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xiv

Exploring Personal, Academic, and 
Workplace Writing

Exploring Writing: Paragraphs and Essays 4/e is flexible. Throughout the 
book, students are exposed to examples of writing that reflect the three 
key realms of their lives—personal, academic, and workplace. Seeing 
these different types of writing can help them understand the critical 
way in which writing will have an impact on the many facets of their 
lives.

To help students learn the different characteristics of each type of 
writing, icons identifying specific writing pieces, examples, and assign-
ments are integrated throughout the chapters. Writings that employ 
first-person point of view, narrative, and/or an informal tone are marked 
“Personal.” Writings that employ a third-person point of view, a formal 
tone, and focus on academic topics are identified as “Academic.”  Writings 

that employ a third-person point of view, a formal tone, and focus on employment- 
related topics are marked “Work.” 

Students will see models and examples for many writing situations. Parts 
Three and Four, for example, include new sample paragraphs reflecting academic 
and workplace writing while continuing to offer familiar as well as updated per-
sonal writing examples. Writing assignments and grammar assignments have also 
been updated to provide practice with multiple writing situations. This variety 
provides great flexibility in the kinds of assignments you prefer to give. 

New Focus on Information Literacy 
and Research Writing
Exploring Writing: Paragraphs and Essays 4/e has a new, updated focus on infor-
mation literacy, working with sources, and writing research papers. Students are 
introduced to using and locating online sources effectively and efficiently and 
employing critical thinking skills to determine the reliability and validity of sources 
found. Resources available at most college libraries—including the expertise of 
resource librarians and how to make best use of that expertise—are discussed in 
detail. In addition to learning how to choose sources, students are exposed to a 
new, more in-depth look at the skill of incorporating their sources into a source-
based essay. Paraphrasing, summarizing, and direct quoting are explained in more 
depth, and multiple activities are provided to give students the practice they need. 
Finally, writing a research paper is explained in detail, including how to create a 
plan to meet deadlines set by instructors, how to take good notes, how to incor-
porate sources to avoid plagiarism, and how to use proper MLA format. In addi-
tion to the sample research paper, students are also given the opportunity to read 
and work with additional source-based essays, including a literary analysis.

Preface
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PREFaCE xv

Exploring and Mastering the Four Bases: 
Unity, Support, Coherence, Sentence Skills
Exploring Writing emphasizes writing skills and process. By referring to a set of 
four skills for effective writing, Exploring Writing encourages new writers to see 
writing as a skill that can be learned and a process that must be explored. The 
four skills, or bases, for effective writing are as follows:

•	 Unity: Discover a clearly stated point or topic sentence, and make sure that 
all other information in the paragraph or essay supports that point.

•	 Support: Support the points with specific evidence, and plenty of it.

•	 Coherence: Organize and connect supporting evidence so that paragraphs 
and essays transition smoothly from one bit of supporting information to 
the next.

•	 Sentence skills: Revise and edit so that sentences are error-free for clearer 
and more effective communication.

The four bases are essential to effective writing, whether it be a narrative para-
graph, a cover letter for a job application, or an essay assignment.

COHERENCE 

Organize and connect supporting 
evidence so that paragraphs and essays 
transition smoothly from one bit of 
 supporting information to the next.

UNITY 

Discover a clearly stated point, or topic 
sentence, and make sure all the other 
information in the paragraph or essay is 
in support of that point.

SENTENCE SKILLS

Revise and edit so that sentences  
are error-free for clearer and more 
effective communication. 

SUPPORT

Support points with specific evidence, 
and plenty of it.
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xvi

In addition to maintaining its hallmark, the four bases framework for writing and 
revising, Exploring Writing: Paragraphs and Essays 4/e includes the following chapter- 
by-chapter emphases and changes:

Part 1: Writing Skills and Process
•	 New sample paragraphs that reflect personal, academic, and workplace 

writing 
•	 New section on using technology to write and study efficiently 
•	 Inclusion of Diagram of a Paragraph, with color-coded annotations that 

explain the parts of a paragraph and how they flow
•	 Revised and updated coverage of MLA formatting in research writing 
•	 Revised and enhanced coverage of audience and purpose 
•	 Enhanced discussion of peer and personal review 
•	 Targeted instruction and illustration of proper e-mail and discussion forum 

post writing

Part 2: Basic Principles of Effective Writing
•	 New sample paragraphs that reflect personal, academic, and workplace 

writing 
•	 Inclusion of brand-new section, “The Writing Process in Action,” demon-

strating a student’s working through all stages of the writing process from 
prewriting through peer review, self-evaluation, and revising 

Part 3: Paragraph Development
•	 Several new student paragraphs and Writing Assignments that reflect per-

sonal, academic, and workplace writing and that address high-interest topics
•	 Inclusion in each chapter of one complete Checklist that is more focused 

on the specific needs of the targeted mode
•	 Inclusion of multiple across-chapter cross-references to related topics 

Part 4: Essay Development
•	 Inclusion of Diagram of an Essay with brand-new accompanying walk-

through of an annotated essay, illustrating the parts of the essay and how 
they work together 

•	 Introductory text for each pattern with explanation of how multiple modes 
function together in one essay

•	 All sample essays emphasize one pattern or mode, but include other modes 
as well to more fully reflect real writing

•	 Inclusion of multiple across-chapter cross-references to related topics 
•	 Updated Essay Checklist

Part 5: Research-Based Writing
Brand-new Part updating and coalescing previous coverage and weaving in new 
relevant topics

C H A P T E R - B Y- C H A P T E R  C H A N G E S
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ChaPTER-By-ChaPTER ChaNgES xvii

Chapter 19: Information Literacy
•	 New chapter with updated coverage of students’ use of the Internet, tech-

nology, and the library in the digital age

Chapter 20: Working with Sources
•	 Revised, newly focused, and enhanced treatment of summarizing and 

paraphrasing 
•	 Updated and increased coverage of identifying and avoiding plagiarism 
•	 New, visually called out and identified examples of source-based essay writ-

ing and literary analysis
•	 Revised and updated coverage of MLA formatting in research writing 

Chapter 21: Writing a Research Paper
•	 Updated discussion of key research skills including how to create a work-

able timeline for writing a research paper 
•	 Revised and updated coverage of MLA formatting in research writing 

Part 6: Handbook of Sentence Skills
•	 Revised and strengthened coverage of key sentence skills such as pronoun 

usage and verbs 
•	 Revised and newly focused treatment of irregular and regular verbs 
•	 New grammar activities, exercises, and Review Tests that continue to incor-

porate personal, academic, and workplace-related themes 
•	 New and existing test and activity material is typically focused on one issue 

so that it reads as a unified passage 

Part 7: Readings for Writers
•	 Newly organized and titled sub-sections:

Goals and Values
Education and Learning
Challenging Society

•	 Readings updated to include eleven new selections by diverse and well- 
respected authors:

“ What Students Need to Know about Today’s Job Crisis” by Don 
Bertram

“ The Great Spirit” by Zitkala-Ša
“ A Few Good Monuments Men” by Noah Charney
“ On Homecomings” by Ta-Nehisi Coates
“ L.A. Targets Full-Time Community College Students for Free Tuition” 
by Anna M. Phillips

“Carol Dweck Revisits the ‘Growth Mindset’” by Carol Dweck
“Mayor of Rust” by Sue Halpern
“Why You May Need Social Media for Your Career” by John Warner
“Lincoln’s Second Inaugural Address” (1865) by Abraham Lincoln
“Serena Williams Is the Greatest” by Vann R. Newkirk II
“ Raise the Minimum Wage, Reduce Crime?” by Juleyka 
Lantigua-Williams

•	 Each new reading accompanied by new full set of questions and 
assignments 

•	 All assignments reflect personal, academic, or workplace-related themes 
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Connect Writing and the Exploring Writing 
Master Course
Connect is a highly reliable, easy-to-use homework and learning management solu-
tion that embeds learning science and award-winning adaptive tools to improve 
student results. Connect Writing offers comprehensive, reliable writing and 
research content that is designed to actively engage students and help prepare 
them to be successful writers. LearnSmart Achieve’s adaptive technology creates 
an optimal learning path for each individual student, so that students spend less 
time in areas they already know and more time in areas they don’t. Connect 
Writing provides a systematic and easily deployed option for instructors and 
administrators to assess their program’s learning outcomes.

