
!( Reading for Different Purposes
You read for many different reasons. In a single day, you might read a short story

for fun, a textbook for information to help you pass a test, and a weather map to

find out if it will rain. For every type of reading, there are specific strategies that can

help you understand and remember the material. This handbook will help you

become a better reader in school, at home, and on the job.
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Before Reading
• Set a purpose for reading. Are you reading as

part of an assignment or for fun? What do

you want to learn? Establishing a purpose will

help you focus.

• Preview the work by looking at the title and

any images and captions. Try to predict what

the work will be about.

• Ask yourself if you can connect the subject

matter with what you already know.

During Reading
• Check your understanding of what you read.

Can you restate the plot in your own words?

• Try to connect what you're reading to your

own life. Have you experienced similar events

or emotions?

• Question what's happening. You may wonder

about events and characters' feelings.

• Visualize or create a mental picture of what

the author describes.

• Pause from time to time to predict what will

happen next.

After Reading
• Review your predictions. Were they correct?

• Try to summarize the work, expressing the

main idea or the basic plot.

• Reflect on and evaluate what you have read.

Did the reading fulfill your purpose?

• To clarify your understanding, write down

opinions or thoughts about the work, or

discuss it with someone.

Reading for Information

Graduate Manners
by Jennifer Tinnin
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Set a Purpose for Reading
• Decide why you are reading the material—to

study for a test, to do research, or to find out

more about a topic that interests you.

• Use your purpose to determine how detailed

your notes will be.

Look at Design Features
• Look at the title and subheads and at

boldfaced words or phrases, boxed text, and

any other text that is highlighted in some way.

• Use these text organizers for help in

previewing the text and identifying the main

ideas.

• Study photographs, maps, charts, and

captions.

Notice Text Structures and Patterns

• Does the text make comparisons? Does it

describe causes and effects? Is there a

sequence of events?

• Look for signal words such as same,

different, because, first, and then. They can

reveal the material's organizational pattern.

Read Slowly and Carefully

• Take notes on the main ideas. State the

information in your own words.

• Map the information by using a word web or

another graphic organizer.

• Notice unfamiliar words. These are

sometimes defined in the text.

• If there are questions accompanying the text,

be sure that you can answer them.

Evaluate the Information

• Think about what you have read. Does the

text make sense? Is it complete?

• Summarize the information—state the main

points in just a few words.

Functional Reading
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Identify the Audience, Source,

and Purpose
• Look for clues that tell you for whom the

document is intended. Is there an address or

a title? Does the information in the

document affect you?

• Look for clues that tell you who created the

document. Is the source likely to be reliable?

• Think about the purpose of the document. Is

it to show you how to do something? to warn

you about something?

to tell you about community events?

Read Carefully

• Notice headings or rules that separate one

section from another.

• Look for numbers or letters that signal steps

in a sequence. If you are reading directions,

read them all the way through at least once

before performing the steps.

• Examine any charts, photographs, or other

visuals and their captions.

• Reread complex instructions if necessary.

Evaluate the Information

• Think about whether you have found the

information you need.

• Look for telephone numbers, street

addresses, or e-mail addresses of places

where you could find more information.
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ll Reading Different Genres
Reading an autobiography and reading a poem require different skills. Here are some tips to

help you get the most out of the different genres, or types, of literature you read. The graphic

organizers shown are just suggestions—use the note-taking method that works best for you.

Reading a Short Story

Strategies for Reading
• Keep track of events as they happen.

Creating a chart like this one may help you.

Event 1 Event 2

V

Event 3 Event 4

\

• From the details the writer provides, visualize

the characters. Predict what they might do

next.

• Look for specific adjectives that help you

visualize the setting—the time and place in

which events occur.

Reading a Poem

Strategies for Reading
• Notice the form of the poem, or the number

of its lines and their shape on the page.

• Read the poem aloud a few times. Listen for

rhymes and rhythms.

• Visualize the images and comparisons.

• Connect with the poem by asking yourself

what message the poet is trying to send.

• Create a word web or other graphic organizer

to record your reactions and questions.

Reading an Epic

Strategies for Reading
• Since an epic is a long narrative poem that

celebrates a hero's deeds, it's important to

identify the hero. What virtues and flaws does

this person have?

• Notice rhythms and repetitions. Most epics

were memorized and then told or even sung

aloud.

• Try to visualize the actions described in the

epic. Which passages might make the

audience cheer, boo, or gasp in surprise?

• Think about the values and themes of the

epic. Which quality is valued over all others?

courage? virtue? true love? Does the epic

describe a battle between good and evil?

Reading Nonfiction

Strategies for Reading
• If you are reading a biography or

autobiography, keep track of the people who
are mentioned. You may want to sketch a

family tree or a word web.

• When reading an essay, evaluate the writer's

ideas and reasoning. Does the writer support

opinions with facts?

• When reading an article or interview, skim it

first to learn what its subject is. Look at any

headings or captions. Then read slowly,

looking for the main idea. Use a chart like

this one to help you.

Main idea

Supporting

detail

Supporting

detail

Supporting

detail
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Reading Different Formats
These strategies will help you when you need to do research, learn about

current events, or just find out more about a topic that interests you.

Reading Online Text
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Strategies for Reading
• Notice the page's Web address, sometimes

called a URL. You may want to make a note

of it if you will need to return to that page.

Most Web addresses begin with the coding

http://www.

• Read the title of the page to get a general

idea of what topics the page covers.

• Notice links to related pages. Links are often

"buttons" or underlined words. Clicking on a

link will take you to a different page—one

that may or may not have been created by

the same person or organization.

• Look for a menu bar along the top, bottom,

or side of the page. This gives you links to

other parts of the Web site.

• Notice any source citations. Some sites tell

you where their information is from, enabling

you to judge its reliability.

• Write down important ideas and details. Try to

restate the text in your own words. Then decide

whether you need to check other sources.

Reading a Newspaper

or Magazine Article

Strategies for Reading
• Read the headline and any subheads to

learn what the article is about and how it is

organized.

• Notice any photographs, charts, graphs, or

other visuals. Read their captions. Be sure

you understand how the visuals and the

main text are related.

• Notice any quotations. Think about whether

the people who are quoted are likely to be

reliable authorities on the topic.

Reading an

Encyclopedia Article

Strategies for Reading
• Read the headline and any subheads to

make sure that the article covers the topic of

interest to you.

• Look at visuals and read their captions.

Some online or CD-ROM encyclopedias also

include sound files, animated maps, or short

movies.

• Pay attention to how the article is organized.

You may want to skim the article, or read it

quickly, as you look for key words related to

your topic. Once you find the information

you need, read slowly and carefully.

