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A

abbreviations
for APA reference lists,
316
e-mails and faxes, 231,
232, 243
in footnotes and
endnotes, 328-329
without periods, 12
and slash, 164-165
American Psychological
Association (APA). See The
Publication Manual of the
American Psychological
Association
American system
and abbreviations, 12
direct quotations in
sentences with
speaker tag, 26, 68,
70, 94-95, 96
and embedded
quotations, 9, 29, 105
and endmark, 7, 8, 101
and punctuation, 17,
18, 67, 68, 101
and single quotation
marks, 93
apostrophe
and American
handbooks/manuals
of style, 172-173
in expressions of time
and value, 180-181

function and definition
of showing
possession, 169-170
and multiple
apostrophes, 182
and possessive forms,
170-173, 174
and words, specific,
170-171, 174-178,
179-182
Apostrophe Protection
Society, 169
asterisks, 153

B

blocked quotations,
103-105, 153-157
brackets, 133, 142-144
British system
and direct quotations in
sentences with
speaker tag, 26, 68,
70, 94, 95-96
and embedded
quotations, 9, 29, 105
and period with
numbers, 17, 101
and quotation marks, 8,
67, 68, 101
and single quotation
marks, 26, 93
business writing, 90-92,
234-239. See also letters,
business
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C

The Chicago Manual of Style
(CMS)
citations, function of,
317
citations in text
about, 318
abbreviations,
328-329
and author-date
parenthetical
citations, 318-322
format and contents
of notes for,
322-328
punctuation
apostrophe, 172
comma, 40, 52, 57
hyphen, 128-129
hyphenated
identity, 131
single quotation
marks, 109
reference list of
works/bibliography
author-date system,
329, 330-335
nonprint sources,
330, 334
notes/bibliography
system, 329, 330,
336-340
colon
and business writing,
90-92
e-mails and faxes, 91
and lists, 83-85
time, to designate, 89-90

and titles, 89, 90

and sentences, 86-89,
99, 100

comma

and address,
indirect/direct, 53-54,
58-59

and American
handbooks/manuals
of style, 40, 52, 57-58

and dates, 55-58

function of, 37-39

with introductory
statements, short, 63

and letters, 59-61

and multiple endtags, 70

and numbers, 73

and omitted words, 73

and parentheses, 71-72,

135, 141

and questions, short,
65-66

and quotations, 67-71,
97, 101

sentence structure and
meaning, 43-4S5,
50-53, 66-67, 74

and separating months,
days, and years,
56-57

series, to create, 39-42

so, use of, 64-65

and speaker tags, 68-69,
70

text, to set off, 45-50,
61-65

and titles, 54-55
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and traditional rules, 56
and two commas, need
for, 48
cross references, 121
curriculum vitae, 245-246,
254-257

D

dash, 113, 114, 121-122,
123. See also em dash
desktop publishing
271-279
direct quotations in
sentences
and endmark, 97-98
and poetry, 101
and punctuation, 97,
99, 100
quotation marks and
speaker tag, 9, 26, 68,
93-98, 100-101
sentences and
paragraphs, of
several, 102-103

E

ellipses

versus asterisks, 153

and concepts, 157-159

and paragraphs with
omitted words, 152

and period, 14

placement of, 145-146

and sentences, 146-150,
152, 159

e-mails
and abbreviations,
231, 232
business, 234-239
function and guidelines
for, 231-232
informal, 232-233
and punctuation, 16,
17,91
em dash
and cross references,
121
and dates, 121
to define, 117-118
and literary styles,
114-120
and punctuation,
120-121, 123
en dash, 121-123
endmark, 3-5, 14, 21, 28,
32-33
exclamation point
(exclamation mark),
31-36, 141

F

faxes, 91, 231-232, 240-243
Fitzgerald, F. Scott, 31
fractions, and hyphen, 131

H

hyphen
and American
handbooks/manuals
of style, 127-128, 131
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hyphen (continued)

and fractions, 131

function of, 113,
123-124

and literary effect,
125-129, 131

names and identities,
hyphenated, 131

with prefixes and
suffixes, 129-131

and words, 124-125,
129

italics, and titles, 110-111

L

Lawrence, D. H., 133
letters
business
and comma, 60-61
cover letter for job
application,
204-205
function of, 203
information letter,
206-207
ordering supplies,
212-213
performance review,
208-209
of recommendation,
210-211
for returning
merchandise,
214-215

