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Coordinators

 This group includes the seven coordinating conjunctions and, but, so, or, 

nor, for, and yet and the five paired conjunctions both ... and, not only ...

but also, neither . .. nor, either . .. or, and whether . . . or.

 Coordinators may or may not have commas. When they connect two 

independent clauses, use a comma. 
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 When coordinators connect two words or phrases, do not use a comma. 

Examples: Would you rather take a written or an oral exam?

Children need not only love but also discipline. 

Exception: Some writers use a comma before but and yet even when they do 
not connect independent clauses to emphasize the contrast of the 

connected ideas. 

 The poem is solemn, yet optimistic in tone. 

3



Subordinators

 A subordinator (subordinating conjunction) is the first word in a dependent

clause. A dependent clause is always connected to an independent 

clause to make a sentence. The sentence may or may not have a comma.

 The general rule is this:

Put a comma after a dependent clause but not in front of one. 
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dependent clause: group of words containing a subject and a verb that does not express a 
complete thought. A dependent clause always begins with a subordinator.



Others

 The transition signals in this group include nouns such as example, adjectives 
such as additional, prepositions such as in addition to, verbs such as cause, and 
adverbs such as too. There are no punctuation rules for this group, but it is 
important to notice what kinds of words follow these signals. 

 An additional reason for the company's bankruptcy was the lack of competent
management. (Additional is an adjective, so it is followed by a noun.)

 In addition to increased competition, the lack of competent management
caused the company's bankruptcy. (In addition to is a preposition, so it is
followed by a noun or noun phrase.)

 Vocabulary differences between British and American English include words 
such as bonnet/hood, petrol/gasoline, windscreen/windshield, and lorry/truck. 
(Such as is followed by a noun or noun phrase.)
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Don't Overuse Transition Signals

 Read your paragraph aloud and pay attention to your own language. Are 

you using too many transition signals? Too many can be distracting rather 

than helpful. 

 The following paragraph has too many transition signals. Which transition 

signals are an unnecessary distraction? 
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Logical order

 In addition to using transition signals and repeating key nouns and 

pronouns, a fourth way to achieve coherence is to arrange your sentences 

in some kind of logical order. 

 Some common kinds of logical order in English are chronological order, 

logical division of ideas, and comparison/contrast.

• Chronological order is order by time-a sequence of events or steps in

a process. 

• In logical division of ideas, a topic is divided into parts, and each part is

discussed separately. 

• In a comparison/contrast paragraph, the similarities and/or differences

between two or more items are discussed. 
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Review

 These are the important points covered in this chapter.

1. Every good paragraph has both unity and coherence.

2. You achieve unity by

• discussing only one idea in a paragraph.

• always staying on the topic in your supporting sentences.

3. You achieve coherence by

• repeating key nouns.

• using consistent pronouns.

• using transition signals.

• arranging your ideas in some kind of logical order.

4. There are different types of transition signals. Each type is punctuated

differently.
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Supporting Details: Facts, Quotations

and Statistics

 Academic writing normally requires that you support your ideas and 

opinions with facts, statistics, quotations, and similar kinds of information. 

 You get these kinds of supporting details from outside sources such as 

books, magazines, newspapers, web sites, personal interviews, and so on. 
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Facts versus opinions
 Opinions are subjective statements based on a person's beliefs or attitudes. 

 Examples:

Men are better drivers than women. 

English is an easy language to learn. 

 Facts are objective statements of truths. 

 Examples:

At sea level, water boils at 100 degrees Celsius. 

Women live longer than men. 

 Sometimes even facts need proof. While the two statements above are 

facts, the second sentence needs proof. Your readers may not believe that 

women live longer than men. You have to use specific supporting details to 

prove that these statements are true facts. Kinds of specific supporting

details include examples, statistics, and quotations. 
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Using Outside Sources

 Where can you find specific supporting details to support your ideas? 

 For some assignments, you may be able to use examples from your own 

personal experience, or you may be able to gather quotations and 

statistics by performing an experiment, taking a survey, or interviewing 

people. For other assignments, you may have to look for outside sources by 

researching your topic in a library or on the Internet. 

 There are three ways to insert outside information into your own writing: 

 (1) You can quote it, (2) you can summarize it, or (3) you can paraphrase it. 
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Plagiarism

 Plagiarism is using someone else's words or ideas as if they were your own, 

and it is a serious offense. When you use information from an outside source

without acknowledging that source, you are guilty of plagiarism. 
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Quotations

 Quotations from reliable and knowledgeable sources are good supporting 

details. There are two kinds of quotations: direct and indirect. 

 In a direct quotation, you copy another person's exact words (spoken or 

written) and enclose them in quotation marks. 

 In an indirect quotation, you report the person's words without quotation
marks.

18



19



Reporting Verbs and Phrases

 To introduce direct quotations, indirect quotations, or statistics, use the 

phrase according to or a reporting verb such as the following: 
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 Here are some rules for their use:

 1. Reporting verbs can appear before, in the middle of, or after borrowed

information. The reporting phrase according to usually appears before or

after but not in the middle.

 Examples:

One young bicyclist says, "To win in world-class competition, you have to
take drugs" (Jones).

"To win in world-class competition," says one young bicyclist, "you have to
take drugs" (Jones).

"To win in world-class competition, you have to take drugs," says one young
bicyclist (Jones).

According to one young bicyclist, athletes have to take drugs to win 
(Jones).

Athletes have to take drugs to win, according to one young bicyclist 
(Jones). 
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 2. Reporting verbs can be used either with or without the subordinator as.

 Examples: 

As one writer says when discussing the case of an Olympic medallist who

unknowingly took a banned drug, "The human body, of course, doesn't

distinguish intentional use from inadvertent exposure. Neither does the

IOC [International Olympic Committee]" 

 One writer says when discussing the case of an Olympic medallist who
unknowingly took a banned drug, "The human body, of course, doesn't

distinguish intentional use from inadvertent exposure. Neither does the

IOC [International Olympic Committee]" 
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 3. Reporting verbs can be in any tense. However, be aware that a past 

tense reporting verb may cause changes in verbs, pronouns, and time 

expressions in an indirect quotation. 

 Examples: 

 Some critics claim/have claimed that the International Olympic Committee
has been lax on enforcement of drug bans 

 Some critics claimed that the International Olympic Committee had been 

lax on enforcement of drug bans.
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 4. Including the source of the borrowed information with the reporting

expression gives authority to your writing because it lets your reader know

immediately that your information is from a credible source. 

 Examples:

 The institute of Global Ethics warns, "The Olympics could well become
just another money-drenched media promotion in which contestants will 

be motivated less by athletic glory than by lucrative future contracts" 

(Kidder, par. 7). 

24


