;3<BA
�7EFIB�@LILO�TLOHP�TBII�CLO�FJ>DB�AOFSBK�

AL@RJBKQP�PR@E�>P�PIFAB�MOBPBKQ>QFLKP�LO�>ASBOQFPBJBKQP�JLPQ�TOFQBOP�>SLFA�RPFKD�>K�

>?RKA>K@B�LC�@LILO�CLO�QBUQP�TFQE�ILKD�TLOA�@LRKQP��&LO�BU>JMIB�FC�VLR�E>SB�?I>@H�QBUQ�LK�

>�TEFQB�?>@HDOLRKA�VLR�JFDEQ�PBIB@Q�>KLQEBO�@LILO�CLO�EB>AFKDP��9LR�JFDEQ�RPB�QE>Q�P>JB�

@LILO�CLO�kDROB�>KA�Q>?IB�QFQIBP�>P�TBII�>P�QEB�Q>DP�CLO�KLQF@BP�	QEB�>@QR>I�g.LQBh�g7 >OKFKDh�

g#>RQFLKh�>KA�g$>KDBOh�I>?BIP�LK�KLQF@BP
��

� D=72�C<CAC/:�1=;07</B7=<A�=4�0/195@=C<2�/<2�B3FB�1=:=@A
�&LO�BU>JMIB�MROMIB�LO�OBA�

QBUQ�LK�>�?I>@H�?>@HDOLRKA�FP�SBOV�AFCk@RIQ�QL�OB>A��&LO�?LAV�QBUQ�>KA�AL@RJBKQP�PQF@H�

TFQE�?I>@H�QBUQ�LK�>�TEFQB�LO�DO>V�?>@HDOLRKA�RKIBPP�QEBOB�FP�>�PQOLKD�CRK@QFLK>I�OB>PLK�

CLO�PLJB�LQEBO�@LILO�@LJ?FK>QFLK�QELRDE�EB>AFKDP�@>K�?B�JLOB�@LILOCRI��&LO�TB?PFQBP�

170  |  SPECIFI C/AP PLIED B EST PRACTI CES



?LQE�IFDEQ�QBUQ�LK�>�A>OH�?>@HDOLRKA�LO�A>OH�QBUQ�LK�>�IFDEQ�?>@HDOLRKA�J>V�?B�>@@BMQ>?IB�

ABMBKAFKD�LK�QEB�>KQF@FM>QBA�TB?PFQB�RPB��

�3�;7<24C:�=4�7<27D72C/:A�E6=�/@3�1=:=@�0:7<2
�"BFKD�@LILO�?IFKA�ALBP�KLQ�RPR>IIV�JB>K�

QE>Q�>K�FKAFSFAR>I�ALBP�KLQ�PBB�@LILO�>Q�>II��2>QEBO�@LILO�?IFKAKBPP�OBCBOP�QL�>�@LKAFQFLK�

TEBOB�>K�FKAFSFAR>I�ALBP�KLQ�SFPR>IIV�AFPQFKDRFPE�?BQTBBK�@BOQ>FK�@LILOPdQEBV�>MMB>O�

PFJFI>O�QL�QEBJ��4EB�JLPQ�@LJJLK�QVMBP�>OB�OBA�DOBBK�@LILO�?IFKAKBPP�>KA�?IRB�VBIILT�

@LILO�?IFKAKBPP��%PMB@F>IIV�TEBK�VLR�T>KQ�QL�MOLSFAB�@LKQO>PQ�VLR�@>K�FJMOLSB�@I>OFQV�CLO�

VLRO�OB>ABOP�?V�>SLFAFKD�QEB�RPB�LC�QEBPB�@LILO�@LJ?FK>QFLKP��

Slides and PowerPoint Pr esentations 

-F@OLPLCQ�0LTBO0LFKQ�E>P�?BBK�>�PQ>MIB�LC�PIFAB�?>PBA�MOBPBKQ>QFLKP�FK�QEB�@I>PPOLLJ�>KA�FK�QEB�

TLOHMI>@B�PFK@B�FQP�FKQOLAR@QFLK�FK�������/C�@LROPB�0LTBO0LFKQ�FP�KLQ�QEB�LKIV�PIFABT>OB�

MOLDO>J�>S>FI>?IB��LQEBOP�FK@IRAB�'LLDIB�3IFABP�+BVKLQB�0OBWF�>KA�%>PBI�IV�QL�K>JB�>�CBT��

4EBPB�MOLDO>JP�>II�>IILT�QEB�MOBPBKQBO�QL�@OB>QB�SFPR>I�PIFAB�AB@HP�QE>Q�QEBV�J>V�RPB�QL�

PRMMIBJBKQ�>�PMLHBK�MOBPBKQ>QFLK��!Q�QEBFO�PQOLKDBPQ�PIFABP�>OB�MLTBOCRI�SFPR>I�>FAP�QE>Q�J>HB�

MOBPBKQ>QFLKP�JLOB�@LJMOBEBKPF?IB�FKQBOBPQFKD�>KA�JBJLO>?IB�QL�QEBFO�>RAFBK@B��!Q�TLOPQ�

QEBV�>OB�PBOFLRP�AFPQO>@QFLKP�QE>Q�@>K�A>J>DB�>�PMB>HBOfP�BQELP��

The Problem with P owerPoint 

)K�VLRO�BUMBOFBK@B�>P�>�PQRABKQ�LO�BJMILVBB�VLR�E>SB�IFHBIV�PBBK�MOBPBKQBOP�ALFKD�>II�PLOQP�LC�

QEFKDP�TFQE�PIFABP��3LJB�MOBPBKQBOP�J>V�E>SB�MLPQBA�TE>Q�CBBIP�IFHB�QEBFO�BKQFOB�P@OFMQ�LK�QEBFO�

PIFABP��LQEBOP�E>SB�RPBA�FII�kQQFKD�PLRKA�BCCB@QP�LO�IBKDQEV�PIFAB�QO>KPFQFLKP��PQFII�LQEBOP�J>V�E>SB�

FK@IRABA�FJ>DBP�QLL�PJ>II�QL�?B�PBBK�COLJ�QEB�?>@H�LC�QEB�OLLJ��4EBPB�MLLO�ABPFDK�>KA�

MOBPBKQ>QFLK�@ELF@BP�E>SB�@LKQOF?RQBA�QL�TE>Q�MOBPBKQ>QFLK�BUMBOQ�$>SFA�*��0��0EFIIFMP�E>P�@>IIBA�

g$B>QE�?V�0LTBO0LFKQ�h�� 7EFIB�0EFIIFMP�OBCBOP�PMB@Fk@>IIV�QL�0LTBO0LFKQ�QEB�MOL?IBJP�EB�KLQBP�

>OB�KLQ�IFJFQBA�QL�QE>Q�MOLDO>J��

&LO�J>KV�gAB>QE�?V�0LTBO0LFKQh�FP�>�MOL?IBJ�LC�DBKOB�@>RPBA�?V�>�I>@H�LC�?LQE�PMB@Fk@�

FKPQOR@QFLK�>KA�DLLA�BU>JMIBP��4EFKH�?>@H�QL�VLRO�BIBJBKQ>OV�>KA�PB@LKA>OV�P@ELLI�BAR@>QFLK��

9LR�TBOB�IFHBIV�Q>RDEQ�PMB@Fk@�T>VP�QL�@OB>QB�@BOQ>FK�TOFQQBK�DBKOBP�PR@E�>P�>K�BPP>V��9LR�>IPL�

TBOB�IFHBIV�MOLSFABA�TFQE�P>JMIBP�LC�DLLA�BPP>VP�	MBOE>MP�BSBK�?V�BUMBOQP�FK�QEBFO�@O>CQ
�QL�

PELT�VLR�TE>Q�PR@@BPPCRI�BU>JMIBP�LC�QEB�DBKOB�ILLH�IFHB��7FQE�PIFAB�ABPFDK�QEB�PQLOV�FP�LCQBK�

AFCCBOBKQ��4B>@EBOP�J>V�MOLSFAB�QEFP�FKPQOR@QFLKd>KA�AL�PL�BUQOBJBIV�TBIIdTEFIB�LQEBOP�J>V�

SPECIFI C/AP PLIED B EST PRACTI CES  |  171



KLQ��9LR�>IPL�J>V�E>SB�PBBK�PBSBO>I�PIFAB�>PPFPQBA�MOBPBKQ>QFLKP�?RQ�ELT�J>KV�RPBA�PIFABP�FK�

@OB>QFSB�FKQBOBPQFKD�>KA�@IB>O�T>VP��

5IQFJ>QBIV�PIFABP�>OB�>�PRMMIBJBKQ>I�O>QEBO�QE>K�MOFJ>OV�QLLI�FK�>�MOBPBKQ>QFLK��4EBOBCLOB�

PIFABP�CLIILT�AFCCBOBKQ�ORIBP�CLO�BCCB@QFSBKBPP�QE>K�TLOA�EB>SV�AL@RJBKQP�IFHB�OBMLOQP�LO�

>MMIF@>QFLKP��4EFKH�LC�>�PIFAB�MOBPBKQ>QFLK�>P�>�T>V�LC�PRMMLOQFKD�LO�>RDJBKQFKD�QEB�@LKQBKQ�FK�

VLRO�Q>IH��3IFABP�PELRIA�KBFQEBO�OBMI>@B�VLRO�@LKQBKQ�KLO�FK@IRAB�VLRO�BKQFOB�P@OFMQ��

Designing Eff ective Slides 

!II�LC�QEFP�@E>MQBOfP�ABPFDK�DRFABIFKBPd#2!0�FK�M>OQF@RI>OdTFII�EBIM�VLR�ABPFDK�@LKPFPQBKQ�

EBIMCRI�>KA�SFPR>IIV�>MMB>IFKD�PIFABP��"RQ�>II�QEB�ABPFDK�PHFII�FK�QEB�TLOIA�TLKfQ�EBIM�VLR�FC�VLRO�

@LKQBKQ�FP�KLQ�QFDEQIV�CL@RPBA�PJLLQEIV�ABIFSBOBA�>KA�@IB>OIV�SFPF?IB��3IFABP�LSBOIL>ABA�TFQE�

QBUQ�>KA�LO�FJ>DBP�TFII�PQO>FK�VLRO�>RAFBK@BfP�@>M>@FQV�QL�FABKQFCV�FJMLOQ>KQ�FKCLOJ>QFLK��

#LJMIBU�AFPQO>@QFKD�QO>KPFQFLKP�LO�@LKCRPFKD�	LO�?LOFKD
�DO>MEF@P�QE>Q�>OBKfQ�@LKPFPQBKQ�TFQE�

VLRO�@LKQBKQ�>OB�TLOPB�QE>K�KL�DO>MEF@P�>Q�>II��(BOB�>OB�PLJB�DBKBO>I�QFMP��

'7;>:717BG�7A�03AB
�5PB�>�PJ>II�KRJ?BO�LC�EFDE�NR>IFQV�DO>MEF@P�>KA�IFJFQ�?RIIBQ�MLFKQP�>KA�

QBUQ��$LKfQ�QEFKH�LC�>�PIFAB�>P�>�M>DB�QE>Q�VLRO�>RAFBK@B�PELRIA�OB>A��

�@3/9�C>�G=C@�7<4=@;/B7=<
�4EFKH�LC�>�PIFAB�>P�>�T>V�LC�OBJFKAFKD�VLR�>KA�QEB�>RAFBK@B�LC�

QEB�QLMF@�>Q�E>KA��

':723A�A6=C:2�6/D3�/�1=<A7AB3<B�D7AC/:�B63;3
�3LJB�MOLP�>ASFPB�QE>Q�VLR�>SLFA�RPFKD�QEB�

PQL@H�0LTBO0LFKQ�QBJMI>QBP�?RQ�QEB�2BMBQFQFLK�>KA�!IFDKJBKQ�>PMB@QP�LC�#2!0�>OB�PL�

FJMLOQ>KQ�QE>Q�FC�VLR�ALKfQ�E>SB�@LKPFABO>?IB�ABPFDK�PHFII�QBJMI>QBP�J>V�?B�VLRO�?BPQ�?BQ��

�6==A3�G=C@�4=<BA�1/@34C::G
�->H B�PROB�QEB�QBUQ�FP�OB>A>?IB�COLJ�>�AFPQ>K@B�FK�>�A>OHBKBA�

OLLJ��0O>@QF@B�DLLA�OBMBQFQFLK�	QEB�g2h�FK�#2!0
�?V�HBBMFKD�CLKQP�@LKPFPQBKQ��

4OV�QL�ABPFDK�VLRO�PIFABP�PL�QE>Q�QEBV�@LKQ>FK�FKCLOJ>QFLK�QE>Q�VLRO�SFBTBOP�JFDEQ�T>KQ�QL�TOFQB�

ALTK��%CCB@QFSB�MOBPBKQ>QFLK�PIFABP�J>V�@LKQ>FK�PMB@Fk@�A>Q>�MLFKQP�QE>Q�PMB>HBOP�J>V�KLQ�E>SB�

JBJLOFWBA�?RQ�PQFII�T>KQ�QL�@IB>OIV�OBCBOBK@B�>P�KBBABA��4EBV�JFDEQ�>IPL�LCCBO�ABkKFQFLKP�LC�HBV�

@LK@BMQP�QE>Q�SFBTBOP�J>V�KLQ�?B�C>JFIF>O�TFQE��!P�AFP@RPPBA�FK�#E>MQBO�����/O>I�

#LJJRKF@>QFLK�SFPR>IP�PELRIA�CL@RP�PLIBIV�LK�HBV�MLFKQP�PL�QE>Q�QEBV�>OB�LK�MBOJ>KBKQ�AFPMI>V�

QERP�MOLSFAFKD�QEB�>RAFBK@B�TFQE�>K�>K@ELO�CLO�QEB�MOBPBKQ>QFLK�>KA�COBBFKD�QEB�PMB>HBO�QL�DL�

FKQL�JLOB�ABQ>FI��)K�>II�@>PBP�QEB�FKCLOJ>QFLK�LK�VLRO�PIFABP�PELRIA�?B�MROMLPBCRI�>KA�ABPFDKBA�

TFQE�QEB�DL>I�LC�FJMOLSFKD�@I>OFQV�CLO�VLRO�>RAFBK@B��)C�VLR�@>KfQ�BUMI>FK�ELT�QEB�PIFABP�>AA�S>IRB�

QL�VLRO�MOBPBKQ>QFLK�ALKfQ�RPB�QEBJ��

172  |  SPECIFI C/AP PLIED B EST PRACTI CES



4EFP�QBUQ�T>P�ABOFSBA�COLJ�

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��

'OLPP�!IIFPLK�!KKBJ>OFB�(>JIFK�"FIIV�-BO@H�#EOFP�2R?FL�*LAF�.>>P�-BD>K�3>S>DB�>KA�
-F@EBIB�$B3FIS>��' 1/4:5/-8�* >5@5:3��/MBK�/OBDLK�%AR@>QFLK>I�->QBOF>IP�K�A��
EQQMP���LMBKLOBDLK�MOBPP?LLHP�MR?�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� ,_PWIa�.`JBQE��2'"�#LILO�7EBBI�TFQE����#LILOP� �*575<105-��;99;:? �*RKB����������
EQQMP���@LJJLKP�TFHFJBAF>�LOD�TFHF�&FIB�2'"=@LILO=TEBBI=���PSD��4EFP�FJ>DB�FP�J>AB�>S>FI>?IB�RKABO�
QEB�#OB>QFSB�#LJJLKP�##������5KFS BOP>I�0R?IF@�$LJ>FK�$BAF@>QFLK��

��� $>SFA�*�0��0EFIIFMP��(LT�QL�!SLFA�$B>QE�?V�0LTBO0LFKQ�Y�4%$U3QL@HELIJ�3>ILK��4%$U�4>IHP�9LR4R?B��
���!MOFI������� EQQMP���VLRQR�?B�)TMF�,J�A&L��4O>KP@OFMQ�>S>FI>?IB�COLJ��EQQMP���PFKDGRMLPQ�@LJ�ELT�QL�
>SLFA�AB>QE�?V�MLTBOMLFKQ�A>SFA�GM�MEFIIFMP�>Q�QBAUPQL@HELIJP>ILK�QO>KP@OFMQ���

SPECIFI C/AP PLIED B EST PRACTI CES  |  173

https://open.lib.umn.edu/businesscommunication/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://openoregon.pressbooks.pub/technicalwriting/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://www.prismnet.com/~hcexres/textbook/
https://www.prismnet.com/~hcexres/textbook/
https://creativecommons.org/licenses/by/4.0/
https://commons.wikimedia.org/wiki/File:RGB_color_wheel_24.svg
https://creativecommons.org/publicdomain/zero/1.0/
https://youtu.be/Iwpi1Lm6dFo
https://singjupost.com/how-to-avoid-death-by-powerpoint-david-jp-phillips-at-tedxstockholmsalon-transcript/
https://singjupost.com/how-to-avoid-death-by-powerpoint-david-jp-phillips-at-tedxstockholmsalon-transcript/


8 Ð GRAPHI CS 
174  |  8 Ð GRAPHI CS



WHEN AND WHY T O USE GRAPHI CS 
AND VISU ALS 

Suzan Last; David M cM urr ey; Nicole H agstrom-Schmidt; James Francis, Jr.; and 
Kalani Pattison 
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PROB�VLR�OBSFBT�FQ�@OFQF@>IIV��!OB�>II�KRJBOF@>I�S>IRBP�@LOOB@Q��!OB�>II�TLOAP�PMBIIBA�

@LOOB@QIV��$LBP�QEB�DO>ME�>@@RO>QBIV�>KA�C>FOIV�OBMOBPBKQ�QEB�A>Q>��

��� )B7:7H3�1=<A7AB3<B�4=<B�ABG:3�/<2�A7H7<5
�9LRO�DO>MEF@P�PELRIA�RPB�QEB�P>JB�QVMBC>@B�>P�

QEB�?LAV�QBUQ�LC�VLRO�AL@RJBKQ��!II�kDROBP�>KA�Q>?IBP�PELRIA�>IPL�CLIILT�>�@LKPFPQBKQ�
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PQOR@QROB�>KA�ABPFDK�@ELF@B��&LO�BU>JMIB�FC�VLRO�kOPQ�OLT�EB>ABO�LK�>�Q>?IB�FP�FK�?LIA�

TEFQB�QBUQ�TFQE�>�J>OLLK�?>@HDOLRKA�>II�kOPQ�OLT�EB>ABOP�CLO�Q>?IBP�PELRIA�CLIILT�

QEFP�P>JB�CLOJ>Q��

��� �@@/<53�B63�D7AC/:�7;/53�7<�B63�A/;3�27@31B7=<�/A�B63�0=2G�B3FB
�7EFIB�FQ�@>K�?B�

QBJMQFKD�QL�lFM�LO�FKSBOQ�>K�FJ>DB�PL�QE>Q�FQ�kQP�?BQQBO�LK�>�M>DB�QEFP�>MMOL>@E�BKAP�RM�

AFPQO>@QFKD�>�OB>ABO�TEL�QEBK�E>P�QL�PTFQ@E�QEBFO�P@OBBK�SFBT�TEF@E�OBPRIQP�FK�QEB�

FK>?FIFQV�QL�NRF@HIV�@LJM>OB�QEB�kDROB�TFQE�QEB�QBUQ�TEBOB�FQ�FP�FKQOLAR@BA��

��� � D=72�1@=E27<5�B63�>/53�E7B6�B==�;/<G�5@/>671A
�'O >MEF@P�TLOH�?BPQ�>Q�IB>PQ�SFPR>IIV�

TEBK�QEBV�>OB�FKQBOPMBOPBA�>KA�FKQBDO>QBA�TFQE�QBUQP��4EFP�@LKQO>PQ�@OB>QBP�?>I>K@B�LK�

>�M>DB�TEFIB�>IPL�AO>TFKD�>QQBKQFLK�QL�PMB@Fk@�FKCLOJ>QFLK��7EBK�DO>MEF@P�>OB�>II�LKB�

M>DB�QLDBQEBO�BPMB@F>IIV�FC�QEBV�>OB�RKOBI>QBA�QEBFO�PFDKFk@>K@B�FP�AFJFKFPEBA��

��� $@=D723�AC4P173<B�A>/17<5�03BE33<�5@/>671A�/<2�B3FB
�'O >MEF@P�PELRIA�KLQ�LSBOI>M�

QBUQ�>KA�SF@B�SBOP>��!FJ�CLO�>Q�IB>PQ�����CRII�IFKBP�LC�PM>@B�?BQTBBK�>�kDROB�LO�Q>?IB�>KA�

?LAV�QBUQ��

���� �=<A723@�6=E�/AA7AB7D3�B316<=:=573A�;/G�7<B3@>@3B�B63�5@/>671�/<2�=@�7BA�23A1@7>B7D3�

B3FB
�7EBK�ABPFDKFKD�>KA�FKQBDO>QFKD�DO>MEF@P�OBJBJ?BO�QE>Q�@BOQ>FK�RPBOP�J>V�?B�

BK@LRKQBOFKD�QEBJ�QEOLRDE�>�P@OBBK�OB>ABO�LO�LQEBO�>MMIF@>QFLK��4L�J>HB�VLRO�

DO>MEF@P�>@@BPPF?IB�J>HB�PROB�QE>Q�>KV�QBUQ�FP�QVMBA�O>QEBO�QE>K�MOBPBKQBA�>P�>K�

FJ>DB��&LO�MELQLDO>MEP�>KA�LQEBO�FJ>DBP�LCCBO�>K�g>IQ�QBUQh�ABP@OFMQFLK��

���� !/9 3�AC@3�/::�D7AC/:�3:3;3<BA�/@3�1:3/@
�&LO�>II�DO>MEF@P�J>HB�PROB�QE>Q�QEB�MOFKQ�PFWB�

FP�OB>A>?IB��4EFP�JB>KP�QE>Q�QEB�DO>MEF@�PELRIA�KLQ�?B�QLL�PJ>II�LO�?IROOV�ARB�QL�@LMV�

>KA�M>PQFKD��)C�>�@LMFBA�DO>MEF@�FP�RK@IB>O�VLR�J>V�KBBA�QL�OB@OB>QB�FQ�TFQE�MOLMBO�

>QQOF?RQFLK�LC�@LROPB��

���� �<1=@>=@/B3�1=:=@�1=27<5
�5PB�@LJMIBJBKQ>OV�@LILO�PVPQBJP�LO�@LILOP�>PPL@F>QBA�TFQE�

VLRO�LOD>KFW>QFLK�QL�LCCBO�SFPR>I�FKQBOBPQ�AFPQFKDRFPE�AFCCBOBKQ�QVMBP�LC�FKCLOJ>QFLK�

>KA�>AA�QL�QEB�MOLCBPPFLK>IFPJ�LC�VLRO�AL@RJBKQ��

Cr oss-referencing 

!K V�kDROBP�LO�Q>?IBP�VLR�RPB�FK�VLRO�AL@RJBKQ�JRPQ�?B�AFP@RPPBA�FK�VLRO�QBUQ��5PB�QEB�CLIILTFKD�

DRFABIFKBP�TEBK�AFP@RPPFKD�>KA�OBCBOOFKD�QL�Q>?IBP�>KA�kDROBP�	>P�FIIRPQO>QBA�FK�&FDROB����� 
��

i� 7EBKBSBO�VLR�RPB�>�@E>OQ�LO�DO>ME�MOLSFAB�PLJB�BUMI>K>QFLK�LC�TE>Q�FP�DLFKD�LK�FK�QEB�

DO>MEF@�ELT�QL�FKQBOMOBQ�FQ�TE>Q�FQP�?>PF@�QOBKAP�>OB�>KA�PL�LK��

i� 0I>@B�QEB�Q>?IB�kDROB�@ILPB�QL�TEBOB�FQ�FP�kOPQ�OBCBOOBA�QL�FK�QEB�QBUQ�	MOBCBO>?IV�

FJJBAF>QBIV�?BILT�QEB�M>O>DO>ME�FK�TEF@E�FQ�FP�kOPQ�JBKQFLKBA
��
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i� 2BCBO�QL�Q>?IBP�>KA�kDROBP�FK�VLRO�QBUQ�?V�QEBFO�KRJ?BOP�KLQ�QEBFO�MI>@BJBKQ�FK�QEB�QBUQ��

&LO�BU>JMIB�g3BB�&FDROB���CLO�>�ABQ>FIBA�P@EBJ>QF@h�	KLQ�gPBB�QEB�kDROB�?BILTh
��gQEB�QBPQ�

OBPRIQP�>OB�PRJJ>OFWBA�FK�4>?IB���h�

i� 7EBK�OBCBOOFKD�QL�>�kDROB�LO�Q>?IB�FK�VLRO�?LAV�QBUQ�FQ�FP�EBIMCRI�QL�MI>@B�QEB�OBCBOBK@B�FK�

?LIA�CLKQ��

�64B?2�������E .:=92�<3�.�L4B?2�6;A24?.A21�6;A<�/<1F�A2EA��$<A602�A5.A�A52�A2EA�./<C2�.;1�/29<D�A52�05.?A�0.99@�
.AA2;A6<;�A<�A52�05.?A�.;1�/?62MF�6;160.A2@�6A@�@64;6L0.;02���9@<�;<A2�A5.A�A52�L4B?2�1<2@�;<A�?2=?2@2;A�A52�
?2@B9A@�<3�.;�.0AB.9�@B?C2F����9A2?;.A6C2�&���C 2?@6<;���64B?2���� ���
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Capti ons (Labels, Titl es, and Citati ons) 

4>?IBP�>KA�kDROBP�JRPQ�>II�?B�I>?BIBA�TFQE�KRJ?BOBA�@>MQFLKP�QE>Q�@IB>OIV�FABKQFCV�>KA�ABP@OF?B�

QEBJ��#>MQFLKP�PELRIA�FJJBAF>QBIV�FABKQFCV�TE>Q�QEB�kDROB�LO�Q>?IB�OBMOBPBKQP�CLO�QEB�OB>ABO��

4>?IB�@>MQFLKP�JRPQ�?B�MI>@BA�>?LSB�QEB�Q>?IBP�?B@>RPB�TB�DBKBO>IIV�OB>A�Q>?IBP�COLJ�QEB�QLM�

ALTK�>KA�QEBOBCLOB�T>KQ�QL�PBB�QEB�@>MQFLK�>Q�QEB�QLM��)K�@LKQO>PQ�kDROBP�>OB�KLQ�>IT>VP�OB>A�

COLJ�QLM�QL�?LQQLJ�PL�kDROB�@>MQFLKP�>OB�DBKBO>IIV�MI>@BA�?BILT�QEB�kDROBP��)C�VLR�@ELLPB�QL�

MI>@B�kDROB�@>MQFLKP�>?LSB�QEB�kDROBP�ELTBSBO�AL�PL�@LKPFPQBKQIV�QEOLRDELRQ�VLRO�AL@RJBKQ��

5PB�QEB�CLIILTFKD�@LKSBKQFLKP�QL�>PPFPQ�QEB�OB>ABO�FK�RKABOPQ>KAFKD�VLRO�DO>MEF@P��

"C;03@7<5
�4>?IBP�>KA�kDROBP�>OB�KRJ?BOBA�PBNRBKQF>IIV�?RQ�PBM>O>QBIV��&LO�BU>JMIB��

4>?IB���4>?IB���&FDROB���&FDROB���4>?IB���BQ@��

�75C@3�/<2�(/0:3�B7B:3A
�&LO�JLPQ�kDROBP�>KA�Q>?IBP�VLRfII�T>KQ�QL�FK@IRAB�>�QFQIB��2B>ABOP�

KBBA�PLJB�T>V�LC�HKLTFKD�TE>Q�QEBV�>OB�ILLHFKD�>Q�>KA�>�@LKSBKFBKQ�T>V�LC�K>JFKD�>KA�

AFP@RPPFKD�QEB�FIIRPQO>QFLK�LQEBO�QE>K�?V�FQP�KRJ?BO�>ILKB��

�/>B7=<7<5
�!CQBO�QEB�kDROB�LO�Q>?IB�KRJ?BO�>AA�>�ABP@OFMQFSB�QFQIB�QE>Q�@IB>OIV�FKAF@>QBP�

TE>Q�QEB�kDROB�LO�Q>?IB�FIIRPQO>QBP�TFQELRQ�E>SFKD�QL�OB>A�>KVQEFKD�BIPB�LK�QEB�M>DB��"B�

PROB�QL�@FQB�QEB�PLRO@B�LC�>KV�FKCLOJ>QFLK�VLR�?LOOLTBA�QL�@OB>QB�QEB�DO>MEF@�LO�QL�@FQB�

QEB�PLRO@B�LC�QEB�DO>MEF@�FQPBIC��

4EBOB�>OB�QTL�PVPQBJP�CLO�KRJ?BOFKD�kDROBP�>KA�Q>?IBP�TFQEFK�VLRO�AL@RJBKQ��

'7;>:3��=<A31CB7D3�"C;03@7<5
�!II�kDROBP�>KA�Q>?IBP�>OB�KRJ?BOBA�@LKPB@RQFSBIV�

	&FDROB���&FDROB���&FDROB���4>?IB���4>?IB���4>?IB���BQ@�
�QEOLRDELRQ�QEB�AL@RJBKQ�

OBD>OAIBPP�LC�TEF@E�PB@QFLK�QEBV�>OB�FK��

'31B7=<	0/A32�"C;03@7<5
�7FQEFK�B>@E�PB@QFLK�kDROBP�>KA�Q>?IBP�J>V�?B�KRJ?BOBA�

PBNRBKQF>IIV�QEOLRDE�B>@E�PB@QFLK�	B�D��4>?IB�����OBCBOP�QL�QEB�kOPQ�Q>?IB�FK�PB@QFLK����4>?IB�

����OBCBOP�QL�QEB�CLROQE�Q>?IB�FK�PB@QFLK��
��

)C�>�I>ODB�KRJ?BO�LC�FIIRPQO>QFLKP�>OB�MOBPBKQBA�PB@QFLK�?>PBA�KRJ?BOFKD�FP�QEB�?BQQBO�@ELF@B��

ELTBSBO�QEFP�@>K�?B@LJB�@LKCRPFKD�TEBK�QEB�PB@QFLKP�LC�QBUQ�FK@IRAB�PR?�PB@QFLKP��#>OBCRIIV�

TBFDE�>KA�@ELLPB�TEF@E�LC�QEB�>?LSB�PVPQBJP�LC�KRJ?BOFKD�kDROBP�>KA�Q>?IBP�TFII�?B�QEB�

@IB>OBPQ�LKB�QL�RPB�CLO�VLRO�M>OQF@RI>O�AL@RJBKQ��
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&FK>IIV�>IQBO�QEB�CLKQ�LC�VLRO�@>MQFLKP�QL�AFPQFKDRFPE�QEBJ�COLJ�?LAV�QBUQ��#>MQFLK�CLKQ�FP�RPR>IIV�

QEB�P>JB�QVMB�LC�CLKQ�	PR@E�>P�#>IF?OF�LO�4FJBP�.BT�2LJ>K
�?RQ�FQ�FP�PIFDEQIV�PJ>IIBO�QE>K�?LAV�

CLKQ�>KA�PLJBQFJBP�FQ>IF@FWBA��4EB�I>?BI�>KA�KRJ?BO�	CLO�BU>JMIB�g&FDROB����4>?IB����h
�>OB�

LCQBK�?LQE�?LIABA�FK�QEBFO�@LOOBPMLKAFKD�DO>MEF@fP�@>MQFLK�>KA�FK�QEB�?LAV�QBUQ��

&FDROBP�����>KA�����ABJLKPQO>QB�QEB�AFCCBOBK@B�QE>Q�@IB>O�I>?BIFKD�QFQIBP�@>MQFLKP�>KA�HBV�

IBDBKAP�@>K�J>HB�FK�@I>OFCVFKD�QEB�JB>KFKD�LC�>�kDROB��

�64B?2��������:.=�D6A5<BA�.�9242;1��82F�<?�092.?�9./29@��=B?=<?A6;4�A<�12=60A��%,������@A.F�.A�5<:2�<? 12?@�/F�
0<B;AF��

#>K�VLR�RKABOPQ>KA�TE>Q�&FDROB����� �FP�QOVFKD�QL�P>V��9LR�J>V�HKLT�QEB�5KFQBA�3Q>QBP�TBII�

BKLRDE�QL�OB@LDKFWB�PQ>QB�IFKBP�>KA�QEB�IFDEQBO�@LRKQV�IFKBP��#LRIA�VLR�AL�QEB�P>JB�FC�FQ�T>P�>�

J>M�LC�3LRQE�!JBOF@>�LO�%ROLMB��3LJB�JFDEQ�?B�>?IB�QL�?RQ�J>KV�TLRIA�KLQ��)K�>AAFQFLK�TE>Q�

AL�QEB�@LILOP�>@QR>IIV�JB>K��7EBK�AROFKD�QEB�M>KABJF@�FP�QEFP�FKCLOJ>QFLK�COLJ��7EBK�T>P�QEB�

FKCLOJ>QFLK�LK�QEFP�J>M�>@@RO>QB��7E>Q�IFJFQ>QFLKP�LO�OBPQOF@QFLKP�>MMIV�QL�QEB�FKCLOJ>QFLK�

EBOB��

#LKPFABO�QEFP�SBOPFLK�LC�QEB�J>M��
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�64B?2�������E .:=92�<3�.�#.=�D6A5�.�"242;1��

&FDROB����� �E>P�>�KRJ?BOBA�I>?BI�>�ABP@OFMQFSB�QFQIB�>K�BUMI>K>QLOV�@>MQFLK�>KA�>�MOLMBOIV�

I>?BIIBA�IBDBKA��4EB�@>MQFLK�>IPL�@FQBP�QEB�PLRO@B�QEB�DO>ME�T>P�OBQOFBSBA�COLJ�RPFKD�>K�FK�QBUQ�

@FQ>QFLK�QE>Q�FP�IFKHBA�QL�>�CRII�OBCBOBK@B�?BILT��4EB�LOFDFK>I�FJ>DB�E>P�KLQ�?BBK�AFPQLOQBA�FK�>KV�

T>V��!IQLDBQEBO�QEB�QFQIB�BUMI>K>QLOV�@>MQFLK�TFQE�>MMOLMOF>QB�@FQ>QFLK�>KA�QEB�@IB>O�IBDBKA�

J>HB�QEB�kDROB�OB>A>?IB�RPBCRI�>KA�@OBAF?IB�RKIFHB�QEB�MOBSFLRP�kDROB�ABPMFQB�PQFII�KLQ�?BFKD�

@LJMIBQBIV�>@@BPPF?IB��
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Documenting Grap hics 

)C�QEB�Q>?IB�LO�kDROB�QE>Q�VLR�MOBPBKQ�FK�VLRO�OBMLOQ�T>P�KLQ�@OB>QBA�?V�VLR�>KA�FKPQB>A�@LJBP�

COLJ�LQEBO�PLRO@BP�VLR�JRPQ�FK@IRAB�>�OBCBOBK@B�CLO�QEB�LOFDFK>I�PLRO@B�FK�VLRO�@>MQFLK�PR@E�>P�

g&FDROB����.BQTLOH�$BPFDK�	3JFQE�����
�h�

$>Q>�RPBA�COLJ�LRQPFAB�PLRO@BP�QL�@OB>QB�>�kDROB�LO�Q>?IB�JRPQ�>IPL�?B�@FQBA��9LR�JRPQ�BKPROB�

QE>Q�>II�kDROBP�>KA�Q>?IBP�OBMOBPBKQ�A>Q>�>@@RO>QBIV�>KA�BQEF@>IIV�>KA�QE>Q�QEBV�AL�KLQ�AFPQLOQ�

A>Q>�QL�@OB>QB�?F>P��9LR�KBBA�QL�@FQB�QEB�LOFDFK>I�A>Q>PBQ�?B@>RPB�FQfP�FJMLOQ>KQ�CLO�OB>ABOP�QL�?B�

>?IB�QL�RKABOPQ>KA�TEBOB�QEB�A>Q>�?BFKD�OBMOBPBKQBA�FK�>�DO>MEF@�LOFDFK>QBP�>KA�FQfP�BUMB@QBA�

BQEF@>IIV�QE>Q�VLR�@OBAFQ�QEB�PLRO@B�LC�VLRO�A>Q>��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

,>PQ�3RW>K�TFQE�@LKQOF?RQLOP�#>KAF@B�.BSBR�>KA�-LKFH>�3JFQE��' 1/4:5/-8�* >5@5:3��??1:@5-8?��
�:@>;0A/@5;:�@;�#>;21??5;:-8��;99A:5/-@5;:?�5:�'1/4:5/-8��5180?��6F@QLOF>�"#��5KFSBOPFQV�LC�
6F@QLOF>�������EQQMP���MOBPP?LLHP�?@@>JMRP�@>�QB@EKF@>ITOFQFKD���,F@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

-@-ROOBV�$>SFA��":85:1�' 1/4:5/-8�* >5@5:3��K�A��EQQMP���TTT �MOFPJKBQ�@LJ�[E@BUOBP�
QBUQ?LLH���,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

�

Notes 

��� 3>O>E�,B-FOB�g%U>JMIB�LC�>�#LIRJK�#E>OQh�������,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�
.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

��� -FEK�.DRVBK�g#/ 6)$����/RQ?OB>H�53!�3Q>V�>Q�(LJB�/OABO�#LRKQV�->Mh�7FHFJBAF>�#LJJLKP�
RMIL>ABA�->V�������� &FIB�#/6)$���=LRQ?OB>H=53!=PQ>V�>Q�ELJB=LOABO=@LRKQV=J>M�PSD��->AB�
>S>FI>?IB�RKABO�QEB�#OB>QFSB�#LJJLKP�##������5KFS BOP>I�0R?IF@�$LJ>FK�$BAF@>QFLK��

��� +>I>KF�0>QQFPLK�>AABA�>�IBDBKA�QL�-FEK�.DRVBK�g#/ 6)$����/RQ?OB>H�53!�3Q>V�>Q�(LJB�/OABO�
#LRKQV�->Mh�7FHFJBAF>�#LJJLKP�RMIL>ABA�->V�������� &FIB�#/6)$���=LRQ?OB>H=53!=PQ>V�>Q�
ELJB=LOABO=@LRKQV=J>M�PSD��->AB�>S>FI>?IB�RKABO�QEB�#OB>QFSB�#LJJLKP�##������5KFS BOP>I�0R?IF@�
$LJ>FK�$BAF@>QFLK��
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/MBK�%AR@>QFLK>I�2BPLRO@BP�	/%2
�IFHB�QEFP�LKB�OBIV�LK�TLOHFKD�TFQEFK�@LMVOFDEQ�I>T�RPFKD�

QLLIP�PR@E�>P�#OB>QFSB�#LJJLKP�	 ##
�IF@BKPBP�QL�BK>?IB�COF@QFLKIBPP�PE>OFKD�>KA�@LII>?LO>QFLK�

QE>Q�TLRIA�LQEBOTFPB�?B�AFCk@RIQ�QL�J>K>DB�COLJ�>K�FKQBIIB@QR>I�MOLMBOQV�MBOPMB@QFSB��/MBK�

IF@BKPBP�QBII�LQEBOP�ELT�QEBV�@>K�RPB�VLRO�TLOH�?V�BUMIF@FQIV�DO>KQFKD�QEBJ�@LMVOFDEQ�

MBOJFPPFLKP�QL�PE>OB�>KA�>A>MQ�VLRO�TLOH�TFQE�##�IF@BKPBP�?BFKD�QEB�DLIA�PQ>KA>OA�FK�

FKQBOLMBO>?IB�LMBK�IF@BKPBP�CLO�@LKQBKQ��4EFP�PB@QFLK�BUMI>FKP�BPPBKQF>I�>PMB@QP�LC�@LMVOFDEQ�

#OB>QFSB�#LJJLKP�IF@BKPBP�>KA�LMBKIV�IF@BKPBA�@LKQBKQ��

#LMVOFDEQ�I>T�S>OFBP�NRFQB�TFABIV�?BQTBBK�@LRKQOFBP�>KA�E>P�@E>KDBA�LSBO�QFJB�M>OQF@RI>OIV�FK�

ELT�ILKD�>�TLOH�OBJ>FKP�MOLQB@QBA�?V�@LMVOFDEQ�I>T ��4EB�FKCLOJ>QFLK�FK�QEFP�@E>MQBO�AB>IP�TFQE�

5 �3��@LMVOFDEQ�I>T ��)C�VLR�BSBO�TLOH�CLO�>K�FKQBOK>QFLK>I�@LJM>KV�LO�TLOH�TFQE�@OB>QFSB�@LKQBKQ�

MOLAR@BA�FK�>KLQEBO�@LRKQOV�VLR�KBBA�QL�OB>A�>KV�@LKQO>@QP�@>OBCRIIV�>P�QEBV�J>V�E>SB�

AFCCBOBKQ�OBDRI>QFLKP�>KA�BUMB@Q>QFLKP�OBD>OAFKD�FKQBIIB@QR>I�MOLMBOQV��

Why is Copyright Important? 