• Watch for a "see also" or "related articles"

section, or— if the encyclopedia is online—for

highlighted links. These features direct you to

additional articles that include information on

your subject.
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1| Enriching Your Vocabulary

Context Clues

One way to figure out the meaning of a word

you don't know is by using context clues. The

context of a word consists of the punctuation

marks, other words, sentences, and paragraphs

that surround the word.

General Context Sometimes you need to read

all the information in the sentence or paragraph

in order to infer the meaning of an unfamiliar

word. The underlined words below give clues to

the meaning of the word in boldface type.

Since he has received perfect scores

on all of the tests. I'd say his forte is

definitely history.

Definition Clues Often a difficult word will be

followed by its definition. Commas, dashes, or

other punctuation marks may signal a

definition.

Tuberculosis—a type of lung disease—

was once one of the most common
causes of death in the world.

Restatement Clues Sometimes a writer

restates a word or term in easier language.

Commas, dashes, or other punctuation may

signal restatement clues, as may expressions

such as that is, in other words, and or.

Ellen scrutinized the bracelet before

she bought it; that is, she looked at it

closely from every possible ang le.

Example Clues Sometimes writers suggest the

meaning of a word with one or two examples.

During the 1500s, ships from the

Americas introduced many important

commodities to the rest of the world,

including potatoes, tobacco, corn,

gold, and silver .

Comparison Clues Sometimes a word's

meaning is suggested by a comparison. Like

and as are words that signal comparison clues.

We snorkeled in water that was as

translucent as a window .

Contrast Clues Sometimes writers point out

differences between things or ideas. Contrast

clues are often signaled by such words as

although, but, however, unlike, and in

contrast to.

Edward is usually very focused during

rehearsals, but today he seemed

preoccupied.

Idioms and Slang An idiom is an expression

whose overall meaning is different from the

meaning of the individual words. Slang is

informal language that comprises both made-up

words and ordinary words that carry different

meanings than in formal English. Use context

clues to figure out the meaning of idioms and

slang.

With only seconds left before the bell,

Alison made it to class by the skin of

her teeth, (idiom)

We both thought the movie was really

cool, (slang)

TIP One way to clarify your understanding of

a word is to write a sentence using that word.

Even better, use one of the context-clue

strategies in your sentence. For example,

include a restatement or definition clue.

For more about context clues, see page 938.
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Word Parts

If you know base words, roots, and affixes-that

is, prefixes and suffixes—you can figure out the

meanings of many new words.

Base Words A base word is a word that can

stand alone. Other words or word parts can be

added to base words to form new words.

Roots Many English words contain roots that

come from older languages, such as Greek,

Latin, and Old English. A root is a word part

to which a prefix, a suffix, and/or another root

must be added. Knowing the meaning of a

word's root or roots can help you figure out the

word's meaning.

Root Meaning Examples

aristo

(Greek)

best aristocracy,

aristocrat

micro

(Greek)

small microphone,

microscope

cont (Latin) to join, unite continent, continue

dur (Latin) to harden, hold out durable, duration

ped (Latin) foot pedal, pedestrian

hus

(Old English)

house husband, husbandry

lor(e)n

(Old English)

lost forlorn, lovelorn

Prefixes A prefix is a word part that appears at

the beginning of a base word or another word

part. Attaching a prefix to an existing word

usually changes the meaning of that word.

Familiarizing yourself with the meanings of

common prefixes can help you be prepared to

figure out the meanings of unfamiliar words.

Prefix Meaning Examples

ofe- from, away, off decaffeinated, deconstruct

hemi- half hemicycle, hemisphere

mal- bad, ill maladjusted, malnutrition

multi- many, much multicolored, multiracial

pre- before predispose, preview

sub- under, below submarine, substandard

Suffixes A suffix is a word part attached to the

end of a base word or another word part.

Attaching a suffix to an existing word may alter

the word's meaning. However, a suffix does not

change a word's meaning when it is added as

follows:

• to a noun to change the number

• to a verb to change the tense

• to an adjective to change the degree of

comparison

• to an adverb to show how

Suffix Purpose Examples

-s, -es to change the

number of a noun

application + s,

applications

-ed, -ing to change

verb tense

breach + ed, breached

breach + ing, breaching

-er, -est to change the

degree of

comparison

in modifiers

tall + er, taller

tall + est, tallest

-ly to show how quick + ly, quickly

Other suffixes are added to a root or base word

to change the word's meaning. These suffixes can

also be used to change the word's part of speech.

Suffix Meaning Examples

-or person or thing that dictator, elevator

-able capable of being curable, understandable

-ize to make dramatize, energize

To infer the meaning of an unfamiliar word

from its parts, follow these steps:

• Divide the word into parts. Think of other

words you know that share the same root(s)

or base word.

• Ask, Do these words have the same or

similar meanings?

• Consider the meanings of any prefixes or

suffixes in the unfamiliar word.

• From the meanings of the word's parts,

predict what the word means.

• Check the context of the sentence and

consult a dictionary or glossary to find out

whether your prediction is correct.

For more about root words, see page 432;

for more about prefixes and suffixes, see

page 1104.
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Word Origins

When you study a word's origin and history, you

find out when, where, and how the word came

to be. A complete dictionary entry includes each

word's history.

dra»ma (dra'ma) n. 1 . A work that is meant to be

performed by actors. 2. Theatrical works of a

certain type or period in history. [Late Latin

drama, dramat-, from Greek dran, to do or

perform.]

This entry shows you that the earliest form of

the word drama was the Greek word dran.

Word Families Words that have the same root

have related meanings. Such words make up a

word family. The charts below show common
Greek and Latin roots. Notice how the

meanings of the English words are related to

the meanings of their roots.

soph, wiseGreek Root:

English: philosophy "love of wisdom"; the study

of logic and basic truths

sophisticated worldly, refined,

or complex

sophomore "wise fool"; a student in the

second year of high school or college

struct, to buildLatin Root:

English: construct to build

destructive wanting to ruin or eliminate

something

structure a building

Latin Root: vac, empty

English: evacuate to empty or remove the

contents of

vacant containing nothing; empty

vacuum a space empty of matter

TIP Once you recognize a root in one English

word, you will notice the same root in other

words—members of the same word family.

Because these words developed from the same

root, they are similar in meaning.

Foreign Words Some foreign words that enter

the English language keep their original form.

Algonquian

(family of

Native

American

languages)

Dutch Gaelic

(language

of Ireland

and

Scotland)

Spanish

Massachusetts dock bog alligator

moccasins grab clan canyon

moose lottery glamour cargo

raccoon rant pet patio

skunk skate smithereens stampede

tomahawk waffle trousers vanilla

For more about word families and researching

word origins, see page 206.