In this master course, which you can copy to your own Connect account and 
adapt as you wish, you will find various Connect Writing assignment types aligned 
to every chapter of the Exploring Writing: Paragraphs and Essays text to accelerate 
learning. Zoé L. Albright sets up

•	 LearnSmart Achieve topics
•	 Power of Process assignments
•	 writing prompts
•	 concept PowerPoint presentations

Contact your local McGraw-Hill representative to copy the course to your 
 Connect account.

LearnSmart Achieve
LearnSmart Achieve offers students an adaptive, individualized learning experi-
ence designed to ensure the efficient mastery of reading and writing skills in 
tandem. By targeting students’ strengths and weaknesses, LearnSmart Achieve 
customizes its lessons and facilitates high-impact learning at an accelerated pace.

RESOURCES TO SUPPORT YOUR TEACHING
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Power of Process
One overarching goal is at the heart of Power of Process: for students to become 
self-regulating, strategic readers and writers. Power of Process facilitates engaged 
reading and writing processes using research-based best practices suggested by 
major professional reading and writing organizations.

Text-Specific Resources for Instructors
The Annotated Instructor’s Edition consists of the student text, complete with 
answers to all activities and tests. We also offer a number of instructional mate-
rials including:

•	 an instructor’s manual
•	 sample syllabi
•	 PowerPoint presentations
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Customize Exploring Writing in Create™ 
with Bonus Content
With McGraw-Hill Create™, you can easily arrange your book to align with your 
syllabus. You can eliminate chapters you do not assign, include material from other 
content sources (including chapters from other McGraw-Hill textbooks), and 
quickly upload content you have written, such as your course syllabus or teaching 
notes. You may also customize the readings in Part Seven by eliminating or adding 
readings from other Langan titles or from other McGraw-Hill collections.

We are offering two additional chapters and three appendices, specific to 
Exploring Writing: Paragraphs and Essays, through Create™:

•	 ESL Pointers
•	 Spelling Improvement
•	 Appendix: Writing a Résumé and Cover Letter
•	 Appendix: Writing a Formal E-mail
•	 Appendix: Transition Words and Phrases

You control the net price of the book as you build it, and can choose its format: 
color, black and white, and eBook. When you build a CREATE book, you’ll 
receive a complimentary print review copy in three to five business days or a 
complimentary electronic review copy (eComp) via e-mail in about one hour.

Go to www.mcgrawhillcreate.com and register today!

Connect Learning Management 
System Integration
Connect Writing integrates with your local Learning Management System 
(Blackboard, Canvas, and others).

McGraw-Hill Campus™ is a new one-stop teaching and learning experience 
available to users of any learning management system. This complimentary inte-
gration allows faculty and students to enjoy single sign-on (SSO) access to all 
McGraw-Hill Higher Education materials and synchronized grade-books with our 
award-winning McGraw-Hill Connect platform. For more information on McGraw-
Hill Campus please visit our website at www.mhcampus.com or contact your local 
McGraw-Hill representative to find out more about installations on your 
campus.
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EXPLORING WRITING PROMPT:
This part of the text explains writing as an invaluable tool in college and beyond. Focus on one of your favorite 
activities—playing basketball, cooking, watching movies, listening to music alone in your room, or just taking a walk, for 
example. Then, pretend that you have been asked to explain the reasons you enjoy this activity to the other students 
in your writing class. Now, on a piece of paper or on a computer, write the answers to the following questions:

PART ONE WILL

•	 introduce you to the basic principles of effective writing

•	 present writing as a skill and as a process of discovery

•	 present writing as a way to communicate with others

•	 discuss the efficient and effective use of technology in writing

•	 explain and illustrate the sequence of steps in writing an effective paragraph, 
including:

•	 prewriting

•	 revising

•	 editing

•	 ask you to write a paragraph

CHAPTER 1

An Introduction to 
Writing

CHAPTER 2

The Writing Process

Writing:
Skills and Process1P

A
R

T
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1. Would you rather stand up in front of the class and explain these reasons in person, or would you rather explain 
them in a written note or letter?

