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New edition! A practical personal writing adviser. Coverage includes punctuation, capitalization,
possessives, and compound words, with a special chapter on quotations. Students will especially
appreciate guidance on preparing footnotes, endnotes, and bibliographies.
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Preface V
1 PUnCtuatiOn
Apostrophe
Brackets
Colon
Comma
Dash
Ellipsis Points
Exclamation Point
Hyphen
Parentheses
Period
Question Mark
Quotation Marks
Semicolon
Slash
2 Capitals and Italics
Beginnings
Proper Nouns and Adjectives
Other Styling Conventions
3 PluralsJ PossessivesL] and
Compounds
Plurals
Possessives
Compounds
4 AbbreviatiOns
Punctuation
Capitalization
PluralsC] Possessives[] and Compounds
Specific Styling Conventions
5 Numbers



Numbers as Words or Figures
Punctuation
Specific Styling Conventions
6 Quotations
Styling Block Quotations
Alterations and Omissions
Epigraphs and Blurbs
Quoting Verse
7 Notes and Bibliographies
Footnotes and Endnotes
Parenthetical References
Bibliographies and Reference Lists
Appendixes
ALl Word Usage
B Grammar Glossary
Index
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