Synonyms and

Antonyms

When you read, pay attention to the precise

words a writer uses.

Synonyms A synonym is a word that has the

same or almost the same meaning as another

word. Read each set of synonyms listed below:

awe/wonder

extra/surplus

generate/produce

laugh/chuckle

possible/likely

rug/carpet

scared/frightened

yell/shout

TIP You can find synonyms in a thesaurus or

dictionary. In a dictionary, synonyms are often

given following the definition of a word.
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Antonyms An antonym is a word with a

meaning opposite that of another word.

Read each set of antonyms listed below:

bland/tasty

create/destroy

ferocious/gentle

friend/enemy

graceful/clumsy

temporary/permanent

unique/common

whisper/scream

Some antonyms are formed by adding one of

the negative prefixes anti-, in-, and un- to a

word, as in the chart below.

Word Prefix Antonym

freeze anti- antifreeze

social anti- antisocial

appropriate in- inappropriate

capacity in- incapacity

limited un- unlimited

professional un- unprofessional

TIP You can find antonyms in dictionaries of

synonyms and antonyms, as well as in some
thesauruses.

TIP Some dictionaries contain notes that

discuss synonyms and antonyms. These notes

often include sentences that illustrate the

relationships among the words.

Denotative and

Connotative Meaning

Good writers choose just the right word to

communicate a specific meaning.

Denotative Meaning A word's dictionary

meaning is called its denotation. The

denotation of the word casual, for example, is

"for everyday use; informal."

Connotative Meaning The images or feelings

you connect to a word are called connotations.

Connotative meaning stretches beyond a word's

dictionary definition. Writers rely on connotations

of words to communicate shades of meaning,

as well as positive or negative feelings. For

example, each of these sentences has a slightly

different connotation.

For her first day on the job, Marta wore

relaxed clothing.

For her first day on the job, Marta wore

casual clothing.

For her first day on the job, Marta wore

sloppy clothing.

Examples of similar words with different

connotations are listed below:

Positive Connotations Negative Connotations

cheer scream

collect hoard

debate argue

easygoing lazy

wildflower weed

inquisitive nosy

interest obsession

reserved prudish

sound noise

straightforward blunt

TIP Some dictionaries contain notes that

discuss connotative meanings of the entry word

and other related words.

For more information about denotative and
connotative meanings, see page 645.
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Homonyms, Multiple-

Meaning Words, and

Homophones

Homonyms, multiple-meaning words, and

homophones can be confusing to readers and

can plague writers.

Homonyms Words that have the same spelling

and pronunciation but different meanings and

origins are called homonyms. Consider this

example:

I had to stoop to see the snake my
brother found under the front stoop.

Stoop can mean "to bend forward and down,"

but it can also mean "a small porch, platform,

or staircase leading to the entrance of a house

or building."

Words with Multiple Meanings Multiple-

meaning words are words that have over time

acquired additional meanings based on the

original meaning. Consider these examples:

During the fall, my town often has

festivals, concerts, and contests.

The leaves will fall from the trees

soon.

Fall clearly has multiple meanings, but all of the

additional meanings have developed from the

original meaning. You will find all the meanings

for fall under one entry in the dictionary.

Homophones Words that sound alike but have

different meanings and spellings are called

homophones. Consider these examples:

We were so busy at work that I

managed to take only a five-minute

break.

Greg had to brake quickly when the

dog ran into the street.

Many common words with Anglo-Saxon origins

have homophones (there, their; write, right).

Check your writing to make sure you have used

the right word and not its homophone.

For more about homonyms and homophones,

see page 816; for more about multiple-

meaning words, see page 266.

r

Analogies

Analogy An analogy is a comparison between

two things that are similar in some way.

Analogies often appear on tests, usually in a

format like this:

SOCK : CLOTHING :: A) cotton : shirt

B) denim : fabric

C) stain : wash

D) wash : clean

E) shirt : skirt

To determine the correct answer, follow

these steps:

• Read the part in capital letters as "Sock is to

clothing as..."

• Read the answer choices as "cotton is to

shirt," "denim is to fabric," "stain is to wash,"

and so on.

• Ask yourself how the first two words, sock

and clothing, are related. (A sock is a type of

clothing. So sock is an item in the larger

category of clothing.)

• Then look for the answer that best shows the

same relationship. (Of these possible

answers, only item B shows the relationship

of an item to a category.)

Here are some relationships that are often

expressed in analogies:

Relationship Example

Part to Whole IRIS : EYE

Word to Synonym SMART INTELLIGENT

Word to Antonym SUNNY: CLOUDY

Degree of Intensity DIFFICULT: IMPOSSIBLE

Item to Category JUPITER : PLANET

Characteristics to Object ROUNDNESS : BASEBALL

For more about analogies, see page 1317.
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Specialized Vocabulary

Professionals who work in fields such as law,

science, and sports use their own technical or

specialized vocabulary. Use these strategies to

help you figure out the meanings of specialized

vocabulary.

Use Context Clues Often the surrounding text

gives clues that help you infer the meaning of

an unfamiliar term.

Professional golfers need to avoid bogeys

if they want to win tournaments.

Use Reference Tools Textbooks often define a

special term when it is first introduced. Look for

definitions or restatements in parentheses. You

may also find definitions in footnotes, a

glossary, or a dictionary. If you need more

information, refer to a specialized reference,

such as one of the following:

• an encyclopedia

• a field guide

• an atlas

• a user's manual

• a technical dictionary

Decoding

Multisyllabic Words

Many words that are familiar to you when you

speak them or hear them may be unfamiliar to

you when you see them in print. When you

come across a word that is unfamiliar in print,

first try to pronounce it to see if you might

recognize it. The following syllabication

generalizations can help you figure out a word's

pronunciation.

Generalization I; VCCV

When there are two consonants between two

vowels, divide between the two consonants,

unless they are a blend or a digraph.

sur/round se/cret slen/der

Generalization 2: VCCCV

When there are three consonants between two

vowels, divide between the blend or the

digraph and the other consonant.

ex/claim in/stead hand/some

Generalization I; VCCV

When there are two consonants between two

vowels, divide between the consonants, unless

they are a blend or a digraph, the first syllable is

a closed syllable, and the vowel is short.

gasp/ing zip/per bud/get

Generalization 4: Common Vowel

Clusters

Do not split common vowel clusters, such as

long vowel digraphs, r-controlled vowels, and

vowel diphthongs.

par/ted rea/son dai/sy

Generalization 5: VCV

When you see a VCV pattern in the middle of a

word, divide the word either before or after the

consonant. If you divide the word after the

consonant, pronounce the first vowel sound as

short. If you divide the word before the

consonant, pronounce the first vowel sound

as long.

mod/el mo/tel la/zy

Generalization 6: Compound Words

Divide compound words between the individual

words.

whirl/wind hard/ship

Generalization 7: Affixes

When a word includes an affix, divide between

the base word and the affix.

joy/ous harm/less
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ll Reading for Information
Reading informational materials—such as textbooks, magazines, newspapers,

and Web pages—requires the use of special strategies. For example, you

need to study text organizers, such as headings and special type, to learn

the main ideas, facts, terms, and names that are of importance. You also

need to identify patterns of organization in the text. Using such strategies will

help you to read informational materials with ease and quickly gain a clear

understanding of their contents.