4EB�@LMVOFDEQ�PQ>QRP�LC�>�TLOH�TFII�	>ILKD�TFQE�LQEBO�C>@QLOP
�ABQBOJFKB�TE>Q�VLR�@>K�>KA�

@>KKLQ�AL�TFQE�PLJBLKB�BIPBfP�@OB>QFSB�TLOH��5�3��@LMVOFDEQ�I>T�>KA�M>QBKQ�I>T�TBOB�LOFDFK>IIV�

BPQ>?IFPEBA�>P�M>OQ�LC�QEB�5�3��#LKPQFQRQFLK�FK�LOABO�QL�BK@LRO>DB�@OB>QFSFQV�>KA�FKKLS>QFLK��

#LMVOFDEQ�I>T�EBIMP�BKPROB�QE>Q�@OB>QLOP�>OB�@LJMBKP>QBA�CLO�QEBFO�TLOH�TEF@E�>IILTP�QEBJ�QL�

@LKQFKRB�QL�FKSBKQ�>KA�@OB>QB��

)K�QEB�5�3��@OB>QFSB�TLOHP�>OB�LCQBK�@>QBDLOFWBA�OBD>OAFKD�QEBFO�MLQBKQF>I�RPB�RKABO�@LMVOFDEQ�

I>T��CRIIV�MOLQB@QBA�?V�@LMVOFDEQ�FK�QEB�MR?IF@�ALJ>FK�>KA�IF@BKPBA�CLO�#OB>QFSB�#LJJLKP�	 ##
�

RPB��+KLTFKD�ELT�QL�FABKQFCV�>KA�AFCCBOBKQF>QB�?BQTBBK�QEBPB�@LJJLK�OBI>QFLKPEFMP�LC�TLOHP�

QL�@LMVOFDEQ�TFII�?B�RPBCRI�TEBK�ABQBOJFKFKD�TE>Q�@LKQBKQ�VLR�J>V�OBRPB�>KA�ELT��

5KABO�@ROOBKQ�@LMVOFDEQ�I>TP�>KVQEFKD�TOFQQBK�LO�@OB>QBA�FP�>RQLJ>QF@>IIV�MOLQB@QBA�COLJ�QEB�

JLJBKQ�LC�FQP�@OB>QFLK�MOLSFABA�FQ�JBBQP�QEB�@OFQBOF>�CLO�@LMVOFDEQ��4EBOB�FP�KL�KB@BPP>OV�
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M>MBOTLOH�CLOJ�LO�OBDFPQO>QFLK�QL�@LJMIBQBcFC�VLRO�PFU�VB>O�LIA�@LRPFK�AO>TP�>�MF@QROB�CLO�VLR�

>KA�TOFQBP�>�IBQQBO�QL�VLR�QE>Q�MF@QROB�>KA�IBQQBO�TLRIA�?B�MOLQB@QBA�?V�@LMVOFDEQ��

!@@LOAFKD�QL�4FQIB����LC�QEB�5KFQBA�3Q>QBP�#LAB�	4EB�4FQIB�OBI>QBA�QL�@LMVOFDEQ�I>T
�#LMVOFDEQ�

MOLQB@QFLK�>MMIFBP�QL��

LOFDFK>I�TLOHP�LC�>RQELOPEFM�kUBA�FK�>KV�Q>KDF?IB�JBAFRJ�LC�BUMOBPPFLK�KLT�HKLTK�LO�

I>QBO�ABSBILMBA�COLJ�TEF@E�QEBV�@>K�?B�MBO@BFSBA�OBMOLAR@BA�LO�LQEBOTFPB�

@LJJRKF@>QBA�BFQEBO�AFOB@QIV�LO�TFQE�QEB�>FA�LC�>�J>@EFKB�LO�ABSF@B��7LOHP�LC�>RQELOPEFM�

FK@IRAB�QEB�CLIILTFKD�@>QBDLOFBP��

��� IFQBO>OV�TLOHP��

��� JRPF@>I�TLOHP�FK@IRAFKD�>KV�>@@LJM>KVFKD�TLOAP��

��� AO>J>QF@�TLOHP�FK@IRAFKD�>KV�>@@LJM>KVFKD�JRPF@��

��� M>KQLJFJBP�>KA�@ELOBLDO>MEF@�TLOHP��

��� MF@QLOF>I�DO>MEF@�>KA�P@RIMQRO>I�TLOHP��

��� JLQFLK�MF@QROBP�>KA�LQEBO�>RAFLSFPR>I�TLOHP��

��� PLRKA�OB@LOAFKDP��>KA�

��� >O@EFQB@QRO>I�TLOHP���

4EB�gkUBAh�OBNRFOBJBKQ�QL�@LMVOFDEQ�OBlB@QP�QE>Q�FAB>P�C>@QP�LO�@LK@BMQP�>OB�KLQ�MOLQB@QBA��

4EFP�FP�TEV�PLJBQFJBP�FQ�PBBJP�>P�FC�AFCCBOBKQ�JLSFBP�LO�?LLHP�E>SB�QEB�P>JB�MILQP�LO�QEB�P>JB�

QVMB�LC�@E>O>@QBO��5PFKD�PLJBLKB�BIPBfP�FAB>P�LO�@LK@BMQP�TFQELRQ�DFSFKD�@OBAFQ�ALBPKfQ�SFLI>QB�

@LMVOFDEQ�I>T�	>�IBD>I�FPPRB
�?RQ�FP�>@QR>IIV�MI>DF>OFPJ�	>K�BQEF@>I�FPPRB
��'FSFKD�@OBAFQ�CLO�QEB�

PLRO@B�LC�FAB>P�C>@QP�>KA�@LK@BMQP�FP�>K�BQEF@>I�KB@BPPFQV�?RQ�OB�RPFKD�>�gkUBAh�SBOPFLK�LC�>�

TLOH�MOLQB@QBA�?V�@LMVOFDEQ�BSBK�FC�VLR�DFSB�@OBAFQ�	LRQPFAB�LC�@BOQ>FK�PFQR>QFLKPcPBB�?BILT
�FP�

>�@LMVOFDEQ�SFLI>QFLK��

Copyright 

4EB�OFDEQP�QL�CRIIV�@LMVOFDEQBA�TLOHP�>�H�>��!II�2FDEQP�2BPBOSBA�	!22
�>OB�EBIA�?V�QEB�@OB>QLO	P
�

LC�QEB�TLOH��)Q�@>K�?B�RKI>TCRI�QL�RPB�@LMVOFDEQBA�TLOHP�LC�LQEBOP�TFQELRQ�QEBFO�MBOJFPPFLK�>KA�

KL�MBOJFPPFLKP�>OB�DO>KQBA�FK�QEB�@>PB�LC�!22�TLOHP��!@QFSFQFBP�PR@E�>P�@LMVFKD�JLAFCVFKD�

MR?IF@IV�AFPMI>VFKD�MR?IF@IV�MBOCLOJFKD�>KA�AFPQOF?RQFKD�@LMFBP�LC�!22�TLOH�J>V�?B�FIIBD>I�

RKIBPP�IBD>I�MBOJFPPFLK�FP�DO>KQBA�?V�QEB�@OB>QLO��
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9LR�J>V�E>SB�PBBK�@LMVOFDEQ�J>OHP�LO�PQ>QBJBKQP�>Q�QEB�?BDFKKFKD�LC�?LLHP�LO�FK�QEB�@OBAFQP�LC�

>�kIJ�LCQBK�FK�QEB�CLOJ>Q�LC�g#LMVOFDEQ�;@OB>QLO�K>JB<�;VB>O<h�>KA�TFQE�QEB�#LMVOFDEQ�PVJ?LI�

	PBB�&FDROB����� 
��4EBPB�J>OHP�@>K�?B�RPBCRI�?RQ�ARB�QL�QEB�>RQLJ>QF@�K>QROB�LC�@LMVOFDEQ�

TLOHP�QE>Q�E>SB�KL�J>OHFKD�PELRIA�?B�PBBK�>P�E>SFKD�>II�OFDEQP�OBPBOSBAdKL�MBOJFPPFLKP�

DO>KQBA�RKQFI�VLR�>OB�DO>KQBA�QEBJ�PMB@Fk@>IIV�COLJ�QEB�LTKBO�LC�QEB�OFDEQP��

�64B?2������<=F?645A�)F:/<9��

Public Domain (P D) 

7 LOH�FK�QEB�MR?IF@�ALJ>FK�	0$
�@>K�?B�OBRPBA�COBBIV�CLO�>KV�MROMLPB�?V�>KVLKB�TFQELRQ�IBD>IIV�

E>SFKD�QL�DFSB�@OBAFQ�LO�>QQOF?RQFLK�QL�QEB�>RQELO�LO�@OB>QLO�QELRDE�CLO�OB>PLKP�MBOQ>FKFKD�QL�

BQELP�	BPQ>?IFPEFKD�VLRO�LTK�@OBAF?FIFQV�>KA�OBIF>?FIFQV
�>KA�BQEF@P�	>SLFAFKD�MI>DF>OFPJ�

JFP>QQOF?RQFLK�>KA�RKC>FOKBPP
�>QQOF?RQFLK�PELRIA�PQFII�?B�DFSBK�TEBKBSBO�MLPPF?IB��7FQE�CBT�

BU@BMQFLKP�PR@E�>P�?BFKD�RK>?IB�QL�@I>FJ�QEB�0$�TLOH�LC�LQEBOP�>P�VLRO�LTK�TLOHP�FK�QEFP�

@>QBDLOV�@>K�?B�RPBA�TFQE�DOB>Q�@LKkABK@B�>P�@LMVOFDEQ�E>P�BFQEBO�BUMFOBA�LO�QEB�TLOHP�TBOB�

MOLAR@BA�?V�QEB�5�3��&BABO>I�'L SBOKJBKQ�>KA�PL�BKQBOBA�QEB�5�3��0$�FJJBAF>QBIV�>CQBO�

@OB>QFLK�LO�MR?IF@>QFLK��

#ROOBKQIV�FK�QEB�5�3��	>KA�FK�>II�TLOHP�@OB>QBA�FK�QEB�5�3��PFK@B�*>KR>OV�������
�@OB>QFSB�TLOHP�

BKQBO�QEB�MR?IF@�ALJ>FK����VB>OP�>CQBO�QEB�AB>QE�LC�QEB�@OB>QLO�LO����VB>OP�>CQBO�MR?IF@>QFLK�LO�

����V B>OP�>CQBO�@OB>QFLK�	TEF@EBSBO�BUMFOBP�kOPQ
�FC�FQ�FP�>�TLOH�J>AB�CLO�EFOB�>KLKVJLRP�LO�
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MPBRALKVJLRP��7LOH�gJ>AB�CLO�EFOBh�FP�TLOH�ALKB�CLO�>KA�RKABO�QEB�AFOB@QFLK�LC�>�@LJM>KV��

)KAFSFAR>I�>KFJ>QLOP�>Q�>�kIJ�PQRAFL�CLO�FKPQ>K@B�ALKfQ�LTK�QEB�@LMVOFDEQ�CLO�QEBFO�TLOHcQEB�

@LJM>KV�ALBP��7EBQEBO�FKAFSFAR>IP�LO�@LJM>KFBP�LTK�QEB�@LMVOFDEQ�QL�TLOH�@OB>QBA�FK�QEB�

TLOHMI>@B�ABMBKAP�>�ILQ�LK�AFP@FMIFKBP�kBIAP�>KA�IL@>QFLKP��/@@>PFLK>IIV�BJMILVJBKQ�

@LKQO>@QP�BSBK��BUQBKA�QEB�@LJM>KVfP�@LMVOFDEQ�QL�TLOHP�@OB>QBA�?V�QEB�BJMILVBB�RKOBI>QBA�QL�

QEB�FKAFSFAR>IfP�GL?��"B�PROB�QL�OB>A�>KV�@LKQO>@Q�@>OBCRIIV�QL�PBB�TEL�TFII�LTK�QEB�TLOH�VLR�

@OB>QB��

7 LOHP�MR?IFPEBA�?BCLOB������>KA�>CQBO�QEB�����P�JLPQIV�E>A�>K�LOFDFK>I����VB>O�MOLQB@QFLK�

CLIILTBA�?V�>K�OBKBT>I�TEF@E�J>V�LO�J>V�E>SB�?BBK�>RQLJ>QF@>IIV�DFSBKcTLOHP�@OB>QBA�?BCLOB�

�����>OB�>II�FK�QEB�MR?IF@�ALJ>FK�	>P�LC�����
��

#OB>QFSB�#LJJLKP�	QEB�LOD>KFW>QFLK
�@OB>QBA�>�IBD>I�QLLI�@>IIBA�##��	MOLKLRK@BA�gPBB�PBB�

WBOLh
�QL�EBIM�@OB>QLOP�MI>@B�QEBFO�TLOH�>P�@ILPB�>P�MLPPF?IB�QL�QEB�MR?IF@�ALJ>FK�?V�OBIB>PFKD�>II�

OFDEQP�QL�FQ��4EB�CLIILTFKD�&FDROBP����� �>KA����� � �ABJLKPQO>QB�TE>Q�QTL�J>OHP�VLR�J>V�kKA�LK�

@BOQ>FK�TLOHP�QL�@LKSBV�QEB�OFDEQP�LC�MR?IF@�ALJ>FK��

�64B?2������&B/960��<:.6;�:.?8�12C 29<=21�/F�A52�
�? 2.A6C2��<::<;@�<?4.;6G.A6<;��

�64B?2����
����@20<;1�:.?8�6;160.A6;4�A52�=B/960�
1<:.6;�@A.AB@�<3�A52�D<?8�12C29<=21�/F�A52�
�? 2.A6C2��<::<;@�%?4.;6G.A6<;��
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Cr eative Commons (CC) 

#OB>QFSB�#LJJLKP�	 ##
�FP�>�KLK�MOLkQ�LOD>KFW>QFLK�QE>Q�LCCBOP�COBB�IBD>I�QLLIP�QL�J>HB�@OB>QFSB�

TLOH�JLOB�PE>OB>?IB��#LJMLPBA�LC�@LJ?FK>QFLKP�LC�CLRO�AFCCBOBKQ�BIBJBKQP�	PBB�4>?IB�����CLO�>�

ABP@OFMQFLK�LC�B>@E�J>GLO�BIBJBKQ� 
�QEBOB�>OB�PFU�AFCCBOBKQ�##�IF@BKPBP�QE>Q�BUMIF@FQIV�DO>KQ�

MBOJFPPFLK�CLO�LQEBOP�QL�RPB�VLRO�TLOH�FK�@BOQ>FK�T>VP�CLOJFKD�>�PMB@QORJ�LC�LMBKKBPP��4EB�

JLPQ�LMBK�##�IF@BKPBP�OBNRFOB�LKIV�>QQOF?RQFLK�	DFSFKD�@OBAFQ
�?RQ�LQEBOTFPB�MBOJFQP�KB>OIV�>KV�

RPB�FJ>DFK>?IB��4EB�IBPP�LMBK�IF@BKPBP�FK@IRAB�@LJMLKBKQP�QE>Q�IFJFQ�LO�MOBSBKQ�@LJJBO@F>I�

OBRPB�>KA�JLAFk@>QFLK��

##�IF@BKPB�J>OHP�>OB�SFPF?IB�PVJ?LIP�QBIIFKD�LQEBOP�QE>Q�TLOH�@>K�?B�OBRPBA�TFQELRQ�OBNRFOFKD�

AFOB@Q�@LKQ>@Q�LO�MBOJFPPFLK�COLJ�QEB�@OB>QLO��0OLMBOIV�>MMIFBA�QL�AFDFQ>I�@LKQBKQ�>�##�IF@BKPB�

@LKQ>FKP�>�IFKH�QL�>�ERJ>K�OB>A>?IB�ABP@OFMQFLK�LC�QEB�IF@BKPB�TFQE�>�CROQEBO�IFKH�QL�QEB�IBD>I�

ABBA�?BEFKA�QEB�IF@BKPB��	3BB�4>?IB���� � 
��

202  |  COPYRIGHT , CREATIVE CO MM ONS, AND PUB LI C DO MAIN



*./92������? 2.A6C2��<::<;@�292:2;A@�

COPYRIGHT , CREATIVE CO MM ONS, AND PUB LI C DO MAIN   |  203



�@3/B7D3�
�=;;=<A�
�:3;3<B�( G>3�

!3/<7<5� �@3/B7D3��=;;=<A��;/53�

"9� #OBAFQ�JRPQ�?B�DFSBK�QL�QEB�
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3!�	3E>OB!IFHB
� !II�>A>MQ>QFLKP�JRPQ�?B�PE>OBA�
RPFKD�QEB�P>JB�IF@BKPBP��
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.#�
	.LK#LJJBO@F>I
�

/KIV�KLK@LJJBO@F>I�RPBP�LC�QEB�
TLOH�>OB�MBOJFQQBA�

.$�	.L�
$BOFS>QFSBP
�

.L�ABOFS>QFSBP�LO�>A>MQ>QFLKP�LC�
QEB�TLOH�>OB�MBOJFQQBA��4EB�
TLOH�J>V�KLQ�?B�>IQBOBA�?V�
CRQROB�RPBOP��
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##�"9�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�AFPQOF?RQB�
OBJFU�>A>MQ�>KA�?RFIA�RMLK�QEB�
J>QBOF>I�FK�>KV�JBAFRJ�LO�CLOJ>Q�PL�
ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��4EB�IF@BKPB�>IILTP�CLO�
@LJJBO@F>I�RPB��

##�"9 �3!�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�AFPQOF?RQB�
OBJFU�>A>MQ�>KA�?RFIA�RMLK�QEB�
J>QBOF>I�FK�>KV�JBAFRJ�LO�CLOJ>Q�PL�
ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��4EB�IF@BKPB�>IILTP�CLO�
@LJJBO@F>I�RPB��)C�VLR�OBJFU�>A>MQ�LO�
?RFIA�RMLK�QEB�J>QBOF>I�VLR�JRPQ�
IF@BKPB�QEB�JLAFkBA�J>QBOF>I�RKABO�
FABKQF@>I�QBOJP��

##�"9 �.#�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�AFPQOF?RQB�
OBJFU�>A>MQ�>KA�?RFIA�RMLK�QEB�
J>QBOF>I�FK�>KV�JBAFRJ�LO�CLOJ>Q�CLO�
KLK@LJJBO@F>I�MROMLPBP�LKIV�>KA�LKIV�
PL�ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��

##�
"9 �.# �3!�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�AFPQOF?RQB�
OBJFU�>A>MQ�>KA�?RFIA�RMLK�QEB�
J>QBOF>I�FK�>KV�JBAFRJ�LO�CLOJ>Q�CLO�
KLK@LJJBO@F>I�MROMLPBP�LKIV�>KA�LKIV�
PL�ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��)C�VLR�OBJFU�>A>MQ�LO�?RFIA�
RMLK�QEB�J>QBOF>I�VLR�JRPQ�IF@BKPB�QEB�
JLAFkBA�J>QBOF>I�RKABO�FABKQF@>I�QBOJP��

##�"9 �.$�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�@LMV�>KA�
AFPQOF?RQB�QEB�J>QBOF>I�FK�>KV�JBAFRJ�LO�
CLOJ>Q�FK�RK>A>MQBA�CLOJ�LKIV�>KA�LKIV�
PL�ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��4EB�IF@BKPB�>IILTP�CLO�
@LJJBO@F>I�RPB��
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##�
"9 �.# �.$�

4EFP�IF@BKPB�>IILTP�OBRPBOP�QL�@LMV�>KA�
AFPQOF?RQB�QEB�J>QBOF>I�FK�>KV�JBAFRJ�LO�
CLOJ>Q�FK�RK>A>MQBA�CLOJ�LKIV�CLO�
KLK@LJJBO@F>I�MROMLPBP�LKIV�>KA�LKIV�
PL�ILKD�>P�>QQOF?RQFLK�FP�DFSBK�QL�QEB�
@OB>QLO��

4EBOB�>OB�J>KV�PFQBP�QE>Q�MR?IFPE�@LIIB@QFLKP�LC�FJ>DBP�LO�LQEBO�JBAF>�RPFKD�QEB�##��IF@BKPFKD�

LO�LQEBO�##�IF@BKPBP��)C�VLR�>OB�ILLHFKD�CLO�TLOHP�QL�FK@LOMLO>QB�FKQL�VLRO�LTK�	CLO�

BKQBOQ>FKJBKQ�TLOH�OBI>QBA�MOBPBKQ>QFLKP�BQ@�
�QEBPB�>OB�>�DLLA�MI>@B�QL�PQ>OQ��!KLQEBO�

PLRO@B�LC�JBAF>�>KA�FJ>DBP�FP�7FHFJBAF>�#LJJLKPcQEB�OBMLPFQLOV�CLO�FJ>DBP�>KA�JBAF>�RPBA�

LK�7FHFMBAF>��!IT>VP�ILLH�CLO�QEB�PMB@Fk@�IF@BKPB�QE>Q�>�TLOH�FP�MR?IFPEBA�RKABO�LK�QEB�LOFDFK>I�

TB?M>DB�O>QEBO�QE>K�QORPQFKD�>K�gFJ>DB�PB>O@Eh�>KA�P@OLII�ALTK�LK�QEB�OBIBS>KQ�7FHFJBAF>�

M>DB�QL�PBB�QEB�PMB@Fk@�IF@BKPB�>KA�OBNRFOBJBKQP�DFSBK��
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i� 4O>KPCLOJ�>?PQO>@Q�QELRDEQP�>?LRQ�>�QLMF@�FKQL�JLOB�@LK@OBQB�FAB>P�LK�M>MBO�	LO�AFDFQ>IIV�

LK�>�@LJMRQBO�P@OBBK
�>KA�

i� /OD>KFWB�DBKBO>QBA�FAB>P�QL�AFP@LSBO�>�CL@RP��

!IQELRDE�?O>FKPQLOJFKD�QB@EKFNRBP�@>K�?B�EBIMCRI�FK�>II�PQ>DBP�LC�QEB�TOFQFKD�MOL@BPP�VLR�TFII�

E>SB�QL�kKA�QEB�QB@EKFNRBP�QE>Q�>OB�JLPQ�BCCB@QFSB�CLO�VLRO�TOFQFKD�KBBAP��7EBK�FKFQF>IIV�

AB@FAFKD�LK�>�QLMF@�QEB�CLIILTFKD�DBKBO>I�?O>FKPQLOJFKD�PQO>QBDFBP�@>K�?B�RPBA��COBBTOFQFKD�

>PHFKD�NRBPQFLKP�IFPQFKD�>KA�@IRPQBOFKD�FAB>�J>MMFKD��

Freewriting 

� @33E@7B7<5�FP�>K�BUBO@FPB�FK�TEF@E�VLR�TOFQB�LO�QVMB�COBBIV�>?LRQ�>KV�QLMF@�CLO�>�PBQ�>JLRKQ�LC�

QFJB�	RPR>IIV�kSB�QL�PBSBK�JFKRQBP
��$ROFKD�QEB�QFJB�IFJFQ�VLR�J>V�GLQ�ALTK�>KV�QELRDEQP�QE>Q�

@LJB�QL�JFKA��4OV�KLQ�QL�TLOOV�>?LRQ�DO>JJ>O�PMBIIFKD�LO�MRK@QR>QFLK��)KPQB>A�TOFQB�LO�QVMB�

>P�NRF@HIV�>P�VLR�@>K�TFQELRQ�PQLMMFKD��)C�VLR�DBQ�PQR@H�GRPQ�@LMV�QEB�P>JB�TLOA�LO�MEO>PB�LSBO�

>KA�LSBO�>D>FK�RKQFI�VLR�@LJB�RM�TFQE�>�KBT�QELRDEQ��

7OFQFKD�PLJBQFJBP�@LJBP�JLOB�B>PFIV�TEBK�VLR�BFQEBO�E>SB�>�MBOPLK>I�@LKKB@QFLK�TFQE�QEB�

QLMF@�VLR�E>SB�@ELPBK�LO�VLRO�MOLGB@Q�E>P�OB>I�TLOIA�FJM>@Q��4L�DBKBO>QB�FAB>P�FK�VLRO�

COBBTOFQFKD�VLR�J>V�>IPL�QEFKH�>?LRQ�OB>AFKDP�QE>Q�VLR�E>SB�BKGLVBA�LO�BUMBOFBK@BP�>KA�

L?PBOS>QFLKP�QE>Q�E>SB�@E>IIBKDBA�VLRO�QEFKHFKD��$LFKD�QEFP�J>V�IB>A�VLRO�QELRDEQP�FK�

FKQBOBPQFKD�AFOB@QFLKP��

1RF@HIV�OB@LOAFKD�VLRO�QELRDEQP�LK�M>MBO�LO�LK�P@OBBK�TFII�EBIM�VLR�AFP@LSBO�TE>Q�VLR�E>SB�QL�

P>V�>?LRQ�>�QLMF@��7EBK�TOFQFKD�NRF@HIV�QOV�KLQ�QL�ALR?Q�LO�NRBPQFLK�VLRO�FAB>P��!IILT�VLROPBIC�

QL�TOFQB�COBBIV�>KA�RKPBIC@LKP@FLRPIV��/K@B�VLR�PQ>OQ�TOFQFKD�TFQE�CBT�IFJFQ>QFLKP�VLR�J>V�kKA�

VLR�E>SB�JLOB�QL�P>V�QE>K�VLR�kOPQ�OB>IFWBA��9LRO�lLT�LC�QELRDEQP�@>K�IB>A�VLR�QL�AFP@LSBO�BSBK�

JLOB�FAB>P�>KA�ABQ>FIP�>?LRQ�QEB�QLMF@��&OBBTOFQFKD�J>V�BSBK�IB>A�VLR�QL�AFP@LSBO�>KLQEBO�QLMF@�

QE>Q�BU@FQBP�VLR�BSBK�JLOB��

&OBBTOFQFKD�ILLHP�AFCCBOBKQ�CLO�BSBOV�>RQELO�PL�FQ�@>K�?B�EBIMCRI�QL�PBB�TE>Q�QEB�MOL@BPP�JFDEQ�

ILLH�IFHB��)K�QEB�BU>JMIB�?BILT�->OF>E�TEL�OB@BKQIV�OB@BFSBA�EBO�?>@EBILOfP�ABDOBB�FP�DBQQFKD�
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OB>AV�QL�>MMIV�CLO�>�MLPFQFLK�>P�>�PL@F>I�JBAF>�@LLOAFK>QLO�>Q�>�PJ>II�@LJM>KV�>KA�T>KQP�QL�QEFKH�

LC�BSBOVQEFKD�OBIBS>KQ�QL�FK@IRAB�LO�BJME>PFWB�FK�EBO�@LSBO�IBQQBO�>KA�>MMIF@>QFLK�J>QBOF>IP��

->OF>E�PQ>OQP�?V�QEFKHFKD�>?LRQ�EBO�BUMBOFBK@BP�>P�>�@LJJRKF@>QFLKP�J>GLO��3EB�RPBP�

COBBTOFQFKD�QL�EBIM�EBO�DBKBO>QB�JLOB�@LK@OBQB�FAB>P�COLJ�EBO�LTK�BUMBOFBK@B��

&OBBTOFQFKD�%U>JMIB�

,>PQ�PBJBPQBO�JV�C>SLOFQB�@I>PP�T>P�>?LRQ�J>PP�JBAF>��7B�DLQ�QL�PQRAV�O>AFL�>KA�QBIBSFPFLK��
0BLMIB�P>V�TB�T>Q@E�QLL�JR@E�QBIBSFPFLK�>KA�BSBK�QELRDE�)�QOV�KLQ�QL�)�BKA�RM�T>Q@EFKD�>�
CBT�OB>IFQV�PELTP�GRPQ�QL�OBI>U��%SBOVLKB�E>P�QL�OBI>U��)QfP�QLL�E>OA�QL�OBI>U�TEBK�PLJBQEFKD�
IFHB�QEB�KBTP�	JV�ERP?>KA�T>Q@EBP�>II�QEB�QFJB
�FP�LK�?B@>RPB�FQfP�QLL�P@>OV�KLT��4LL�JR@E�
?>A�KBTP�KLQ�BKLRDE�DLLA�KBTP��.BTP��.BTPM>MBOP�)�ALKfQ�OB>A�>P�JR@E�>KVJLOB��)�@>K�DBQ�
QEB�EB>AIFKBP�LK�JV�ELJBM>DB�TEBK�)�@EB@H�JV�BJ>FI��%J>FI�@LRIA�?B�@LKPFABOBA�J>PP�JBAF>�
QLL�QEBPB�A>VP��)�RPBA�QL�DL�QL�QEB�SFABL�PQLOB�>�CBT�QFJBP�>�TBBH�?BCLOB�)�PQ>OQBA�P@ELLI�?RQ�
KLT�QEB�LKIV�T>V�)�HKLT�TE>Q�JLSFBP�>OB�@ROOBKQ�FP�QL�IFPQBK�CLO�QEB�/P@>O�KLJFK>QFLKP��7B�
E>SB�@>?IB�?RQ�TB�@>KfQ�>CCLOA�JLSFB�@E>KKBIP�PL�)�PLJBQFJBP�ILLH�>Q�LIABO�JLSFBP�I>QB�>Q�
KFDEQ��5'(��!�CBT�LC�QEBJ�DBQ�MI>VBA�>D>FK�>KA�>D>FK�RKQFI�VLRfOB�PF@H�LC�QEBJ��-V�ERP?>KA�
QEFKHP�)fJ�TBFOA�?RQ�PLJBQFJBP�QEBOB�>OB�LIA�?I>@H�>KA�TEFQBP�LK�COLJ�QEB�����P�>KA�f��P��)�
@LRIA�KBSBO�IFSB�JV�IFCB�FK�?I>@H�>KA�TEFQB��)�IFHB�QEB�ELJB�AB@LO>QFKD�PELTP�>KA�ILSB�ELT�
MBLMIB�RPB�@LILO�LK�QEBFO�T>IIP��->HBP�OLLJP�ILLH�PL�?OFDEQ��7EBK�TB�?RV�>�ELJB�FC�TB�BSBO�
@>K�)fII�RPB�ILQP�LC�@LILO��3LJB�LC�QELPB�PELTP�BSBK�PELT�VLR�ELT�QL�AL�J>GLO�OBKLS>QFLKP�?V�
VLROPBIC��+KL@H�ALTK�T>IIP�>KA�BSBOVQEFKD��.LQ�CLO�JBdLO�JV�ERP?>KA��)fJ�E>KAFBO�QE>K�EB�
FP��)�TLKABO�FC�QEBV�@LRIA�J>HB�>�OB>IFQV�PELT�>?LRQ�RP��

7EBK�PEB�@LJMIBQBP�EBO�COBBTOFQFKD�->OF>E�FP�>?IB�QL�MF@H�LRQ�S>OFLRP�MLFKQP�PEB�@LRIA�

BJME>PFWB�FK�EBO�>MMIF@>QFLK�J>QBOF>IP��QEB�C>@Q�QE>Q�PEB�E>P�PQRAFBA�J>PP�JBAF>�EBO�HKLTIBADB�

LC�MLM�@RIQROB�	QEB�OB>IFQV�PELTP�PEB�T>Q@EBP�>KA�QEB�MLFKQ�QE>Q�PEB�IFPQBKP�QL�/P@>O�

KLJFK>QFLKP
�QEB�FAB>�QE>Q�BJ>FI�>KA�PL@F>I�JBAF>�@>K�?B�FJMLOQ>KQ�PLRO@BP�LC�KBTP�EBO�

>MMOB@F>QFLK�CLO�?I>@H�>KA�TEFQB�@I>PPF@P�>KA�EBO�MOBCBOBK@B�CLO�@LILO�FK�ABPFDK��

Asking Questi ons 

7EL��7E>Q��7EBOB��7EBK��7E V��(LT��

)K�BSBOVA>V�PFQR>QFLKP�VLR�MLPB�QEBPB�HFKAP�LC�NRBPQFLKP�QL�DBQ�JLOB�FKCLOJ>QFLK��*4; �TFII�?B�

J V�M>OQKBO�CLO�QEB�MOLGB@Q��*4-@�A>V�FP�QEB�DO>AR>QFLK�@BOBJLKV��*41: �FP�QEB�KBUQ�JBBQFKD��

*41> 1�FP�QEB�@LKCBOBK@B�IL@>QBA��*4 E�FP�JV�@>O�J>HFKD�QE>Q�LAA�KLFPB��7EBK�C>@BA�TFQE�>�

TOFQFKD�>PPFDKJBKQ�VLR�JFDEQ�>PH�VLROPBIC�g�;C �AL�)�?BDFK�h�
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4EBPB�NRBPQFLKP�>OB�PLJBQFJBP�@>IIBA�QEB��-��'B2@A6<;@�	��7 P�>KA���(
 �NRBPQFLKP�>CQBO�QEBFO�

FKFQF>I�IBQQBOP��2BMLOQBOP�>KA�GLROK>IFPQP�RPB�QEBPB�NRBPQFLKP�QL�D>QEBO�FKCLOJ>QFLK�>KA�VLR�@>K�

QLL�FK�VLRO�LTK�TOFQFKD��!PHFKD�QEBPB�NRBPQFLKP�TFII�>IPL�EBIM�TFQE�QEB�TOFQFKD�MOL@BPP��!P�VLR�

TLOH�LK�ABSBILMFKD�VLRO�@LKQBKQ�>KPTBOFKD�QEBPB�NRBPQFLKP�@>K�EBIM�VLR�OBSFPFQ�QEB�FAB>P�VLR�

>IOB>AV�E>SB�>KA�DBKBO>QB�KBT�T>VP�QL�QEFKH�>?LRQ�VLRO�QLMF@��9LR�J>V�>IPL�AFP@LSBO�>PMB@QP�LC�

QEB�QLMF@�QE>Q�>OB�RKC>JFIF>O�>KA�QE>Q�VLR�TLRIA�IFHB�QL�IB>OK�JLOB�>?LRQ��!II�QEBPB�FAB>�

D>QEBOFKD�QB@EKFNRBP�TFII�EBIM�VLR�MI>K�CLO�CRQROB�TLOH�LK�VLRO�>PPFDKJBKQ��

, BQfP�P>V�->OF>EfP�PRMBOSFPLO�>PHP�EBO�QL�FKSBPQFD>QB�ELT�QEB�@LJM>KV�@LRIA�BPQ>?IFPE�QEB�

MOBPBK@B�LC�>�@BOQ>FK�MOLAR@Q�FK�QEB�JBAF>��&FOPQ�->OF>E�E>P�QL�kDROB�LRQ�ELT�QL�ABkKB�gJBAF>h�

>KA�ELT�QL�K>OOLT�ALTK�QEB�QLMF@�QL�PLJBQEFKD�J>K>DB>?IB��3EB�AB@FABP�QL�BUMILOB�QE>Q�QLMF@�

?V�>PHFKD�EBOPBIC�NRBPQFLKP�>?LRQ�FQ��(BO�MROMLPB�FP�QL�OBkKB�gJBAF>h�FKQL�>�QLMF@�PEB�CBBIP�

@LJCLOQ>?IB�FKSBPQFD>QFKD��)K�LOABO�QL�PBB�ELT�>PHFKD�NRBPQFLKP�@>K�EBIM�VLR�OBkKB�>�QLMF@�

BU>JFKB�4>?IB�����QE>Q�->OF>E�@OB>QBA�QL�OB@LOA�EBO�NRBPQFLKP�>KA�>KPTBOP��3EB�>PHBA�g7EL��

7E>Q��7EBOB��7EBK��7E V��!KA�ELT�h�QL�OBlB@Q�LK�EBO�HKLTIBADB�>?LRQ�J>PP�JBAF>��

*./92�������E .:=92�<3���@86;4�'B2@A6<;@���

%C3AB7=<��F/;>:3�( 3FB�

7EL�� )�RPB�JBAF>��3QRABKQP�QB>@EBOP�M>OBKQP�BJMILVBOP�>KA�BJMILVBBPd>IJLPQ�BSBOVLKB�RPBP�
JBAF>��

7E>Q�� -BAF>�@>K�?B�>�ILQ�LC�QEFKDPdQBIBSFPFLK�O>AFL�BJ>FI�	)�QEFKH
�KBTPM>MBOP�J>D>WFKBP�?LLHP��

7EBOB�� -BAF>�FP�>IJLPQ�BSBOVTEBOB�KLT��)QfP�>Q�ELJB�>Q�TLOH�FK�@>OP�>KA�BSBK�LK�@BII�MELKBP��

7EBK�� -BAF>�E>P�?BBK�>OLRKA�CLO�>�ILKD�QFJB�?RQ�FQ�PBBJP�>�ILQ�JLOB�FJMLOQ>KQ�KLT��

7E V��
(JJ��4EFP�FP�>�DLLA�NRBPQFLK��)�ALKfQ�HKLT�TEV�QEBOB�FP�J>PP�JBAF>��->V?B�TB�E>SB�FQ�
?B@>RPB�TB�E>SB�QEB�QB@EKLILDV�KLT��/O�MBLMIB�IFSB�C>O�>T>V�COLJ�QEBFO�C>JFIFBP�>KA�E>SB�QL�
PQ>V�FK�QLR@E��

(LT�� 7 BII�JBAF>�FP�MLPPF?IB�?B@>RPB�LC�QB@EKLILDF@>I�FKSBKQFLKP�?RQ�)�ALKfQ�HKLT�ELT�QEBV�>II�
TLOH��

Narr owing the F ocus 

g.>OOLTFKD�QEB�CL@RPh�JB>KP�?OB>HFKD�RM�QEB�QLMF@�FKQL�PR?QLMF@P�LO�JLOB�PMB@Fk@�MLFKQP��

'BKBO>QFKD�PBSBO>I�PR?QLMF@P�TFII�EBIM�VLR�BSBKQR>IIV�PBIB@Q�QEB�LKBP�QE>Q�?BPQ�kQ�QEB�

>PPFDKJBKQ�>KA�>MMB>I�QL�VLR�>KA�VLRO�>RAFBK@B��
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!CQBO�@LKPFABOFKD�EBO�?LPPf�FKPQOR@QFLKP�->OF>E�OB>IFWBP�EBO�DBKBO>I�FKSBPQFD>QFLK�QLMF@�J>PP�

JBAF>�FP�QLL�?OL>A�QL�>AAOBPP�BCCB@QFSBIV��4EB�MOBTOFQFKD�QB@EKFNRBP�LC�?O>FKPQLOJFKD�?V�

COBBTOFQFKD�>KA�>PHFKD�NRBPQFLKP�EBIM�->OF>E�DBKBO>QB�FKCLOJ>QFLK�>KA�>KDIBP�@LK@BOKFKD�>�

QLMF@�?RQ�QEB�CLIILTFKD�MOBTOFQFKD�PQO>QBDFBP�@>K�EBIM�EBO�	>KA�VLR
�K>OOLT�QEB�CL@RP�LC�>�QLMF@��

i� ,FPQFKD�

i� )AB>�->MMFKD�#IRPQBOFKD�

Listing 

 7AB7<5�FP�>�MOBTOFQFKD�QB@EKFNRB�TEBOB�QEB�TOFQBO�@OB>QBP�	RPR>IIV�SBOQF@>I
�>�IFPQ�LO�IFPQP�TFQE�LKB�

TLOA�MEO>PB�PBKQBK@B�LO�FAB>�MBO�IFKB��3Q>OQ�TFQE�>�?I>KH�PEBBQ�LC�M>MBO�	LO�>�?I>KH�TLOA�

MOL@BPPFKD�AL@RJBKQ
�>KA�TOFQB�LO�QVMB�QEB�DBKBO>I�QLMF@�>@OLPP�QEB�QLM��5KABOKB>QE�VLRO�

QLMF@�J>HB�>�IFPQ�LC�JLOB�PMB@Fk@�FAB>P��4EFKH�LC�VLRO�DBKBO>I�QLMF@�>P�>�?OL>A�@>QBDLOV�>KA�QEB�

IFPQ�LC�FQBJP�>P�QEFKDP�QE>Q�kQ�FK�QE>Q�@>QBDLOV��9LR�TFII�LCQBK�kKA�QE>Q�LKB�FQBJ�@>K�IB>A�QL�QEB�

KBUQ�@OB>QFKD�>�lLT�LC�FAB>P�QE>Q�@>K�EBIM�VLR�K>OOLT�VLRO�CL@RP�QL�>�JLOB�PMB@Fk@�QLMF@��4>?IB�

����PELTP�->OF>EfP�MOBTOFQFKD�IFPQ�CLO�EBO�QLMF@��

*./92�������E .:=92�=?2D?6A6;4�3<?�J#216.�K�

!327/�

->D>WFKBP� )KQBOKBQ�#BII�0ELKBP�

.BTPM>MBOP� 3J>OQ�0ELKBP�

"OL>A@>PQFKD� 4BUQ�-BPP>DBP�

2>AFL�4BIBSFPFLK�&FIJ� 4FKV�#>JBO>P�

$ 6$� '03�

'>JFKD�6FABL�'>JBP� 3L@F>I�-BAF>�

4TFQ@E� 9LR4R?B�

&OLJ�QEFP�IFPQ�->OF>E�@LRIA�K>OOLT�QEB�CL@RP�LC�EBO�FKSBPQFD>QFLK�QL�>�M>OQF@RI>O�QB@EKLILDV�

RKABO�QEB�?OL>A�@>QBDLOV�LC�gJBAF>�h�!�PR@@BPPCRI�FKSBPQFD>QFLK�FKQL�ELT�QL�MOLJLQB�QEB�

MOLAR@Q�FK�JBAF>�	>P�->OF>EfP�PRMBOSFPLO�OBNRBPQBA
�TLRIA�JLPQ�IFHBIV�PQ>OQ�TFQE�>�PMB@Fk@�

PR?PB@QFLK�LC�JBAF>�>P�KLQ�>II�>OB>P�TLOH�QEB�P>JB�LO�OB>@E�QEB�P>JB�>RAFBK@BP��
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Idea Mapping/Clustering 

�23/�;/>>7<5 �PLJBQFJBP�@>IIBA�@IRPQBOFKD�LO�TB??FKD�>IILTP�VLR�QL�SFPR>IFWB�FAB>P�LK�M>MBO�LO�

>�P@OBBK�RPFKD�@FO@IBP�IFKBP�>KA�>OOLTP��4EFP�QB@EKFNRB�FP�>IPL�HKLTK�>P�@IRPQBOFKD�?B@>RPB�FAB>P�

>OB�?OLHBK�ALTK�>KA�@IRPQBOBA�LO�DOLRMBA�QLDBQEBO��->K V�TOFQBOP�IFHB�QEFP�JBQELA�?B@>RPB�

QEB�PE>MBP�PELT�ELT�QEB�FAB>P�OBI>QB�LO�@LKKB@Q�>KA�TOFQBOP�@>K�kKA�>�CL@RPBA�QLMF@�COLJ�QEB�

@LKKB@QFLKP�J>MMBA��"V�RPFKD�FAB>�J>MMFKD�VLR�JFDEQ�AFP@LSBO�FKQBOBPQFKD�@LKKB@QFLKP�

?BQTBBK�QLMF@P�QE>Q�VLR�E>A�KLQ�@LKPFABOBA�?BCLOB��

4L�@OB>QB�>K�FAB>�J>M�CLIILT�QEBPB�PQBMP��

��� 3Q>OQ�?V�TOFQFKD�VLRO�DBKBO>I�QLMF@�FK�>�@FO@IB�FK�QEB�@BKQBO�LC�>�?I>KH�PEBBQ�LC�M>MBO��-L SFKD�

LRQ�COLJ�QEB�J>FK�@FO@IB�TOFQB�ALTK�FK�?I>KH�>OB>P�LK�QEB�M>DB�>P�J>KV�@LK@BMQP�>KA�

QBOJP�FAB>P�>P�VLR�@>K�QEFKH�LC�QE>Q�>OB�OBI>QBA�QL�VLRO�DBKBO>I�QLMF@��*LQ�ALTK�VLRO�FAB>P�

NRF@HIVdAL�KLQ�LSBOQEFKH�VLRO�OBPMLKPBP��4OV�QL�kII�QEB�M>DB��4EFP�@>K�>IPL�?B�>@@LJMIFPEBA�

RPFKD�AFDFQ>I�>OQ�MOLDO>JP�IFHB�0>FKQBO�>KA�0ELQLPELM�?RQ�MOBSFLRP�HKLTIBADB�LC�QEB�

PLCQT>OB�FP�OB@LJJBKABA��

��� /K@B�VLRfSB�kIIBA�QEB�M>DB�@FO@IB�LO�?LU�QEB�@LK@BMQP�>KA�QBOJP�QE>Q�>OB�OBIBS>KQ�QL�VLRO�

QLMF@��5PB�IFKBP�LO�>OOLTP�QL�@>QBDLOFWB�>KA�@LKKB@Q�@ILPBIV�OBI>QBA�FAB>P��!AA�>KA�@IRPQBO�

>P�J>KV�FAB>P�>P�MLPPF?IB��

4L�@LKQFKRB�K>OOLTFKD�EBO�QLMF@�->OF>E�QOFBA�FAB>�J>MMFKD�>P�PELTK�FK�&FDROB����� �?BILT��

PREWRITIN G  |  219



�64B?2������#.?6.5 I@�612.�:.=��

.LQF@B�FK�&FDROB�����->OF>EfP�I>ODBPQ�?R??IB�@LKQ>FKP�EBO�DBKBO>I�QLMF@��J>PP�JBAF>��4EBK�QEB�

DBKBO>I�QLMF@�?O>K@EBP�FKQL�QTL�PJ>IIBO�?R??IBP�@LKQ>FKFKD�QTL�PR?QLMF@P��2>AFL�>KA�46��3EB�

QEBK�?OB>HP�46�ALTK�FKQL�3QOB>JFKD�>KA�#>?IB�>KA�@LJBP�RM�TFQE�CROQEBO�AFSFPFLKP�CLO�B>@E��

">PBA�LK�QEFP�FAB>�J>M�->OF>E�@LRIA�AB@FAB�PMB@Fk@>IIV�QL�FKSBPQFD>QB�MOLAR@Q�>ASBOQFPFKD�>KA�

MOLAR@Q�MI>@BJBKQ�TFQEFK�S>OFLRP�PQOB>JFKD�PBOSF@BP�O>QEBO�QE>K�LK�>II�QVMBP�LC�JBAF>�

PFJRIQ>KBLRPIV��)K�>AAFQFLK�TE>Q�PEB�IB>OKP�QL�>MMIV�TFQEFK�LKB�g?O>K@Eh�J>V�?B�>MMIFBA�QL�

>KLQEBO�@IRPQBO�>Q�>�I>QBO�QFJB��

0OBTOFQFKD�PQO>QBDFBP�>OB�>�SFQ>I�kOPQ�PQBM�FK�QEB�TOFQFKD�MOL@BPP��&FOPQ�QEBV�EBIM�LOD>KFWB�

FKCLOJ>QFLK�>KA�DBKBO>QB�FAB>P�@LK@BOKFKD�S>OFLRP�>PMB@QP�LC�>�?OL>A�QLMF@��4EBK�QEBV�EBIM�

220  |  PREWRITIN G



K>OOLT�QEB�CL@RP�LC�QEB�QLMF@�QL�>�JLOB�PMB@Fk@�FAB>�QE>Q�FP�>MMOLMOF>QB�QL�VLRO�AL@RJBKQ��!�

QLMF@�LC�>MMOLMOF>QB�?OB>AQE�>KA�CL@RP�BKPROBP�QE>Q�VLR�>OB�OB>AV�CLO�QEB�KBUQ�PQBM��MI>KKFKD�

QEB�LOD>KFW>QFLK�LC�VLRO�AL@RJBKQ�QL�BKPROB�QE>Q�FQ�TFII�>@@LJMIFPE�VLRO�PMB@Fk@�MROMLPB��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

7 B>SBO�2B?B@@>�,VKKB�"LPQ�-F@EBIIB�+>PPLOI>�+>OBK�-@+FKKBV�(LIIB V�+>QEOVK�#OLTQEBO�
,>ROBK�#ROQOFDEQ�.>K@V�'FI?BOQ�">O?>O>�(>II�4O>@FBKKB�2>SFQ>�>KA�+FOH�3TBKPLK��&A//1??2A8�
�;88131��;9<;?5@5;:��OA�%AFQFLK��	����
��%KDIFPE�/MBK�4BUQ?LLHP�����
EQQMP���LBO�D>IFIBL�RPD�BAR�BKDIFPE�QBUQ?LLHP����,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��

0>KQRPL�4BOOF�3>O>E�,B-FOB�>KA�+>QEV�!KABOP�BAP���:2;>910��>3A91:@?�����A501�@;�*>5@5:3�
-:0�%1?1->/4��#LIIBDB�3Q>QFLK�48��4BU>P�!�-�5KFS BOPFQV�������,F@BKPBA�RKABO�>�#OB>QFSB�
#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB�BU@BMQ�TEBOB�
LQEBOTFPB�KLQBA��

Notes 

��� )J>DB�>A>MQBA�COLJ�2B?B@@>�7B>SBO�,VKKB�"LPQ�-F@EBIIB�+>PPLOI>�+>OBK�-@+FKKBV�(LIIB V�+>QEOVK�
#OLTQEBO�,>ROBK�#ROQOFDEQ�.>K@V�'FI?BOQ�">O?>O>�(>II�4O>@FBKKB�2>SFQ>�>KA�+FOH�3TBKPLK�&A//1??2A8�
�;88131��;9<;?5@5;:��OA�%AFQFLK��	%KDIFPE�/MBK�4BUQ?LLHP�����
���� EQQMP���LBO�D>IFIBL�RPD�BAR�BKDIFPE�
QBUQ?LLHP����,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��
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BUMB@QBA�QL�E>SB�>�0ROMLPB�3Q>QBJBKQ�3RJJ>OV�)KQOLAR@QFLK�0I>K�LC�!@QFLK�4>PHP�3@EBARIB�

"RADBQ�1R>IFk@>QFLKP�>KA�2BCBOBK@BP��!�@LSBO�IBQQBO�J>V�KLQ�E>SB�gEB>AFKDPh�>P�PR@E�?RQ�

QEBOB�FP�PQFII�>�EB>AFKD�P>IRQ>QFLK�>OB>�>K�FKQOLAR@QFLK�>?LRQ�VLR�>KA�VLRO�FKQBOBPQ�FK�QEB�

MLPFQFLK�LO�@LJM>KV�LKB�LO�QTL�?LAV�M>O>DO>MEP�@LKKB@QFKD�PMB@Fk@�BU>JMIBP�COLJ�

FKCLOJ>QFLK�FK�QEB�OBPRJB�QL�QEB�@LJM>KVfP�@E>O>@QBOFPQF@P�>KA�ABPFOBP�>KA�>�@ILPFKD�

@LK@IRPFLK�TFQE�>�PFDK>QROB��

Purpose and General Format of Outlines 

9LR�JLPQ�IFHBIV�ABQBOJFKBA�QEB�JLPQ�>MMOLMOF>QB�DBKOB�LO�CLOJ�CLO�VLRO�AL@RJBKQ�>Q�PLJB�

MLFKQ�AROFKD�QEB�MOBTOFQFKD�MOL@BPP��4EB�CLOJ�J>V�E>SB�?BBK�DFSBK�QL�VLR�COLJ�QEB�?BDFKKFKD�

LO�VLR�J>V�E>SB�kDROBA�FQ�LRQ�>P�VLR�OBkKBA�VLRO�QLMF@�MROMLPB�>KA�>RAFBK@B�QEOLRDE�S>OFLRP�

MOBTOFQFKD�QB@EKFNRBP��

)Q�J>V�PBBJ�>P�FC�VLR�AL�KLQ�KBBA�QL�MOLSFAB�>�JLOB�ABQ>FIBA�LRQIFKB�FC�VLR�>IOB>AV�E>SB�>K�FAB>�

LC�VLRO�AL@RJBKQfP�J>FK�PQOR@QROB�FC�VLR�>OB�TOFQFKD�@LOOBPMLKABK@B�LO�FC�VLRO�AL@RJBKQ�TFII�

?B�OBI>QFSBIV�PELOQ��(LTBSBO�QE>Q�FPKfQ�KB@BPP>OFIV�QORB��4EB�MROMLPB�LC�>K�LRQIFKB�FP�QL�EBIM�

LOD>KFWB�VLRO�AL@RJBKQ�?V�@EB@HFKD�QL�PBB�ELT�	LO�FC
�VLRO�FAB>P�@LKKB@Q�QL�B>@E�LQEBO�>KA�

TEBQEBO�VLR�KBBA�QL�MOLSFAB�>AAFQFLK>I�ABSBILMJBKQ��/RQIFKBP�@>K�EBIM�VLR�LOD>KFWB�QEB�

LSBO>II�PQOR@QROB�LC�>KV�QVMB�LC�AL@RJBKQ�TEBQEBO�>�LKB�M>DB�@LSBO�IBQQBO�LO�>����M>DB�

OB@LJJBKA>QFLK�OBMLOQ��
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#LKPFABO�&FDROB����� �TEF@E�MOLSFABP�>K�LRQIFKB�CLO�>K�BJ>FI�OBI>QBA�QL�?RFIAFKD�P>CBQV�@LAB�

BKCLO@BJBKQ��7EFIB�>K�BJ>FI�FP�>�PELOQ�MFB@B�LC�@LOOBPMLKABK@B�Q>HFKD�QEB�QFJB�QL�J>HB�PROB�

B>@E�FJMLOQ>KQ�MFB@B�LC�FKCLOJ>QFLK�FP�FK@IRABA�>KA�@IB>OIV�LOD>KFWBA�TFII�P>SB�VLR�QFJB�FK�

RKKB@BPP>OV�?>@H�>KA�CLOQE�@LOOBPMLKABK@B�QL�@I>OFCV�QEB�PFQR>QFLK��

#CB:7<3�

0ROMLPB��4L�@LKSFK@B�QEB�#LAB�%KCLO@BJBKQ�$BM>OQJBKQ�QL�@LJB�FKPMB@Q�QEB�?>@H�MLO@E�CLO�P>CBQV��

)�� 'OBBQFKD�
))�� )KCLOJ>QFLK�>?LRQ�QEB�MOLMBOQV�

!�� 4EB�>AAOBPP�IL@>QFLK�
"�� 4EB�MOLMBOQV�J>K>DBJBKQ�@LJM>KV�>KA�QEBFO�@LKQ>@Q�FKCLOJ>QFLK�

)))�� )KCLOJ>QFLK�>?LRQ�QEB�PQOR@QRO>I�A>J>DB�
!�� $BP@OFMQFLK�LC�QEB�I>VLRQ�LC�QEB�?RFIAFKD�>KA�QEB�?>@H�MLO@E�
"�� $BP@OFMQFLK�LC�QEB�MOL?IBJP�TFQE�QEB�PQOR@QROB�

)6�� )KCLOJ>QFLK�>?LRQ�QEB�PFQR>QFLK�TFQE�QEB�MOLMBOQV�J>K>DBOP�>KA�LTKBOP�
!�� 4EFKDP�QE>Q�)�>KA�JV�KBFDE?LOP�E>SB�QOFBA�FK�QEB�M>PQ�FK�LOABO�QL�DBQ�QEBJ�QL�kU�FQ�
"�� )KCLOJ>QFLK�>?LRQ�TE>Q�J>FKQBK>K@B�LC�QEB�MOLMBOQV�QEB�J>K>DBOP�E>SB�>KA�E>SBKfQ�ALKB�

6�� )KCLOJ>QFLK�>?LRQ�JV�P@EBARIB�>KA�TEBK�)fJ�>S>FI>?IB�QL�JBBQ�TFQE�QEB�#LAB�%KCLO@BJBKQ�LCk@BO�
QL�PELT�QEBJ�QEB�PMB@Fk@�MOL?IBJ�PMLQP�

6)�� #ILPFKD�3FDK>QROB�

�64B?2������).:=92�<3�.���92C 29�.9=5.;B:2?60�<BA96;2�<3�.;�2:.69��

4EB�CLOJ>QQFKD�LC�>KV�LRQIFKB�FP�KLQ�>O?FQO>OV��QEB�PVPQBJP�LC�CLOJ>QQFKD�>KA�KRJ?BO�IBQQBO�

ABPFDK>QFLKP�@OB>QB�>�SFPR>I�EFBO>O@EV�LC�QEB�FAB>P�LO�MLFKQP�?BFKD�J>AB�FK�QEB�AL@RJBKQ��

0OFJ>OV�J>GLO�EB>AFKDP�	LO�,BSBI���EB>AFKDP
�>OB�LCQBK�FABKQFkBA�TFQE�@>MFQ>I�2LJ>K�KRJBO>IP�

	)�))�)))�)6j
��4EBPB�EB>AFKDP�>OB�VLRO�J>GLO�MLFKQP�LO�LOD>KFW>QFLK>I�M>QQBOKP��)K�>�OBMLOQ�

CLIILTFKD�QEB�)-2>$�CLOJ>Q�QEB�,BSBI���EB>AFKDP�@LRIA�?B�

)�� )KQOLAR@QFLK�

))�� -BQELAP�

)))�� 2BPRIQP�

)6�� $FP@RPPFLK�

6�� #LK@IRPFLKP�

!CQBO�,BSBI���EB>AFKDP�@LJB�PR?EB>AFKDP�	LO�,BSBI���EB>AFKDP
��,BSBI���EB>AFKDP�>OB�JLOB�

PMB@Fk@�QE>K�,BSBI���>KA�LCQBK�OBlB@Q�PMB@Fk@�MLFKQP�@I>FJP�LO�BU>JMIBP�QE>Q�PRMMLOQ�QEB�DL>I�

LC�QEB�LSBO>II�PB@QFLK��4EBPB�EB>AFKDP�>OB�LCQBK�LOD>KFWBA�?V�@>MFQ>I�IBQQBOP�	!�"�#�>KA�PL�LK
�

>KA�>OB�FKABKQBA�LKB�E>IC�FK@E�COLJ�QEB�MOBSFLRP�IBSBI��4EB�LOABOFKD�OB�PQ>OQP�RKABO�B>@E�KBT�

, BSBI���EB>AFKD��!CQBO�,BSBI���EB>AFKDP�TOFQBOP�J>V�LMQ�CLO�BSBK�DOB>QBO�PMB@Fk@FQV�>KA�

PR?AFSFPFLKP�?V�FK@LOMLO>QFKD�,BSBI���>KA�,BSBI���EB>AFKDP��,BSBI���EB>AFKDP�QBKA�QL�RPB�ILTBO�
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@>PB�2LJ>K�KRJBO>IP�	F�FF�FFF�FSj
�TEBOB>P�,BSBI���EB>AFKDP�RPB�ILTBO�@>PB�IBQQBOP�	>�?�@j
��

4EBV�>OB�>IPL�FKABKQBA�LKB�E>IC�FK@E�?BVLKA�QEBFO�MOB@BAFKD�EB>AFKD��&FDROB�����FIIRPQO>QBP�>K�

LRQIFKB�QE>Q�RPBP�QEOBB�IBSBIP�LC�EB>AFKDP�� �4EFP�BU>JMIB�>IPL�ABJLKPQO>QBP�ELT�VLR�JFDEQ�RPB�

>K�LRQIFKB�QL�MI>K�QEB�LOD>KFW>QFLK�LC�>�AL@RJBKQ�TEBOB�QEB�IBSBI���EB>AFKDP�>OB�MOLSFABA�LO�

@LJB�COLJ�@BOQ>FK�DBKOB�BUMB@Q>QFLKP��

#CB:7<3�

0ROMLPB��4L�MOLMLPB�OBPB>O@EFKD�QEB�JLPQ�BCCB@QFSB�T>V�CLO�3QRABKQ�/OD>KFW>QFLK�8�	3/8
�QL�D>FK�
MR?IF@FQV�FK�ELMBP�LC�D>FKFKD�JLOB�JBJ?BOP��

)�� 3RJJ>OV�
))�� )KQOLAR@QFLK�

!�� )KCLOJ>QFLK�>?LRQ�3/8�
"�� )KCLOJ>QFLK�>?LRQ�@ROOBKQ�JBJ?BOP�LC�3/8�
#�� 7E V�E>SFKD�JLOB�JBJ?BOP�TLRIA�?BKBkQ�3/8�>KA�QEB�PROOLRKAFKD�@LJJRKFQFBP�

)))�� 0OLMLPBA�2BPB>O@E�4>PHP�
!�� $BQBOJFKB�ELT�@ROOBKQ�JBJ?BOP�AFP@LSBOBA�3/8��

��� )�TFII�PROSBV�@ROOBKQ�JBJ?BOP��
��� -V�PROSBV�TFII�?B�QEOLRDE�'LLDIB�&LOJP��
��� )�TFII�AFPQOF?RQB�QEB�PROSBV�>Q�QEB�KBUQ�JBBQFKD��

"�� $FP@LSBO�TE>Q�3/8�E>P�>IOB>AV�QOFBA�FK�LOABO�QL�FK@OB>PB�JBJ?BOPEFM��
��� )�TFII�FKQBOSFBT�3/8�IB>ABOPEFM��
��� )�TFII�>PH�QEBPB�QVMBP�LC�NRBPQFLKP��

#�� )KSBPQFD>QB�ELT�PR@@BPPCRI�LOD>KFW>QFLKP�PFJFI>O�QL�3/8�OB@ORFQ�JBJ?BOP��
��� )�TFII�ABQBOJFKB�TEL�FP�FK�QEB�IB>ABOPEFM�LC���PFJFI>O�LOD>KFW>QFLKP��
��� )�TFII�@LKQ>@Q�QEB�IB>ABOPEFM�LC�QEBPB���LOD>KFW>QFLKP�>KA�PBQ�RM�>K�FKQBOSFBT��
��� )�TFII�>PH�QEBPB�NRBPQFLKP�QVMBP�LC�NRBPQFLKP�FK�QEB�FKQBOSFBT��

$ �� )KSBPQFD>QB�TE>Q�QVMBP�LC�MR?IF@FQV�LO�>ASBOQFPFKD�>OB�M>OQF@RI>OIV�BCCB@QFSB�>Q�RKFSBOPFQFBP��
��� )�TFII�RPB�IF?O>OV�OBPLRO@BP�QL�kKA�OBIBS>KQ�PB@LKA>OV�PLRO@BP��
��� )�TFII�PROSBV�QEB�DBKBO>I�PQRABKQ�MLMRI>QFLK�LC�4BU>P�!�-�>KA�ABQBOJFKB�ELT�QEBV�

AFP@LSBO�LOD>KFW>QFLKP�QL�GLFK��
��� )�TFII�AFPQOF?RQB�QEB�PROSBVP�FK�@I>PP�>Q�QEB�IF?O>OV�>KA�LSBO�S>OFLRP�PL@F>I�JBAF>�MI>QCLOJP��

%�� $BQBOJFKB�QEB�JLPQ�BCCB@QFSB�JBQELA�LC�MR?IF@FQV��
��� #LIIB@Q�QEB�FKCLOJ>QFLK�IB>OKBA�COLJ�QEB�MOBSFLRP�Q>PHP��
��� $BQBOJFKB�@OFQBOF>�CLO�GRADFKD�CB>PF?FIFQV�>KA�BCCB@QFSBKBPP�LC�MR?IF@FQV�JBQELAP��
��� #OB>QB�>�AB@FPFLK�J>QOFU�RPFKD�QEB�FKCLOJ>QFLK�>KA�@OFQBOF>��

&�� )KSBPQFD>QB�QEB�JLPQ�BCCB@QFSB�T>V�QL�RPB�QEB�JBQELA�LC�MR?IF@FQV�COLJ�QEB�MOBSFLRP�PQBM��
��� $FP@LSBO�OBIBS>KQ�PB@LKA>OV�PLRO@BP�QEOLRDE�IF?O>OV�OBPLRO@BP��
��� 5PB�>MMIV�MOFK@FMIBP�COLJ�J>OHBQFKD�@LROPBP�>KA�BUMBOFBK@B�TFQE�@LKPRJFKD�

>ASBOQFPBJBKQP�>KA�MR?IF@FQV��
)6�� 3@EBARIB�
6�� "RADBQ�CLO�2BPB>O@E�

6)�� 1R>IFk@>QFLKP�
!�� -V�NR>IFk@>QFLKP�>P�>�PQRABKQ�JBJ?BO�LC�3/8�
"�� -V�NR>IFk@>QFLKP�ARB�QL�M>PQ�OBPB>O@E�BUMBOFBK@B�
#�� 4EB�BUMB@QBA�NR>IFk@>QFLKP�LC�QEB�QB>J�)�J>V�TLOH�TFQE�QL�@LKAR@Q�QEFP�OBPB>O@E�

6))�� 2BCBOBK@BP�
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9LRO�LRQIFKB�PELRIA�QEBOBCLOB�FK@IRAB�KLQ�LKIV�FABKQFkBA�MI>KKBA�,BSBI���EB>AFKDP�>KA�,BSBI���

EB>AFKDP�?RQ�>IPL�M>O>DO>MEP�LO�MLFKQP�VLR�MI>K�QL�J>HB�TFQEFK�B>@E�PB@QFLK��$BMBKAFKD�LK�

VLRO�LRQIFKBfP�IBSBI�LC�ABQ>FI�VLR�J>V�>IPL�FK@IRAB�QEB�J>FK�BSFABK@B�LO�PRMMLOQ�CLO�B>@E�J>GLO�

MLFKQ��->GLO�MLFKQP�FK�LQEBO�TLOAP�PELRIA�KLQ�?B�?ROFBA�FK�PR?QLMF@�IBSBIP��)C�>K�FAB>�FP�

@LK@BMQR>IIV�I>ODB�>KA�KBBAP�ABSBILMJBKQ�FQ�PELRIA�?B�M>OQ�LC�>�EFDEBO�LOABO�EB>AFKD��

!�TBII�AB SBILMBA�LRQIFKB�?OB>HP�ALTK�QEB�M>OQP�LC�>�AL@RJBKQ�FK�>�@IB>O�EFBO>O@EF@>I�J>KKBO��

7OFQFKD�>K�LRQIFKB�?BCLOB�?BDFKKFKD�QL�TOFQB�>�AL@RJBKQ�EBIMP�VLR�QL�LOD>KFWB�FAB>P�DBKBO>QBA�

QEOLRDE�?O>FKPQLOJFKD�>KA�LO�OBPB>O@E�QERP�J>HFKD�QEB�AL@RJBKQ�B>PFBO�QL�TOFQB��-LOBLSBO�

E>SFKD�>K�LRQIFKB�>IPL�EBIMP�QL�MOBSBKQ�VLR�COLJ�gDBQQFKD�PQR@Hh�TEBK�VLR�PFQ�ALTK�QL�TOFQB�QEB�

kOPQ�AO>CQ��&LO�TOFQBOP�TEL�MOBCBO�QL�LRQIFKB�>CQBO�ALFKD�COBBTOFQFKD�LO�MOBIFJFK>OV�AO>CQFKD�QEB�

LRQIFKB�LCCBOP�>�T>V�QL�LOD>KFWB�QELRDEQP�>KA�@I>OFCV�I>ODBO�@LKKB@QFLKP��

Cr eating an Outline 

7EFIB�>�kK>IFWBA�LRQIFKB�ILLHP�@OFPM�>KA�TBII�LOD>KFWBA�QEB�MOL@BPP�LC�@OB>QFKD�LKB�FKSLISBP�

OBMB>QBA�AB@FPFLK�J>HFKD�>KA�@LKPQ>KQ�OBSFPFKD��/RQIFKBP�OBMOBPBKQ�EFDEBO�LOABO�QEFKHFKD�PL�FQ�

FP�KLOJ>I�FC�B>OIV�AO>CQP�AL�KLQ�CRIIV�@>MQROB�TE>Q�VLR�ELMB�QEB�kK>I�MOLAR@Q�TFII�ILLH�IFHB��!K�

LRQIFKB�FP�JB>KQ�QL�?B�>�AL@RJBKQ�TEF@E�EBIMP�VLR�J>HB�QEB�MLFKQP�VLR�TFPE�QL�J>HB�@IB>OIV�>KA�

QELOLRDEIV��4L�EBIM�VLR�K>SFD>QB�QEB�MOL@BPP�LC�TOFQFKD�>K�LRQIFKB�CLIILT�QEB�PQBMP�?BILT��

��� �23<B74G�G=C@�B=>71
�0RQ�QEB�QLMF@�FK�>�PFKDIB�PBKQBK@B�LO�MEO>PB�RPFKD�VLRO�LTK�TLOAP��4EFP�
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QLMF@�PBKQBK@BP�?B@>RPB�QEBV�J>HB�FQ�E>OABO�QL�CL@RP�VLRO�TOFQFKD��)K�QB@EKF@>I�>KA�MOLCBPPFLK>I�

TOFQFKD�>IT>VP�PQ>OQ�?LAV�M>O>DO>MEP�TFQE�QLMF@�PBKQBK@BP��� # (���=BB=;� 7<3�=<�( =>��FP�>�

RPBCRI�>@OLKVJ�QL�EBIM�VLR�OBJBJ?BO�ELT�QL�PQOR@QROB�>�M>O>DO>ME��5PB�QLMF@�PBKQBK@BP�QL�QBII�

OB>ABOP�TE>Q�VLR�JLPQ�T>KQ�QEBJ�QL�HKLT�OBJBJ?BO�	QEFP�FP�QEB�g?LQQLJ�IFKBh
�>KA�QEBK�RPB�

QEB�OBPQ�LC�QEB�M>O>DO>ME�QL�PRMMLOQ�QELPB�FAB>P��2BJBJ?BO�QE>Q�@IB>OIV�@LKSBVFKD�FKCLOJ>QFLK�

FK�>�T>V�QE>Q�FP�B>PV�QL�OB>A�NRF@HIV�FP�>�J>FK�DL>I�LC�JLPQ�TOFQFKD��

Drafting Intr oductory and Concluding Secti ons 

4EB�DL>I�LC�QEB�FKQOLAR@QFLK�FP�QL�DFSB�OB>ABOP�BSBOVQEFKD�QEBV�KBBA�QL�HKLT�FK�LOABO�QL�

RKABOPQ>KA�TE>Q�VLRO�MROMLPB�FP�>KA�QL�CLIILT�QEB�>ODRJBKQP�VLR�MOBPBKQ�FK�QEB�OBPQ�LC�QEB�

AL@RJBKQ��0F@QROB�VLRO�FKQOLAR@QFLK�>P�>�PQLOBCOLKQ�TFKALT��9LR�E>SB�>�@BOQ>FK�>JLRKQ�LC�

PM>@B�QL�>QQO>@Q�VLRO�@RPQLJBOP�	OB>ABOP
�QL�VLRO�DLLAP�	QLMF@
�>KA�?OFKD�QEBJ�FKPFAB�VLRO�PQLOB�

	AFP@RPPFLK
��/K@B�VLR�E>SB�BKQF@BA�QEBJ�TFQE�PLJBQEFKD�FKQOFDRFKD�VLR�QEBK�MLFKQ�QEBJ�FK�>�

PMB@Fk@�AFOB@QFLK�>KA�QOV�QL�J>HB�QEB�P>IB�	MBOPR>AB�QEBJ�QL�>@@BMQ�VLRO�MOLMLP>I�LO�MROMLPB
��

4EB�FKQOLAR@QFLK�FP�>K�FKSFQ>QFLK�QL�OB>ABOP�QL�@LKPFABO�TE>Q�VLR�E>SB�QL�P>V�>KA�QEBK�QL�CLIILT�

VLRO�QO>FK�LC�QELRDEQ�>P�VLR�BUM>KA�VLRO�>ODRJBKQ��

Writing an Intr oducti on 

!K�FKQOLAR@QFLK�PBOSBP�QEB�CLIILTFKD�MROMLPBP��

i� %PQ>?IFPEFKD�SLF@B�>KA�QLKB�LO�>QQFQRAB�QLT>OA�QEB�PR?GB@Q�

i� )KQOLAR@FKD�QEB�DBKBO>I�QLMF@�LC�QEB�AL@RJBKQ�

i� 3Q>QFKD�QEB�FAB>P�QE>Q�TFII�?B�AFP@RPPBA�FK�QEB�OBJ>FKFKD�PB@QFLKP�LC�QEB�AL@RJBKQ�

&FOPQ�FJMOBPPFLKP�>OB�@OR@F>I�>KA�@>K�IB>SB�I>PQFKD�BCCB@QP�FK�>�OB>ABOfP�JFKA�TEF@E�FP�TEV�QEB�

FKQOLAR@QFLK�FP�PL�FJMLOQ>KQ�QL�>�AL@RJBKQ��)C�>K�FKQOLAR@QFLK�FP�ARII�LO�AFPGLFKQBA�>�OB>ABO�J>V�

?B�@LKCRPBA�LO�PQ>OQ�LRQ�FK�>K�>KQ>DLKFPQF@�MLPFQFLK�QL�VLRO�DL>I��
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Writing a Conclusi on 