2. What advantages might speaking have over writing in this example? What advantages might there be in writing your 
reasons in a note or letter?

3. Which method would you find harder? Why?

4. What are the differences between speaking about this topic and writing about it?

©McGraw-Hill Education/Jill Braaten
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RESPONDING TO IMAGES
College offers many different challenges for students. In order to be a successful 
student, you should know your individual strengths and weaknesses. Take some 
time to think about your strengths and weaknesses as a student. Later in this 
chapter you will be asked to write a paragraph on this topic.

CHAPTER PREVIEW

Point and Support

•	An Important 
Difference between 
Writing and Talking

•	Point and Support in 
a Paragraph

Benefits of Paragraph 
Writing

•	Diagram of a 
Paragraph

Writing as a Way to 
Communicate with 
Others

•	Purpose

•	Audience

Writing as a Skill

Writing as a Process of 
Discovery

Keeping a Journal

Using Technology to 
Work Efficiently

•	Using Technology to 
Communicate 
Effectively

•	Using a Computer at 
Each Stage of the 
Writing Process

MLA Format

An Introduction 
to Writing1

C H A P T E R

©Digital Vision/Getty Images
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The experience I had writing my first college essay helped shape this book. I 
received a C− for the essay. Scrawled beside the grade was the comment “Not 
badly written, but ill-conceived.” I remember going to the instructor after class, 
asking about his comment as well as the word Log that he had added in the 
margin at various spots. “What are all these logs you put in my paper?” I 
asked, trying to make a joke of it. He looked at me a little wonderingly. “Logic, 
Mr. Langan,” he answered, “logic.” He went on to explain that I had not 
thought out my paper clearly. There were actually two ideas rather than one 
in my thesis, one supporting paragraph had nothing to do with either idea, 
another paragraph lacked a topic sentence, and so on. I’ve never forgotten his 
last words: “If you don’t think clearly,” he said, “you won’t write clearly.”

I was speechless, and I felt confused and angry. I didn’t like being told 
that I didn’t know how to think. I went back to my room and read over my 
paper several times. Eventually, I decided that my instructor was right. “No 
more logs,” I said to myself. “I’m going to get these logs out of my papers.”

My instructor’s advice was invaluable. I learned that clear, disciplined 
thinking is the key to effective writing. Exploring Writing: Paragraphs and 
Essays develops this idea by breaking down the writing process into a series 
of four logical, easily followed steps. These steps, combined with practical 
advice about prewriting and revision, will help you write strong papers.

Here are the four steps in a nutshell:

 1. Discover a clearly stated point.

 2. Provide logical, detailed support for your point.

 3. Organize and connect your supporting material.

 4. Revise and edit so that your sentences are effective and errorfree.

Part 2 of this book explains each of these steps in detail and provides 
many practice materials to help you master them.

Point and Support
An Important Difference between Writing and Talking
In everyday conversation, you make all kinds of points or assertions. You say, 
for example, “My boss is a hard person to work for”; “It’s not safe to walk in 
our neighborhood after dark”; or “Poor study habits keep getting me into 
trouble.” Your points concern personal matters as well as, at times, outside 
issues: “That trade will be a disaster for the team”; “CSI is the most enter-
taining drama on TV”; “Students are better off working for a year before 
attending college.”

The people you are talking with do not always challenge you to give rea-
sons for your statements. They may know why you feel as you do, or they may 
already agree with you, or they simply may not want to put you on the spot; 
and so they do not always ask “Why?” But the people who read what you 
write may not know you, agree with you, or feel in any way obliged to you. If 
you want to communicate effectively with readers, you must provide solid 
evidence for any point you make. An important difference, then, between 
writing and talking is this: In writing, any idea that you advance must be sup-
ported with specific reasons or details.
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6 PART 1 Writing: Skills and Process

Think of your readers as reasonable people. They will not take your views 
on faith, but they are willing to consider what you say as long as you support 
it. Therefore, remember to support with specific evidence any point that you 
make.