Reading a Textbook

Reading a math textbook requires

different strategies from those needed

when reading other kinds of textbooks.

Since most of the text will be explaining

a concept rather than telling a story,

you should pay careful attention to all

of the features on the page.

Strategies for Reading

^s First, look at the title and any

subheads. These will tell you

what concepts are covered.

f% Notice any key terms in the text.

Key terms are often boldfaced or

underlined when they first

appear in the text. Be sure that

you understand what they mean.

(A Some math textbooks will have

a checklist or a list of objectives

at the beginning of each lesson.

Keeping these in mind as you

read will help you identify the

most important facts and details.

G% Many math textbooks have an

activity box that supplements

each lesson. These activities will

give you more practice and will

help you further understand

each concept.

Chapter 1 Functions and Their Graphs

1.2 Linear Equations in Two Variables a

What you should learn

M • How to use slope to graph

W linear equations in two

variables

• How to find slopes of lines

• How to write linear equations

in two variables

• How to use slope to identify

parallel and perpendicular lines

• How to use linear equations in

two variables to model and

solve real-life problems ^r?

Why you should learn it

Linear equations in two variables

can be used to model and solve

real-life problems. For instance,

Exercise 1 1 2 on page 1 23 shows

how to use a linear equation to

model the average annual

salaries of major league baseball

players from 1988 to 1998.

Using Slope
The simplest mathematical model for relating two variables is thi

in two variables y = mx + b. The equation is called linear bee;

line. (In mathematics, the term line means straight line.) By lettir

see that the line crosses the y-axis at y = b, as shown in Figu

words, the y-intercept is (0, b). The steepness or slope of the lin

Slope

y = mx + b

-Intercept

The slope of a nonvertical line is the number of units the lir

vertically for each unit of horizontal change from left to rij

Figure 1.14.

Positive slope, line rises.

FIGURE 1.14

Negative slope, line fai

A linear equation that is written in the form y = mx +
ritten in slope-intercept form.

The Slope-Intercept Form of the Equation of a L

The graph of the equation

y = mx + b

is a line whose slope is m and whose y-intercepl is (0, b).

iHinnmi

A computer simulation of this concept

appears in the Interactive CD-ROM and

Internet versions of this text.

Use a graphing utility lo compare the slopes of the lines y = r,

m = 0.5, 1, 2, and 4. Which line rises most quickly? Now, let

— 1, -2, and -4. Which line falls most quickly? Use a square

obtain a true geometric perspective. What can you conclude at

and the "rate" at which the line rises or falls?
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£% Be sure to notice any examples in a math lesson that will give you a step-

by-step overview of how to use the concept. Look closely at any diagrams

or graphs, and study the text referring to them.

More Strategies for Reading Textbooks
• Read slowly and carefully. If you see an unfamiliar word and can't find a

definition in the text or in a marginal note, check the glossary or a dictionary.

• You may want to keep a notebook of important equations, terms, or

concepts. Doing this will help you keep important information organized and

easily accessible.

• Be sure to follow all directions. Many math concepts are taught in a step-

by-step format. Missing one of the steps may cause you to misunderstand

the concept.

Linear Equations in Two Variables 111

Slope is undefined.

its confuse the line x = a

it x = a on the real number

ley = b with the point

out to students that they

ware of the context in

or y = b is presented to

er it refers to the line in the

point on the number line.

4.

. positive, the line rises.

Once you have determined the slope and the y-intercept of a line, it is a

relatively simple matter to sketch its graph. In the following example, note that

none of the lines is vertical. A vertical line has an equation of the form

The equation of a vertical line cannot be written in the form y = mx + b because

the slope of a vertical line is undefined, as indicated in Figure 1.15.

)
Example 1 Graphing a Linear Equation

Sketch the graph of each linear equation.

a. y = Ix + 1

b. y = 2

C. x + y = 2

Solution

a. Because b = 1, the y-intercept is (0, 1). Moreover, because the slope is m = 2,

the line rises 2 units for each unit the line moves to the right, as shown in

Figure 1.16(a).

b. By writing this equation in the form y = (0)x + 2, you can see that the

y-intercept is (0. 2) and the slope is zero. A zero slope implies that the line is

horizontal—that is, it doesn't rise or fall, as shown in Figure 1.16(b).

c. By writing this equation in slope-intercept form

x + y = 2

y = -x + 2

y = (-1)* +

Write original equation.

Subtract x from each side

Write in slope-intercepl form.

you can see that the v-intercept is (0, 2). Moreover, because the slope is

m = - 1, the Une falls 1 unit for each unit the line moves to the right, as shown

in Figure 1.16(c).

; 0, the line is horizontal. (c) When m is negative, the line falls.
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^m i Reading a Magazine Article]

Strategies for Reading

Q Read the title and any other headings to

get an idea of what the article is about

and how it is organized.

As you read the main text, notice any

quotations. Who is quoted? Is the person

a reliable authority on the subject?

Notice text that is set off in some way,

such as a passage in a different typeface.

A quotation or statistic that sums up the

article is sometimes presented in this way.

Study visuals, such as photographs,

graphs, charts, and maps. Read their

captions and make sure you know how

they relate to the main text.
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Are graduations marred by bad behavior?

because they're happy. It's no
big deal. We should be allowed
to celebrate our accomplish-

ments and success." Dr. Amos
White, principal of a high
school in Houston, Texas,

disagrees, "These students

are graduating into the

adult world. They should
mark the transition with

I was so

embarrassed

by my peers'

behavior/'

by Jennifer Tinnin

Jessica M., a recent high
school graduate, says she
does not have fond memo- ^%
ries of her graduation. "I was %jp
really looking forward to

i

graduation, but during the

ceremony, kids were shout-

ing and dancing on the

stage," she recalls. "I was so

embarrassed by my peers'

behavior."

Jessica's experience is not

unique. Graduation cermonies
across the country are being dis-

rupted by the graduates' behavior.