)Q�FP�KLQ�RKRPR>I�QL�T>KQ�QL�ORPE�TEBK�VLR�>MMOL>@E�>�@LK@IRPFLK�>KA�BSBK�BUMBOFBK@BA�TOFQBOP�

J> V�kKA�QEBJPBISBP�BUE>RPQBA��(LTBSBO�DLLA�TOFQBOP�OBJBJ?BO�QE>Q�FQ�FP�SFQ>I�QL�MRQ�GRPQ�>P�

JR@E�>QQBKQFLK�FKQL�QEB�@LK@IRPFLK�>P�FKQL�QEB�OBPQ�LC�QEB�AL@RJBKQ��!CQBO�>II�>�E>PQV�BKAFKD�@>K�

RKABOJFKB�>K�LQEBOTFPB�MBOPR>PFSB�AL@RJBKQ��4EFKH�>?LRQ�ELT�J>KV�gDOB>Qh�JLSFBP�?B@LJB�

gDLLAh�?B@>RPB�LC�>�I>@HIRPQBO�BKAFKD��

.LQ�>II�AL@RJBKQP�E>SB�CLOJ>I�@LK@IRPFLK�PB@QFLKP��4B@EKF@>I�>KA�MOLCBPPFLK>I�AL@RJBKQP�J>V�

BKA�TFQE�OB@LJJBKA>QFLKP�KBUQ�PQBMP�QEB�AFP@RPPFLK�PB@QFLK�LC�>�I>?�OBMLOQ�LO�QEB�@ILPFKD�LC�>�

IBQQBO��(LTB SBO�QEB�BKA�LC�>�AL@RJBKQ�ALBP�E>SB�QL�@LKQ>FK�@BOQ>FK�@E>O>@QBOFPQF@P�QL�MOLSFAB�>�

PLIFA�>KA�MBOPR>PFSB�BKAFKD��7EBQEBO�FQ�FP�>�CLOJ>I�@LK@IRPFLK�LO�KLQ�>K�BKAFKD�PB@QFLK�QE>Q�

ALBP�KLQ�@LOOBPMLKA�QL�QEB�OBPQ�LC�>�AL@RJBKQ�@>K�RKPBQQIB�VLRO�OB>ABOP�>KA�O>FPB�ALR?QP�>?LRQ�

VLRO�MROMLPB�LO�>ODRJBKQ��(LTBSBO�FC�VLR�E>SB�TLOHBA�E>OA�QL�TOFQB�QEB�B>OIFBO�PB@QFLKP�LC�>�

AL@RJBKQ�QEB�@LK@IRPFLK�@>K�LCQBK�?B�QEB�JLPQ�ILDF@>I�M>OQ�QL�@LJMLPB��

�� D=72�ALFKD�>KV�LC�QEB�CLIILTFKD�FK�VLRO�@LK@IRPFLK��

�<B@=2C17<5�<3E�;/B3@7/:
�)KQOLAR@FKD�KBT�J>QBOF>I�FK�>�@LK@IRPFLK�E>P�>K�RKPBQQIFKD�

BCCB@Q�LK�OB>ABOP��2>FPFKD�KBT�MLFKQP�J>HBP�>�OB>ABO�T>KQ�JLOB�FKCLOJ>QFLK�TEF@E�

@>KKLQ�?B�MOLSFABA�FK�QEB�IFJFQBA�PM>@B�LC�>�kK>I�M>O>DO>ME��

�=<B@/271B7<5�G=C@�3/@:73@�AB/B3;3<BA
�#LKQO>AF@QFKD�LO�@E>KDFKD�B>OIFBO�PQ>QBJBKQP�LO�

ILDF@>I�@LK@IRPFLKP�@>RPBP�OB>ABOP�QL�QEFKH�QE>Q�VLR�AL�KLQ�ELIA�>�PQOLKD�@LKSF@QFLK�>?LRQ�

VLRO�QLMF@��!CQBO�>II�VLR�E>SB�PMBKQ�PBSBO>I�PB@QFLKP�MBOPR>AFKD�OB>ABOP�QLT>OA�>�PMB@Fk@�

MLFKQ�LC�SFBT�PL�ALKfQ�RKABO@RQ�VLRO�>ODRJBKQ�>Q�QEB�BKA��

2BJBJ?BO�QE>Q�>�kOPQ�AO>CQ�	LO�BSBK�>�PB@LKA�LO�QEFOA
�FP�GRPQ�>�AO>CQ��"BCLOB�QEB�AL@RJBKQ�@>K�

QORIV�?B�@LKPFABOBA�kK>IFWBA�VLR�KBBA�QL�@LJMIBQB�QEB�I>PQ�QTL�PQBMP�LC�QEB�TOFQFKD�MOL@BPP��

OBSFPFKD�>KA�BAFQFKD�TEF@E�>OB�@LSBOBA�FK�#E>MQBO�����

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

7 B>SBO�2B?B@@>�,VKKB�"LPQ�-F@EBIIB�+>PPLOI>�+>OBK�-@+FKKBV�(LIIB V�+>QEOVK�#OLTQEBO�
,>ROBK�#ROQOFDEQ�.>K@V�'FI?BOQ�">O?>O>�(>II�4O>@FBKKB�2>SFQ>�>KA�+FOH�3TBKPLK��&A//1??2A8�
�;88131��;9<;?5@5;:��OA�%AFQFLK��	����
��%KDIFPE�/MBK�4BUQ?LLHP�����
EQQMP���LBO�D>IFIBL�RPD�BAR�BKDIFPE�QBUQ?LLHP����,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�
!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����)KQBOK>QFLK>I�,F@BKPB��
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REVISIN G VS. EDITIN G 
Suzan Last; Kalani Pattison; M att M cKinney; N icole H agstrom-Schmidt; and 
Clair e Carly-Miles 

3FK@B�OBSFPFLK�>KA�BAFQFKD�LCQBK�L@@RO�>Q�QEB�P>JB�MLFKQ�FK�QEB�TOFQFKD�MOL@BPP�QEB�QTL�QBOJP�

>OB�COBNRBKQIV�RPBA�FKQBO@E>KDB>?IV��(LTB SBO�OBSFPFLK�>KA�BAFQFKD�>OB�AFCCBOBKQ�FK�P@>IB�>KA�

MROMLPB�COLJ�LKB�>KLQEBO��)Q�FP�FJMLOQ>KQ�QL�RKABOPQ>KA�QEBPB�AFCCBOBK@BP�PFK@B�QEBV�TFII�EBIM�

VLR�ABSBILM�>�JLOB�BCk@FBKQ�MOL@BPP�CLO�OBkKFKD�VLRO�AO>CQP��

&3D7A7=<�OBCBOP�QL�EFDEBO�LOABO�@LK@BOKP�	PR@E�>P�MROMLPB�@LKQBKQ�>KA�PQOR@QROB
�TEBK�J>HFKD�

@E>KDBP��&LO�BU>JMIB�FQ�FP�@LJJLK�CLO�TOFQBOP�TLOHFKD�LK�>�kOPQ�AO>CQ�QL�>OOFSB�>Q�QEBFO�MLFKQ�

JLPQ�@IB>OIV�>Q�>�M>O>DO>MEfP�BKA�PFK@B�QEB�>@Q�LC�TOFQFKD�EBIMP�RP�QL�LOD>KFWB�LRO�QELRDEQP��

(LTB SBO�FQ�FP�JR@E�JLOB�EBIMCRI�CLO�QEB�OB>ABO�QL�PBB�QEB�MLFKQ�@IB>OIV�>Q�QEB�SBOV�?BDFKKFKD�PL�

QEB�TOFQBO�JFDEQ�OBSFPB�QEFP�M>O>DO>ME�?V�MRQQFKD�QEB�I>PQ�PBKQBK@B�kOPQ�>KA�J>HFKD�>AGRPQJBKQP��

4EB�TOFQBO�JFDEQ�>IPL�kKA�QE>Q�QEBV�KBBA�QL�PMBKA�JLOB�QFJB�BUMI>FKFKD�>�M>OQF@RI>O�MLFKQ�LO�

QE>Q�>�M>O>DO>ME�PELRIA�?B�Q>HBK�LRQ�?B@>RPB�FQ�FP�BFQEBO�LCC�QLMF@�LO�QLL�PFJFI>O�FK�@LKQBKQ�QL�

>KLQEBO��

�27B7<5�?V�@LKQO>PQ�OBCBOP�QL�ILTBO�LOABO�@LK@BOKP�	PR@E�>P�DO>JJ>O�TLOA�@ELF@B�>KA�PVKQ>U
�

TEBK�J>HFKD�@E>KDBP��4EB�CL@RP�LC�BAFQFKD�FP�KLQ�QL�PR?PQ>KQF>IIV�>IQBO�>�AL@RJBKQ�?RQ�O>QEBO�QL�

J>HB�PROB�FQP�MOBPBKQ>QFLK�FP�JLOB�MLIFPEBA��4LL�J>KV�DO>JJ>QF@>I�LO�PVKQ>@QF@>I�BOOLOP�PR@E�>P�

JFPPMBIIFKDP�LO�PBKQBK@B�CO>DJBKQP�@>K�J>HB�FQ�E>OABO�CLO�QEB�OB>ABO�QL�>?PLO?�@LKQBKQ��4EBV�

@>K�BSBK�RKABOJFKB�QEB�OB>ABOfP�>PPBPPJBKQ�LC�QEB�TOFQBOfP�BUMBOQFPB��

)K�>AAFQFLK�QL�OBSFPFLK�?>PBA�EFDEBO�LOABO�@LK@BOKP�>KA�BAFQFKD�?>PBA�ILTBO�LOABO�@LK@BOKP�

QEBOB�>OB�;72	:3 D3:�1=<13@<A�QE>Q�BUFPQ�?BQTBBK�MROB�OBSFPFLK�>KA�MROB�BAFQFKD��)PLI>QFKD�QEBPB�

@LK@BMQP�COLJ�QEB�MOBSFLRP�QTL�@>QBDLOFBP�BJME>PFWBP�ELT�@ELF@BP�>Q�QEB�PBKQBK@B�IBSBI�

>@@RJRI>QB�QL�FJM>@Q�>�AL@RJBKQfP�LSBO>II�@LKQBKQ�>KA�PQOR@QROB�PR@E�>P�M>O>DO>ME�IBKDQE�>KA�

QLKB��

!P�VLR�J>V�E>SB�DRBPPBA�EFDEBO�LOABO�OBSFPFLK�@LK@BOKP�RPR>IIV�BKQ>FI�JR@E�JLOB�TLOH�QE>K�

QEB�LQEBOP�>KA�PELRIA�@LJB�kOPQ��4EFP�FP�?B@>RPB�OBSFPFLK�FP�BPPBKQF>I�QL�BKPROFKD�QE>Q�>�AO>CQ�FP�

@LJMLPBA�>KA�PQOR@QROBA�BCCB@QFSBIV�PL�QE>Q�FQ�CRIkIIP�FQP�FKQBKABA�MROMLPB�>KA�@>QBOP�QL�

>RAFBK@BPf�BUMB@Q>QFLKP��4EBOB�FP�>IPL�IFQQIB�MLFKQ�FK�@EB@HFKD�CLO�@LJJ>�MI>@BJBKQ�FK�>�

M>O>DO>ME�QE>Q�JFDEQ�?B�OBJLSBA�COLJ�LO�OB>OO>KDBA�FK�QEB�kK>I�AO>CQ��
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Revising to Enhance R eadability 

!K VQEFKD�QE>Q�VLR�TOFQB�FP�ABPFDKBA�QL�?B�OB>A��4E>Q�FP�FQP�kOPQ�>KA�CLOBJLPQ�MROMLPB��4ERP�

FK@OB>PFKD�@3/2/07:7BG�JB>KP�FK@OB>PFKD�QEB�CRK@QFLK>IFQV�LC�VLRO�AL@RJBKQ�FK�QBOJP�LC�?LQE�

@LKQBKQ�>KA�AL@RJBKQ�ABPFDK�QEBOB?V�J>HFKD�FQ�gRPBO�COFBKAIV�h�)C�VLRO�AL@RJBKQ�FP�AFCk@RIQ�QL�

OB>A�?B@>RPB�QEB�SL@>?RI>OV�PBKQBK@B�PQOR@QROB�M>O>DO>MEFKD�LOD>KFW>QFLK�LO�CLOJ>QQFKD�FP�

RK@IB>O�VLRO�OB>ABO�TFII�IFHBIV�PQLM�OB>AFKD��

4EB�OBSFPFLK�@EB@HIFPQ�FK�4>?IB������LCCBOP�>�PQBM�?V�PQBM�MOL@BPP�CLO�OBSFPFKD�VLRO�AL@RJBKQ�QL�

>@EFBSB�>�OB>A>?IB�PQVIB��)Q�FK@LOMLO>QBP�HBV�FKCLOJ>QFLK�COLJ�#E>MQBO����2EBQLOF@>I�3FQR>QFLK�

#E>MQBO����/OD>KFW>QFLK�>KA�#E>MQBO����$BPFDK��)JMIBJBKQFKD�QEFP�@EB@HIFPQ�JB>KP�ALFKD�

PBSBO>I�gM>PPBPh�LO�FKAFSFAR>I�OBSFBTP��LSBO�VLRO�AL@RJBKQ�ILLHFKD�>Q�AFCCBOBKQ�>PMB@QP�B>@E�

QFJB��4VMF@>IIV�VLR�TFII�PQ>OQ�TFQE�EFDEBO�LOABO�@LK@BOKP�>KA�MOLDOBPP�QL�PJ>IIBO�JLOB�ABQ>FI�

LOFBKQBA�FPPRBP��&LO�BU>JMIB�FK�VLRO�gkOPQ�M>PPh�OBSFBT�QEB�BKQFOB�AL@RJBKQ�CLO�PQOR@QRO>I�

BIBJBKQP�PR@E�>P�LSBO>II�CLOJ>QQFKD�@LKQBKQ�OBNRFOBJBKQP�LOD>KFW>QFLK>I�M>QQBOKP�>KA�

@LEBOBKQ�lLT�LC�FKCLOJ>QFLK��/K@B�VLR�E>SB�>AAOBPPBA�QEBPB�@LK@BOKP�VLRO�gPB@LKA�M>PPh�

JFDEQ�CL@RP�LK�VLRO�RPB�LC�QLMF@�PBKQBK@BP�>KA�FKAFSFAR>I�M>O>DO>ME�LOD>KFW>QFLK��4EB�@EB@HIFPQ�

?BILT�FP�FKQBKABA�>P�>�?OFBC�LSBOSFBT�LC�QEFKDP�QL�T>Q@E�CLO�?RQ�QEB�FQBJP�FK�QEB�IFPQ�>OB�KLQ�>II�LC�

BNR>I�FJMLOQ>K@B�>KA�PLJB�FQBJP�KBBAFKD�OBSFPFLK�J>V�?B@LJB�>MM>OBKQ�AROFKD�JRIQFMIB�PQBMP�

FK�QEB�MOL@BPP��4EB�FKCLOJ>QFLK�FK�QEB�I>QBO�g2BSFPFLK�4B@EKFNRBPh�PB@QFLK�LC�QEFP�@E>MQBO�TFII�

EBIM�VLR�FABKQFCV�@LK@BMQP�>@OLPP�QEB�PMB@QORJ�LC�PQOR@QROB�IBSBI�OBSFPFLK�>KA�PBKQBK@B�IBSBI�

BAFQFKD�QE>Q�VLR�PELRIA�HBBM�FK�JFKA��
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&3D7A7=<��6319:7AB�

&FOPQ�0>PP��
$L@RJBKQ�IBSBI�
OBSFBT�
	PQOR@QRO>I�IBSBI�
OBSFPFLK
�

i� 2BSFBT�PMB@Fk@>QFLKP�QL�BKPROB�QE>Q�VLR�E>SB�FK@IRABA�>II�OBNRFOBA�@LKQBKQ��
i� ->H B�PROB�VLRO�QFQIB�EB>AFKDP�PR?EB>AFKDP�>KA�Q>?IB�kDROB�I>?BIP�>OB�

@IB>O�>KA�ABP@OFMQFSB��(B>AFKDP�PELRIA�@IB>OIV�>KA�BCk@FBKQIV�FKAF@>QB�QEB�
@LKQBKQ�LC�QE>Q�PB@QFLK��kDROB�>KA�Q>?IB�@>MQFLKP�PELRIA�@IB>OIV�ABP@OF?B�QEB�
@LKQBKQ�LC�QEB�SFPR>I��

i� ->H B�PROB�FAB>P�lLT�FK�>�ILDF@>I�LOABO�>KA�BUMI>K>QFLKP�@LJB�FK�>�QFJBIV�
J>KKBO��

i� ->H B�PROB�B>@E�M>O>DO>ME�?BDFKP�TFQE�>�QLMF@�PBKQBK@B�QE>Q�MOBSFBTP�>KA�
LO�PRJJ>OFWBP�QEB�@LKQBKQ�QL�@LJB��

i� !AA�RPB�@LEBOBKQ�QO>KPFQFLKP�QL�IFKH�LKB�MLFKQ�ILDF@>IIV�QL�QEB�KBUQ��
i� 2BSFBT�MI>@BJBKQ�>KA�MROMLPB�LC�>KV�SFPR>IP�PR@E�>P�Q>?IBP�FIIRPQO>QFLKP�LO�

>OQFPQF@�BIBJBKQP�

3B@LKA�0>PP��
0>O>DO>ME�IBSBI�
OBSFBT�	JFA�IBSBI�
OBSFPFLK�>KA�BAFQFKD
�

i� #RQ�RKKB@BPP>OV�LO�FOOBIBS>KQ�FKCLOJ>QFLK�CLO�VLRO�FKQBKABA�>RAFBK@B��
i� ->H B�PROB�VLR�>OB�RPFKD�>K�>MMOLMOF>QB�QLKB�	KBRQO>I�L?GB@QFSB�

@LKPQOR@QFSB�CLOJ>I
��
i� , L@>QB�>KA�ABkKB�HBV�QBOJP�OBI>QFSB�QL�VLRO�>RAFBK@B��BUMBOQP�@>K�QLIBO>QB�

@LJMIBU�FKCLOJ>QFLK�TFQE�>�ILQ�LC�QBOJFKLILDV��DBKBO>I�OB>ABOP�OBNRFOB�
PFJMIBO�IBPP�ABQ>FIBA�ABP@OFMQFLKP�BUMI>K>QFLKP��

i� 2BSFBT�>KA�OBSFPB�>KV�LSBOIV�ILKD�LO�PELOQ�M>O>DO>MEP�	�c���IFKBP�ILKD�FP�>�
OB>PLK>?IB�DRFABIFKB
��

4EFOA�0>PP��
3BKQBK@B�IBSBI�
OBSFBT�
	PBKQBK@B�IBSBI�
BAFQFKD�M>OQ��
�

i� 2BSFBT�PBKQBK@B�IBKDQE��#LKPFABO�OBSFPFKD�PBKQBK@BP�ILKDBO�QE>K����TLOAP��
6>OV�QEB�IBKDQE�>KA�PQOR@QROB�LC�PBKQBK@BP��

i� %U>JFKB�O>QFL�LC�SBO?P�QL�KRJ?BO�LC�TLOAP�MBO�PBKQBK@B��'BKBO>IIV�QEB�
EFDEBO�O>QFL�LC�SBO?P�QL�QLQ>I�TLOAP�FK�QEB�PBKQBK@B�QEB�PQOLKDBO�QEB�
PBKQBK@B��

i� )ABKQFCV�>KA�OBMI>@B�S>DRB�M>PPFSB�SBO?P�>KA�CLOJP�LC��QL�?B��	FP�>OB�T>P�
TBOB�?BFKD
�TEBOB�CB>PF?IB��

i� 2BMI>@B�SBO?P�PR@E�>P�gJ>HBh�gALh�eE>SBh�>KA�gDBQh�QE>Q�E>SB�JRIQFMIB�
MLPPF?IB�JB>KFKDP�TFQE�JLOB�MOB@FPB�TLOAFKD��

i� %U>JFKB�>KA�@I>OFCV�>KV�S>DRB�!@QLO�!@QFLK�	LO�3R?GB@Q�6BO?
�OBI>QFLKPEFMP��
i� )K�DBKBO>I�HBBM�QEB�PR?GB@Q�>KA�QEB�SBO?�@ILPB�QLDBQEBO�>KA�HBBM�QEB�SBO?�

KB>O�QEB�?BDFKKFKD�LC�QEB�PBKQBK@B��

&LROQE�0>PP��
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Structur e-Level Revisi ons 
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LOD>KFW>QFLK�>KA�QLMF@�PBKQBK@BP�TFII�EBIM�BKPROB�QE>Q�VLRO�AL@RJBKQ�@IB>OIV�@LKSBVP�VLRO�
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Internal Organizati on 
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/CQBK�TEBK�>RQELOP�@OB>QB�QB@EKF@>I�AL@RJBKQP�QEBV�ALKfQ�@LKP@FLRPIV�QEFKH�>?LRQ�B>@E�

M>O>DO>MEfP�@LKQBKQP�>KA�ILDF@��)KPQB>A�J>KV�>RQELOP�CL@RP�LK�DBQQFKD�TLOAP�LKQL�QEB�M>DB�>KA�

QEBV�kDROB�LRQ�TE>Q�QEBV�JB>K�TEFIB�QEBVfOB�TOFQFKD��3LJBQFJBP�QEB�OBPRIQP�@>K�PBBJ�

AFPGLFKQBA��!@@LOAFKDIV�>RQELOP�PELRIA�DL�?>@H�>KA�FKPBOQ�QLMF@�PBKQBK@BP�QE>Q�@>K�EBIM�OB>ABOP�

RKABOPQ>KA�TEBOB�QEBV�>OB�DLFKD�TE>QfP�@LJFKD�RM�KBUQ�TEBOB�QEBVfSB�GRPQ�?BBK�>KA�ELT�

TE>Q�QEBV�>OB�OB>AFKD�@LKKB@QP�QL�QEB�AL@RJBKQ�>P�>�TELIB��

Types of Topic Sentences 

$FCCBOBKQ�QLMF@�PBKQBK@BP�>@EFBSB�AFCCBOBKQ�MROMLPBP��4EBOBCLOB�TEBK�AO>CQFKD�>KA�OBSFPFKD�

@LKPFABO�TE>Q�VLR�T>KQ�B>@E�M>O>DO>ME�QL�>@@LJMIFPE�CLO�>�OB>ABO��5PB�QE>Q�FKCLOJ>QFLK�>ILKD�

TFQE�QEB�BU>JMIBP�?BILT�QL�ABQBOJFKB�TEF@E�PQOR@QROB�FP�FAB>I�CLO�>�M>OQF@RI>O�M>O>DO>ME�LO�

PB@QFLK��

� 3GE=@2�B=>71�A3<B3<13
�4EFP�QVMB�LC�QLMF@�PBKQBK@B�@LKQ>FKP�>�HBVTLOA�QE>Q�EFKQP�>?LRQ�

QEB�@LKQBKQ�>KA�LOD>KFW>QFLK�LC�QEB�RM@LJFKD�J>QBOF>I��5PB�LKB�FC�VLRO�PB@QFLK�	LKB�LO�
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JLOB�M>O>DO>MEP
�AFP@RPPBP�JRIQFMIB�PFJFI>O�QEFKDP�	CLO�BU>JMIB�MOL?IBJP�PLIRQFLKP�

@>RPBP�@LKPBNRBK@BP�OB>PLKP�>PMB@QP�C>@QLOP
��

%U>JMIB�

0I>DF>OFPJ�@>K�OBPRIQ�FK�J>KV�RKMIB>P>KQ�@LKPBNRBK@BP��	4EFP�QLMF@�PBKQBK@B�FKAF@>QBP�QE>Q�
QEB�OBPQ�LC�QEB�M>O>DO>ME�TFII�QEBK�ABIFKB>QB�QEBPB�@LKPBNRBK@BP�
�

#D3@D73E�B=>71�A3<B3<13
�4EFP�QVMB�LC�QLMF@�PBKQBK@B�K>JBP�>II�QEB�PR?QLMF@P�FK�QEB�

RM@LJFKD�J>QBOF>I��5PB�LKB�FC�VLR�T>KQ�QL�PMB@FCV�>II�QEB�PR?QLMF@P�VLR�TFII�>AAOBPP��

%U>JMIB�

0I>DF>OFPJ�J>V�L@@RO�FK�>KV�KRJ?BO�LC�T>VP��ELTBSBO�QEB�JLPQ�MOBS>IBKQ�CLOJP�>OB�FK@LOOB@Q�
FK�QBUQ�@FQ>QFLK�LC�PLRO@BP�C>FIROB�QL�FK@IRAB�NRLQ>QFLK�J>OHP�>OLRKA�BU>@Q�TLOAFKD�Q>HBK�
COLJ�>KLQEBO�PLRO@B�>KA�C>FIROB�QL�FK@IRAB�@LOOB@Q�>KA�@LJMIBQB�TLOHP�@FQBA�BKQOFBP�CLO�>II�
PLRO@BP�RPBA��	4EFP�QLMF@�PBKQBK@B�DFSBP�>K�LSBOSFBT�LC�PBSBO>I�@LJJLK�QVMBP�LC�MI>DF>OFPJ��
4EB�OBPQ�LC�QEB�M>O>DO>ME�TFII�QEBK�ABP@OF?B�B>@E�LC�QEBPB�FK�ABQ>FI�>KA�MOLSFAB�>K�BU>JMIB�LC�
B>@E�
�

(63A7A	AB/B3;3<B�B=>71�A3<B3<13
�4EFP�QVMB�LC�QLMF@�PBKQBK@B�J>HBP�>K�>PPBOQFLKd>K�

>ODRJBKQ�LO�@I>FJdQE>Q�QEB�OBPQ�LC�QEB�M>O>DO>ME�JRPQ�PRMMLOQ��5PB�LKB�FC�VLRO�PB@QFLK�

MOLSBP�>�MLFKQ�>KA�FK@IRABP�JRIQFMIB�PRMMLOQFKD�PQ>QBJBKQP��

%U>JMIB�

0I>DF>OFPJ�E>P�OBPRIQBA�FK�QEB�ABJFPB�LC�JLOB�QE>K�LKB�TOFQBOfP�MOLCBPPFLK>I�@OBAF?FIFQV��	4EB�
QLMF@�PBKQBK@B�J>HBP�>K�>ODRJBKQ�QE>Q�QEB�OBPQ�LC�QEB�M>O>DO>ME�TFII�QEBK�ABSBILM�>KA�
PRMMLOQ�
�

( =>71�23P<7B7=<
�4EFP�QVMB�LC�QLMF@�PBKQBK@B�K>JBP�QEB�QBOJ�?BFKD�ABkKBA�FABKQFkBP�QEB�

@I>PP�FQ�?BILKDP�QL�>KA�ABP@OF?BP�FQP�AFPQFKDRFPEFKD�@E>O>@QBOFPQF@P��)Q�JRPQ�@LKQ>FK�EFDEIV�

PMB@Fk@�FKCLOJ>QFLK��5PB�LKB�FC�VLRO�PB@QFLK�FKQOLAR@BP�>K�RKC>JFIF>O�QBOJ��

%U>JMIB�
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3BIC�MI>DF>OFPJ�FP�>�QVMB�LC�>@>ABJF@�AFPELKBPQV�QE>Q�FKSLISBP�QEB�OBRPB�LC�>�TOFQBOfP�LTK�TLOH�
QE>Q�T>P�@LJMIBQBA�CLO�>KLQEBO�@I>PP��	4EFP�QLMF@�PBKQBK@B�K>JBP�QEB�QBOJ�FABKQFkBP�QEB�
I>ODBO�@>QBDLOV�QL�TEF@E�FQ�?BILKDP�>KA�QEBK�ABP@OF?BP�FQ��4EB�OBPQ�LC�QEB�M>O>DO>ME�TFII�DL�LK�
QL�AFP@RPP�QEFP�QBOJ�>KA�DFSB�>�PMB@Fk@�BU>JMIB�QL�FIIRPQO>QB�FQ�
�

( =>71�;3<B7=<
�4EFP�QVMB�LC�QLMF@�PBKQBK@B�PFJMIV�K>JBP�LO�OBJFKAP�QEB�OB>ABOP�>?LRQ�QEB�

DBKBO>I�PR?GB@Q�>Q�E>KA��)Q�ALBP�KLQ�CLOB@>PQ�TE>Q�TFII�?B�P>FA�>?LRQ�QEB�PR?GB@Q��5PB�LKB�QL�

OBCL@RP�>�AFP@RPPFLK�>CQBO�>�AFDOBPPFLK�LO�QL�MRII�?>@H�QL�QEB�JLOB�DBKBO>I�QLMF@�>CQBO�VLR�

E>SB�K>OOLTBA�QEB�AFP@RPPFLK�QL�>AAOBPP�PMB@Fk@�ABQ>FIP�>?LRQ�LKB�>PMB@Q�LC�QEB�QLMF@��

4EFP�QVMB�LC�QLMF@�PBKQBK@B�PBOSBP�>P�>�QO>KPFQFLK�?BQTBBK�M>O>DO>MEP��)Q�FP�LCQBK�QEBK�

CLIILTBA�?V�>�PB@LKA�QLMF@�PBKQBK@B�QE>Q�C>IIP�FKQL�LKB�LC�QEB�@>QBDLOFBP�ABP@OF?BA�>?LSB�

>KA�CL@RPBP�QEB�@LKQBKQ�LC�QEB�OBPQ�LC�QEB�M>O>DO>ME��

%U>JMIB�

!P�TBfSB�PBBK�QEOLRDELRQ�QEFP�AL@RJBKQ�MI>DF>OFPJ�FP�>�PBOFLRP�@LK@BOK�CLO�TOFQBOP��	4EB�OBPQ�
LC�QEB�M>O>DO>ME�TLRIA�>AAOBPP�MI>DF>OFPJ�FK�PLJB�T>V�?RQ�KLQ�KB@BPP>OFIV�BUM>KA�LK�FQ�?BFKD�
>�gPBOFLRP�@LK@BOK�h
�

"=�B=>71�A3<B3<13
�3LJBQFJBP�	SBOV�O>OBIV�FK�QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD
�VLR�J>V�

KLQ�KBBA�LO�T>KQ�>�QLMF@�PBKQBK@B��)C�VLRO�J>QBOF>IP�@LKQ>FK�>�PQLOV�QE>Q�IB>AP�QL�>�MLFKQ�LO�

>OB�M>OQ�LC�>�MLMRI>O�P@FBK@B�LO�QB@EKLILDV�TOFQFKD�MOLGB@Q�>�QO>AFQFLK>I�QLMF@�PBKQBK@B�RM�

COLKQ�J>V�?B�FK>MMOLMOF>QB��

)K�>AAFQFLK�QL�@IB>O�QLMF@�PBKQBK@BP�>KLQEBO�@OR@F>I�T>V�QL�BKPROB�VLRO�PBNRBK@B�LC�FKCLOJ>QFLK�

>KA�VLRO�M>QQBOK�LC�LOD>KFW>QFLK�>OB�@IB>OIV�@LKSBVBA�QL�VLRO�>RAFBK@B�FP�QL�J>HB�PROB�VLR�E>SB�

BU@BMQFLK>IIV�@IB>O�QO>KPFQFLK>I�PBKQBK@BP�>KA�MEO>PBP�	PBB�#E>MQBO����/OD>KFW>QFLK
��

Mid -Level Revisi on and Editing 

4EBOB�FP�KL�@IB>O�?LOABO�TEBOB�EFDEBO�LOABO�PQOR@QROB�IBSBI�OBSFPFLK�BKAP�>KA�ILTBO�LOABO�

PBKQBK@B�IBSBI�BAFQFKD�?BDFKP�>P�?LQE�BUFPQ�LK�>�PMB@QORJ��!P�VLR�TLOH�VLRO�T>V�COLJ�OBSFPFKD�

QL�BAFQFKD�VLR�TFII�kKA�QE>Q�OB@ROOFKD�@ELF@BP�LK�QEB�PBKQBK@B�IBSBI�FJM>@Q�QEB�LSBO>II�@LKQBKQ�

>KA�PQOR@QROB�LC�VLRO�AL@RJBKQ��7EFIB�AFPQFKDRFPEFKD�PQOR@QROB�IBSBI�OBSFPFLK�>KA�PBKQBK@B�
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IBSBI�BAFQFKD�FP�EBIMCRI�FQ�FP�>IPL�EBIMCRI�QL�OB@LDKFWB�TEBOB�QEBV�LSBOI>M�FK�PLJB�PMB@Fk@�

@LK@BMQP�O>QEBO�QE>K�QOVFKD�QL�@>QBDLOFWB�QEBJ�PLIBIV�FKQL�LKB�IBSBI�LO�>KLQEBO��

Paragraph Length 

7EFIB�QEBOB�FP�KL�PMB@Fk@�ORIB�>P�QL�ELT�ILKD�VLRO�M>O>DO>MEP�PELRIA�?B�FK�QB@EKF@>I�>KA�

MOLCBPPFLK>I�TOFQFKD�VLR�TFII�JLOB�LCQBK�OBIV�LK�PELOQ�CL@RPBA�M>O>DO>MEP�>P�LMMLPBA�QL�LSBOIV�

ILKD�LKBP��7EBK�ABQBOJFKFKD�M>O>DO>ME�IBKDQE�@LKPFABO�QEB�DBKOB�LC�VLRO�AL@RJBKQ�QEB�

@LKQBKQ�VLR�>OB�MOBPBKQFKD�>KA�ELT�VLRO�OB>ABO�TFII�?B�FKQBO>@QFKD�TFQE�>KV�FKCLOJ>QFLK�VLR�

MOLSFAB��4EFP�lBUF?IB�>MMOL>@E�TFII�EBIM�VLR�ABQBOJFKB�QEB�gOFDEQh�M>O>DO>ME�IBKDQEP�CLO�VLRO�

AL@RJBKQ��

!P�VLR�JLSB�COLJ�QEB�PQOR@QRO>I�IBSBI�QL�QEB�PBKQBK@B�IBSBI�@EB@H�CLO�M>O>DO>ME�?OB>HP��!�

M>O>DO>ME�?OB>H�FP�TEBOB�LKB�M>O>DO>ME�BKAP�>KA�>�KBT�LKB�?BDFKP��)KPBOQ�M>O>DO>ME�?OB>HP�

TEBOB�QEBOB�FP�>�PEFCQ�FK�QLMF@�LO�PR?QLMF@�LO�>�PEFCQ�FK�QEB�T>V�>�QLMF@�FP�?BFKD�AFP@RPPBA��

(BOB�>OB�PLJB�PRDDBPQFLKP�CLO�M>O>DO>ME�IBKDQE��

i� )C�VLRO�QB@EKF@>I�AL@RJBKQ�KBBAP�>�DOB>Q�AB>I�LC�BUMLPFQLOV�TOFQFKD�>KA�TFII�?B�MOFKQBA�FK�

E>OA�@LMV�VLR�@>K�MOL?>?IV�RPB�OBI>QFSBIV�ILKD�M>O>DO>MEP��!�PFKDIB�PM>@BA�M>DB�CRII�LC�QBUQ�

TFII�MOL?>?IV�@LKQ>FK�LKB�QL�CLRO�M>O>DO>ME�?OB>HP��

i� )C�VLRO�QB@EKF@>I�AL@RJBKQ�ALBP�KLQ�OBNRFOB�ILKD�?IL@HP�LC�QBUQ�@LKPFABO�?OB>HFKD�FQ�RM�FKQL�

SBOV�PELOQ�M>O>DO>MEP��4EOBB�PBKQBK@BP�MBO�M>O>DO>ME�FP�>�TFABIV�>@@BMQBA�>SBO>DB��

i� )C�VLRO�QB@EKF@>I�AL@RJBKQ�TFII�?B�MLPQBA�LKIFKB�RPB�PELOQ�M>O>DO>MEP��0BLMIB�DBKBO>IIV�

kKA�FQ�B>PFBO�QL�OB>A�PELOQ�M>O>DO>MEP�LKIFKB�QE>K�QL�OB>A�ILKD�M>O>DO>MEP�LKIFKB��

7EBK�VLR�>OB�C>@BA�TFQE�M>OQF@RI>OIV�ILKD�?IL@HP�LC�QBUQ�QEFKH�>?LRQ�?OB>HFKD�QEBJ�RM�FKQL�

PJ>IIBO�AFPQFK@Q�MLOQFLKP��4EFP�MO>@QF@B�FP�PLJBQFJBP�OBCBOOBA�QL�>P�16C<97<5�VLRO�FKCLOJ>QFLK��

%>@E�g@ERKHh�PELRIA�FK@IRAB�>�PMB@Fk@�>KA�@IB>O�QLMF@�PBKQBK@B�CLIILTBA�?V��c��PBKQBK@BP�QE>Q�

BI>?LO>QB�LK�QE>Q�QLMF@�TFQE�JLOB�ABQ>FIP�>KA�PMB@Fk@FQV��4EB�KBUQ�M>O>DO>ME�@LRIA�Q>HB�QEB�FAB>�

FKQL�>�KBUQ�IBSBI�LC�PMB@Fk@FQV�BFQEBO�?V�BI>?LO>QFKD�LK�LKB�LC�QEB�FAB>P�LO�@LK@BMQP�MOBPBKQBA�FK�

QEB�I>QQBO�M>OQ�LC�QEB�MOBSFLRP�M>O>DO>ME�LO�FKQOLAR@FKD�>�@LKPB@RQFSB�FAB>�>Q�>MMOLUFJ>QBIV�QEB�

P>JB�IBSBI�LC�PMB@Fk@FQV��
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Transiti ons 