Point and Support in a Paragraph
In conversation, you might say to a friend who has suggested a movie, “No, 
thanks. Going to the movies is just too much of a hassle. Parking, people, 
everything.” From shared past experiences, your friend may know what you 
are talking about so that you will not have to explain your statement. But in 
writing, your point would have to be backed up with specific reasons and 
details.

Below is a paragraph, written by a student named Diane Woods, on why 
moviegoing is a nuisance. A paragraph is a short paper of 150 to 200 words. 
It usually consists of an opening point called a topic sentence followed by a 
series of sentences that support that point.

The Hazards of Moviegoing

Although I love movies, I have found that there are drawbacks 
to moviegoing. One problem is just the inconvenience of it all. To 
get to the theater, I have to drive for at least fifteen minutes, or 
more if traffic is bad. It can take forever to find a parking spot, and 
then I have to walk across a huge parking lot to the theater. There I 
encounter long lines, sold-out shows, and ever-increasing prices. 
And I hate sitting with my feet sticking to the floor because of other 
people’s spilled snacks. Another problem is my lack of self-control 
at the theater. I often stuff myself with unhealthy calorie-laden 
snacks. My choices might include a bucket of popcorn dripping with 
butter, a box of Milk Duds, a large Coke, or all three. Finally, the 
worst problem is some of the other moviegoers. As kids run up and 
down the aisle, teenagers laugh and shout at the screen. People of 
all ages drop soda cups and popcorn tubs, cough and burp, and 
squirm endlessly in their seats. All in all, I would rather stay home 
and watch movies on cable TV or Netflix in the comfort of my own 
living room.

Notice what the supporting evidence does here. It provides you, the reader, 
with a basis for understanding why the writer makes the point that is made. 
Through this specific evidence, the writer has explained and successfully com-
municated the idea that moviegoing can be a nuisance.

The evidence that supports the point in a paragraph often consists of a 
series of reasons followed by examples and details that support the reasons. 
That is true of the paragraph above: three reasons are provided, with examples 
and details that back up those reasons. Supporting evidence in a paper can 
also consist of anecdotes, personal experiences, facts, studies, statistics, and 
the opinions of experts.
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Point: There are drawbacks to moviegoing.

Support:

1. 

a. Fifteen-minute drive to theater

b. 

c. Long lines, sold-out shows, and increasing prices

d. 

2. Lack of self-control

a. Often stuff myself with unhealthy snacks

b. Might have popcorn, candy, soda, or all three

3. 

a. 

b. 

c. People of all ages make noise

ACTIVITY 1The paragraph on moviegoing, like almost any piece of effective writing, has two 
essential parts: (1) a point is advanced, and (2) that point is then supported. Taking 
a minute to outline the paragraph will help you understand these basic parts clearly. 
Add the words needed to complete the outline of the paragraph.

ACTIVITY 2An excellent way to get a feel for the paragraph is to write one. Your instructor may 
ask you to do that now. The only guidelines you need to follow are the ones described 
here. There is an advantage to writing a paragraph right away, at a point where you 
have had almost no instruction. This first paragraph will give a quick sense of your 
needs as a writer and will provide a baseline—a standard of comparison that you and 
your instructor can use to measure your writing progress during the semester.

Here, then, is your topic: The opening photo of this chapter asked you to 
think about your strengths and weaknesses as a student. Select one of your 
strengths or weaknesses and write a paragraph on why you believe it to be a 
strength or weakness. Provide three reasons why you consider it a strength or 
weakness, and give plenty of details to develop each of your three reasons.

Notice that the sample paragraph, “The Hazards of Moviegoing,” has the 
same format your paragraph should have. You should do what this writer has 
done:

•	 State a point in the first sentence.

•	 Give three reasons to support the point.

•	 Introduce each reason clearly with signal words (such as First of all, 
Second, and Finally).

•	 Provide details that develop each of the three reasons.
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8 PART 1 Writing: Skills and Process

Benefits of Paragraph Writing
Paragraph writing offers at least three benefits. First of all, mastering the 
structure of the paragraph will help make you a better writer. For other 
courses, you’ll often do writing that will be variations on the paragraph form—
for example, exam answers, summaries, response papers, and brief reports. In 
addition, paragraphs serve as the basic building blocks of essays, the most 
common form of writing in college. The basic structure of the traditional 
paragraph, with its emphasis on a clear point and well-organized, logical sup-
port, will help you write effective essays and almost every kind of paper that 
you will have to do.