Middle school students in Illinois acted like

they had just scored a touchdown as they strut-

ted across the stage, pumping their fists into

the air. A student in Minnesota took a pratfall

and then had a loud confrontation with police
who attempted to escort him from the build-

ing. Students in Illinois were not invited back
to the site where their graduation was held last

year after thousands of dollars of damage was
done to the site's restrooms.

These students are not all troublemak-
ers. One student who performed a prank
was president of his school's student
body, and another student was the vale-

dictorian of his class. Nor are students the

sole disruption at graduations. Friends
and family in the audience often cheer on
students' antics or create additional noise
by blowing air horns or screaming when
their graduate's name is called.

Many school officials and audience
members believe that the dignity of grad-
uation is being sacrificed for a few laughs.

Ellen, a high school student from Cali-

fornia, remarks, "Kids yell and dance

good manners and
courtesy toward their

peers, parents, and
school officials. We will

do whatever we can
to keep graduation dignified."

Some schools have started to require stu-

dents to sign a contract ensuring their compli-
ance with school rules for behavior during the

graduation ceremony before they will allow
students to attend the ceremony. Is a legal con-
tract necessary to deter students and audiences
alike from ruining graduation? Or are gradu-
ates and their friends and families simply
showing exuberance for a job well done?

GRADUATION BEHAVIOR SURVEY
Do you think there should be stricter enforcement of
rules and conduct at graduation ceremonies?

Parents High School Students
Yes 77% Yes 48%
No 20% No 46%
Not Sure 3% Not Sure 6%
Do you think students should be required to sign
a contract dictating rules of behavior in order to

participate in the graduation ceremony?

Parents High School Students
Yes 54% Yes 21%
No 29% No 68%
Not Sure 17% Not Sure 11%

4i
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Reading a Web Page

Strategies for Reading

^^ Look for the page's Web address,

sometimes called a URL. If you think you

will return to the page, write down the

address.

{% Read the title of the page to find out what

topics the page covers.

Look for a menu bar along the top,

bottom, or side of the page. This tells you

about other parts of the site.

Notice any links to related pages. Links

are often "buttons" or underlined words.

Look for text that tells you when the Web
page was last updated. There might also

be a link to send e-mail to the Webmaster
or to staff of the organization.

L-Net

a
Location: http://www.mnh.si.edu WjM

Smithsonian
Institution

Information Desk
Calendar of Events
Exhibits

Educational Resources

Johnson
IMAX* Theater

What's New ?

Search the NMNH Web
Research & Collections

Search the NMNH Web

Natural History Highlight

Parataxonomv VI
New Exhibits

NMNH scientists are part of 1

growing trend - training of

and retianoe upon
parataxonomlsts.

Triceratops - A nenv mount of

Trioeratops has been unveiled. Also.

as the first digital dinosaur, it oan be
shared with researohers as easily as
e-mail. This new approaoh will tell us
many more things about how this

three-horned dinosaur lived and
moved over 66 million years ago.

African Voices examines the diversity,

dynamism, and global influenoe of Afrioa's

peoples and ouitures overtime in the realms
of family, work, community, and the natural

environment.

Traveling Exhibits

The NationalMuseum of
Natural History is dedicated to understanding the
natural world
and our place in it

Smithsonian
National Museum oj Natural History

Vikinns: The North Atlantic Sana • Opening
July 13.2001. at

the Houston Museum of Natural Sclenoe in

Houston. Texas.

Smithsonian ,,

Store.com
Naturally...

Jun«*2001
Email Inquiries

Copyright .
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Patterns of Organization

Reading any type of writing is easier if you

understand how it is organized. A writer

organizes ideas in a structure, or pattern, that

helps the reader see how the ideas are related.

The following are five important structures:

• main idea and supporting details

• chronological order

• comparison and contrast

• cause and effect

• problem-solution

This page contains an overview of the five

structures, which you will learn about in more

detail on pages 1339-1343. Each type has been

represented graphically to help you see how the

ideas are organized in it.

Main Idea and Supporting Details

The main idea of a paragraph or a longer piece

of writing is its most important point. Supporting

details give more information about the main

idea.

Supporting detail

Supporting detail

Supporting detail

Chronological Order
Writing that is organized in chronological order

presents events in the order in which they occur.

Comparison and Contrast

Comparison-and-contrast writing explains how
two or more subjects are similar and how they

are different.

Cause and Effect

Cause-and-effect writing explains the relationship

between events. A cause is an event that gives

rise to another event or a condition, called an

effect. A cause may have more than one effect,

and an effect may have more than one cause.

Single Cause with Multiple Effects

Cause

Effect

Effect

Multiple Causes with Single Effect

Cause

Cause

Effect

Problem-Solution

This type of writing describes a difficult issue

and suggests at least one way to deal with it.

The writer provides reasons to support his or her

suggestion.

PrOuiem oOlliiiuii

1
' >

Reason Reason Reason
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Main Idea and

Supporting Details

Main idea

The main idea of a paragraph is the basic

point the writer is making in that paragraph.

The supporting details give you additional

information about the main idea. A main

idea may be stated directly or it may be

implied. If it is stated, it may appear anywhere

in the paragraph. Often it appears in the first or

the last sentence. An implied main idea is

suggested through the details that are provided.

Strategies for Reading
• To find the main idea, ask, What is this

paragraph about?

• To find supporting details, ask, What else do

I learn about the main idea?

MODEL

Main Idea in the First Sentence

King James I of England inherited

the unsettled issues of Queen
Elizabeth Is reign. Elizabeth left a

huge debt. This debt, combined with

James's foreign wars and expensive

court, caused constant struggles

between the king and Parliament

about money. Another issue was how
much power Parliament should have.

James I also clashed with the

Puritans over remaining Catholic

practices in the Church of England.

MODEL

Main Idea in the Last Sentence

Queen Elizabeth I of England had
frequent conflicts with Parliament.

Many of the arguments were over

money. By the time Elizabeth died in

1603, she left a huge debt for her

successor to deal with. Parliament's

financial power was one obstacle to

English rulers becoming absolute

monarchs.

Supporting

details

Supporting

details

Main idea

'

^H^mmr'*

Implied
main
idea:

Charles I

waged
ongoing

battles with

Parliament

about

money.

MODEL

Implied Main Idea

In 1625, James I died. Charles I,

his son, took the throne. Charles

always needed money—in part

because he was at war with both

Spain and France. Several times when
Parliament refused to give him funds,

he shut Parliament down. By 1628,

Charles was forced to call Parliament

again. This time it refused to grant

him any money until he signed a

document that reduced some of his

power.

PRACTICE AND APPLY

MODEL

In 1659, Parliament voted to ask the

older son of Charles I to rule England. When
Prince Charles entered London in 1660,

crowds shouted joyfully and bells rang.