!P�VLR�QO>KPFQFLK�COLJ�LKB�M>O>DO>ME�QL�QEB�KBUQ�VLR�PELRIA�@IB>OIV�@LKSBV�QEB�OBI>QFLKPEFMP�

?BQTBBK�QEB�FAB>P�FK�B>@E�M>O>DO>ME��*RPQ�>P�QLMF@�PBKQBK@BP�FJJBAF>QBIV�@I>OFCV�>�M>O>DO>MEfP�

PR?GB@Q�CLO�QEB�OB>ABO�B@/<A7B7=<A�EBIM�QEB�OB>ABO�RKABOPQ>KA�ELT�QEB�>OO>KDBJBKQ�LC�@LKQBKQ�

OBlB@QP�>KA�LO�>JMIFkBP�QEB�TOFQBOfP�MROMLPB���&LO�QEB�TOFQBO�QO>KPFQFLKP�@>K�>IPL�PBOSB�>P�>�

IFQJRP�QBPQ�OBD>OAFKD�QEB�FKQRFQFSBKBPP�>KA�lRFAFQV�LC�FKQBO�M>O>DO>ME�QO>KPFQFLKP���)K�LQEBO�

TLOAP�QEB�JLOB�AFCk@RIQ�FQ�FP�QL�>OQF@RI>QB�QEB�OBI>QFLKPEFM�?BQTBBK�QTL�M>O>DO>MEPf�@LKQBKQ�

QEB�JLOB�IFHBIV�QEB�M>O>DO>ME�PBNRBK@B�KBBAP�QL�?B�OB>OO>KDBA���5IQFJ>QBIV�PJLLQE�QO>KPFQFLKP�

EBIM�TOFQBOP�CO>JB�@LKQBKQ�FK�QBOJP�LC�QEBFO�MROMLPB�>KA�C>@FIFQ>QB�OB>ABOPf�@LJMOBEBKPFLK�	>KA�

BSBK�>MMOB@F>QFLK
�LC�@LKQBKQ��

Take Contr ol of Your T one 

$LBP�VLRO�TOFQFKD�LO�PMBB@E�PLRKA�MIB>P>KQ�>KA�>DOBB>?IB�LO�PFJMIB�>KA�PLMEFPQF@>QBA��

#LKSBOPBIV�ALBP�FQ�@LJB�>@OLPP�>P�PQRCCV�CLOJ>I�?IL>QBA�FOLKF@�P>O@>PQF@�lLTBOV�ORAB�LO�

FK@LKPFABO>QB��2B@LDKFWFKD�LRO�LTK�QLKB�FP�KLQ�>IT>VP�B>PV�>P�TB�QBKA�QL�OB>A�LO�IFPQBK�COLJ�

LRO�LTK�SFBTMLFKQ�>KA�J>HB�>IILT>K@BP�>@@LOAFKDIV��

/K@B�VLR�E>SB�@E>O>@QBOFWBA�VLRO�QLKB�VLR�KBBA�QL�AB@FAB�TEBQEBO�>KA�ELT�FQ�@>K�?B�

FJMOLSBA��&FDROFKD�LRQ�ELT�QL�J>HB�VLRO�SLF@B�J>Q@E�VLRO�FKQBKQFLKP�Q>HBP�QFJB�>KA�PHFII��/KB�

RPBCRI�QFM�FP�QL�OB>A�VLRO�AL@RJBKQ�LRQ�ILRA�?BCLOB�VLR�ABIFSBO�FQ�GRPQ�>P�VLR�TLRIA�MO>@QF@B�>�

PMBB@E�?BCLOB�VLR�MOBPBKQ�FQ�QL�>K�>RAFBK@B��3LJBQFJBP�EB>OFKD�VLRO�LTK�TLOAP�@>K�OBSB>I�

QEBFO�QLKB�EBIMFKD�VLR�AB@FAB�TEBQEBO�FQ�FP�@LOOB@Q�LO�>MMOLMOF>QB�CLO�QEB�PFQR>QFLK��

!KLQEBO�T>V�VLR�J>V�IB>OK�QL�>PPBPP�VLRO�LTK�QLKB�FP�QL�IFPQBK�QL�LO�T>Q@E�LQEBOPf�

MOBPBKQ>QFLKP��->OQFK�,RQEBO�+FKD�*O��E>A�LKB�PQVIB�TEFIB�CLOJBO�0OBPFABKQ�">O>@H�/?>J>�E>P�

>KLQEBO��4EB�TOFQFKD�FK�'41�� @8-:@5/�FP�JLOB�PLMEFPQF@>QBA�QE>K�QEB�PFJMIBO�TOFQFKD�FK�(&��' ;0-E �

VBQ�?LQE�>OB�SBOV�PR@@BPPCRI�TFQE�QEBFO�OBPMB@QFSB�>RAFBK@BP��7E>Q�HFKA�LC�QLKB�FP�?BPQ�CLO�VLRO�

FKQBKABA�>RAFBK@B��

&FK>IIV�PBBH�LRQ�>KA�?B�OB@BMQFSB�QL�CBBA?>@H�COLJ�QB>@EBOP�@I>PPJ>QBP�>KA�@LTLOHBOP��$LKfQ�

KB@BPP>OFIV�Q>HB�QEB�TLOA�LC�GRPQ�LKB�@OFQF@�?RQ�FC�PBSBO>I�@OFQF@P�MLFKQ�QL�>�PMBB@E�>P�>K�BU>JMIB�

LC�MLJMLRP�BILNRBK@B�>KA�VLR�ALKfQ�T>KQ�QL�@LJB�>@OLPP�FK�VLRO�MOBPBKQ>QFLK�>P�MLJMLRP�VLR�

J> V�IB>OK�COLJ�QE>Q�BU>JMIB�TE>Q�QL�>SLFA��

246  |  REVISION TECHNI QUES



Define Your T erms 

%SBK�TEBK�VLR�>OB�@>OBCRI�QL�@O>CQ�VLRO�JBPP>DB�@IB>OIV�>KA�@LK@FPBIV�KLQ�BSBOVLKB�TFII�

RKABOPQ>KA�BSBOV�TLOA�VLR�P>V�LO�TOFQB��!P�>K�BCCB@QFSB�@LJJRKF@>QLO�FQ�FP�VLRO�OBPMLKPF?FIFQV�

QL�DFSB�VLRO�>RAFBK@B�BSBOV�>AS>KQ>DB�FK�RKABOPQ>KAFKD�VLRO�JB>KFKD��(LTBSBO�VLRO�

AL@RJBKQ�LO�MOBPBKQ>QFLK�TLRIA�C>II�l>Q�FC�VLR�QOFBA�QL�ABkKB�B>@E�>KA�BSBOV�QBOJdVLR�TLRIA�

BKA�RM�PLRKAFKD�IFHB�>�AF@QFLK>OV��

4EB�PLIRQFLK�FP�QL�?B�>T>OB�LC�>KV�TLOAP�VLR�>OB�RPFKD�QE>Q�J>V�?B�RKC>JFIF>O�QL�VLRO�>RAFBK@B��

7EBK�VLR�FABKQFCV�>K�RKC>JFIF>O�TLOA�VLRO�kOPQ�AB@FPFLK�FP�TEBQEBO�QL�RPB�FQ�LO�QL�PR?PQFQRQB�>�

JLOB�@LJJLK�B>PFIV�RKABOPQLLA�TLOA��)C�VLR�@ELLPB�QL�RPB�QEB�RKC>JFIF>O�TLOA�QEBK�VLR�KBBA�

QL�AB@FAB�ELT�QL�@LKSBV�FQP�JB>KFKD�QL�QELPB�FK�VLRO�>RAFBK@B�TEL�>OB�KLQ�C>JFIF>O�TFQE�FQ��9LR�

J> V�AL�QEFP�FK�>�S>OFBQV�LC�T>VP��4EB�JLPQ�L?SFLRP�LC�@LROPB�FP�QL�PQ>QB�QEB�JB>KFKD�AFOB@QIV�LO�

QL�OBMEO>PB�QEB�QBOJ�FK�AFCCBOBKQ�TLOAP�?RQ�VLR�J>V�>IPL�@LKSBV�QEB�JB>KFKD�FK�QEB�MOL@BPP�LC�

J>HFKD�>KA�PRMMLOQFKD�VLRO�MLFKQP��!KLQEBO�T>V�FP�QL�DFSB�BU>JMIBP�QL�FIIRPQO>QB�B>@E�@LK@BMQ�

LO�RPB�M>O>IIBIP�COLJ�BSBOVA>V�IFCB��

/S BO>II�HBBM�VLRO�>RAFBK@B�FK�JFKA�>KA�FJ>DFKB�VLROPBIC�FK�QEBFO�MI>@B��4EFP�TFII�EBIM�VLR�QL�

>AGRPQ�VLRO�TOFQFKD�IBSBI�>KA�PQVIB�QL�QEBFO�KBBAP�J>UFJFWFKD�QEB�IFHBIFELLA�QE>Q�VLRO�JBPP>DB�

TFII�?B�RKABOPQLLA��

Be Results Ori ented 

5IQFJ>QBIV�QEB�>PPFDKJBKQ�E>P�QL�?B�@LJMIBQB��)Q�@>K�?B�>�@E>IIBKDB�QL�?>I>K@B�QEB�KBBA�CLO�

>QQBKQFLK�QL�ABQ>FI�TFQE�QEB�KBBA�QL�>OOFSB�>Q�QEB�BKA�MOLAR@Qd>KA�FQP�ARB�A>QB��3QBMEBK�#LSBV�

PRDDBPQP�?BDFKKFKD�TFQE�QEB�BKA�FK�JFKA�>P�LKB�PQO>QBDV�CLO�PR@@BPP�� �)C�VLR�E>SB�ALKB�VLRO�

MOBM>O>QFLK�HKLT�VLRO�>PPFDKJBKQ�DL>I�>KA�ABPFOBA�OBPRIQP�E>SB�IB>OKBA�>?LRQ�VLRO�>RAFBK@B�

>KA�E>SB�Q>FILOBA�QEB�JBPP>DB�QL�QEB�>RAFBK@BfP�BUMB@Q>QFLKP�QEBK�VLR�>OB�TBII�LK�VLRO�T>V�QL�

@LJMIBQFKD�QEB�Q>PH��.L�AL@RJBKQ�LO�MOBPBKQ>QFLK�FP�MBOCB@Q�?RQ�QEB�DL>I�LC�MBOCB@QFLK�FP�

TLOQEV�LC�VLRO�@LKQFKRBA�BCCLOQ�CLO�FJMOLSBJBKQ��

4EBOBCLOB�FQ�FP�@OR@F>I�QL�HKLT�TEBK�CROQEBO�OBSFPFLK�TFII�KLQ�?BKBkQ�QEB�MOBPBKQ>QFLK�LO�

AL@RJBKQ��7LOH�LK�HKLTFKD�TEBK�QL�PEFCQ�QEB�CL@RP�QL�J>OHBQ�QBPQFKD�>PHFKD�CLO�CBBA?>@H�LO�

PE>OFKD�>�AO>CQ�TFQE�>�JBKQLO�LO�@LTLOHBO�CLO�>�NRF@H�OBSFBT��$BQBOJFKFKD�QEB�?>I>K@B�?BQTBBK�

@LJMIBQFLK�>KA�OBSFPFLK�TEFIB�BKD>DFKD�FK�>K�>@QFSFQV�QE>Q�OBNRFOBP�>�EFDE�IBSBI�LC�>QQBKQFLK�QL�

ABQ>FI�@>K�?B�>�@E>IIBKDB�CLO�>KV�@LJJRKF@>QLO�?RQ�QEB�HBV�FP�QL�HBBM�QEB�BKA�FK�JFKA��
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Sentence-Level Editing 

9LRfSB�MOL?>?IV�EB>OA�MIBKQV�LC�QFJBP�QE>Q�TOFQFKD�PELRIA�?B�@IB>O�AFOB@Q�PR@@FK@Q�>KA�>@QFSB��

4EFP�PQ>QBJBKQ�FP�LKB�LC�QELPB�PBIC�BSFABKQ�QORQEPdTEV�TLRIA�>KVLKB�PBQ�LRQ�QL�TOFQB�>KV�LQEBO�

T>V��(LTB SBO�TE>Q�ALBP�QEFP�>ASF@B�OB>IIV�BKQ>FI�TEBK�TB�>MMIV�FQ��7E>Q�AL�PBKQBK@BP�QE>Q�>OB�

KLQ�g@IB>Oh�LO�gAFOB@Qh�ILLH�IFHB��7E>Q�PLOQP�LC�QEFKDP�>OB�TOLKD�TFQE�QEBJ��(LT�AL�VLR�kU�QEBJ��

3BKQBK@BP�@>K�?B@LJB�OBARKA>KQ�TLOAV�RK@IB>O�FKAFOB@Q�M>PPFSB�>KA�GRPQ�MI>FK�E>OA�QL�

RKABOPQ>KA�TEFIB�PQFII�OBJ>FKFKD�DO>JJ>QF@>IIV�g@LOOB@Q�h�!II�QEBFO�PR?GB@QP�>KA�SBO?P�>DOBB�QEB�

@LJJ>P�>OB�FK�QEB�OFDEQ�MI>@BP�>KA�QEB�TLOAP�>OB�PMBIIBA�@LOOB@QIV��3QFII�QEBPB�PBKQBK@BP�>OB�C>O�

JLOB�AFCk@RIQ�QL�OB>A�QE>K�>�PBKQBK@B�TFQE�>�@LJJ>�MOL?IBJ��

4EB�CLIILTFKD�PB@QFLKP�@LSBO�PBSBK�LC�QEB�JLPQ�@LJJLK�PBKQBK@B�IBSBI�MOL?IBJP�>KA�PELT�VLR�

T>VP�LC�kUFKD�QEBJ��+KLTFKD�QEBPB�PBSBK�QEFKDP�QL�T>Q@E�CLO�TFII�BK>?IB�VLR�QL�PMLQ�LQEBOP��

Repetiti ve Sentence Structur es 

!P�VLR�OB>A�QEOLRDE�VLRO�AL@RJBKQ�VLR�J>V�KLQF@B�QE>Q�VLRO�PBKQBK@BP�PQOR@QRO>IIV�PMB>HFKD�

ILLH�SBOV�PFJFI>O��0BOE>MP�VLR�PQ>OQ�QEOBB�PBKQBK@BP�FK�>�OLT�TFQE�QEB�P>JB�TLOA�LO�VLR�>OB�

M>OQF@RI>OIV�CLKA�LC�>MMLPFQFSB�MEO>PBP�LO�J>V?B�VLRO�PBKQBK@BP�>OB�>IJLPQ�>IT>VP�LSBO�QTL�

IFKBP�ILKD��7EFIB�E>SFKD�>�AFPQFK@Q�PQVIB�FP�KLQ�>�?>A�QEFKD�OBARKA>KQ�MEO>PFKD�@>K�IB>A�QL�OB>ABO�

C>QFDRB�LO�AFPFKQBOBPQ��9LR�@>K�>AAOBPP�QEFP�FPPRB�?V�S>OVFKD�PBKQBK@B�PQOR@QROBP��4EB�?>PF@�

PBKQBK@B�PQOR@QROB�FK�%KDIFPE�?BDFKP�TFQE�QEB�PR?GB@Q�LO�QEB�MOFJ>OV�>@QLO�LC�QEB�PBKQBK@B��

4EBOBCLOB�LKB�T>V�QL�FKPBOQ�PBKQBK@B�S>OFBQV�FP�QL�PQ>OQ�PBKQBK@BP�TFQE�PLJBQEFKD�LQEBO�QE>K�

QEB�PR?GB@Q�PR@E�>P�>�SBO?�>�MEO>PB�JLAFCVFKD�QEB�PR?GB@Q�LO�>�MOBMLPFQFLK>I�MEO>PB��

!KLQEBO�T>V�QL�S>OV�PBKQBK@B�PQOR@QROB�FP�?V�RPFKD�1==@27</B7=<�?V�@OB>QFKD�@LJMLRKA�

PBKQBK@BP��#LJMLRKA�PBKQBK@BP�>OB�J>AB�?V�GLFKFKD�QTL�FKABMBKABKQ�@I>RPBP�TFQE�>�@LJJ>�

>KA�>�@LLOAFK>QFKD�@LKGRK@QFLK�PR@E�>P�g>KA�h�)C�QEB�QTL�PBKQBK@BP�>OB�@ILPBIV�OBI>QBA�VLR�J>V�

?B�>?IB�QL�LJFQ�QEB�@LKGRK@QFLK�>KA�GLFK�QEBJ�TFQE�>�PBJF@LILK�FKPQB>A��

!�kK>I�T> V�QL�FK@OB>PB�PBKQBK@B�IBKDQE�FP�?V�RPFKD�AC0=@27</B7=<��7EBOB�@LLOAFK>QFKD�JB>KP�QL�

@LJ?FKB�QEFKDP�LK�>K�BNR>I�IBSBI�PR?LOAFK>QFKD�JB>KP�QL�MRQ�LKB�FQBJ�ILTBO�	LO�PR?LOAFK>QB�FQ
�

QL�>KLQEBO��7EBK�PR?LOAFK>QFKD�RPB�>�PR?LOAFK>QFKD�@LKGRK@QFLK�PR@E�>P�g>IQELRDEh�g?B@>RPBh�

gBSBK�QELRDEh�LO�gTEFIB�h�2BJBJ?BO�>�MEO>PB�QE>Q�PQ>OQP�TFQE�LKB�LC�QEBPB�@LKGRK@QFLKP�

?B@LJBP�>�ABMBKABKQ�@I>RPB��4EFP�JB>KP�QE>Q�QEB�@I>RPB�@>K�KL�ILKDBO�CRK@QFLK�>P�>�PBKQBK@B�LK�

FQP�LTK��)Q�KBBAP�>KLQEBO�FKABMBKABKQ�@I>RPB�QL�QO>KPCLOJ�FQ�FKQL�>�@LJMIBQB�PBKQBK@B��)C�VLR�
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?BDFK�>�PBKQBK@B�TFQE�>�PR?LOAFK>QB�@LKGRK@QFLK�J>HB�PROB�VLR�@LK@IRAB�FQP�MEO>PB�TFQE�>�

@LJJ>��

Nominalizati ons 

!� <=;7</:7H/B7=<�FP�>�SBO?�QE>Q�E>P�?BBK�@LKSBOQBA�FKQL�>�KLRK��ILLH�CLO��QFLK��JBKQ��>K@B�>KA�

LQEBO�PRCkUBP��&LO�BU>JMIB�gKLJFK>IFW>QFLKh�FP�FQPBIC�>�KLJFK>IFW>QFLK��QEB�OLLQ�SBO?�FP�gQL�

KLJFK>QBh�TFQE�QEB�PRCkU�g�QFLKh�>MMBKABA��!KLQEBO�MLMRI>O�BU>JMIB�FP�>�DBORKA�LO�SBO?>I�

KLRK��)K�%KDIFPE�QEBPB�>OB�J>AB�?V�>AAFKD�gFKDh�QL�>�SBO?�>KA�RPFKD�FQ�>P�>�KLRK��#EB@H�VLRO�

TOFQFKD�CLO�PBKQBK@BP�QE>Q�RPB�>�KLJFK>IFW>QFLK�>P�QEB�PBKQBK@BfP�PR?GB@Q�>KA�RPB�gQL�?Bh�>P�QEB�

J>FK�SBO?��4EB�gQL�?Bh�SBO?P�>OB�g>Jh�gFPh�g>OBh�gT>Ph�>KA�gTBOB�h�

3BKQBK@BP�RPFKD�KLJFK>IFW>QFLKP�>OB�COBNRBKQIV�TB>H�>KA�FKAFOB@Q��2BSFPB�QEBJ�?V�@E>KDFKD�QEB�

KLJFK>IFW>QFLK�FKQL�>�SBO?�>KA�OBMI>@FKD�QEB�gQL�?Bh�SBO?��9LRO�PBKQBK@BP�TFII�?B@LJB�JLOB�

>@QFSB�>KA�QEBV�TFII�?B�B>PFBO�CLO�QEB�OB>ABO�QL�RKABOPQ>KA��

3LJBQFJBP�VLR�@>KfQ�@LKSBOQ�>�KLJFK>IFW>QFLK�FKQL�>�J>FK�SBO?�LO�>�KLJFK>IFW>QFLK�KBBAP�QL�

OBJ>FK�>�PBKQBK@BfP�PR?GB@Q��&LO�BU>JMIB�gFKCLOJ>QFLKh�FP�>�KLJFK>IFW>QFLK�?RQ�QOV�@LKSBOQFKD�

gFKCLOJ>QFLKh�FKQL�>�J>FK�SBO?��4EB�PBKQBK@B�TFII�?B�>THT>OA�>Q�?BPQ��3LJBQFJBP�

KLJFK>IFW>QFLK�>IILTP�>�IFPQ�QL�OBQ>FK�M>O>IIBIFPJ��-LOB�LCQBK�QELRDE�VLR�@>K�@LKSBOQ�>�

KLJFK>IFW>QFLK�FKQL�>�J>FK�SBO?��

4EB�CLIILTFKD�BU>JMIBP�FK�4>?IB������ABJLKPQO>QB�QEFP�MOL?IBJ�>KA�ELT�QL�kU�FQ��)K�B>@E�OBSFPBA�

SBOPFLK�KLQF@B�ELT�>�KLRK�E>P�?BBK�@LKSBOQBA�FKQL�QEB�PBKQBK@BfP�J>FK�SBO?�>KA�QEBK�RPBA�QL�

OBMI>@B�QEB�LOFDFK>I�gQL�?Bh�J>FK�SBO?��4EFP�OBSFPFLK�@>K�L@@>PFLK>IIV�PIFDEQIV�>IQBO�>�PBKQBK@BfP�

JB>KFKD�PL�?B�@>OBCRI�QL�J>HB�PROB�VLRO�KBT�PBKQBK@BP�>@@RO>QBIV�@LKSBV�QEB�FKCLOJ>QFLK��

*./92��
���$<:6;.96G.A6<;@�A<�C2?/@��

'3<B3<13�E7B6�"=;7</:7H/B7=<�7<��=:2� &3D7A32�'3<B3<13�

4EB�<8-E5:3�LC�ILRA�JRPF@�B>OIV�FK�QEB�JLOKFKD�@>RPBA�
5>>5@-@5;:�QL�JV�KBFDE?LOP��

, LRA�JRPF@�<8-E10�B>OIV�FK�QEB�JLOKFKD�
5>>5@-@1?�J V�KBFDE?LOP��

4EB�<1>91-@5;:�LC�QEB�PJBII�LC�LKFLK�FK�QEB�HFQ@EBK�T>P�
PQOLKD�� /KFLK�PJBII�PQOLKDIV�<1>91-@10�QEB�HFQ@EBK��

!Q�QEB�LRQPBQ�LRO�5:@1:@5;:�T>P�QL�IL@>QB�>ID>B�P>JMIBP��7 B�5:@1:010�QL�IL@>QB�kSB�AFPQFK@Q�>ID>B�
P>JMIBP��

4EB�MOLGB@Q�AFPMI>VBA�>K�1B;8A@5;:�COLJ�PQ>OQ�QL�kKFPE��4EB�MOLGB@Q�1B;8B10�LSBO�QFJB��
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Noun Stacks 

"=C<�AB/19A�>P�QEB�K>JB�FJMIFBP�L@@RO�TEBK�PBSBO>I�KLRKP�>OB�MI>@BA�FK�@ILPB�MOLUFJFQV�QL�

B>@E�LQEBO��4EBPB�ILKD�PQOFKDP�LC�KLRKP�>OB�KLQLOFLRPIV�AFCk@RIQ�QL�RKABOPQ>KA��

2BSFPB�QEBPB�PBKQBK@BP�>KA�gRKPQ>@Hh�QEBFO�ILKD�KLRK�PQOFKDP�?V�PBM>O>QFKD�QEBJ�>KA�

QO>KPCLOJFKD�QEBJ�FKQL�JRIQFMIB�SBO?P�@I>RPBP�>KA�MEO>PBP��

4EB�CLIILTFKD�BU>JMIBP�FK�4>?IB������ABJLKPQO>QB�QEFP�MOL?IBJ�>KA�ELT�QL�kU�FQ��)K�B>@E�OBSFPBA�

SBOPFLK�KLQF@B�ELT�>�ILKD�PQOFKD�LC�KLRKP�E>P�?BBK�?OLHBK�>M>OQ��

*./92��
����+;@A.086;4�;<B;@��

'3<B3<13�E7B6�"=C<�'B/19A� &3D7A32�'3<B3<13�

2B@BKQ�VLRKD�>ARIQ�KBROL@LDKFQFSB�ABSBILMJBKQ�
OBPB>O@E�@LKQ>FKP�PLJB�BU@FQFKD�kKAFKDP��

2B@BKQ�OBPB>O@E�LK�QEB�KBROL@LDKFQFSB�
ABSBILMJBKQ�LC�VLRKD�>ARIQP�@LKQ>FKP�PLJB�
BU@FQFKD�kKAFKDP��

0LPFQFLK�>@NRFPFQFLK�OBNRFOBJBKQP�>OB�>KV�
@LJ?FK>QFLK�LC�EFDE�P@ELLI�DO>AR>QFLK�>KA�VB>OP�
LC�FK@OB>PFKDIV�OBPMLKPF?IB�PB@OBQ>OF>I�BUMBOFBK@B��

4L�NR>IFCV�CLO�QEB�MLPFQFLK�VLR�II�KBBA�QL�?B�>�EFDE�
P@ELLI�DO>AR>QB�>KA�E>SB�E>A�FK@OB>PFKDIV�
OBPMLKPF?IB�PB@OBQ>OF>I�BUMBOFBK@B��

2EBQLOF@�>KA�@LJMLPFQFLK�QEBLOBQF@>I�CO>JBTLOHP�
>KA�?BPQ�MBA>DLDF@>I�MO>@QF@BP�FK�EVlBU�IB>OKFKD�
BKSFOLKJBKQP�TFII�?B�>K>IVWBA��

4EBLOBQF@>I�CO>JBTLOHP�FK�OEBQLOF@�>KA�
@LJMLPFQFLK�TFII�?B�>K>IVWBA�>P�TBII�>P�QEB�?BPQ�
MBA>DLDF@>I�MO>@QF@BP�QL�>MMIV�FK�EVlBU�IB>OKFKD�
BKSFOLKJBKQP��

!K>IVPFP�LC�BKQEVJBJB�>MMIF@>QFLK�>KA�LJFPPFLK�
LC�PVIILDFPJ�@LJMLKBKQP�FP�>K�BCCB@QFSB�BAR@>QFLK�
QLLI�CLO�>ODRJBKQ�@LJMLPFQFLK�>KA�>OO>KDBJBKQ��

!K>IVWFKD�ELT�PVIILDFPQF@�@LJMLKBKQP�>OB�>MMIFBA�
>KA�LJFQQBA�FK�BKQEVJBJBP�FP�>K�BCCB@QFSB�IB>OKFKD�
QLLI�CLO�@LJMLPFKD�>KA�>OO>KDFKD�>ODRJBKQP��

&LO�JLOB�FKPFDEQ�LK�QEB�MOLGB@Q�OBCBO�QL�QEB�
QB@EKF@>I�TOFQFKD�LMBK�BIB@QOLKF@�OBPLRO@B�
OBSFPFLK�@LJJFQQBB�ABM>OQJBKQ�OBMLOQ��

&LO�JLOB�FKPFDEQ�LK�QEB�LMBK�BIB@QOLKF@�OBPLRO@B�
CLO�QB@EKF@>I�TOFQFKD�OBCBO�QL�QEB�OBSFPFLK�
@LJJFQQBBfP�OBMLOQ�QL�QEB�ABM>OQJBKQ��

Redundant Phrasing 

2BARKA>KQ�MEO>PFKD�OBCBOP�QL�RKKB@BPP>OV�OBMBQFQFLK�QE>Q�L@@ROP�FK�@ILPB�MOLUFJFQV��7EFIB�PLJB�

OBMBQFQFLK�@>K�?B�RPBCRI�BPMB@F>IIV�>@OLPP�M>O>DO>MEP�>KA�AL@RJBKQP�OBARKA>K@FBP�@>K�@IRQQBO�

VLRO�TOFQFKD��#LJJLK�OBARKA>KQ�MEO>PBP�@>K�@LJB�COLJ�QEBPB�QEOBB�J>FK�PLRO@BP��

+ =@2G�>6@/A3A
�, LLH�CLO�CLRO��QL�kSB�TLOA�MEO>PBP��VLR�@>K�RPR>IIV�@ELM�QEBJ�FKQL�>�LKB��

QL�QTL�TLOA�MEO>PB�TFQELRQ�ILPFKD�JB>KFKD��&LO�BU>JMIB�gFK�SFBT�LC�QEB�C>@Q�QE>Qh�@>K�?B�

OBAR@BA�QL�gPFK@B�LO�g?B@>RPB�h�
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#0 D7=CA�?C/:7P3@A
�, LLH�CLO�>�TLOA�QE>Q�FP�FJMIF@FQ�FK�QEB�TLOA�FQ�JLAFkBP��&LO�BU>JMIB�

MEO>PBP�IFHB�g>KQF@FM>QB�FK�>AS>K@Bh�g@LJMIBQBIV�kKFPEh�LO�gFJMLOQ>KQ�BPPBKQF>IPh�>OB�

BU>JMIBP�LC�L?SFLRP�NR>IFkBOP��

�=;>=C<2�AG<=< G;A
�, LLH�CLO�QTL�LO�JLOB�@LJMLRKABA�PVKLKVJP��4EBPB�>OB�QTL�LO�

JLOB�TLOAP�QE>Q�>OB�FKAFPQFKDRFPE>?IB�FK�JB>KFKD�>KA�>OB�MI>@BA�@ILPB�QLDBQEBO��&LO�

BU>JMIB�gQELRDEQP�>KA�FAB>Ph�	TE>QfP�QEB�AFCCBOBK@B�
�LO�g>@QFLKP�>KA�?BE>SFLOh�	FC�QEBOB�FP�

>�AFCCBOBK@B�?BQTBBK�QEBPB�QTL�ALBP�QEB�TOFQBO�JB>K�QL�RPB�FQ�
�>OB�@LJJLK��

4>?IB������MOBPBKQP�PLJB�@I>PPF@�BU>JMIBP�LC�TLOAV�MEO>PBP�>KA�QEBFO�OBSFPBA�SBOPFLKP��
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*./92��
����(2C6@6;4�D<?1F�=5?.@2@��

252  |  REVISION TECHNI QUES



+ =@2G�$6@/A3� &3D7A32�$6@/A3�

$RB�QL�QEB�C>@Q�QE>Q� 3FK@B�?B@>RPB�

)K�SFBT�IFDEQ�LC�QEB�C>@Q�QE>Q� 3FK@B�?B@>RPB�

&LO�QEB�OB>PLK�QE>Q� 3FK@B�?B@>RPB�

)K�JV�LTK�MBOPLK>I�LMFKFLK� )�?BIFBSB�FK�JV�LMFKFLK�)�QEFKH�

"BFKD�LC�QEB�LMFKFLK�QE>Q� )�7 B�?BIFBSB�

)Q�FP�OB@LJJBKABA�QE>Q� )�7 B�OB@LJJBKA�

!P�MBO�VLRO�OBNRBPQ� !P�VLR�OBNRBPQBA�

)K�>@@LOA>K@B�TFQE�VLRO�OBNRBPQ� !P�VLR�OBNRBPQBA�

0ROPR>KQ�QL�VLRO�OBNRBPQ� !P�VLR�OBNRBPQBA�

!Q�QEFP�MLFKQ�FK�QFJB� .LT �QEBK�

)K�QEFP�A>V�>KA�>DB� .LT �@ROOBKQIV�

)K�QEB�KB>O�CRQROB� 3LLK�

$ROFKD�QEB�QFJB�QE>Q� 7EBK�

5KQFI�PR@E�QFJB�>P� 5KQFI�

4L�QEB�CRIIBPQ�BUQBKQ�MLPPF?IB� &RIIV�

0OBAF@>QBA�RMLK�QEB�C>@Q�QE>Q� ">PBA�LK�

)KPLJR@E�>P� 3FK@B�?B@>RPB�

)K�@LKKB@QFLK�TFQE� 2BI>QBA�QL�

4>HB�@LDKFW>K@B�LC�QEB�C>@Q�QE>Q� 2B>IFWB�

)Q�E>P�@LJB�QL�JV�>QQBKQFLK�QE>Q� )�E>SB�IB>OKBA�QE>Q�

7FQE�OBCBOBK@B�QL�QEB�C>@Q�QE>Q� #LK@BOKFKD�OBD>OAFKD�>?LRQ�

7FQE�OBD>OA�QL� #LK@BOKFKD�OBD>OAFKD�>?LRQ�

)K�@ILPB�MOLUFJFQV�QL� .B>O�@ILPB�

)K�QEB�KBFDE?LOELLA�LC� .B>O�@ILPB�>MMOLUFJ>QBIV�

QL�QEB�BUQBKQ�QE>Q� !P�JR@E�>P�

)Q�TLRIA�?B�>ASFP>?IB�QL� 3ELRIA�LRDEQ�

(>P�QEB�>?FIFQV�QL� #>K�

4E>Q�?BFKD�QEB�@>PB� 4EBOBCLOB�

&LRO�FK�KRJ?BO� &LRO�
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Expleti ves 

)K�DO>JJ>O�>K�BUMIBQFSB�FP�>�TLOA�QE>Q�PBOSBP�>�CRK@QFLK�?RQ�E>P�KL�JB>KFKD��4EB�JLPQ�@LJJLK�

BUMIBQFSB�MEO>PBP�FK�%KDIFPE�>OB�gFQ�FP�>OBh�>KA�gQEBOB�FP�>OB�h�4EBV�>OB�PLJBQFJBP�RPBCRI�?RQ�QEBV�

>OB�JLOB�LCQBK�OBARKA>KQ�>KA�TB>HBK�>�PBKQBK@BfP�FJM>@Q��)C�VLR�@>K�ABIBQB�QEBJ�COLJ�

QB@EKF@>I�AL@RJBKQP��

4>?IB������MOBPBKQP�PLJB�BU>JMIBP�LC�PBKQBK@BP�TFQE�BUMIBQFSBP�>KA�QEBFO�OBSFPBA�SBOPFLKP�

TFQELRQ�BUMIBQFSBP��

*./92��
����(2:<C6;4�2 E=92A6C2@��

#@757</:�'3<B3<13� &3D7A32�'3<B3<13�

7EBK�@41>1�->1�PM>OHP�BJFQQFKD�COLJ�QEB�lFKQ�VLR�>OB�
@ILPB�QL�J>HFKD�kOB��

7EBK�PM>OHP�BJFQ�COLJ�QEB�lFKQ�VLR�>OB�@ILPB�
QL�J>HFKD�kOB��

7EBK�@41>1�5?�>�AO>J>QF@�AFM�FK�QEB�PQL@H�J>OHBQ�@41>1�
5?�>�QBJMQ>QFLK�CLO�MBLMIB�QL�PBII�QEBFO�PQL@HP�FKPQB>A�LC�
?RVFKD�JLOB��

7EBK�QEB�PQL@H�J>OHBQ�AFMP�AO>J>QF@>IIV�
MBLMIB�>OB�QBJMQBA�QL�PBII�QEBFO�PQL@HP�FKPQB>A�
LC�?RVFKD�JLOB��

Weak Use of Passive-Voice Verbs 

/KB�LC�QEB�>II�QFJB�TLOPQ�LCCBKABOP�CLO�@OB>QFKD�RK@IB>O�TLOAV�FKAFOB@Q�TOFQFKD�FP�QEB�M>PPFSB�

SLF@B�@LKPQOR@QFLK��)K�PFJMIFkBA�QBOJP�QEB�M>PPFSB�SLF@B�OBCBOP�QL�>�PBKQBK@B�@LKPQOR@QFLK�

TEBOB�QEB�AFOB@Q�L?GB@Q�	O>QEBO�QE>K�QEB�>@QLO
�FP�QEB�PR?GB@Q�LC�QEB�PBKQBK@B��7EBK�VLR�RPB�QEFP�

@LKPQOR@QFLK�VLR�TFII�KBBA�QL�RPB�>�MOBMLPFQFLK>I�MEO>PB�	>KA�EBK@B�JLOB�TLOAP
�QL�MOLSFAB�QEB�

J>FK�SBO?fP�>@QLO�FC�VLR�@ELLPB�QL�MOLSFAB�LKB�>Q�>II��7EFIB�QEFP�@LKPQOR@QFLK�E>P�FQP�>AS>KQ>DBP�

FQ�@>K�B>PFIV�IB>A�QL�>J?FDRFQV�>KA�TLOAFKBPP��

4L�IL@>QB�>�PBKQBK@B�RPFKD�QEB�M>PPFSB�SLF@B�ILLH�CLO�>�gQL�?Bh�SBO?�@LRMIBA�TFQE�>�M>PQ�M>OQF@FMIB�

	>�M>PQ�QBKPB�SBO?�LCQBK�BKAFKD�FK��BA
��#E>KDB�FQ�QL�>K�>@QFSB�SBO?�>KA�OB>OO>KDB�QEB�PBKQBK@B�

QL�J>HB�DO>JJ>QF@>I�PBKPB��4L�OBSFBT�ELT�QL�@LKSBOQ�>�PBKQBK@B�COLJ�>@QFSB�SLF@B�QL�M>PPFSB�

SLF@B�>KA�?>@H�>D>FK�PBB�4>?IB�������

*./92��
����& .@@6C2�A<�.0A6C2�C<602��

$/AA7D3�* =713� �1B7D3�* =713�

4EB�PQRAV�T>P�@LJMIBQBA�FK������?V�QEOBB�
RKABODO>AR>QB�PQRABKQP��

4EOBB�RKABODO>AR>QB�PQRABKQP�@LJMIBQBA�QEB�
PQRAV�FK�������

4EB�OBMLOQ�T>P�TOFQQBK�?V�QEB�PQRABKQ�� 4EB�PQRABKQ�TOLQB�QEB�OBMLOQ��
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3LJBQFJBP�>�PBKQBK@B�FK�QEB�M>PPFSB�SLF@B�@LKSBVP�>II�QEB�KB@BPP>OV�FKCLOJ>QFLK�>P�>?LSB�FK�

4>?IB�������(LTB SBO�QEB�M>PPFSB�SLF@B�>IILTP�CLO�QEB�>@QLO�QL�?B�@LK@B>IBA�>P�4>?IB������PELTP��

*./92��
����& .@@6C2�C<602�0<;02.9:2;A��

$/AA7D3�* =713� +6/B�7A�)<1:3/@� �1B7D3�* =713�

4EB�M>MBOP�TFII�?B�DO>ABA�
>@@LOAFKD�QL�QEB�@OFQBOF>�PQ>QBA�
FK�QEB�PVII>?RP��

'O >ABA�?V�TELJ��4EB�
FKPQOR@QLO��!K�>KLKVJLRP�
OBSFBTBO��!�4! ��

4EB�QB>@EBO�TFII�DO>AB�QEB�M>MBOP�
>@@LOAFKD�QL�QEB�@OFQBOF>�PQ>QBA�FK�
QEB�PVII>?RP��

4EB�?FII�T>P�M>PPBA�I>PQ�TBBH��7EL�M>PPBA�QEB�?FII�� 4EB�PQ>QB�IBDFPI>QROB�RK>KFJLRPIV�
M>PPBA�QEB�?FII��

4EB�>?FIFQV�QL�@LK@B>I�QEB�>@QLO�LO�>DBKQ�LC�QEB�PBKQBK@B�J>HBP�QEB�M>PPFSB�SLF@B�>�C>SLOFQB�LC�

MBLMIB�FK�>RQELOFQVdMLIFQF@F>KP�MLIF@B�LCk@BOP�@FQV�LCk@F>IP�>KA�QB>@EBOP��4>?IB������PELTP�ELT�

QEB�M>PPFSB�SLF@B�@>K�@>RPB�TLOAFKBPP�FKAFOB@QKBPP�>KA�@LJMOBEBKPFLK�MOL?IBJP��
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*./92��
����& .@@6C2�C<602�0<:=?252;@6<;�2E.:=92@��

$/AA7D3�* =713� �1B7D3�* =713�

4EB�PROSBVP�TBOB�kIIBA�LRQ�LSBO�QEB�@LROPB�LC�QEOBB�A>VP��
!K�L SBOTEBIJFKD�MOBCBOBK@B�CLO�@EB>MBO�QBUQ?LLHP�T>P�
FKAF@>QBA��	7EL�kIIBA�LRQ�QEB�PROSBVP�>KA�TE>Q�ALBP�QEB�
FKAF@>QFKD�
�

3QRABKQP�kIIBA�LRQ�QEB�PROSBVP�LSBO�>�
QEOBB�A>V�MBOFLA��2BPRIQP�FKAF@>QB�>K�
LSBOTEBIJFKD�MOBCBOBK@B�CLO�@EB>MBO�
QBUQ?LLHP��

-LPQ�AL@QLO>I�MOLDO>JP�Q>HB�kSB�QL�PBSBK�VB>OP�QL�
@LJMIBQB��"BQTBBK�@LPQP�LC�IFSFKD�QRFQFLK�>KA�DBKBO>IIV�ILT�
PQFMBKAP�FQ�FP�AFCk@RIQ�QL�>SLFA�>@@RJRI>QFKD�AB?Q�TFQELRQ�
PFDKFk@>KQ�kK>K@F>I�>FA��	7EL�@LJMIBQBP�QEBPB�MOLDO>JP�
>KA�TEL�FP�QOVFKD�QL�>SLFA�AB?Q�
�	7EL�J>HBP�QEB�IL>KP�>KA�
TEL�@>K�Q�M>V�QEBJ�LCC�
�

-LPQ�AL@QLO>I�PQRABKQP�@LJMIBQB�QEBFO�
MOLDO>JP�FK�kSB�QL�PBSBK�VB>OP��"BQTBBK�
@LPQP�LC�IFSFKD�QRFQFLK�>KA�DBKBO>IIV�ILT�
PQFMBKAP�FQ�FP�AFCk@RIQ�CLO�QEBPB�PQRABKQP�
QL�>SLFA�>@@RJRI>QFKD�AB?Q�TFQELRQ�
PFDKFk@>KQ�kK>K@F>I�>FA��

2B@BKQIV�QEB�KRJ?BO�LC�@>PBP�FP�OFPFKD�CLO�LMFLFA�>AAF@QFLKP�
FK�ORO>I�@LJJRKFQFBP�>P�FP�FKAF@>QBA�?V�OB@BKQ�PQRAFBP�FK�
JBAF@>I�P@FBK@B��	7E>Q�FP�OFPFKD�>KA�TEBOB�>KA�TE>Q�MOLSBP�
QEFP�
�

2B@BKQIV�ORO>I�@LJJRKFQFBP�>OB�PBBFKD�>�
OFPB�FK�LMFLFA�>AAF@QFLK�@>PBP�>P�OB@BKQ�
JBAF@>I�P@FBK@B�PQRAFBP�FKAF@>QB��

#LABP�ABIFKB>QFKD�>MMOLMOF>QB�CLOJP�LC�AOBPP�E>SB�ILKD�
?BBK�BKCLO@BA�FK�MR?IF@�P@ELLIP��4EB�BUQBKQ�LC�QEFP�
BKCLO@BJBKQ�ELTBSBO�FP�KLT�@>IIBA�FKQL�NRBPQFLK�
OBD>OAFKD�C>@BJ>PHP��	7EL�BKCLO@BP�QEBPB�@LABP�>KA�TEL�
FP�KLT�NRBPQFLKFKD�QEBJ�
�

!AJFKFPQO>QLOP�E>SB�ILKD�BKCLO@BA�AOBPP�
@LABP�FK�MR?IF@�P@ELLIP��0>OBKQP�>OB�KLT�
NRBPQFLKFKD�>AJFKFPQO>QLOPf�BKCLO@BJBKQ�
LC�C>@BJ>PH�OBDRI>QFLKP�ELTBSBO��

/K@B�QEB�C>Q�COLJ�QEB�?>@LK�E>P�?BBK�OBKABOBA�QEB�@EF@HBK�
QEFDEP�KBBA�QL�?B�?OLTKBA�>KA�QEB�SBDBQ>?IBP�KBBA�QL�?B�
>AABA��/K@B�QEB�SBDBQ>?IBP�E>SB�?BBK�P>RQBBA�@LDK>@�
PELRIA�?B�MLROBA�FK�>KA�FDKFQBA��	7EL�FP�ALFKD�QEB�
?OLTKFKD�P>RQBFKD�MLROFKD�BQ@��
�

/K@B�VLRfSB�OBKABOBA�QEB�?>@LK�C>Q�
?OLTK�QEB�@EF@HBK�QEFDEP�>KA�>AA�QEB�
SBDBQ>?IBP��/K@B�VLRfSB�P>RQBBA�QEB�
SBDBQ>?IBP�MLRO�FK�QEB�@LDK>@�>KA�FDKFQB�
FQ��

4EB�OBMLOQ�CLO�QEB�FK@FABKQ�T>P�kIBA�>Q������MJ��/KB�
PRPMB@Q�T>P�>MMOBEBKABA�>KA�LKB�BP@>MBA�>CQBO�E>SFKD�
lBA�QEB�P@BKB��	7EL�kIBA�QEB�OBMLOQ�>KA�>MMOBEBKABA�QEB�
PRPMB@Q�
�	7EL�EB>QBA�QEB�PLIRQFLK�>KA�TEL�LO�TE>Q�
PQFOOBA�FQ�
�

/Ck@BO�/VBKFVF�kIBA�QEB�FK@FABKQ�OBMLOQ�
>Q������MJ��(B�>MMOBEBKABA�LKB�
PRPMB@Q�?RQ�QEB�LQEBO�lBA�QEB�P@BKB��

$<A2���88�@41�-.;B1�1D-9<81?��>13->081??�;2�B;5/1��->1�3>-99-@5/-88E�/;>>1/@�?1:@1:/1?���1<1:05:3�;:�

@41�/;:@1D@��E;A�9-E�<>121>�@;�A?1�@41�<-??5B1�B;5/1���:?@>A/@5;:?�-:0�8-.�>1<;>@?��-?�5:�@41�K:-8�@C;�

1D-9<81?��->1�<8-/1?�C41>1�E;A�9-E�C5?4�@;�;.?/A>1�@41�-/@;>�5:�;>01>�@;�2;/A?�;:�@41�91@4;0��

7EFIB�QEBOB�>OB�PLJB�OFPHP�QL�RPFKD�M>PPFSB�@LKPQOR@QFLK�QEB�M>PPFSB�SLF@B�FP�KBSBOQEBIBPP�>�

DOB>Q�LMQFLK�FK�@BOQ>FK�@FO@RJPQ>K@BP��4EBPB�@FO@RJPQ>K@BP�FK@IRAB�TEBK�

i� 4EB�PR?GB@Q�FP�L?SFLRP�LO�QLL�LCQBK�OBMB>QBA��

i� 4EB�>@QLO�FP�RKHKLTK��

i� 4EB�>@QLO�FPKfQ�FJMLOQ>KQ��

i� 9LR�T>KQ�QL�PQOBPP�QEB�>@QFLK�JLOB�QE>K�TEL�AFA�FQ��
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i� 9LR�KBBA�QL�OB>OO>KDB�TLOAP�FK�>�PBKQBK@B�CLO�BJME>PFP��

Subject/V erb Mismatches 

)K�ABKPB�EFDEIV�QB@EKF@>I�TOFQFKD�FQfP�B>PV�QL�ILPB�QO>@H�LC�QEB�OB>I�PR?GB@Q�>KA�MF@H�>�SBO?�QE>Q�

ALBP�KLQ�J>HB�PBKPB��4EB�OBPRIQ�FP�>�KLRK�MEVPF@>IIV�RK>?IB�QL�AL�TE>Q�QEB�SBO?�P>VP�FQ�FP�ALFKD�

LO�>K�>?PQO>@Q�QEFKD�MBOCLOJFKD�>�MO>@QF@>I�OB>I�TLOIA�>@QFLK��

7EBK�BAFQFKD�J>HB�PROB�BSBOV�PBKQBK@BfP�PR?GB@Q�J>Q@EBP�QEB�J>FK�SBO?��#EB@HFKD�CLO�>�J>Q@E�

@>K�?B�AFCk@RIQ�FC�QEB�PR?GB@Q�>KA�J>FK�SBO?�>OB�C>O�>M>OQ�FK�QEB�PBKQBK@B��7EBK�QEFP�E>MMBKP�

MOBQBKA�QE>Q�QEB�TLOAP�?BQTBBK�QEB�PR?GB@Q�>KA�SBO?�>OB�DLKB��$LBP�QEB�SBO?�PQFII�J>HB�PBKPB�

TFQE�QEB�PR?GB@Q��)C�PL�VLRO�PR?GB@Q�>KA�SBO?�J>Q@E��

4>?IB�������MOL SFABP�PLJB�BU>JMIBP�>KA�QEBFO�OBSFPFLKP��

*./92��
��
��)B/720A�C 2?/�:6@:.A05�2E.:=92@��

$@=0:3;�'3<B3<13� &3D7A32�'3<B3<13�

4EB�OB>PLKP�TEV�VLR�FDKLOBA�QEB�g$L�.LQ�
4LR@Eh�PFDK�DLQ�M>FKQ�LK�VLRO�E>KA��

9LR�FDKLOBA�QEB�g$L�.LQ�4LR@Eh�PFDK�>KA�VLR�DLQ�M>FKQ�
LK�VLRO�E>KA��

&FOBP�QBKA�QL�MOBCBO�AOV�TB>QEBO�PL�FQ�FP�
FJMLOQ>KQ�QL�Q>HB�MOLMBO�MOB@>RQFLKP��

&FOBP�>OB�JLOB�IFHBIV�QL�E>MMBK�FK�AOV�TB>QEBO�PL�FQ�FP�
FJMLOQ>KQ�QL�Q>HB�MOLMBO�MOB@>RQFLKP��

5IQFJ>QBIV�EB>OQP�AL�JR@E�?BQQBO�TEBK�QEBV�
OBDRI>OIV�BUBO@FPB�>KA�B>Q�TBII��

5IQFJ>QBIV�MBLMIB�?B@LJB�EB>OQ�EB>IQEV�TEBK�QEBV�
OBDRI>OIV�BUBO@FPB�>KA�B>Q�TBII��

Commonl y Confused W or ds 

!P�TFQE�JLPQ�I>KDR>DBP�%KDIFPE�@LKQ>FKP�J>KV�TLOAP�QE>Q�PLRKA�PFJFI>O�?RQ�QE>Q�E>SB�AFCCBOBKQ�

PMBIIFKDP�>KA�AFPQFK@Q�JB>KFKDP��4>?IB�������?BILT�FABKQFkBP�J>KV�@LJJLKIV�@LKCRPBA�TLOAP�

>KA�QEBFO�@LOOB@Q�RP>DB��
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�=<4CA32�
+ =@2A� �F/;>:3�� �=@@31B�)A/53�4=@�

�F/;>:3�� �F/;>:3��� �=@@31B�)A/53�4=@�
�F/;>:3���

>@@BMQ�LO�
BU@BMQ�

4EB�LCk@B�TFII�
=======�
>MMIF@>QFLKP�
RKQFI���M�J��LK�
QEB���PQ��

>@@BMQ�
	SBO?�JB>KFKD�gQL�
OB@BFSBh
�

!QQBKA>K@B�FP�
OBNRFOBA�CLO�>II�
BJMILVBBP�=======�
PRMBOSFPLOP��

BU@BMQ�	MOBMLPFQFLK�
RPBA�QL�PELT�
BUBJMQFLKP
�

>CCB@Q�LO�
BCCB@Q�

4L�=======�QEB�
DOLTQE�LC�
MI>KQP�TB�@>K�
OBDRI>QB�QEB�
T>QBO�PRMMIV��

>CCB@Q�	SBO?�JB>KFKD�
gQL�E>SB�>K�FJM>@Q�
LKh
�

!�I>@H�LC�T>QBO�
E>P�>�MOBAF@Q>?IB�
=======�LK�JLPQ�
MI>KQP��

BCCB@Q�	KLRK�JB>KFKD�
gQEB�OBPRIQ�LC�>�@E>KDB�
LO�FJM>@Qh�

B�D��LO�F�B��

0IB>PB�LOABO�
�����
FJMOFKQBA�
DFSB>T>VP�
	=======�MBKP�LO�
@LCCBB�JRDP
��

B�D��	FK�,>QFK�BUBJMIF�
DO>QF>�LO�gCLO�
BU>JMIBh��RPBA�QL�
FKAF@>QB�JRIQFMIB�
DBKBO>I�BU>JMIBP
�

#E>ODB�QEBJ�QL�
J V�>@@LRKQ�
	=======�>@@LRKQ�
������
��

F�B��	FK�,>QFK�FA�BPQ�LO�gFQ�
QE>Q�FPh��RPBA�QL�
OBCBOBK@B�PLJBQEFKD�
PMB@Fk@
�

FQP�LO�FQfP�

4EB�
ABM>OQJBKQ�
PROM>PPBA�
=======�MOBSFLRP�
P>IBP�OB@LOA�
QEFP�NR>OQBO��

FQP�	MLPPBPPFSB�CLOJ��
PELTP�LTKBOPEFM
�

=======�JV�LMFKFLK�
QE>Q�TB�OB>@EBA�
MB>H�LFI�FK�������

FQfP�	@LKQO>@QFLK�CLO�gFQ�
FPh
�

I>V�LO�IFB�
0IB>PB�=======�
QEB�OBMLOQ�LK�
QEB�ABPH��

I>V�	QO>KPFQFSB�SBO?�
Q>HBP�>�AFOB@Q�L?GB@Q
�

4EB�AL@QLO�>PHBA�
EFJ�QL�=======�
ALTK�LK�QEB�
BU>JFK>QFLK�
Q>?IB��

IFB�	FKQO>KPFQFSB�SBO?�
ALBP�KLQ�Q>HB�>K�L?GB@Q
�

MOBPPROFWB�LO�
MOBPPROB�

7 B�KBBA�QL�
=======�QEB�
IFNRFA�KFQOLDBK�
Q>KHP��

MOBPPROFWB�	SBO?�RPBA�
CLO�QB@EKLILDV�>KA�
QEFKDP
�

)Q�JFDEQ�?B�
MLPPF?IB�QL�=======�
EFJ�QL�OBPFDK��

MOBPPROB�	SBO?�RPBA�CLO�
MBLMIB
�

MOFK@FMIB�LO�
MOFK@FM>I�

)QfP�QEB�?>PF@�
=========�LC�
C>OJFKD��KL�
T>QBO�KL�CLLA��

MOFK@FMIB�	KLRK�gORIB�
DRFABIFKBh
�

4EB�=======�OB>PLK�
CLO�QEB�QOFM�FP�QL�
>QQBKA�QEB�P>IBP�
JBBQFKD��

MOFK@FM>I�	>AGB@QFSB�
gkOPQ�LO�MOFJ>OVh��KLRK�
gEB>A�LC�>�P@ELLI�	53
h
�

OBD>OAIBPP�LO�
FOOBD>OAIBPP�

=======�LC�TE>Q�
TB�AL�D>P�
MOF@BP�>OB�
RKIFHBIV�QL�DL�
?>@H�ALTK��

2BD>OAIBPP�	>ASBO?�
gABPMFQBh
�

=======�LC�VLRO�
?BIFBCP�MIB>PB�QOV�
QL�IFPQBK�TFQE�>K�
LMBK�JFKA��

2BD>OAIBPP�	FOOBD>OAIBPP�
FP�KLQ�>�PQ>KA>OA�TLOA
�

QE>K�LO�QEBK�

4EFP�VB>OfP�
ILPPBP�TBOB�
TLOPB�=======�
I>PQ�VB>OfP��

QE>K�	@LKGRK@QFLK�LO�
MOBMLPFQFLK�RPBA�CLO�
@LJM>OFPLK
�

)C�TB�@>K�@RQ�LRO�
@LPQP�=======�FQ�
JFDEQ�?B�MLPPF?IB�
QL�?OB>H�BSBK��

QEBK�	>ASBO?�RPBA�CLO�
QFJB
�
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�=<4CA32�
+ =@2A� �F/;>:3�� �=@@31B�)A/53�4=@�

�F/;>:3�� �F/;>:3��� �=@@31B�)A/53�4=@�
�F/;>:3���

QE>Q�LO�TEF@E�

4EBOB�>OB�
PBSBO>I�HFKAP�LC�
A>Q>�=======�
@LRIA�?B�RPBCRI��

QE>Q�	MOLKLRK�RPBA�
CLO�BPPBKQF>I�@I>RPBP��
%PPBKQF>I�JB>KP�QE>Q�FQ�
@LRIA�KLQ�?B�OBJLSBA�
COLJ�QEB�PBKQBK@B�
TFQELRQ�>IQBOFKD�QEB�
JB>KFKD�>KA�
DO>JJ>O�
�

+>OBK�JFPMI>@BA�
QEB�OBMLOQ�=======�
@>RPBA�>�ABI>V�FK�
J>HFKD�>�AB@FPFLK��

TEF@E�	MOLKLRK�RPBA�
CLO�KLK�BPPBKQF>I�
@I>RPBP��4EB�@I>RPB�
@LRIA�?B�OBJLSBA�COLJ�
QEB�PBKQBK@B�TFQELRQ�
FJM>@QFKD�QEB�JB>KFKD�
LC�QEB�KLRK�gTEF@Eh�FP�
JLAFCVFKD
��

QEBOB�
QEBVfOB�LO�
QEBFO�

4EB�OBMLOQ�FP�
=========�FK�QEB�
QLM�kIB�AO>TBO��

==========�
MI>KKFKD�QL�
>QQBKA�QEB�P>IBP�
JBBQFKD�FK�
0FQQP?RODE��

QEBOB�	>ASBO?�
OBCBOOFKD�QL�MI>@B�LO�
MLPFQFLK
�

4EBVfOB�	@LKQO>@QFLK�
gQEBV�>OBh
�

==========�
PQO>QBDF@�
>AS>KQ>DB�
ABMBKAP�LK�>�
TFAB�AFPQOF?RQFLK�
KBQTLOH��

QEBFO�	MLPPBPPFSB�MIRO>I�
>AGB@QFSB
�

QL�QTL�LO�
QLL�

7 B�TBKQ�
=====4R@PLK�I>PQ�
TBBH��

)K�C>@Q�QEB�
=======�LC�VLR�
PELRIA�J>HB�
PLJB�@RPQLJBO�
SFPFQP�QLDBQEBO��

QL�	MOBMLPFQFLK�
FKAF@>QBP�JLSBJBKQ�
QLT>OA�>�MI>@B�LO�
QEFKD
�

4TL�	KRJ?BO��
�

!CQBO�QEB�P>IBP�
JBBQFKD�VLR�
PELRIA�SFPFQ�
@RPQLJBOP�FK�QEB�
0FQQP?RODE�>OB>�
=======�?RQ�QOV�KLQ�
QL�?B�=======�
MRPEV�TFQE�QEBJ��

QLL�	>ASBO?�	�
�>IPL��	�
�
JLOB�QE>K�>ASFP>?IB�>P�
FK�gQLL�C>PQh
�

AFPFKQBOBPQBA�
LO�
RKFKQBOBPQBA�

(B�TLRIA�?B�
QEB�?BPQ�MBOPLK�
QL�J>HB�>�
AB@FPFLK�PFK@B�
EB�FPKfQ�?F>PBA�
>KA�FP�OBI>QFSBIV�
=======�FK�QEB�
LRQ@LJB��

AFPFKQBOBPQBA�
	>AGB@QFSB�FJM>OQF>I�
ALBP�KLQ�E>SB�>�PQ>HB�
FK�QEB�J>QQBO�LO�
AB@FPFLK
�

4EB�P>IBP�
J>K>DBO�QOFBA�QL�
PMB>H�
AVK>JF@>IIV�?RQ�
QEB�P>IBP�OBMP�
TBOB�PFJMIV�
=======�FK�TE>Q�EB�
E>A�QL�P>V��

RKFKQBOBPQBA�	>AGB@QFSB�
E>P�KLQ�BUMOBPPBA�
FKQBOBPQ
�

TELPB�LO�
TELfP�

==========�QOR@H�
FP�QE>Q��

7ELPB�	MLPPBPPFSB�
MOLKLRK�PELTP�
LTKBOPEFM
�

==========�DLFKD�QL�
M>V�CLO�QEB�
OBM>FOP��

7EL fP�	@LKGRK@QFLK�
gTEL�FPh
�

TEL�LO�
TELJ�

==========�TFII�
DL�QL�QEB�
FKQBOSFBT��

7EL�	KLJFK>QFSB�
MOLKLRK�RPBA�CLO�
PR?GB@QP
�

4L�==========�
PELRIA�TB�
>AAOBPP�QEB�
QE>KH�VLR�KLQB��

TELJ�	 L?GB@Q�MOLKLRK��
PBOSBP�>P�QEB�OB@BFSBO�LC�
>�QEFKD�LO�>@QFLK
�

VLRO�LO�
VLRfOB�

-V�LCk@B�FP�
?FDDBO�QE>K�
=======�@R?F@IB��

VLRO�	MLPPBPPFSB�
MOLKLRK�PELTP�
LTKBOPEFM
�

=======�DLFKD�QL�
IB>OK�ELT�QL�
>SLFA�J>HFKD�
QEBPB�@LJJLK�
JFPQ>HBP�FK�
%KDIFPE��

9LRfOB�	@LKQO>@QFLK�gVLR�
>OBh
�
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�=<4CA32�
+ =@2A� �F/;>:3�� �=@@31B�)A/53�4=@�

�F/;>:3�� �F/;>:3��� �=@@31B�)A/53�4=@�
�F/;>:3���

RMJLPQ�LO�
RQJLPQ�

4EB�C>@RIQV�
ILRKDB�FP�LK�QEB�
======�lLLO�LC�
QEB�?RFIAFKD��

RMJLPQ�	QEB�EFDEBPQ�
MLPFQFLK
�

4EFP�AB@FPFLK�FP�LC�
QEB�======�
FJMLOQ>K@B�CLO�
LRO�DOLRM��

RQJLPQ�	JLPQ�BUQOBJB�
LO�DOB>QBPQ
�

Readability , Sentence Lengths, and Sentence Structur es 

(FDEIV�QB@EKF@>I�PR?GB@Q�J>QQBO�B>PFIV�IBKAP�FQPBIC�QL�JRIQFMIB�ILKD�PBKQBK@BP�TFQE�PFJFI>O�

PQOR@QROBP�QE>Q�@>K�?LOB�LO�@LKCRPB�>�OB>ABO��4L�>AAOBPP�QEFP�@LJJLK�QB@EKF@>I�TOFQFKD�

@E>IIBKDB�VLR�TFII�KBBA�QL�ABSLQB�OBSFPFLK�QFJB�QL�@3/2/07:7BG�LO�ELT�B>PFIV�VLRO�>RAFBK@B�@>K�

@LJMOBEBKA�VLRO�QBUQ��)JMOLSFKD�OB>A>?FIFQV�FKSLISBP�@>OBCRI�>QQBKQFLK�QL�ELT�VLR�MOBPBKQ�VLRO�

FKCLOJ>QFLK�FK�M>O>DO>MEP�>KA�FKAFSFAR>I�PBKQBK@BP��

Readability 

4EB�OB>ABO�LC�>�QB@EKF@>I�AL@RJBKQ�KBBAP�QL�?B�>?IB�QL�BUQO>@Q�FKCLOJ>QFLK�COLJ�FQ�>P�B>PFIV�>P�

MLPPF?IB�PL�JLPQ�QB@EKF@>I�AL@RJBKQP�>OB�TOFQQBK�>Q�QEB�5�3���QE�DO>AB�IBSBI��4EB�>SBO>DB�

PBKQBK@B�IBKDQE�PELRIA�?B�>?LRQ�kCQBBK�TLOAP��

7EBK�VLR�OBSFPB�ILLH�CLO�ILKD�PBKQBK@BP�QE>Q�@LKQ>FK�ILQP�LC�FKCLOJ>QFLK��"OB>H�QEBJ�FKQL�

PELOQBO�?FQB�PFWBA�@ERKHP�QE>Q�@LKQ>FK�PFKDIB�FAB>P�>KA�ORK�QEB�OBPRIQFKD�PBKQBK@BP�QEOLRDE�>�

OB>A>?FIFQV�@EB@HBO��&LO�BU>JMIB�-3�7 LOA�E>P�>�?RFIQ�FK�OB>A>?FIFQV�QLLI�QE>Q�TFII�QBII�VLR�QEB�

KRJ?BO�LC�TLOAP�MBO�PBKQBK@B�>KA�QEB�&IBP@E�+FK@>FA�JLABIfP�BPQFJ>QB�LC�QEB�QBUQfP�DO>AB�IBSBI��

/MBK�VLRO�AL@RJBKQ�FK�-F@OLPLCQ�7LOA�@IF@H�&FIB���/MQFLKP���0OLLkKD�@EB@H�QEB�g3ELT�

OB>A>?FIFQV�PQ>QFPQF@Ph�?LU�>KA�ORK�QEB�PMBII@EB@HBO��

Sentence Lengths 

4EB�>SBO>DB�PBKQBK@B�FK�>�QB@EKF@>I�AL@RJBKQ�PELRIA�@LKQ>FK�>?LRQ����TLOAP�?RQ�VLR�@>K�RPB�

PFDKFk@>KQIV�ILKDBO�LO�PELOQBO�PBKQBK@BP�FC�KB@BPP>OV��!K V�PBKQBK@B�LSBO����TLOAP�JLPQ�IFHBIV�

KBBAP�QL�?B�?OLHBK�RM��!K�L@@>PFLK>I�PELOQ�PBKQBK@B�	P>V�kSB�QL�QBK�TLOAP
�@>K�?B�BCCB@QFSB�?RQ�

QLL�J>KV�LC�QEBJ�>Q�LK@B�@>K�@>RPB�TOFQFKD�QL�?B�@ELMMV�>KA�E>OA�QL�CLIILT��

3FJFI>OIV�FC�QEB�AL@RJBKQ�@LKQ>FKP�>�PQOFKD�LC�PBKQBK@BP�QE>Q�>OB�@ILPB�QL�QEB�P>JB�IBKDQE�	CLO�

BU>JMIB�PFU�PBKQBK@BP�LC�BU>@QIV�kCQBBK�TLOAP�B>@E
�QEB�OB>ABO�TFII�C>II�FKQL�>�OEVQEJ�>KA�kKA�
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FQ�E>OA�QL�M>V�>QQBKQFLK��"OB>H�>M>OQ�LO�@LJ?FKB�PBKQBK@BP�QL�@OB>QB�S>OFBQV�FK�QEBFO�IBKDQE��3BB�

#E>MQBO����7OFQFKD�3HFIIP�CLO�JLOB�FKCLOJ>QFLK�>?LRQ�OEVQEJ�LK�QEB�PBKQBK@B�IBSBI��

Sentence Structures 

)K�%KDIFPE�QEBOB�>OB�CLRO�?>PF@�PBKQBK@B�PQOR@QROBP��

i� !� A7;>:3�A3<B3<13�@LKQ>FKP�>�PFKDIB�FKABMBKABKQ�@I>RPB��

i� !� 1=;>=C<2�A3<B3<13�@LKQ>FKP�QTL�FKABMBKABKQ�@I>RPBP��

i� !� 1=;>:3 F�A3<B3<13�@LKQ>FKP�>K�FKABMBKABKQ�@I>RPB�>KA�>�ABMBKABKQ�@I>RPB��

i� !� 1=;>=C<2	1=;>:3 F�A3<B3<13�@LKQ>FKP�>�@LJMLRKA�PBKQBK@B�>KA�>Q�IB>PQ�LKB�ABMBKABKQ�

@I>RPB��

4B@EKF@>I�TOFQFKD�RPR>IIV�OBIFBP�RMLK�PFJMIB�>KA�@LJMLRKA�PBKQBK@BP�>KA�PLJBQFJBP�@LJMIBU�

PBKQBK@BP��)Q�SBOV�O>OBIV�RPBP�@LJMLRKA�@LJMIBU�PBKQBK@BP��,LLH�CLO�QEBPB�PBKQBK@B�PQOR@QROBP�

>KA�OBSFPB�VLRO�QB@EKF@>I�AL@RJBKQ�>@@LOAFKDIV��

!IPL�>P�TFQE�PBKQBK@B�IBKDQEP�FC�>II�VLRO�PBKQBK@BP�RPB�QEB�P>JB�DO>JJ>QF@>I�PQOR@QROB�VLRO�

OB>ABO�TFII�?B�IRIIBA�?V�QEB�OBMBQFQFLK�>KA�kKA�FQ�@E>IIBKDFKD�QL�@LK@BKQO>QB�LK�QEB�JB>KFKD��

"OB>H�>M>OQ�LO�@LJ?FKB�PBKQBK@BP�QL�@OB>QB�S>OFBQV�FK�QEBFO�DO>JJ>QF@>I�PQOR@QROB��

4>?IB�������MOBPBKQP�PLJB�BU>JMIBP�LC�LSBOIV�ILKD�@LJMIBU�PBKQBK@BP�>KA�QEBFO�OBSFPBA�

SBOPFLKP��
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*./92��
�����%C 2?9F�0<:=92E�@2;A2;02�2E.:=92@�.;1�A526?�?2.1./696AF�@0<?2@��

$@=0:3;�'3<B3<13� &3D7A32�'3<B3<13�

"BCLOB�TB�@>K�?BDFK�OB@LJJBKAFKD�PMB@Fk@�
@I>PPOLLJ�MO>@QF@BP�QE>Q�EBIM�QO>AFQFLK>I�
kOPQ�VB>O�PQRABKQP�@RIQFS>QB�QEB�PHFIIP�QEBV�TFII�
KBBA�QL�MOLAR@B�BCCB@QFSB�>@>ABJF@�TOFQFKD�FQ�FP�
FJMLOQ>KQ�QL�BU>JFKB�>KA�PVKQEBPFWB�OB@BKQ�
OBPB>O@E�FK�VLRKD�>ARIQ�KBROL@LDKFQFSB�
ABSBILMJBKQ��

 3<5B6�����TLOAP�
�@/23� 3D3:�������

7 B�KBBA�QL�PQ>OQ�?V�OBSFBTFKD�OB@BKQ�OBPB>O@E�FK�
VLRKD�>ARIQ�KBROL@LDKFQFSB�ABSBILMJBKQ��!CQBO�QE>Q�
TB�@>K�OB@LJJBKA�PMB@Fk@�@I>PPOLLJ�MO>@QF@BP�QE>Q�
EBIM�QO>AFQFLK>I�kOPQ�VB>O�PQRABKQP�TOFQB�
>@>ABJF@>IIV��

� D3@/53� 3<5B6�����TLOAP�
�@/23� 3D3:�������

4EB�QVMF@>I�VLRKD�>ARIQ�KBROL@LDKFQFSB�MOLkIB�
TEF@E�FP�I>ODBIV�@E>O>@QBOFWBA�?V�>K�FK@OB>PFKD�
>T>OBKBPP�LC�BKSFOLKJBKQ>I�C>@QLOP�>KA�ELT�
QEBV�PE>MB�FKAFSFAR>I�MBO@BMQFLKP�>KA�?BE>SFLO�
MOBPBKQP�>�M>OQF@RI>OIV�S>IR>?IB�LMMLOQRKFQV�CLO�
@LIIBDB�@LJMLPFQFLK�FKPQOR@QLOP�QL�BKD>DB�QEBFO�
PQRABKQP�QEOLRDE�BUMBOFBKQF>I�IB>OKFKD�>KA�
@OFQF@>I�AF>ILDRB�BUBO@FPBP��

 3<5B6�����TLOAP�
�@/23� 3D3:�������

4EB�QVMF@>I�VLRKD�>ARIQ�KBROL@LDKFQFSB�MOLkIB�FP�
I>ODBIV�@E>O>@QBOFWBA�?V�>K�FK@OB>PFKD�>T>OBKBPP�LC�
BKSFOLKJBKQ>I�C>@QLOP�>KA�ELT�QEBV�PE>MB�FKAFSFAR>I�
MBO@BMQFLKP�>KA�?BE>SFLO��4EFP�>T>OBKBPP�MOBPBKQP�>�
M>OQF@RI>OIV�S>IR>?IB�LMMLOQRKFQV�CLO�@LIIBDB�
@LJMLPFQFLK�FKPQOR@QLOP��3MB@Fk@>IIV�FKPQOR@QLOP�@>K�
BKD>DB�TFQE�QEBFO�PQRABKQP�?V�RPFKD�BUMBOFBKQF>I�
IB>OKFKD�>KA�@OFQF@>I�AF>ILDRB�BUBO@FPBP��

� D3@/53� 3<5B6�������TLOAP�
�@/23� 3D3:�������

!;@1��%1-0-.585@E�?/;>1?�-:0�3>-01�81B18?�->1�@4;?1�01@1>95:10�.E� 5/>;?;2@�*;>0H?�>1-0-.585@E�

?@-@5?@5/?��

4EFP�QBUQ�T>P�ABOFSBA�COLJ�

-@-ROOBV�$>SFA�>KA�*LK>QE>K�!OKBQQ�g0LTBO�2BSFPFLK�4B@EKFNRBPh�FK�2B>OALK�4FCC>KF�
4>J>O>�0LTBII�*LK>QE>K�!OKBQQ�-LKFNRB�,LD>K�>KA�#>PP>KAO>�2>@B�TFQE�@LKQOF?RQLOP�
$>SFA�-@-ROOBV�3QBSB�-FIIBO�#EBOFB�-FIIBO�-BD>K�'F??P�*BKKFCBO�.DRVBK�*>JBP�-LKOLB�
>KA�,>K@B�,FKFJLK��"<1:�' 1/4:5/-8��;99A:5/-@5;:� ��QE�%AFQFLK��!QEBKP�'!��!CCLOA>?IB�
, B>OKFKD�'BLODF>�K�A��EQQMP���>ID�J>KFCLIA>MM�LOD�MOLGB@QP�LMBK�Q@��,F@BKPBA�RKABO�>�
#OB>QFSB�#LJJLKP�!QQOF?RQFLK�����)KQBOK>QFLK>I�,F@BKPB��

5KFSBOPFQV�LC�-FKKBPLQ>���A?5:1??��;99A:5/-@5;:�2;>�&A//1??��-FKKB>MLIFP��5KFSBOPFQV�LC�
-FKKBPLQ>�,F?O>OFBP�0R?IFPEFKD�������EQQMP���LMBK�IF?�RJK�BAR�?RPFKBPP@LJJRKF@>QFLK���
,F@BKPBA�RKABO�>�#OB>QFSB�#LJJLKP�!QQOF?RQFLK�.LK#LJJBO@F>I�3E>OB!IFHB�����
)KQBOK>QFLK>I�,F@BKPB��

Notes 

��� 3QBMEBK�#LSBV�'41�&1B1:��-.5@?�;2��5348E��221/@5B1�#1;<81�	.BT�9 LOH�.9��3FJLK���3@ERPQBO�����
��
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PEER REVIEW 
David M cM urr ey; Clair e Carly-Miles; Kalani P attison; and N icole 
Hagstrom-Schmidt 

$33@�@3D73E7<5�	>IPL�@>IIBA�MBBO�BAFQFKD
�OBCBOP�QL�MBLMIB�LC�BNR>I�	LO�KB>O�BNR>I
�PQ>QRP�>KA�

>?FIFQV�OB>AFKD�@LJJBKQFKD�LK�>KA�OB@LJJBKAFKD�FJMOLSBJBKQP�QL�B>@E�LQEBOfP�TLOH��0BBO�

OBSFBTFKD�>KLQEBOfP�TLOH�MOLSFABP�BUMBOFBK@B�FK�ILLHFKD�@OFQF@>IIV�>Q�TOFQFKD�>KA�MLQBKQF>IIV�

LCCBOP�PRDDBPQFLKP�CLO�QEFKDP�VLR�J>V�QOV�	LO�>SLFA
�FK�VLRO�LTK�TOFQFKD��

7EBK�VLR�MBBO�OBSFBT�>KLQEBO�TOFQBOfP�TLOH�VLR�BS>IR>QB�FQ�@OFQF@FWB�FQ�PRDDBPQ�

FJMOLSBJBKQP�>KA�QEBK�@LJJRKF@>QB�>II�LC�QE>Q�QL�QEB�TOFQBO��!P�>�kOPQ�QFJB�MBBO�OBSFBTBO�VLR�

JFDEQ�?B�RKB>PV�>?LRQ�@OFQF@FWFKD�PLJBLKB�BIPBfP�TLOH��&LO�BU>JMIB�ELT�AL�VLR�QBII�PLJB?LAV�

QE>Q�QEB�AL@RJBKQ�FP�?LOFKD��4EFP�@E>MQBO�LCCBOP�>ASF@B�>KA�DRFA>K@B�CLO�ALFKD�MBBO�OBSFBTP�>KA�

@LJJRKF@>QFKD�MBBO�CBBA?>@H��

Peer Revi ew: The WriterÕs Responsibiliti es 

!Q�QEB�?BDFKKFKD�LC�>�MBBO�OBSFBT�QEB�TOFQBO�PELRIA�MOLSFAB�OBSFBTBOP�TFQE�KLQBP�LK�QEB�TOFQFKD�

>PPFDKJBKQ�>KA�LK�DL>IP�>KA�@LK@BOKP�>?LRQ�QEB�TOFQFKD�MOLGB@Q�	QLMF@�>RAFBK@B�MROMLPB�

PFQR>QFLK�DBKOB
�>KA�>IBOQ�QEBJ�QL�>KV�MOL?IBJP�LO�@LK@BOKP��!P�QEB�TOFQBO�VLR�T>KQ�QL�IBQ�VLRO�

OBSFBTBOP�HKLT�TE>Q�VLRfA�IFHB�EBIM�TFQE�>KA�TE>Q�HFKAP�LC�QEFKDP�VLR�TBOB�QOVFKD�QL�AL��4EB�

NRBPQFLKP�QL�?B�>KPTBOBA�FK�MBBO�OBSFBT�PELRIA�?B�PMB@Fk@��&LO�BU>JMIB�@LKPFABO�QEB�CLIILTFKD�

NRBPQFLKP�>PHBA�?V�QEB�TOFQBO�LC�>�PBQ�LC�QB@EKF@>I�FKPQOR@QFLKP��

i� $LBP�JV�BUMI>K>QFLK�LC�SFOQR>I�J>@EFKB�8�J>HB�PBKPB�QL�VLR��7 LRIA�FQ�J>HB�PBKPB�QL�LRO�

IB>PQ�QB@EKF@>I�@RPQLJBOP��

i� )K�DBKBO>I�FP�JV�TOFQFKD�PQVIB�QLL�QB@EKF@>I��	)�J>V�E>SB�JFJF@HBA�QLL�JR@E�LC�QEB�

BKDFKBBOPf�PMB@Fk@>QFLKP�
�

i� !OB�QEB�@E>MQBO�QFQIBP�>KA�EB>AFKDP�FK�QEFP�FKPQOR@QFLK�J>KR>I�@IB>OIV�OBI>QFSB�QL�QEB�@LKQBKQ�

QE>Q�CLIILTP�B>@E��	)�E>A�QOLR?IB�MEO>PFKD�PLJB�LC�QEB�QFQIBP�>KA�EB>AFKDP�
�

i� !OB�QEB�P@OBBKPELQP�@IB>O�BKLRDE��	)�J>V�E>SB�?BBK�QOVFKD�QL�DBQ�QLL�JR@E�ABQ>FI�FK�PLJB�LC�

QEBJ�
�

i� $L�)�FKQOLAR@B�QEB�DO>MEF@P�@IB>OIV�LO�AL�QEBV�GRPQ�PBBJ�PQR@H�FKQL�QEB�PB@QFLK��
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Peer Revi ew: The Revi ewerÕs Responsibiliti es 

7EBK�VLR�MBBO�OBSFBT�LQEBO�MBLMIBfP�TOFQFKD�OBJBJ?BO�QE>Q�VLR�PELRIA�@LKPFABO�>II�>PMB@QP�LC�

QE>Q�TOFQFKD�KLQ�GRPQdFK�C>@Q�IB>PQ�LC�>IIdQEB�DO>JJ>O�PMBIIFKD�>KA�MRK@QR>QFLK��)C�VLR�>OB�KBT�

QL�MBBO�OBSFBTFKD�?B�PROB�QL�BU>JFKB�QEB�AO>CQ�CLO�QEB�CLIILTFKD��

&63B=@71/:�34431B7D3<3AA
�(LT�TBII�ALBP�QEB�AL@RJBKQ�>AAOBPP�QEB�KBBAP�>KA�FKQBOBPQP�LC�

FQP�>RAFBK@B��(LT�MBOPR>PFSB�FP�QEB�AL@RJBKQ�CLO�FQP�>RAFBK@B��

�:/@7BG�=4�>C@>=A3
�7E>Q�FP�QEB�MROMLPB�LC�QEB�AL@RJBKQ��$LBP�QEB�TOFQBO�PR@@BBA�FK�

CRIkIIFKD�QE>Q�MROMLPB��

�=<B3<B
�)P�QEB�@LKQBKQ�LC�B>@E�J>GLO�PB@QFLK�>MMOLMOF>QB��!OB�PRCk@FBKQ�ABQ>FIP�>KA�

ABSBILMJBKQ�MOLSFABA��)P�QEBOB�>KV�MI>@B�TEBOB�QEB�>RQELO�@LRIA�>AA�LO�OBJLSB�@LKQBKQ��
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$>Q>�>ILKB�OBD>OAIBPP�LC�FQP�QVMB�ALBP�KLQ�JB>K�>KVQEFKD�RKQFI�VLR�FKQBOMOBQ�FQ��4EB�MOL@BPPBP�

QE>Q�VLR�RPB�QL�@LIIB@Q�>K>IVWB�>KA�LOD>KFWB�VLRO�A>Q>�>OB�VLRO�@3A3/@16�;3B6=2A��2BPB>O@E�

JBQELAP�>OB�LCQBK�@>QBDLOFWBA�>P�?C/<B7B/B7D3�?C/:7B/B7D3�LO�;7F 32�;3B6=2 ��3LJB�MOLGB@QP�

PR@E�>P�I>?�BUMBOFJBKQP�OBNRFOB�QEB�RPB�LC�QEB�P@FBKQFk@�JBQELA�LC�FKNRFOV�L?PBOS>QFLK�

NR>KQFQ>QFSB�A>Q>�@LIIB@QFLK�>K>IVPFP�>KA�@LK@IRPFLKP�QL�QBPQ�>�EVMLQEBPFP��/QEBO�HFKAP�LC�

MOLGB@QP�Q>HB�>�JLOB�ABAR@QFSB�>MMOL>@E�>KA�D>QEBO�?LQE�NR>KQFQ>QFSB�>KA�NR>IFQ>QFSB�BSFABK@B�

QL�PRMMLOQ�>�MLPFQFLK�LO�OB@LJJBKA>QFLK��4EB�OBPB>O@E�JBQELAP�VLR�@ELLPB�TFII�?B�ABQBOJFKBA�

?V�QEB�DL>IP�>KA�P@LMB�LC�VLRO�MOLGB@Q�>KA�?V�VLRO�FKQBKABA�>RAFBK@BfP�BUMB@Q>QFLKP��

Data Coll ection 

)K�QBOJP�LC�A>Q>�@LIIB@QFLK�QEBOB�>OB�>�S>OFBQV�LC�NR>IFQ>QFSB�>KA�NR>KQFQ>QFSB�JBQELAP�>S>FI>?IB��

!�IFPQ�LC�PBSBO>I�@LJJLK�MOFJ>OV�A>Q>�@LIIB@QFLK�JBQELAP�FP�MOLSFABA�?BILT��.LQB�QE>Q�B>@E�

JBQELA�CLIILTP�>�PMB@Fk@�MOLQL@LI�?LQE�QL�BKPROB�QEB�S>IFAFQV�LC�QEB�A>Q>�>KA�QL�MOLQB@Q�>KV�

ERJ>K�LO�>KFJ>I�PR?GB@QP�FKSLISBA��&LO�JLOB�LK�OBPB>O@E�QE>Q�RPBP�ERJ>K�M>OQF@FM>KQP�PBB�QEB�

g(RJ>K�2BPB>O@E�%QEF@Ph�PB@QFLK�I>QBO�FK�QEFP�@E>MQBO��

�<B3@D73EA
�)KQBOSFBTP�>OB�LKB�LK�LKB�LO�PJ>II�DOLRM�NRBPQFLK�>KA�>KPTBO�PBPPFLKP��

)KQBOSFBTP�TFII�MOLSFAB�ABQ>FIBA�FKCLOJ>QFLK�COLJ�>�PJ>II�KRJ?BO�LC�MBLMIB�>KA�>OB�RPBCRI�

TEBK�VLR�T>KQ�QL�DBQ�>K�BUMBOQ�LMFKFLK�LK�VLRO�QLMF@��

'C@D3GA�%C3AB7=<</7@3A
�3ROSBVP�>OB�>�CLOJ�LC�NRBPQFLKFKD�QE>Q�FP�IBPP�lBUF?IB�QE>K�

FKQBOSFBTP�>P�QEB�NRBPQFLKP�>OB�PBQ�>EB>A�LC�QFJB�>KA�@>KKLQ�?B�@E>KDBA��3ROSBVP�@>K�?B�

FK�MOFKQ�CLOJ>Q�LO�ABIFSBOBA�BIB@QOLKF@>IIV��4EFP�JBQELA�@>K�OB>@E�JR@E�I>ODBO�DOLRMP�LC�

MBLMIB�QE>K�FKQBOSFBTP�?RQ�FQ�OBPRIQP�FK�IBPP�ABQ>FIBA�OBPMLKPBP��

#<	A7B3�@3A3/@16
�4EBPB�L?PBOS>QFLKP�FKSLISB�Q>HFKD�LOD>KFWBA�KLQBP�>?LRQ�L@@ROOBK@BP�

>Q�>�ABQBOJFKBA�OBPB>O@E�PFQB��2BPB>O@E�PFQBP�J>V�?B�MEVPF@>I�IL@>QFLKP�PR@E�>P�>�IL@>I�DVJ�

LO�?RFIAFKD�PFQB�LO�QEBV�J>V�?B�SFOQR>I�PR@E�>P�>K�LKIFKB�CLORJ�LO�BSBKQ��/?PBOS>QFLKP�
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>IILT�VLR�QL�D>FK�L?GB@QFSB�FKCLOJ>QFLK�TFQELRQ�QEB�MLQBKQF>IIV�?F>PBA�SFBTMLFKQ�LC�>K�

FKQBOSFBT�LO�PROSBV��

�F>3@7;3<BA
�7EBQEBO�FK�QEB�I>?�LO�FK�QEB�kBIA�BUMBOFJBKQP�>OB�ABPFDKBA�QL�QBPQ�

EVMLQEBPBP�>KA�SBOFCV�MOBSFLRP�OBPRIQP��%UMBOFJBKQP�>OB�MOBM>OBA�?V�RPFKD�PQ>KA>OA�

MOLQL@LIP�>KA�@>OBCRI�QBPQFKD�FK�LOABO�QL�MOLQB@Q�QEB�OBPB>O@EBOP�>KA�QEBFO�PR?GB@QP�>P�TBII�

>P�QL�FPLI>QB�PMB@Fk@�S>OF>?IBP��

'7;C:/B7=<A
�4VMF@>IIV�ABPFDKBA�>KA�ORK�RPFKD�@LJMRQBO�MOLDO>JP�PFJRI>QFLKP�>OB�>�QVMB�

LC�BUMBOFJBKQ�QE>Q�QBPQP�EVMLQEBPBP�>KA�PLIRQFLKP�FK�>�SFOQR>I�PBQQFKD�QE>Q�>MMOLUFJ>QBP�

QEB�OB>I�TLOIA��3FJRI>QFLKP�>OB�RPR>IIV�>K�LMQFLK�CLO�TEBK�FK�MBOPLK�BUMBOFJBKQP�>OB�KLQ�

CB>PF?IB��

$@7;/@G�A=C@13�2=1C;3<BA
�-LOB�@LJJLK�FK�QBUQ�?>PBA�kBIAP�LOFDFK>I�TOFQQBK�SFPR>I�

>KA�LO�>RAFL�PLRO@BP�@>K�?B�RPBA�QL�IL@>QB�PMB@Fk@�A>Q>�CLO�CROQEBO�>K>IVPFP�>KA�

FKQBOMOBQ>QFLK��)K�QEFP�JBQELA�QEB�A>Q>�@LIIB@QBA�@LRIA�?B�TLOAP�FJ>DBP�PLRKAP�LO�

JL SBJBKQP��

Eff ective Primary R esearch Design 

)K�>�QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD�@I>PP�VLR�TFII�IFHBIV�RPB�>�CBT�@LJJLK�MOFJ>OV�OBPB>O@E�

JBQELAP�FKSLISFKD�ERJ>K�PR?GB@QP��PROSBVP�FKQBOSFBTP�>KA�LK�PFQB�OBPB>O@E�	kBIA�I>?�LO�

PFJRI>QFLK
��7EFIB�VLR�>OB�KLQ�BUMB@QBA�QL�?B�>K�BUMBOQ�FK�>KV�LC�QEBPB�JBQELAP�VLR�PELRIA�

>MMOL>@E�QEBJ�BQEF@>IIV�>KA�QELRDEQCRIIV�PL�>P�QL�MOLQB@Q�>KV�M>OQF@FM>KQP�>KA�QL�DBKBO>QB�

OBIF>?IB�DBKBO>IFW>?IB�A>Q>��

Surv ey Questions 

7EBK�ABPFDKFKD�PROSBVP�OBJBJ?BO�QEB�OEBQLOF@>I�PFQR>QFLK��7E>Q�>OB�QEB�DL>IP�LC�VLRO�PROSBV��

7EL�>OB�VLR�ELMFKD�TFII�@LJMIBQB�QEB�PROSBV��7E>Q�TFII�QEBV�HKLT��7E>Q�TFII�QEBV�KLQ�HKLT��

(LT�ILKD�@>K�VLR�BUMB@Q�QEBJ�QL�BKD>DB�TFQE�VLRO�PROSBV��7E>Q�FP�QEB�?BPQ�JBQELA�LC�

PROSBVFKD�QEBJ�	LKIFKB�P>V�QEOLRDE�'LLDIB�&LOJP�LO�FK�MBOPLK
��(LT�J>KV�OBPMLKPBP�AL�VLR�

ELMB�QL�L?Q>FK��5PB�QEFP�FKCLOJ>QFLK�QL�FKCLOJ�QEB�ABPFDK�LC�VLRO�PROSBV�>KA�>KV�MOBIFJFK>OV�

J>QBOF>IP�VLR�FK@IRAB��!II�PROSBVP�PELRIA�CB>QROB�@IB>O�PQ>QBJBKQP�LC�MROMLPB�>P�TBII�>P�PMB@Fk@�

AFOB@QFLKP�CLO�>KPTBOFKD�QEB�NRBPQFLKP�>KA�ELT�QL�@LKQ>@Q�QEB�OBPB>O@EBO�FC�M>OQF@FM>KQP�E>SB�

>KV�NRBPQFLKP��
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PROSBV�NRBPQFLKP�PELRIA�

�3�/A�A>317P1�/A�>=AA70:3
�! SLFA�>J?FDRFQV�?V�MOLSFAFKD�PMB@Fk@�A>QBP�BSBKQP�LO�
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>OB�ILLHFKD�CLO�>KA�TFII�IFHBIV�PHBT�VLRO�A>Q>��

�3�<3CB@/:
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g$L�VLR�>DOBB�QE>Q�LRO�BKBJFBP�>OB�>�QEOB>Q�QL�LRO�T>V�LC�IFCB�h�9LR�TFII�>IPL�T>KQ�QL�>SLFA�

RPFKD�I>KDR>DB�QE>Q�FP�PBUFPQ�O>@FPQ�LO�>?IBFPQ��3BB�#E>MQBO����0BOPR>PFLK�CLO�JLOB�

FKCLOJ>QFLK�>?LRQ�IL>ABA�I>KDR>DB��

�3�=@5/<7H32�:=571/::G
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M>OQF@FM>KQ��&LO�BU>JMIB�FC�VLR�FKQOLAR@B�>�@LK@BMQ�FK�1RBPQFLK���VLR�AL�KLQ�T>KQ�QL�

OBQROK�QL�FQ�>D>FK�FK�1RBPQFLK�����&LIILT�RM�NRBPQFLKP�>KA�IFKHBA�NRBPQFLKP�PELRIA�?B�
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>KLKVJLRPIV��4EFP�FKCLOJ>QFLK�@LRIA�FK@IRAB�ABQ>FIP�PR@E�>P�>�QO>RJ>�B>QFKD�AFPLOABOP�LO�
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QEBJ��$BMBKAFKD�VLR�J>V�LMQ�CLO�NR>KQFQ>QFSB�A>Q>�TEF@E�FK@IRABP�VBP�KL�NRBPQFLKP�JRIQFMIB�

@ELF@B�,FHBOQ�P@>IBP�LO�O>KHFKD��.LQB�QE>Q�TE>Q�J>HBP�QEFP�A>Q>�gNR>KQFQ>QFSBh�FP�QE>Q�FQ�@>K�?B�
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CLIILT�RM�NRBPQFLKP��

274  |  RESEARCH METH ODS AND METH ODO LOGIES



!C:B7>:3�16=713��%C/<B7B/B7D3�
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J> V�>PPFDK�QEBPB�FQBJP�>�KRJ?BO�LO�OB>OO>KDB�QEBFO�LOABO�LK�>�P@OBBK��
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QEB�PROSBV�AFA�KLQ�>AAOBPP��9LR�JFDEQ�>IPL�?B�>?IB�QL�MOFSFIBDB�SLF@BP�QE>Q�>OB�LCQBK�

AOLTKBA�LRQ�FK�I>ODB�PROSBVP��(LTBSBO�HBBM�FK�JFKA�QE>Q�J>KV�M>OQF@FM>KQP�AL�KLQ�IFHB�

OBPMLKAFKD�QL�BPP>V�PQVIB�NRBPQFLKP��4EBPB�OBPMLKPBP�TLOH�?BPQ�>P�CLIILT�RM�NRBPQFLKP�

JFAT>V�LO�I>QBO�FK�QEB�PROSBV��

&FK>IIV�?BCLOB�LCk@F>IIV�MR?IFPEFKD�VLRO�PROSBV�LKIFKB�LO�>PHFKD�M>OQF@FM>KQP�FK�MBOPLK�J>HB�

PROB�QE>Q�VLR�@LKAR@Q�MOBIFJFK>OV�QBPQFKD��4EFP�MOBIFJFK>OV�QBPQFKD�FP�@OR@F>I��7EBK�PBBHFKD�

CBBA?>@H�E>SB�VLRO�OBSFBTBOP�KLQB�>KV�@LKCRPFLK�LO�>J?FDRFQV�FK�NRBPQFLK�TLOAFKD�I>@H�LC�

@I>OFQV�FK�NRBPQFLK�LOABO�QVMLDO>MEF@>I�BOOLOP�QB@EKF@>I�AFCk@RIQFBP�>KA�ELT�ILKD�QEB�PROSBV�

QLLH�CLO�QEBJ�QL�@LJMIBQB��2BJBJ?BO�PROSBVP�TFQE�RK@IB>O�NRBPQFLKP�>KA�PILMMV�CLOJ>QQFKD�

>KKLV�M>OQF@FM>KQP�>KA�A>J>DB�VLRO�@OBAF?FIFQV��#LKSBOPBIV�QEB�JLOB�MOLCBPPFLK>I�>�PROSBV�

ILLHP�>KA�QEB�B>PFBO�FQ�FP�CLO�VLRO�OB>ABO�QL�@LJMIBQB�FQ�QEB�JLOB�IFHBIV�VLR�TFII�OB@BFSB�RPBCRI�

OBPMLKPBP��
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Writing Engaging R esearch Intervi ew Questi ons 

0OBM>OFKD�DLLA�FKQBOSFBT�NRBPQFLKP�Q>HBP�QFJB�MO>@QF@B�>KA�QBPQFKD��->KV�KLSF@B�FKQBOSFBTBOP�

DL�FKQL�FKQBOSFBTP�TFQE�QEB�>PPRJMQFLK�QE>Q�QEBV�AL�KLQ�KBBA�QL�MOBM>OB�>KA�>OB�JBOBIV�E>SFKD�>�

@LKSBOP>QFLK��7EFIB�QEFP�>MMOL>@E�@>K�DBKBO>QB�FKCLOJ>QFLK�QEBPB�FKQBOSFBTBOP�LCQBK�kKA�QE>Q�

PBSBO>I�FJMLOQ>KQ�NRBPQFLKP�TBOB�KLQ�>AAOBPPBA��7EBK�ABPFDKFKD�FKQBOSFBT�NRBPQFLKP�VLR�TFII�

T>KQ�KLQ�LKIV�QL�@LKPFABO�QEB�@LKQBKQ�LC�QEB�NRBPQFLK�?RQ�>IPL�TEBOB�QEB�NRBPQFLK�>MMB>OP�FK�

VLRO�IFPQ��
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>KA�@FQB�PLRO@BP�FKQL�QEBFO�AL@RJBKQP�>KA�MOBPBKQ>QFLKP��"BVLKA�>SLFAFKD�MI>DF>OFPJ�RPFKD�

PLRO@BP�BCCB@QFSBIV�>IILTP�VLR�QL�AO>T�LK�QEB�BUMBOQFPB�LC�LQEBOP�QL�PRMMLOQ�VLRO�MLFKQP��5PFKD�

PLRO@BP�BCCB@QFSBIV�>IPL�EBIMP�QEB�OB>ABO�RKABOPQ>KA�ELT�VLR�>OB�PFQR>QFKD�AFCCBOBKQ�kKAFKDP�

FAB>P�>KA�>ODRJBKQP�FK�@LKSBOP>QFLK�TFQE�LKB�>KLQEBO�>P�TBII�>P�ELT�VLR�VLROPBIC�>OB�

M>OQF@FM>QFKD�FK�QE>Q�@LKSBOP>QFLK��

4L�EBIM�VLR�J>PQBO�QEBPB�PHFIIP�QEFP�PB@QFLK�TFII�OBSFBT�QEB�AFCCBOBKQ�HFKAP�LC�PLRO@BP�>KA�

@FQ>QFLK�CLOJP�QE>Q�VLR�>OB�IFHBIV�QL�BK@LRKQBO�FK�QB@EKF@>I�>KA�MOLCBPPFLK>I�TOFQFKD��

Primary Sour ces and Secondary Sources 

$@7;/@G�A=C@13A�>OB�AFOB@Q�kOPQE>KA�PLRO@BP�LC�FKCLOJ>QFLK�LO�A>Q>��4EBPB�>OB�PLRO@BP�QE>Q�>OB�

kUBA�FK�>�MLFKQ�FK�QFJB�>KA�QVMF@>IIV�AL�KLQ�@LKQ>FK�>K>IVPFP�LO�AFP@RPPFLK��&LO�BU>JMIB�FC�VLR�

TBOB�TOFQFKD�>�OBMLOQ�>?LRQ�QEB�&FOPQ�!JBKAJBKQ�OFDEQ�QL�COBBALJ�LC�PMBB@E�QEB�QBUQ�LC�QEB�

&FOPQ�!JBKAJBKQ�FK�QEB�"FII�LC�2FDEQP�TLRIA�?B�>�MOFJ>OV�PLRO@B��/QEBO�QVMBP�LC�MOFJ>OV�PLRO@BP�

FK@IRAB�QEB�CLIILTFKD��

i� $>Q>�PBQP�	VLRO�LTK�LO�COLJ�>�MR?IFPEBA�PLRO@B
�

i� 3ROSBVP�

i� )KQBOSFBTP�
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i� 0ELQLDO>MEP�

i� 3L@F>I�JBAF>�MLPQP�

i� 6FPR>IP�PR@E�>P�P@EBJ>QF@P�LO�MI>KP�

i� (FPQLOF@>I�>KA�PLJB�DLSBOKJBKQ�AL@RJBKQP�

i� !OQ���IFQBO>QROB�FK@IRAFKD�?RQ�KLQ�IFJFQBA�QL�KLSBIP�M>FKQFKDP�JRPF@>I�OB@LOAFKDP�JLSFBP�

>KA�SFABL�D>JBP�

'31=<2/@G�A=C@13A�AFP@RPP�FKQBOMOBQ�>K>IVWB�@LKPLIFA>QB�LO�LQEBOTFPB�OBTLOH�FKCLOJ>QFLK�

COLJ�MOFJ>OV�PLRO@BP��)K�OBPB>O@EFKD�>�OBMLOQ�>?LRQ�COBBALJ�LC�PMBB@E�VLR�JFDEQ�OB>A�>OQF@IBP�

>?LRQ�IBD>I�@>PBP�QE>Q�FKSLISBA�&FOPQ�!JBKAJBKQ�OFDEQP�LO�BAFQLOF>IP�BUMOBPPFKD�@LJJBKQ>OV�LK�

QEB�&FOPQ�!JBKAJBKQ��4EBPB�PLRO@BP�TLRIA�?B�@LKPFABOBA�PB@LKA>OV�PLRO@BP�?B@>RPB�QEBV�>OB�

LKB�PQBM�OBJLSBA�COLJ�QEB�MOFJ>OV�PLRO@B�LC�FKCLOJ>QFLK��/QEBO�BU>JMIBP�LC�PB@LKA>OV�

PLRO@BP�FK@IRAB�QEB�CLIILTFKD��

i� "FLDO>MEFBP�

i� (FPQLOFBP�>KA�EFPQLOF@>I�>K>IVPFP�

i� *LROK>I�>OQF@IBP�

i� .BTP�>OQF@IBP�>KA�@LJJBKQ>OFBP�

i� "ILDP�

i� 6FABL�BPP>VP�

9LRO�QLMF@�>RAFBK@B�>KA�MROMLPB�ABQBOJFKB�TEBQEBO�VLR�JRPQ�RPB�?LQE�MOFJ>OV�>KA�PB@LKA>OV�

PLRO@BP�FK�VLRO�AL@RJBKQ��!PH�VLROPBIC�TEF@E�PLRO@BP�>OB�JLPQ�IFHBIV�QL�MOLSFAB�QEB�FKCLOJ>QFLK�

QE>Q�TFII�>KPTBO�VLRO�OBPB>O@E�NRBPQFLKP��)C�VLR�>OB�TOFQFKD�>�OBPB>O@E�OBMLOQ�>?LRQ�OB>IFQV�

QBIBSFPFLK�PELTP�VLR�TFII�KBBA�QL�RPB�PLJB�OB>IFQV�PELTP�>P�>�MOFJ>OV�PLRO@B�?RQ�PB@LKA>OV�

PLRO@BP�PR@E�>P�>�OBSFBTBOfP�@OFQFNRB�>OB�>IPL�FJMLOQ>KQ��)C�VLR�>OB�TOFQFKD�>?LRQ�QEB�EB>IQE�

BCCB@QP�LC�KF@LQFKB�VLR�TFII�MOL?>?IV�T>KQ�QL�OB>A�QEB�MR?IFPEBA�OBPRIQP�LC�P@FBKQFk@�PQRAFBP�?RQ�

PB@LKA>OV�PLRO@BP�PR@E�>P�J>D>WFKB�>OQF@IBP�AFP@RPPFKD�QEB�LRQ@LJB�LC�>�OB@BKQ�PQRAV�J>V�>IPL�

?B�EBIMCRI��

4BOQF>OV�PLRO@BP�>OB�ABkKBA�>KA�AFP@RPPBA�FK�#E>MQBO�����2BPB>O@E��&LO�QEB�MROMLPBP�LC�@FQ>QFLK�

>KA�FKQBDO>QFLK�QEBV�PELRIA�?B�QOB>QBA�QEB�P>JB�>P�PB@LKA>OV�PLRO@BP��

.LQB�

�:/AA74G7<5�$@7;/@G�/<2�'31=<2/@G�'=C@13A�
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7EBQEBO�>�QBUQ�	AL@RJBKQ�LO�LQEBOTFPB
�FP�MOFJ>OV�LO�PB@LKA>OV�ABMBKAP�>�ILQ�LK�@LKQBKQ�
>KA�@LKQBUQ��&LO�BU>JMIB�VLR�@LRIA�@LKAR@Q�>K�FKQBOSFBT�TFQE�>K�FKAFSFAR>I�>?LRQ�QEBFO�IFCB�
>KA�QE>Q�TLRIA�?B�>�MOFJ>OV�PLRO@B��)C�VLR�FKQBOSFBTBA�QE>Q�MBOPLK�>?LRQ�QEBFO�>OB>�LC�
BUMBOQFPB�QE>Q�JFDEQ�?B�@LKPFABOBA�JLOB�LC�>�PB@LKA>OV�PLRO@B��3FJFI>OIV�>�GLROK>I�>OQF@IB�
OBMLOQFKD�QEB�OBPRIQP�LC�>K�LOFDFK>I�OBPB>O@E�PQRAV�J>V�?B�>�MOFJ>OV�PLRO@B�TEFIB�>�GLROK>I�
>OQF@IB�@LJM>OFKD�>KA�>K>IVWFKD�QEB�OBPRIQP�LC�PBSBO>I�OBPB>O@E�PQRAFBP�J>V�?B�>�PB@LKA>OV�
PLRO@B��

Citing P ersonal Primary R esearch 

)K�J>KV�@FO@RJPQ>K@BP�VLR�J>V�?B�MOBPBKQFKD�MOFJ>OV�OBPB>O@E�QE>Q�VLR�E>SB�@LKAR@QBA��)K�

QEFP�@>PB�QEB�MOFJ>OV�OBPB>O@E�@>K�Q>HB�QEB�CLOJ�LC�BUMBOFJBKQ>I�A>Q>�D>FKBA�COLJ�I>?�

BUMBOFJBKQP�OBPRIQP�COLJ�PROSBVP�LO�J>QBOF>I�COLJ�FKQBOSFBTP�LO�LK�PFQB�BS>IR>QFLKP��)K�>II�

QEBPB�P@BK>OFLP�QEB�OBPB>O@E�FP�KLQ�VBQ�MR?IFPEBA�MOFLO�QL�FQP�FK@IRPFLK�FK�VLRO�OBMLOQ�M>MBO�LO�

>OQF@IB��4EBOBCLOB�VLR�AL�KLQ�@FQB�FQ�FK�QEB�P>JB�T>V�VLR�TLRIA�>�MR?IFPEBA�PLRO@B�RPFKD�

M>OBKQEBQF@>I�@FQ>QFLKP�LO�>K�BKQOV�FK�>�7LOHP�#FQBA�LO�2BCBOBK@BP�M>DB��

&LO�A>Q>�>@NRFOBA�QEOLRDE�>K�BUMBOFJBKQ�PROSBV�LO�LK�PFQB�OBPB>O@E�FKAF@>QB�FK�VLRO�QBUQ�

TEBOB�QEB�FKCLOJ>QFLK�@LJBP�COLJ��7EBK�PMB@Fk@>IIV�OBCBOBK@FKD�A>Q>�PR@E�>P�>�JB>PROBJBKQ�

LO�OBPRIQP�COLJ�>�PROSBV�VLR�J>V�RPB�PFDK>I�MEO>PBP�IFHB�VLR�TLRIA�CLO�>�NRLQ>QFLK�PRJJ>OV�LO�

M>O>MEO>PB��4EFP�PFDK>IFKD�PELRIA�?B�TFQEFK�QEB�P>JB�PBKQBK@B�>KA�FK�@ILPB�MOLUFJFQV�QL�QEB�

FKCLOJ>QFLK�FQPBIC��&LO�BU>JMIB�TEBK�OBCBOBK@FKD�QEB�OBPRIQP�LC�>K�LKIFKB�PROSBV�VLR�JFDEQ�P>V�

LKB�LC�QEB�CLIILTFKD��

i� ����LC�OBPMLKABOP�QL�=C@�=<:7<3�AC@D3G�OBMLOQBA�QE>Q�QEBV�TBOB�AFPP>QFPkBA�TFQE�QEB�I>?fP�

PMB@QOLJBQBO��

i� #C@�=<:7<3�AC@D3G�OBSB>IBA�QE>Q�����LC�LRO�OBPMLKABKQP�TBOB�AFPP>QFPkBA�TFQE�QEB�I>?fP�

PMB@QOLJBQBO��

.LQF@B�FK�QEB�BU>JMIB�>?LSB�QE>Q�TEFIB�QEB�TOFQBOP�RPB�>�PFDK>I�MEO>PB�	gLRO�LKIFKB�PROSBVh
�QEBV�

AL�KLQ�MOLSFAB�>KV�@FQ>QFLK�FKCLOJ>QFLK�FK�M>OBKQEBPBP��4EFP�FP�?B@>RPB�KLK�MR?IFPEBA�MOFJ>OV�

OBPB>O@E�@LKAR@QBA�?V�QEB�>RQELOP�RPR>IIV�ALBP�KLQ�>MMB>O�FK�>�?F?IFLDO>MEV��/KB�J>GLO�

BU@BMQFLK�QL�QEFP�ORIB�FP�>K�FKQBOSFBT�LO�FKQBOMBOPLK>I�@LJJRKF@>QFLK�ABMBKAFKD�LK�VLRO�

@FQ>QFLK�PQVIB��)K�-,!�PQVIB�MBOPLK>I�@LJJRKF@>QFLK�TEBQEBO�FK�MBOPLK�LSBO�QEB�MELKB�LO�

: LLJ�LO�SF>�>K�BJ>FI�BU@E>KDB�FP�FK@IRABA�?LQE�FK�QEB�7LOHP�#FQBA�IFPQ�>KA�M>OBKQEBQF@>IIV�FK�

QEB�AL@RJBKQ��)K�!0!�ELTB SBO�MBOPLK>I�@LJJRKF@>QFLK�FP�LKIV�@FQBA�M>OBKQEBQF@>IIV�FK�QEB�
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AL@RJBKQ��4L�PBB�ELT�QL�@FQB�MBOPLK>I�@LJJRKF@>QFLK�FK�?LQE�PQVIBP�PBB�!0 !�& LOJ>Q�1RF@H�

2BCBOBK@B�>KA�-,!�& LOJ>Q�1RF@H�2BCBOBK@B�I>QBO�FK�QEFP�@E>MQBO��

4EB�-BQELAP�PB@QFLK�LC�>�OBMLOQ�LO�QB@EKF@>I�AL@RJBKQ�PBOSBP�>P�>KLQEBO�J>GLO�MI>@B�TEBOB�

VLR�AFP@RPP�VLRO�MOFJ>OV�OBPB>O@E��)K�>�-BQELAP�	LO�-BQELA�LO�-BQELALILDV
�PB@QFLK�VLR�

AFP@RPP�QEB�ABPFDK�LC�VLRO�OBPB>O@E�MOLGB@Q��4EFP�PB@QFLK�TFII�FK@IRAB�>�ABP@OFMQFLK�LC�ELT�VLR�

@LIIB@QBA�>KV�FKCLOJ>QFLK�FK@IRAFKD�TE>Q�QLLIP�	FC�>KV
�VLR�RPBA�VLRO�OBPB>O@E�MOLQL@LI�>KA�

>KV�ABSF>QFLKP�COLJ�>�PQ>KA>OA�MOLQL@LI��3BB�#E>MQBO�����2B@LJJBKA>QFLK�2BMLOQP�CLO�

>AAFQFLK>I�FKCLOJ>QFLK��

$BMBKAFKD�LK�QEB�QVMB�LC�MOFJ>OV�OBPB>O@E�VLR�>OB�@LKAR@QFKD�VLR�J>V�T>KQ�QL�FK@IRAB�>K�

>MMBKAFU�LCCBOFKD�PRMMIBJBKQ>OV�FKCLOJ>QFLK�LK�VLRO�OBPB>O@E�ABPFDK��4EB�QTL�JLPQ�@LJJLK�

QVMBP�LC�>MMBKAF@BP�VLR�TFII�PBB�FK�OB@LJJBKA>QFLK�OBMLOQP�FK�QEFP�@I>PP�FK@IRAB�>�IFPQ�LC�PROSBV�

LO�FKQBOSFBT�NRBPQFLKP�	BPMB@F>IIV�FC�QEBV�AL�KLQ�>MMB>O�FK�IFPQ�CLOJ�FK�QEB�OBMLOQ�FQPBIC
�>KA�I>ODB�

Q>?IBP�LC�A>Q>�COLJ�>K�BUQBKABA�MBOFLA�LC�A>Q>�@LIIB@QFLK��7EBK�QEBFO�A>Q>�PBOSBP�>�

PRMMIBJBKQ>OV�MROMLPB�QEBPB�J>QBOF>IP�>OB�MI>@BA�FK�>K�>MMBKAFU�O>QEBO�QE>K�FKQBDO>QBA�FKQL�

QEB�OBMLOQ�FQPBIC��)C�QEB�FKCLOJ>QFLK�FP�FKQBOBPQFKD�?RQ�KLQ�KB@BPP>OFIV�OBIBS>KQ�QL�QEB�MROMLPB�>KA�

>RAFBK@B�LC�QEB�OBMLOQ�QEBK�QE>Q�FKCLOJ>QFLK�FP�HBMQ�PBM>O>QB��

Quoting 

$FOB@Q�NRLQ>QFLKP�>OB�MLOQFLKP�LC�>�QBUQ�Q>HBK�TLOA�CLO�TLOA�>KA�MI>@BA�FKPFAB�LC�>KLQEBO�

AL@RJBKQ��2B>ABOP�HKLT�TEBK�>K�>RQELO�FP�RPFKD�>�AFOB@Q�NRLQB�?B@>RPB�FQ�FP�ABKLQBA�?V�QEB�RPB�

LC�NRLQ>QFLK�J>OHP�>KA�>K�FK�QBUQ�@FQ>QFLK��)K�QEFP�PB@QFLK�VLR�TFII�IB>OK�TEBK�QL�RPB�AFOB@Q�

NRLQBP�>KA�QEB�ORIBP�CLO�AFOB@Q�NRLQ>QFLK��

When Should I U se Dir ect Quotes? 