personal

absence note,
188-189

comma in, 59-60

of complaint,
194-195

to editor, 196-197

to elected official,
198-199

function of, 185

guidelines for,
186-187

invitation, 192-193

personal
presentation in,
185

of sympathy,
200-201

thank-you note,
190-191

and punctuation, 15,
59-61

Mantius, Aldus, 75
memos

agenda for meeting,
220-221

announcing promotion,
224-225

and colon, 91

function of, 217

guidelines for, 217

and period, 16

policy memo, 228-229

reporting on business
trip, 218-219
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status report, 222-223

warning to improve job
performance,
226-227

The Modern Language

Association Handbook
(MLA handbook)
citations in text
function of, 283
for idea in text,
284-287
for multiple
references, 291
for multivolume
works, 290-291
for page range, 285,
299
for quotation,
287-290
in text, 284, 285
for unpaged
material, 290
citation software, 284
and comma, 40, 52,
57-58
and hyphen, 128
reference list of works
and articles,
295-297
and books, 292-295
described, 291-292
and hanging
indentation, 292
and nonprint
sources, 297-300

multiple endmarks, 14,

21, 28

N

numbers, and punctuation,
15-16, 17-18, 73, 101,
140

(0)

Oxford University Press
(OUP), and apostrophe,
173

P
parentheses
author-date
parenthetical,
318-322

and brackets to insert
material into
parentheses, 143-144

and citations, 137-139,
149

and comma, 71-72, 135,
141

and ellipses, 149

and exclamation point,
35-36, 141

function of, 133

information, to insert,
134-137, 139-140

and numbers in lists,
140

parenthesis and
parenthetical, 133,
149
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parentheses (continued)
and punctuation marks,
82, 135, 140-141
sentences, to add
remarks or comments
to, 136
period (full point/full stop)
and abbreviations, 9-14
defined, 3
and ellipses, 14
e-mails and memos,
16-17
as endmark, 3-5
function of, 3
inappropriate use of, 18
and Latin terms, 11
and letters, 15, 16
and lists, 14-16
and lowercase words, 12
and multiple
endmarks, 14
and names, 10
and numbers, 15-16,
17-18, 101
and parentheses, 5-7,
140-141
and quotation marks,
7-9, 101
and slide presentations,
14-16
titles and headings,
10, 16
and Web addresses, 17
poetry, 101, 104-10S,
166-167
presentations
and bulleted lists,
246, 247, 248-253

colon, and business
presentations, 92
function of, 245
guidelines for, 245-246
period, and slide
presentations, 14-16
prose, and quotation marks,
103-104
The Publication Manual of the
American Psychological
Association (APA manual)
abbreviations for APA
reference lists, 316
about citations,
301-302
citations in text
for anonymous
works, 305-306
for authors, 302-305
function of, 301
for quotation, 307
for sources, 305-307
punctuation
apostrophe, 172
comma, 40, 52, 56
hyphen, 127-128,
131
reference list of works,
308-309
for books, 312-313
for journals and
periodicals,
310-312
for listing authors in
APA references,
309-310, 316
for nonprint
sources, 313-316
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Q

R

question mark
and ellipses, 27
and multiple endmarks,
21, 28
and normal word order,
19-20
and parentheses, 141
and questions, 19-24,
26-27
and quotations, 26-29
request, to make, 25
and statements,
20-21, 22
and titles, 29
uncertainty, to express,
24-25
quotation marks (inverted
commas). See also direct
quotations in sentences
and embedded
quotations, 29, 105
and endmark, 7, 8,
31-34, 101
function of, 93
and poetry, 104-105
and prose, 103-104
and punctuation, 67,
68, 82, 101
and quotations, types
of, 103-108,
111-112
single quotation marks,
26, 93, 100, 109
and special terms, 109
and titles, 110
and translations, 108

resumes, 245-246, 254-257

S

school assignments
book report, 260-261
essay, 262-263
guidelines for, 259
laboratory report,
264-267
research paper, 268-270
semicolon
and adverbs, 78-79
and comma splices, 77
function of, 75
and parentheses, 82
and quotation marks, 82
and sentences, 75-77,
79-81, 99, 100
series, to separate, 81-82
ship titles, 111
sic, 11, 112
slash
and abbreviations,
164-165
and dates, 166
function of, and terms
for, 161-165
quoting poetry and
citations, 166-167
and Web addresses,
165-166
so, and comma, 64-65
speaker tags, 26, 68-69, 70,
94-98
Stein, Gertrude 169
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T W
Thomas, Lewis, 31, 75 World Wide Web, 17,
Twain, Mark, 83 165-166, 271, 274-275

Wilde, Oscar, 39