On this note of celebration, the reign of

Charles II began. Because Charles II

restored the monarchy, his rule is called the

Restoration. He also restored many aspects

of English cultural and political life. Charles

restored the theater, sporting events, and

dancing, all of which the Puritans had

banned. Theater, especially comedy, and

other arts flourished during the Restoration.

Read the model above and then do the

following activities:

1. Identify the main idea of the paragraph. Is it

stated or implied?

2. List three details that support the main idea.
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|3 Chronological Order

Event

Time

phrases

Order

words

Events discussed in chronological order, also

called time order, are presented in the order

they happen. Historical events are usually

recounted in chronological order. The steps of a

process may also be recorded this way.

Strategies for Reading
• Look for the individual events or steps in

the sequence.

• Look for words or phrases that identify time,

such as in a year, three hours earlier, in

1667, and a century ago.

• Look for words that signal order, such as

first, afterward, then, before, finally, and next.

MODEL

Born in 1491, Henry VIII was

crowned king of England when he

was 18 years old. He was a devout

Catholic, but his politics soon

clashed with his religion.

Henry's father had become king

after a long civil war. Henry was

afraid that a similar war might start

if he died without a son to take over

the throne. The history of England

during his reign became the bloody

story of his need for a son.

Henry and his wife, Catherine of

Aragon, had one living child—

a

daughter, Mary, born in 1516.

However, a woman had never

successfully claimed the English

throne. By 1529, Catherine was 42

and Henry was convinced that she

would have no more children. He
wanted to divorce her and marry a

younger woman, but Church law did

not permit divorce. Henry asked the

pope to annul his marriage—in other

words, declare that it had never

existed. The pope refused.

Henry then decided to take

matters into his own hands. Later in

1529, he asked Parliament to pass

laws to end the pope's power in

England. Four years later, he secretly

married Anne Boleyn and Parliament

voted to make his divorce from his

first wife legal. But Henry was not

satisfied and wanted to break

completely with the pope. In 1534,

Parliament passed the Act of

Supremacy, which made the king the

official head of the Church of

England.

Although Henry had turned the

country inside out in his attempt to

have a son, Anne Boleyn gave birth to

a daughter. Following the birth,

Henry had her imprisoned in the

Tower of London. In 1536, he had

her beheaded.

Henry did not get his wish for a

son until his third wife, Jane

Seymour, gave birth to Edward. Jane

died in childbirth. In 1540, Henry

married his fourth wife but quickly

divorced her to marry his fifth wife,

Catherine Howard. However, the king

soon found out that Catherine had

had affairs before their marriage and

had her beheaded in 1543. Henry's

sixth wife survived her husband, who
died in 1547 at the age of 56.

PRACTICE AND APPLY

Reread the model and then do the following

activities:

1. List six of the order and time words used in

the model. Do not include those that have

been identified for you.

2. Draw a time line beginning with Henry's

birth in 1491 and ending with his death in

1547. Include each event mentioned in the

model.
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Comparison and Contrast

Comparison-and-contrast writing explains how
subjects are alike and different. This type of

writing is usually organized by subject or by

feature. In subject organization, the writer

discusses one subject, then discusses the other.

In feature organization, the writer compares a

feature of one subject with the same feature of

the other, then compares another feature of

both, and so on.

Strategies for Reading
• Look for words and phrases that signal

comparisons, such as like, similarly, both,

and in the same way.

• Look for words and phrases that signal

contrasts, such as unlike, differences, in

contrast, opposite, and differ.

MODEL

During the Renaissance, many
poets expressed their thoughts and

feelings in a type of poem called a

pastoral. Pastorals paint a romantic

picture of shepherds and their lives

in the country. Many pastorals are

about love.

One pastoral written by

Christopher Marlowe, "The

Passionate Shepherd to His Love,"

(see page 290) became very famous

in sixteenth-century England. In fact,

it became so famous that many poets

wrote responses to it. One of these

responses was Sir Walter Raleigh's

pastoral, "The Nymph's Reply to the

Shepherd (see page 292)." These two

poems have both similarities and

differences.

Both poems are pastorals. They

are set in the country and deal with

love. They also have similar

structures. Each has six stanzas with

four lines. In each stanza, lines one

and two rhyme and lines three and

four rhyme. The poems even repeat

the same rhyming words

—

move and

love.

However, the two poems evoke

very different moods. "The

Subject

Comparison

words

Contrast

words

Passionate Shepherd to His Love"

creates a very romantic scene. The

shepherd talks about the beauty of

nature—lush valleys, tumbling

waterfalls, and singing birds. He

offers his love colorful, sweet-

smelling flowers, soft wool dresses,

and jewels—everything her heart

might desire. It's almost too good to

be true.

On the other hand, the mood of

"The Nymph's Reply to the Shepherd"

is practical and not at all romantic.

The nymph doesn't focus on the

beauty of the world, but rather on

the passage of time, which destroys

that beauty. She points out that

"flowers do fade" and "rocks grow

cold," and that love "is fancy's spring,

but sorrow's fall." She mocks the

love-struck attitude of the shepherd

in Marlowe's poem and concludes

that love is more or less a silly waste

of time.

It's interesting that two poems

written at about the same time and

using the same form and structure

can convey such opposite messages.

However, that is what creativity is all

about.

PRACTICE AND APPLY

Reread the model and then do the following

activities:

1. Identify whether the model is organized by

subject or by feature.

2. List the features of the two poems that the

writer compares and contrasts.

3. Create a Venn diagram showing the

similarities and differences between the

poems. For an example of a Venn diagram,

see page 1338.
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Cause and Effect
.

Cause-and-effect writing explains the

relationship between events. A cause is an event

that brings about another event or a condition.

An effect is something that happens as a result

of a cause or causes. Cause-and-effect writing is

usually organized in one of three ways:

1. as a description of the cause(s) followed by

an explanation of the effect(s)

2. as a description of the effect(s) followed by

an explanation of the cause(s)

3. as a chain of causes and effects

Strategies for Reading
• To find the effect(s), ask, What happened?

• To find the cause(s), ask, Why did it happen?

• Look for words and phrases that signal

relationships between events, such as

because, as a result, for that reason, so,

consequently, and since.

MODEL

At the peak of the last Ice Age,

about 20,000 years ago, herds of

giant animals—megafauna

—

lumbered through the forests and

plains of North America. There were

beavers the size of modern bears,

hairy mastodons and mammoths with

massive, curved tusks, and bison with

horns measuring six feet across.