'BKBO>IIV�PMB>HFKD�AFOB@Q�NRLQBP�PELRIA�?B�RPBA�PM>OFKDIV�?B@>RPB�VLR�T>KQ�QL�OBIV�LK�VLRO�

LTK�RKABOPQ>KAFKD�LC�J>QBOF>I�>KA�>SLFA�LSBO�OBIVFKD�LK�>KLQEBOfP�TLOAP��/SBO�NRLQFKD�ALBP�

KLQ�OBFKCLO@B�VLRO�@OBAF?FIFQV�>P�>K�>RQELO��ELTBSBO�>@@LOAFKD�QL�QEB�0ROARB�/KIFKB�7OFQFKD�

,>?�	 /7,
�V LR�PELRIA�RPB�AFOB@Q�NRLQBP�TEBK�gQEB�>RQELO�VLR�>OB�NRLQFKD�E>P�@LFKBA�>�QBOJ�

RKFNRB�QL�EBO�LO�EFP�OBPB>O@E�>KA�OBIBS>KQ�TFQEFK�VLRO�LTK�M>MBO�h� �)K�LQEBO�TLOAP�NRLQFKD�FP�

M>OQF@RI>OIV�FJMLOQ>KQ�TEBK�VLRfOB�ABkKFKD�>KA�@LKQBUQR>IFWFKD�HBV�QBOJP�>KA�@LK@BMQP�FK�VLRO�

QBUQ��
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The Basics of Dir ect Quotati on 

&LO�B>@E�AFOB@Q�NRLQ>QFLK�VLR�RPB�?B�PROB�QL�L?PBOSB�QEB�CLIILTFKD�PQBMP��

��� %K@ILPB�QEB�NRLQBA�J>QBOF>I�FK�NRLQ>QFLK�J>OHP�QL�PBQ�FQ�LCC�COLJ�QEB�OBPQ�LC�QEB�QBUQ��4EB�

BU@BMQFLK�QL�QEFP�ORIB�FP�?IL@H�	LO�ILKD
�NRLQBP�TEF@E�OBNRFOB�AFCCBOBKQ�CLOJ>QQFKD��

��� 0OLSFAB�>�TLOA�CLO�TLOA�OBMOLAR@QFLK�COLJ�QEB�>RQELOfP�LOFDFK>I�QBUQ��)C�VLR�KBBA�QL�>IQBO�

TLOAFKD�LO�PMBIIFKD�RPB�>K�BIIFMPFP�LO�?O>@HBQP��

��� 0OB@BAB�B>@E�NRLQ>QFLK�TFQE�>�@IB>O�PFDK>I�MEO>PB�>QQOF?RQFLK�Q>D��)C�QEB�PFDK>I�MEO>PB�FP�>�

@LJMIBQB�PBKQBK@B�VLR�PELRIA�RPB�>�@LILK�>P�QEB�MRK@QR>QFLK�?BQTBBK�QEB�PFDK>I�MEO>PB�

>KA�QEB�NRLQ>QFLK��/QEBOTFPB�>�@LJJ>�FP�RPR>IIV�?BPQ��

��� &LIILT�B>@E�NRLQ>QFLK�TFQE�>�M>OBKQEBQF@>I�@FQ>QFLK��

��� #IB>OIV�FKQBOMOBQ�LO�FKQBDO>QB�QEB�QBUQ�FKQL�VLRO�LTK�>ODRJBKQ�PL�QE>Q�VLRO�OB>ABOP�HKLT�

ELT�QL�RKABOPQ>KA�QEB�NRLQ>QFLK�TFQEFK�QEB�@LKQBUQ�LC�VLRO�TLOH��1RLQ>QFLKP�@>KfQ�?B�IBCQ�

QL�PMB>H�CLO�QEBJPBISBP�	PBB�g)KQBDO>QFKD�1RLQBP�FKQL�9LRO�7OFQFKDh�I>QBO�FK�QEFP�@E>MQBO
��

-,!�%U>JMIB�

)K�EFP�PBJFK>I�TLOH�$>SFA�">OQELILJ>B�>ODRBP�g%SBOV�QFJB�>�PQRABKQ�PFQP�ALTK�QL�TOFQB�CLO�
RP�EB�E>P�QL�FKSBKQ�QEB�RKFSBOPFQV�CLO�QEB�L@@>PFLKh�	�
��">OQELILJ>B�RPBP�QEFP�PQOLKD�FJ>DB�QL�
BJME>PFWB�ELT�FJMLOQ>KQ�FQ�FP�QL�FKPQOR@QLOP�QL�RKABOPQ>KA�PQRABKQPf�MBO@BMQFLKP�LC�QEBFO�
>RAFBK@BP��

!0 !�%U>JMIB�

)K�EFP�PBJFK>I�TLOH�$>SFA�">OQELILJ>B�	����
�>ODRBP�g%SBOV�QFJB�>�PQRABKQ�PFQP�ALTK�QL�
TOFQB�CLO�RP�EB�E>P�QL�FKSBKQ�QEB�RKFSBOPFQV�CLO�QEB�L@@>PFLKh�	M���
��">OQELILJ>B�RPBP�QEFP�
PQOLKD�FJ>DB�QL�BJME>PFWB�ELT�FJMLOQ>KQ�FQ�FP�QL�FKPQOR@QLOP�QL�RKABOPQ>KA�PQRABKQPf�
MBO@BMQFLKP�LC�QEBFO�>RAFBK@BP��

.LQB�QE>Q�FK�?LQE�BU>JMIBP�QEB�>RQELO�BK@ILPBP�QEB�BKQFOB�NRLQ>QFLK�TFQE�NRLQ>QFLK�J>OHP�

MOLSFABP�>�PFDK>I�MEO>PB�>KA�LCCBOP�>�M>DB�KRJ?BO�CLO�QEB�NRLQBA�J>QBOF>I��7FQE�QEFP�

FKCLOJ>QFLK�>�OB>ABO�@>K�@LKPRIQ�QEB�AL@RJBKQfP�7LOHP�#FQBA�	-,!
�LO�2BCBOBK@BP�M>DB�	!0!
�

QL�IL@>QB�">OQELILJ>BfP�LOFDFK>I�>OQF@IB�� �&ROQEBOJLOB�QEB�PB@LKA�PBKQBK@B�FK�B>@E�BU>JMIB�

@LKKB@QP�QEB�NRLQ>QFLK�QL�QEB�>ODRJBKQ�?V�BJME>PFWFKD�QEB�>PMB@Q�LC�QEB�NRLQ>QFLK�JLPQ�

OBIBS>KQ�QL�QEB�>RQELOfP�>ODRJBKQ��)K�PR?PBNRBKQ�PBKQBK@BP�QEB�TOFQBO�J>V�OBPMLKA�QL�
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">OQELILJ>B�MBOE>MP�RPFKD�EFP�>ODRJBKQ�QL�CROQEBO�QEB�TOFQBOfP�LTK�LCCBOFKD�>�@LRKQBO�

>ODRJBKQ�LO�BSBK�RPFKD�>�@LJ?FK>QFLK�LC�QEBPB�QTL�>MMOL>@EBP��

Block Quotati ons 

, LKDBO�NRLQBA�M>PP>DBP�>OB�CLOJ>QQBA�RPFKD�QEB�?IL@H�NRLQB�CLOJ>Q��)K�-,!�VLR�TFII�RPB�QEFP�

CLOJ>Q�FC�QEB�QVMBA�NRLQ>QFLK�FP�JLOB�QE>K�QEOBB�IFKBP�ILKD��)K�!0!�NRLQ>QFLKP�ILKDBO�QE>K����

TLOAP�RPB�QEFP�CLOJ>Q��)K�?LQE�@FQ>QFLK�PQVIBP�QEB�NRLQBA�PB@QFLK�FP�FKABKQBA�LKB�E>IC�FK@E�>KA�FP�

KLQ�BK@ILPBA�?V�NRLQ>QFLK�J>OHP��!�ILKDBO�PFDK>I�MEO>PB�	RPR>IIV�>�CRII�PBKQBK@B
�MOB@BABP�QEB�

ILKD�NRLQ>QFLK��0>OBKQEBQF@>I�@FQ>QFLK�FP�MI>@BA�>Q�QEB�SBOV�BKA�LC�QEB�NRLQ>QFLK�>CQBO�>KV�kK>I�

MRK@QR>QFLK��

7EBQEBO�VLR�>OB�RPFKD�-,!�LO�!0!�PQVIB�VLR�T>KQ�QL�J>FKQ>FK�QEB�P>JB�IFKB�PM>@FKD�CLO�?IL@H�

NRLQBP�>KA�QEB�OBPQ�LC�VLRO�AL@RJBKQ��&LO�BU>JMIB�JLPQ�QB@EKF@>I�AL@RJBKQP�>OB�PFKDIB�

PM>@BA�TFQE�>�?I>KH�IFKB�?BQTBBK�M>O>DO>MEP�PL�VLRO�?IL@H�NRLQBP�TFII�?B�PFKDIB�PM>@BA�>P�TBII��

"V�@LKQO>PQ�FK�QEB�QO>AFQFLK>I�>@>ABJF@�CLOJ>QQFKD�VLRfOB�IFHBIV�C>JFIF>O�TFQE�COLJ�JLPQ�LC�VLRO�

@LIIBDB�BPP>VP�?IL@H�NRLQBP�>KA�QEB�OBPQ�LC�QEB�AL@RJBKQ�>OB�ALR?IB�PM>@BA��"BILT�FP�>K�

BU>JMIB�LC�>�ILKD�NRLQ>QFLK�COLJ�">OQELILJ>BfP�>OQF@IB�FK�QEB�?IL@H�CLOJ>Q�FK�?LQE�-,!�>KA�

!0 !�PQVIBP�TEF@E�J>FKQ>FKP�PFKDIB�PM>@FKD�FK�QEB�TOFQBOfP�TLOAP�>KA�QEB�?IL@H�NRLQBP���

-,!�%U>JMIB�

)K�EFP�PBJFK>I�TLOH�$>SFA�">OQELILJ>B�FIIRPQO>QBP�QEB�QELRDEQ�MOL@BPP�QE>Q�@LIIBDB�PQRABKQP�
JRPQ�DL�QEOLRDE�TEBK�QEBV�TOFQB�CLO�MOLCBPPLOP��

%SBOV�QFJB�>�PQRABKQ�PFQP�ALTK�QL�TOFQB�CLO�RP�EB�E>P�QL�FKSBKQ�QEB�RKFSBOPFQV�CLO�QEB�
L@@>PFLKcFKSBKQ�QEB�RKFSBOPFQV�QE>Q�FP�LO�>�?O>K@E�LC�FQ�IFHB�(FPQLOV�LO�!KQEOLMLILDV�LO�
%@LKLJF@P�LO�%KDIFPE��(B�E>P�QL�IB>OK�QL�PMB>H�LRO�I>KDR>DB�QL�PMB>H�>P�TB�AL�QL�QOV�LK�
QEB�MB@RIF>O�T>VP�LC�HKLTFKD�PBIB@QFKD�BS>IR>QFKD�OBMLOQFKD�@LK@IRAFKD�>KA�>ODRFKD�
QE>Q�ABkKB�QEB�AFP@LROPB�LC�LRO�@LJJRKFQV��	�
�

">OQELILJ>B�RPBP�QEB�PQOLKD�I>KDR>DB�LC�FKSBKQFKD�QL�BJME>PFWB�QEB�FJMLOQ>K@B�LC�
RKABOPQ>KAFKD�ELT�PQRABKQP�J>V�kKA�FQ�AFCk@RIQ�QL�GLFK�FK�TFQE�RKC>JFIF>O�>@>ABJF@�
AFP@LROPBP��

!0 !�%U>JMIB�

)K�EFP�PBJFK>I�TLOH�$>SFA�">OQELILJ>B�	����
�FIIRPQO>QBP�QEB�QELRDEQ�MOL@BPP�QE>Q�@LIIBDB�
PQRABKQP�JRPQ�DL�QEOLRDE�TEBK�QEBV�TOFQB�CLO�MOLCBPPLOP��
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%SBOV�QFJB�>�PQRABKQ�PFQP�ALTK�QL�TOFQB�CLO�RP�EB�E>P�QL�FKSBKQ�QEB�RKFSBOPFQV�CLO�QEB�
L@@>PFLKcFKSBKQ�QEB�RKFSBOPFQV�QE>Q�FP�LO�>�?O>K@E�LC�FQ�IFHB�(FPQLOV�LO�!KQEOLMLILDV�LO�
%@LKLJF@P�LO�%KDIFPE��(B�E>P�QL�IB>OK�QL�PMB>H�LRO�I>KDR>DB�QL�PMB>H�>P�TB�AL�QL�QOV�LK�
QEB�MB@RIF>O�T>VP�LC�HKLTFKD�PBIB@QFKD�BS>IR>QFKD�OBMLOQFKD�@LK@IRAFKD�>KA�>ODRFKD�
QE>Q�ABkKB�QEB�AFP@LROPB�LC�LRO�@LJJRKFQV��	M���
�

">OQELILJ>B�RPBP�QEB�PQOLKD�I>KDR>DB�LC�FKSBKQFKD�QL�BJME>PFWB�QEB�FJMLOQ>K@B�LC�
RKABOPQ>KAFKD�ELT�PQRABKQP�J>V�kKA�FQ�AFCk@RIQ�QL�GLFK�FK�TFQE�RKC>JFIF>O�>@>ABJF@�
AFP@LROPBP��

M odifying Dir ect Quotati ons 

3LJBQFJBP�FK�LOABO�QL�PJLLQEIV�FKQBDO>QB�NRLQBA�J>QBOF>I�FKQL�VLRO�M>MBO�VLR�J>V�KBBA�QL�

OBJLSB�>�TLOA�LO�>AA�>�TLOA�QL�J>HB�QEB�NRLQB�J>HB�PBKPB��)C�VLR�J>HB�>KV�@E>KDB�QL�NRLQBA�

J>QBOF>I�FQ�JRPQ�?B�CLOJ>QQBA�@LOOB@QIV�RPFKD�>K�3::7>A7A�	j
�LO�0@/193BA�	�;�<�
��"B�PROB�KLQ�QL�RPB�

QEBPB�>IQBO>QFLKP�QL�@E>KDB�QEB�JB>KFKD�LC�QEB�NRLQ>QFLK��)K�QEB�CLIILTFKD�>�MLOQFLK�LC�(>JIBQfP�

g4L�"B�LO�.LQ�4L�"Bh�PLIFILNRV� �FP�RPBA�>P�QEB�BUBJMI>O��

">535:-8�=A;@1��I';�.1��;>�:;@�@;�.1��@4-@�5?�@41�=A1?@5;:�J�

i� 5PB�>K�BIIFMPFP�	j
�QL�FKAF@>QB�LJFPPFLKP�FK�QEB�JFAAIB�LC�>�NRLQB��

!P�(>JIBQ�PQ>QBP�g4L�?B�LO�KLQ�QL�?BjFP�QEB�NRBPQFLK�h�

i� 5PB�?O>@HBQP�	;<
�QL�@E>KDB�LO�>AA�>�TLOA�QL�QEB�NRLQB��

!P�(>JIBQ�PQ>QBP�g4L�?B�LO�KLQ�QL�?B�QE>Q�FP�QEB�;BPPBKQF>I<�NRBPQFLK�h�

Paraphrasing, Summarizing, and R eferencing 

7EFIB�NRLQFKD�J>V�?B�QEB�kOPQ�QEFKD�QE>Q�J>KV�MBLMIB�QEFKH�LC�TEBK�QEBV�QEFKH�>?LRQ�

FKQBDO>QFKD�PLRO@BP�M>O>MEO>PFKD�PRJJ>OFWFKD�>KA�OBCBOBK@FKD�A>Q>�>OB�>IPL�T>VP�QL�

FK@LOMLO>QB�FKCLOJ>QFLK�COLJ�LRQPFAB�J>QBOF>IP�FKQL�VLRO�BPP>VP�LO�MOLGB@QP��
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Paraphrasing 

0>O>MEO>PBP�>IILT�VLR�QL�ABP@OF?B�PMB@Fk@�FKCLOJ>QFLK�COLJ�>�PLRO@B�	FAB>P�COLJ�>�M>O>DO>ME�LO�

PBSBO>I�@LKPB@RQFSB�M>O>DO>MEP
�FK�VLRO�LTK�TLOAP��0>O>MEO>PBP�LC�QEB�QBUQ�PELRIA�?B�

BUMOBPPBA�FK�VLRO�LTK�TLOAP�TFQE�VLRO�LTK�PBKQBK@B�PQOR@QROB�FK�VLRO�LTK�T>V��9LR�PELRIA�

KLQ�PFJMIV�gTLOA�PT>Mh�LO�OBMI>@B�>�CBT�TLOAP�COLJ�QEB�LOFDFK>I�QBUQ�TFQE�PVKLKVJP��)C�VLR�RPB�>�

CBT�LC�QEB�>RQELOfP�TLOAP�TFQEFK�VLRO�M>O>MEO>PB�MI>@B�NRLQ>QFLK�J>OHP�>OLRKA�QEBJ��

0>O>MEO>PBP�>OB�JLOB�@LJJLK�FK�KRJ?BO�AOFSBK�kBIAP�PR@E�>P�P@FBK@BP�>KA�PL@F>I�P@FBK@BP�QE>K�

FK�QBUQ�?>PBA�kBIAP�PR@E�>P�QEB�ERJ>KFQFBP�LO�P@FBK@BP�CL@RPFKD�LK�ERJ>K�PR?GB@QP��(LTBSBO�

TEFIB�QEBOB�FP�>�AFCCBOBK@B�?BQTBBK�NRLQFKD�>KA�M>O>MEO>PFKD�ELT�NRLQBP�>KA�M>O>MEO>PBP�>OB�

@FQBA�FP�OB>IIV�KLQ�QE>Q�AFCCBOBKQ�>Q�>II��!P�TFQE�>�NRLQB�VLR�KBBA�QL�BUMI>FK�QL�VLRO�OB>ABO�TEV�

QEB�M>O>MEO>PBA�J>QBOF>I�FP�PFDKFk@>KQ�QL�QEB�MLFKQ�VLR�>OB�J>HFKD�FK�VLRO�M>MBO��9LR�JFDEQ�>IPL�

FK@IRAB�PFDK>I�MEO>PBP�	>IPL�HKLTK�>P�>QQOF?RQFSB�Q>DP
�QL�IBQ�VLRO�OB>ABOP�HKLT�TEBOB�QEB�

M>O>MEO>PBA�J>QBOF>I�?BDFKP��&FK>IIV�>P�TFQE�NRLQ>QFLKP�M>O>MEO>PBA�J>QBOF>I�PELRIA�?B�

CLIILTBA�?V�>�M>OBKQEBQF@>I�@FQ>QFLK��4ELRDE�!0!�LKIV�KBBAP�M>DB�KRJ?BOP�TFQE�NRLQBA�

J>QBOF>I�-,!�OBNRFOBP�M>DB�KRJ?BOP�CLO�M>O>MEO>PBP�>P�TBII�	FC�QEB�LOFDFK>I�PLRO@B�FP�

M>DFK>QBA
��

Summarizing 

3RJJ>OFBP�>IILT�VLR�QL�ABP@OF?B�DBKBO>I�FAB>P�COLJ�>�PLRO@B��9LR�AL�KLQ�BUMOBPP�ABQ>FIBA�

FKCLOJ>QFLK�>P�VLR�TLRIA�TFQE�>�M>O>MEO>PB��)C�VLR�>OB�RKPROB�TEBQEBO�VLR�>OB�PRJJ>OFWFKD�LO�

M>O>MEO>PFKD�@LJM>OB�VLRO�TOFQFKD�QL�QEB�LOFDFK>I��#>K�VLR�FABKQFCV�>�PMB@Fk@�PBKQBK@B�

M>O>DO>ME�LO�M>DB�KRJ?BO�QE>Q�AFP@RPPBP�QE>Q�FKCLOJ>QFLK��)C�VLR�>OB�>?IB�QL�IL@>QB�>�PMB@Fk@�

MLFKQ�FK�QEB�LOFDFK>I�QBUQ�QEBK�VLR�>OB�@LKPQOR@QFKD�>�M>O>MEO>PB�>KA�PELRIA�FK@IRAB�QEB�

>MMOLMOF>QB�M>DB�KRJ?BO�LO�LQEBO�J>OHBO��)C�VLRO�TOFQFKD�FP�AB>IFKD�TFQE�>�I>ODBO�FAB>�LO�

>ODRJBKQ�QE>Q�VLRO�PLRO@B�AFP@RPPBP�QEOLRDELRQ�QEBK�VLR�E>SB�>�PRJJ>OV��4EBOBCLOB�QEBOB�FP�

KL�KBBA�QL�@FQB�>�PMB@Fk@�M>DB�KRJ?BO�>IQELRDE�VLR�TFII�LC�@LROPB�>QQOF?RQB�QEB�PRJJ>OV�QL�

QEB�PLRO@B�COLJ�TEF@E�VLR�>OB�AO>TFKD�FQ��

,FHB�M>O>MEO>PBP�>KV�PRJJ>OFBP�LC�QEB�QBUQ�PELRIA�KLQ�FK@IRAB�AFOB@Q�TLOAFKD�COLJ�QEB�LOFDFK>I�

PLRO@B��!II�QBUQ�PELRIA�?B�FK�VLRO�LTK�TLOAP�QELRDE�QEB�FAB>P�>OB�QELPB�LC�QEB�LOFDFK>I�>RQELO��

9LR�PELRIA�FKAF@>QB�QEB�LOFDFK>I�PLRO@B�?V�RPFKD�>�PFDK>I�MEO>PB�QE>Q�FABKQFkBP�QEB�>RQELO�LC�QEB�

LOFDFK>I�QBUQ�LO�QEB�QFQIB�LC�QEB�QBUQ�FC�KL�>RQELO�FP�>S>FI>?IB��
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Referencing 

!�IBPP�@LJJLKIV�AFP@RPPBA�?RQ�PQFII�R?FNRFQLRP�JBQELA�LC�RPFKD�PLRO@BP�	BPMB@F>IIV�FK�QEB�

P@FBK@BP�>KA�PL@F>I�P@FBK@BP
�FP�@>IIBA�@343@3<17<5��7EBK�VLR�MOLSFAB�>�OBCBOBK@B�FK�QEB�J>FK�

?LAV�LC�>�AL@RJBKQ�VLR�>OB�PFDK>IFKD�QL�QEB�OB>ABO�QE>Q�QEB�@FQ>QFLK�FP�>K�BU>JMIB�LC�PLJBQEFKD�

VLR�E>SB�GRPQ�P>FA�TFQELRQ�Q>HFKD�QEB�QFJB�QL�>K>IVWB�QEB�@LKQBKQ�LC�QEB�PLRO@B��7EBK�>�PLRO@B�FP�

>IIRABA�QL�FK�QEFP�J>KKBO�QEB�>RQELO�PFDK>IP�QE>Q�TEFIB�QEFP�PLRO@B�FP�FJMLOQ>KQ�FK�QEB�@E>FK�LC�

OBPB>O@E�FQP�M>OQF@RI>O�kKAFKDP�LO�JBQELAP�>OB�KLQ�>P�OBIBS>KQ�QL�QEB�@ROOBKQ�AL@RJBKQfP�

MROMLPB�>KA�>RAFBK@B��

-LPQ�LCQBK�VLR�TFII�PBB�OBCBOBK@FKD�B>OIV�LK�>P�M>OQ�LC�>�IFQBO>QROB�OBSFBT�LO�FKQOLAR@QFLK�QL�QEB�

AL@RJBKQ��2BCBOBK@BP�>OB�IBPP�@LJJLK�FK�>K>IVQF@>I�PB@QFLKP�LC�OBMLOQP�>KA�>OQF@IBP�?RQ�QEBV�

J> V�PQFII�>MMB>O�FC�QEB�>RQELO�KBBAP�QL�J>HB�>�NRF@H�MLFKQ��

4L�BJMILV�>�OBCBOBK@B�L?PBOSB�QEB�CLIILTFKD�DRFABIFKBP��

��� )ABKQFCV�TE>Q�QEB�PLRO@B�LO�PLRO@BP�>OB�ALFKD�>P�>�TELIB��

��� 0OLSFAB�FK�QBUQ�M>OBKQEBQF@>I�@FQ>QFLKP�QE>Q�PRMMLOQ�QEB�@I>FJ�J>AB�FK�M>OQ����4EBPB�PELRIA�

DL�>Q�QEB�BKA�LC�QEB�@I>FJ��

��� 0OLSFAB�CRII�@FQ>QFLKP�FK�>�7LOHP�#FQBA�LO�2BCBOBK@BP�M>DB�>Q�QEB�BKA�LC�QEB�AL@RJBKQ��

%U>JMIB�

3BSBO>I�PQRAFBP�LK�PQOBPP�>KA�BKDFKBBOFKD�PQRABKQP�CL@RP�PMB@Fk@>IIV�LK�FKQBOPB@QFLK>IFQV�
	!OJ>KF�BQ�>I��������"I>@HFPQLKB���0>FDB�������+FJ�����
��

)K�QEB�>?LSB�BU>JMIB�QEB�TOFQBO�LCCBOP�>�@I>FJ�OBD>OAFKD�QEB�QEOBB�PLRO@BP�MOLSFABA�FK�QEB�FK�

QBUQ�@FQ>QFLK��4EB�@I>FJ�FP�QE>Q�QELPB�QEOBB�PQRAFBP�gCL@RP�PMB@Fk@>IIV�LK�FKQBOPB@QFLK>IFQV�h�.LQF@B�

QE>Q�QEB�@I>FJ�>IIRABP�QL�QEB�DBKBO>I�@LKQBKQ�LC�QEB�@FQBA�>OQF@IBP�>KA�ALBP�KLQ�LCCBO�>KV�

>AAFQFLK>I�>K>IVPFP�LO�M>DB�KRJ?BOP��(LTBSBO�QEB�@LJ?FKBA�@I>FJ�>KA�@FQ>QFLKP�>IILT�OB>ABOP�

TEL�>OB�FKQBOBPQBA�FK�QEFP�QLMF@�QL�JLOB�B>PFIV�IL@>QB�QEB�QEOBB�OB@LJJBKABA�PLRO@BP��&LO�QEB�

TOFQBO�OBCBOBK@FKD�@>K�PELT�@OBAF?FIFQV�>KA�@LKQBKQ�BUMBOQFPB��
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Integrating Inf ormati on fr om Sour ces 

)K@LOMLO>QFKD�FKCLOJ>QFLK�COLJ�PLRO@BP�FKSLISBP�JLOB�QE>K�PFJMIV�FKPBOQFKD�NRLQ>QFLKP�

M>O>MEO>PB�LO�PRJJ>OV�>KA�FK@IRAFKD�>�?F?IFLDO>MEF@�BKQOV�FK�VLRO�AL@RJBKQ��)KQOLAR@FKD�

@LKQBUQ�CLO�QEB�FKCLOJ>QFLK�>KA�FKQBDO>QFKD�QEB�FKCLOJ>QFLK�FKQL�VLRO�LTK�PBKQBK@BP�>IPL�CLOJP�

>�@OFQF@>I�>PMB@Q�LC�RPFKD�PLRO@BP�PR@@BPPCRIIV��

Signal Phrases 

!@>ABJF@�TOFQFKD�OBNRFOBP�QEB�RPB�LC�A75</:�>6@/A3A�	LO�>QQOF?RQFSB�Q>DP
�QL�MOLMBOIV�AL@RJBKQ�

NRLQBA�M>O>MEO>PBA�>KA�PRJJ>OFWBA�J>QBOF>I��3FDK>I�MEO>PBP�OBNRFOB�QEB�RPB�LC�QEB�>RQELOfP�

K>JB�>KA�>�PQOLKD�SBO?��4EBPB�MEO>PBP�J>V�>IPL�BJME>PFWB�AFCCBOBKQ�QVMBP�LC�FKCLOJ>QFLK�

OBI>QBA�QL�QEB�PLRO@B�PR@E�>P�QEB�PLRO@BfP�QFQIB�LO�MR?IFPEBO�FK�LOABO�QL�CROQEBO�@LKQBUQR>IFWB�>KA�

DRFAB�VLRO�OB>ABOfP�OBPMLKPB�QL�QEB�@FQBA�J>QBOF>I��

7EBK�RPFKD�-,!�PQVIB�FQ�FP�>�DLLA�FAB>�QL�MOLSFAB�>�PFDK>I�MEO>PB�>P�TBII�>P�QEB�>RQELOfP�kOPQ�>KA�

I>PQ�K>JB�TEBK�QEB�>RQELO�FP�kOPQ�JBKQFLKBA��!KV�CRQROB�PFDK>I�MEO>PB�PELRIA�OBCBO�QL�QEB�

>RQELO�?V�I>PQ�K>JB�LKIV�LO�TFQE�>�MOLKLRK�TEBK�FQ�FP�@IB>O�QL�TELJ�QEB�MOLKLRK�OBCBOP��&LO�

BU>JMIB�ILLH�>Q�QEB�QEOBB�@LKPB@RQFSB�PBKQBK@BP�?BILT��

%IIBK�*��,>KDBO�L?PBOSBP�g&LO�RP�QL�M>V�>QQBKQFLK�QL�PLJBQEFKD�CLO�>KV�>JLRKQ�LC�QFJB�QEB�

FJ>DB�JRPQ�?B�S>OFBA�h��

,>KDBO�@LKQFKRBP�g4ERP�CLO�PQRABKQP�TEL�E>SB�QOLR?IB�M>VFKD�>QQBKQFLK�QEB�MOL?IBJ�J>V�

?B�QE>Q�QEBV�>OB�CLIILTFKD�QEB�TOLKD�FKPQOR@QFLKP�h��

3EB�QEBK�PQ>QBP�g4L�M>V�@LKPQ>KQ�kUBA�>QQBKQFLK�QL�>�QELRDEQ�LO�>K�FJ>DB�J>V�?B�>�HFKA�LC�

LUVJLOLK�h��

.LQF@B�>IPL�ELT�B>@E�PFDK>I�MEO>PB�SBO?�FP�CLIILTBA�?V�>�@LJJ>�TEF@E�FP�QEBK�CLIILTBA�?V�LKB�

PM>@B�?BCLOB�QEB�LMBKFKD�NRLQ>QFLK�J>OH��

)K�@LKQO>PQ�!0!�PQVIB�DRFABIFKBP�OBNRFOB�KL�OBCBOBK@B�QL�>�kOPQ�K>JB�>Q�>KV�MLFKQ�FK�>�AL@RJBKQ�

>KA�CBT�FC�>KV�DBKABO�PMB@Fk@�MOLKLRKP��)K�JLPQ�FKPQ>K@BP�>�PFDK>I�MEO>PB�PELRIA�@LKQ>FK�LKIV�

QEB�I>PQ�K>JB�LC�QEB�>RQELO�LO�>RQELOP�LC�QEB�PLRO@B�QBUQ�	>P�LMMLPBA�QL�QEB�>RQELOfP�kOPQ�>KA�

I>PQ�K>JB
��
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Using Str ong Verbs in Signal Phrases 

4L�>SLFA�OBMBQFQFLK�VLR�TFII�T>KQ�QL�S>OV�VLRO�SBO?P��2>QEBO�QE>K�PFJMIV�RPFKD�gPQ>QBPh�

QEOLRDELRQ�VLRO�BKQFOB�AL@RJBKQ�LCCBO�>�JLOB�PMB@Fk@�SBO?�QE>Q�PFDK>IP�QL�QEB�OB>ABO�GRPQ�ELT�

VLR�>OB�RPFKD�QEB�PLRO@B��3BB�4>?IB������?BILT�CLO�BU>JMIBP�LC�PQOLKD�PFDK>I�MEO>PB�SBO?P��

*./92�������)A? <;4�@64;.9�=5?.@2�C2?/@��

'B@=<5�'75</:	$6@/A3�* 3@0A�

!@HKLTIBADBP� #LRKQBOP� .LQBP�

!AJFQP� $B@I>OBP� /?PBOSBP�

!DOBBP� $BKFBP� 0LFKQP�LRQ�

!ODRBP� $FPMRQBP� 2B>PLKP�

!PPBOQP� %JME>PFWBP� 2BCRQBP�

"BIFBSBP� &FKAP� 2BGB@QP�

#I>FJP� )IIRPQO>QBP� 2BMLOQP�

#LJM>OBP� )JMIFBP� 2BPMLKAP�

#LKkOJP� )KPFPQP� 3RDDBPQP�

#LJJBKQP� ->FKQ>FKP� 4EFKHP�

#LKQBKAP� -BKQFLKP� 7OFQBP�

3FDK>I�MEO>PBP�MOLSFAB�QEB�>RAFBK@B�TFQE�S>IR>?IB�FKPFDEQ�FKQL�ELT�VLR�QEB�TOFQBO�FKQBKA�QEB�

NRLQBA�J>QBOF>I�QL�?B�RKABOPQLLA��)K�>AAFQFLK�QL�PBQQFKD�RM�ELT�VLR�RPB�QEB�PLRO@B�>KA�FQP�

OBIF>?FIFQV�PFDK>I�MEO>PBP�@>K�>IPL�?B�RPBA�>P�JB>KFKDCRI�QO>KPFQFLKP�JLSFKD�VLRO�OB>ABOP�
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