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Part One highlights the overall writing
process to include the difference between
subjects and topics while defining the
audience and various types of writing.
Grammar, style, and mechanics are also
addressed, as is how to develop an abstract,
summary, or outline in planning a writing
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Part Two explores linguistic etymology by
defining meaning, figurative language, and
atypical words and collocations, i.e., the
way words and other elements are
arranged or juxtaposed. Writing with
clarity, simplicity, and concision is
explained to help writers prepare text that
is clear and comprehendible.

Part Three — Description, Narration, and Punctuation
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Part Three offers advice on using different types of descriptive writing while providing several
meanings of narrative. Point of view and tone in narrative are also included. This section also
provides valuable information on punctuation rules and conventions helpful in developing text that
is creative without being confusing.

Part Four — The Sentence

10 The Sentence Defined
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12 The Well-Constructed Sentence

Part Four delves into types and styles of sentences, and gives writers specific methods for
designing well-written sentences.

Part Five — The Paragraph

13 Paragraphing
14 Developing Effective Paragraphs

Part Five goes a step further, detailing paragraph coherence and flow, ending with particular
methods of paragraph development.

Part Six — The Essay

15 The Beginning, Middle, and Closing
16 Drafting, Revising, Editing, and Proofing

Part Six guides the writer through the primary components of the essay, and provides the writer
with the necessary tools for drafting, revising, editing, and knowing when to stop.
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