These awesome animals were hunted

by jaguars, saber-toothed tigers, and

bears that weighed twice as much as

today's grizzlies. But by about 13,000

years ago—not long after the first

humans appeared on the scene

—

almost all of these huge beasts had

disappeared.

No one knows for sure what

caused this mass extinction, but there

are several competing theories. One
possible cause might have been a

change in climate. Increasing

temperatures resulted in a retreat of

the glaciers that had covered the land

during the Ice Age. Consequently, the

forests and grasslands that thrived in

the cold climate and provided food

Effect

Cause

Signal

words

for the animals grew smaller. Without

a source of food, the animals

eventually died off.

According to another theory, the

disappearance of the giant animals

was caused by an epidemic outbreak

of disease. Some scientists think that

prehistoric humans may have brought

disease-causing organisms with them

when they crossed the land bridge

connecting Asia and North America.

Since the animals living in North

America had no immunity to these

diseases, great numbers of them may
have died.

A third theory points a finger

straight at human hunters. This

doesn't mean that people killed every

single animal in the prehistoric

world. If hunters had killed only a

few more animals than were born

each year, the populations of

megafauna would have decreased

steadily. As a result, nearly all the

species could have become extinct

within a thousand years or so.

Scientists are now using new
techniques to learn whether the

disappearance of the giant animals

was caused by climate changes,

disease, or overhunting by humans.

They are looking at fossils and rocks

for evidence, analyzing frozen tissues

and bone marrow from mammoths,

and using new ways of dating ancient

remains. Scientists hope to solve this

mystery soon.

PRACTICE AND APPLY

Reread the model and then do the following

activities:

1. Identify three possible causes for the

extinction of the megafauna.

2. Use a flow chart or other graphic organizer

to show how a climate change may have

caused the megafauna to become extinct.

For examples of graphic organizers, see

page 1338.
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Problem-Solution
L
Problem-solution writing clearly presents

various aspects of a problem and offers

a solution for it. It presents logical arguments to

convince readers that the proposed solution

will solve the problem.

Strategies for Reading
• To find the problem, ask, What is this

writing about?

• To find the solution, ask, What suggestion

does the writer offer to remedy the problem?

• Look for the reasons the writer gives to

support the solution. Is the thinking behind

them logical? Is the evidence presented

strong and convincing?

MODEL

Energy supplies are decreasing,

and the cost of electricity in the

western United States has been

extremely high in the past few years.

Blackouts and brownouts have forced

residents of California to come face

to face with the energy problem. If

new sources of energy aren't found

soon, we may be headed for a new
Dark Age.

The good news is that the earth

has an abundant source of energy

just waiting to be tapped. This energy

is called geothermal energy, and it is

stored in the rocks and water of the

earth's crust. Geothermal energy can

be used to power turbines to generate

electricity and to heat homes and

businesses reliably and inexpensively.

Geothermal means "earth heat,"

and the Northwest—especially

Nevada, Utah, California, and

Oregon—lies on top of a real

hotbed. This heat is caused by

underground streams of molten rock,

or magma. The average temperature

in many areas is more than 212

degrees Fahrenheit, the boiling point

of water. Some scientists believe that

harnessing the geothermal energy in

Oregon alone would produce as

much electricity as two nuclear power

plants.

Problem

Solution

Reason

To put the earth's heat to work,

scientists must first locate

underground pools of superheated

water. Then they must drill wells to

bring it to the surface. At the surface,

the hot water is allowed to turn into

steam and is piped into a turbine,

where it turns the blades. These

blades power a generator, which

produces electricity. Excess steam

from the turbine is then turned back

into water and recycled into the

underground reservoir.

Building a geothermal plant is

expensive, but once it is running, it

can operate day and night for 30 or

more years at little additional cost.

Geothermal energy is also

inexpensive to use. Because

geothermal heat pumps in homes use

electricity only to move heat, not to

generate it, they can reduce electricity

costs by as much as 75 percent

Geothermal energy is not just a

fantasy. Sixty-two countries are already

using geothermal energy, including the

Philippines, which gets 21 percent of

its energy from the earth.

Geothermal energy is reliable,

clean, and ecologically responsible. It

has no effect on wildlife and is not

affected by changes in climate. What

are we waiting for?

PRACTICE AND APPLY

Reread the model and then do the following

activities:

1. List the reasons the writer gives for

developing sources of geothermal energy.

2. Write down at least three questions you

might want to ask the writer about the

proposed solution to the problem.
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|a Functional Reading
Functional reading is reading to discover such information as instructions on how to do

something. When you read a map, a memo, or a product manual, you are engaged in functional

reading. These guidelines show how you can improve your functional-reading skills.

Guide to Colleges

Strategies for Reading

f% Look at the head on the page to find out

what state the university is located in.

^% Notice the name of the university and the

university's contact information. If you

have any questions, you can use this

information to contact the school.

A Notice any icons that appear on the page.

These icons give basic information about

the university such as cost or location. A

key to these icons will appear in the

college guide's introduction.

Study the feature list to find important

information about the university. This list

highlights aspects of the university that

you may want to compare with those of

other universities.

Study any subheads and the text that

follows them. This text will give more in-

depth information about the university.

PRACTICE AND APPLY

Reread the college profile below and then

answer the following questions:

1. Where is Mountain University located?

2. How expensive is Mountain University?

3. How many women attend Mountain

University?

4. What types of on-campus housing does

Mountain University offer?

COLORADO MOUNTAIN
UNIVERSITY f%

Contact: 511 University Circle

Range, CO 80695

(303)555-8179

www.mountainu.edu

Mountain University Features & Facts O
Public, four-year university

4,232 undergraduates

2,196 women, 2,036 men

70% of applicants admitted

Mid 50% SAT 1050; Mid 50%
ACT 23

Financial aid available

Student Life: 67% of undergraduates are from Colorado. Others are from 34 states and

19 foreign countries. The average age of freshmen is 18 and the average age of all under-

graduates is 20. 8% do not continue beyond their first year.

Housing: 60% of students can be accommodated in on-campus housing, which includes

single-sex and coed dormitories. On-campus housing is guaranteed for all 4 years. 45%

of students live on campus. All students may keep cars. Key to symbols

(Q) e-application available

$ inexpensive

$$ moderately expensive

$$$ very expensive

fl. suburban campus

iIlL urban campus

^ rural campus
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Campus Map

Strategies for Reading

^% Read the title to find out what area the

map shows.

ft Study the building labels. Notice if one

building contains more than one

department.

A Look at the pointer, or compass rose, to

figure out directions.

A Study the key, or legend, to learn what

the symbols and colors on the map mean.

A Look for other arrows that tell you what is

not visible on the map, but nearby.

PRACTICE AND APPLY

Reread the map below and then answer the

following questions:

1. What are the numbered buildings?

2. Are the north or south campus residences

closer to the business and shopping district?