Second, the discipline of writing a paragraph will strengthen your skills 
as a reader and listener. You’ll become more critically aware of other writers’ 
and speakers’ ideas and the evidence they provide—or fail to provide—to sup-
port those ideas.

Most important, paragraph writing will make you a stronger thinker. Writ-
ing a solidly reasoned paragraph requires mental discipline and close attention 
to a set of logical rules. Creating a paragraph in which there is an overall topic 
sentence supported by well-reasoned, convincing evidence is more challenging 
than writing a free-form or expressive paper. Such a paragraph obliges you to 
carefully sort out, think through, and organize your ideas. You’ll learn to 
discover and express just what your ideas are and to develop those ideas in a 
sound and logical way. Traditional paragraph writing, in short, will train your 
mind to think clearly, and that ability will prove to be of value in every phase 
of your life.

Diagram of a Paragraph
The following diagram shows you at a glance the different parts of a standard 
college paragraph. The diagram will serve as a helpful guide when you are 
writing or evaluating paragraphs.

Topic sentence The topic sentence states the main idea 
advanced in the paragraph.

Support point 1

Specific evidence

The support point advances the first point for 
the main idea and provides specific evidence 
that develops that point.

Support point 2

Specific evidence

The support point advances the second point 
for the main idea and provides specific evidence 
that develops that point.

Support point 3

Specific evidence

The support point advances the third point for 
the main idea and provides specific evidence 
that develops that point.

Concluding sentence The concluding sentence is the final thought 
that stems from and reinforces the topic of the 
paragraph.
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Dr. Seuss, born Theodor Seuss Geisel, wrote and illustrated more 
than forty books for children, but his three most important books are 
Horton Hears a Who!, The Lorax, and The Sneetches. In Horton 
Hears a Who!, Horton finds and protects a speck of dust that turns 
out to be a tiny planet. Because the other animals cannot see nor 
hear the people on the planet, they tease Horton for his beliefs. 
Despite danger and bullying, Horton stands up for the community 
and saves it from being destroyed by the other animals. In The 
Lorax, the Lorax stands up for the environment and the Truffula 
trees. The trees are being cut down to be turned into Thneeds, 
garments that are knitted out of the trees’ silk-like leaves. As more 
and more people want Thneeds, the factories grow, the forests are 
cut down, and the air is filled with smog. Through it all, the Lorax 
keeps pleading with the factory owners to stop killing the forests 
and pay attention to the environment. In The Sneetches, the 
Sneetches learn about discrimination. The Sneetches with stars on 
their bellies don’t treat the Sneetches without stars nicely. A shady 
businessman creates a machine that stamps stars onto Sneetches 
bellies. This causes the original Sneetches to get upset because 
they lose their specialness and leads to a series of events in which 
Sneetches get stars stamped on their bellies and removed from 
their bellies until no one has any more money. The Sneetches 
eventually learn that discrimination is hurtful. While Dr. Seuss wrote 
many other books, these three have very powerful messages.

Sample Annotated Paragraph

Writing as a Way to Communicate 
with Others: Audience and Purpose
When you talk, chances are you do not treat everyone the same. For example, 
you are unlikely to speak to your boss in the same way that you chat with a 
young child. Instead, you adjust what you say to suit the people who are 
listening to you—your audience. Similarly, you probably change your speech 
each day to suit whatever purpose you have in mind when you are speaking. 
For instance, if you wanted to tell someone how to get to your new apart-
ment, you would speak differently than if you were describing your favorite 
movie.

To communicate effectively, people must constantly adjust their speech to 
suit their purpose and audience. This same idea is true for writing. When you 
write for others, it is crucial to know both your purpose for writing and the 
audience who will be reading your work. The ability to adjust your writing to 
suit your purpose and audience will serve you well, not only in the classroom 
but also in the workplace and beyond.
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