3. Which department shares a building with the

English department?

4. If you study biology, would it be more

convenient to live on north campus or south

campus?
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V.

College Application

Strategies for Reading

^% Read the title of the form to make sure it

is the one you need.

^% Look for boldfaced, italicized, and

underlined words. These may signal

important information such as due dates,

required materials, or fees.

Make sure you fill in any charts accurately

and completely.

All college applications will include a set

of terms and a place for you to sign,

usually at the end of the application. In

order for your application to be valid and

complete, you will have to agree to the

terms the university gives.

MOUNTAIN
UNIVERSITY

O APPLICATION FOR UNDERGRADUATE ADMISSION
APPLICATION INSTRUCTIONS

This application is for students who will enter Mountain University in the fall of the

^% current year . Send completed applications by regular or overnight mail to:

Mountain University Office of Undergraduate Admissions

511 University Circle

Range, CO 80695

(303) 555-8179

Or, apply online at www.mountainu.edu.

O PLEASE NOTE: Your admissions application must be completed by April 1 if you wish to

apply for the Mountain University merit scholarships. A separate scholarship application is

also required.

Complete the Mountain University admissions application form (including your essay).

There is a $25 non-refundable application fee payable to Mountain University.

Arrange to have official transcripts sent to the Undergraduate Office. Your most recent high

school transcript and your ACT or SAT test results are required.

If applicable, submit TOEFL results. The TOEFL is required for international students for proof

of English proficiency. The minimum score required is 550 on the written test or 213 on the

computer-based test.

Submit two letters of recommendation from an instructor or other individual who is qualified to

comment on your college potential.

Please type the application or complete it in blue or black ink.

Autobiographical Information

Social Security Number

Last name First name
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Page 2 of4

Mailing Address

City State Zip

Phone Number (.

Date of Birth: Month Day Year

If you are not a U.S. citizen, please complete the following (check one):

Immigrant Visa

Type of Visa (e.g., F-l Student, J-2 Dependent, etc.):

Permanent Resident in the U.S.

I plan to enter Mountain University as a

full-time student (12 credit hours or more) part-time student

Residency Information (answer both questions)

Yes No I will have lived in Colorado one full year before becoming

a student at Mountain.

Yes No I will be claimed as a tax dependent by at least one parent who
resides in Colorado.

Q Please provide the name of the high school from which you will graduate:

High School City, State (Expected)

Graduation Date

Intended Major

PERSONAL STATEMENT
Please submit an original personal statement of 1 500 words or less describing

what your goals are in the coming year, the next five years, and the next ten years.

Attach a separate sheet of paper.

I understand that providing false information may make me ineligible for admission to Mountain University.

I agree to abide by the regulations of Mountain as set forth in its current catalog and other official publications.

I attest that all information I have supplied in this application and accompanying documentation is true and valid.

Applicant's Signature

Date Submitted

PRACTICE AND APPLY

Reread the application and then answer the

following questions:

1. Can a student who is planning to enter

Mountain University in the spring term use

this form? Why or why not?

2. What other materials are required besides

the application?

3. Name at least three items of personal

information the application requests.

4. How many credit hours do you need to take

to be a full-time student?

5. According to the application, what will make

you ineligible for admission to Mountain

University?
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3 Online Job Search

Strategies for Reading

A Take note of the page's Web address, or

URL, in case you need to return to the

site. If you like the site, you can bookmark

it or save it as a "favorite site."

A Look for links on the page. Links can appear

as underlined words or as "buttons."

When doing a search, you will need to

enter criteria that are relevant to what you

are looking for. For a job search, these

might include keywords or a specific city.

^% Look for any pull-down menus that

appear on the search page. These menus

require you to select from a list of options

by scrolling down the list.

^% If the search did not result in any matches,

some sites let you do a subsearch using

more specific keywords.

^k An entry in a list of job search results will

usually include the date the job was

posted, the location, the job title, and the

company name. See more detailed

information by clicking on the link in the

entry.

L-Net

li'li'illi'l lamina

Location: |http://www.markjobs.com^^

rfrr^KJOm
Mark jobs you like here!

• Search over 400,000 jobs

by keyword, location,

or category.

Make your mark her

• Post your resume, s

your profile, and re

for job news via e-ifl '<

Student Marks

• College and high sc

students: Start buildi'

your future here!

Search our career advice

library. Seek out your

school's alumni network,

and much more!

Do you have a

question mark?
Get help by

contacting us .

Poll Would you quit your current job to join the circus?

O Yes O No

ys?
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L-Net

l»1.IH'Hif

Location: |http://www.markjobs.com

|rfJ»eKJO&*.e»*
Keyword Search

circus

Location

City: State:

Category

O Any job type

Accounting/Finance

Advertising/PR
Internship

Entry-Level

Mid- to Senior-Level

Executive

Job Search Results

circus

Try narrowing your results. CSubsearc*

[
New Search

]

Date Posted Location Job Title Company

1

.

May 30 Albany, NY Assistant Designer Spectacular!

2. May 1 1 Brooklyn, NY Professional Clowns Wanted Three Rings

3. March 11 Ithaca, NY Public Relations Asst. Fabulous Rapizi Bros.

<&

PRACTICE AND APPLY

Reread the Web pages and then answer the

following questions:

1. On which link would you click to post your

resume?

2. Which search option would you use to find

all of the jobs in a specific field?

3. What words might you use to narrow the

results of the search shown to jobs relating

to training circus animals?

4. What is the name of the company that

posted a job on March 1 1?
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3 Job Application

Strategies for Reading

f% Beginning at the top, scan the entire

application to see what the different

sections are. Watch for headings that

identify the sections and lines that divide

one section from another.

^% Notice sections you should not or need

not fill in.

^% Look for difficult words or abbreviations-

such as pertinent ("relevant"), B/P

("business" or "personal"), N/A ("not

applicable"), Y/N ("yes" or "no"), and ph. #

("phone number")—and determine what

they mean.

fi% Notice instructions that tell you how to fill

out particular sections of the application.

Also notice instructions about other

materials you may need to provide.

Pay special attention to any part of the

application that calls for your signature.

Be sure to read all statements carefully

before signing your name to them.

PRACTICE AND APPLY

Reread the application and then answer the

questions.

1. What are the seven main sections of this

application? Which of these sections should

you leave blank?

2. What will you have to supply if you are

under 18? What will you have to provide if

you are not a U.S. citizen?

3. In what order should you list your present

and past employers? What should you do if

there isn't enough room to list them all on

the application?

4. How many business references do you need

to supply? How many personal references

must you include?

Fruit Junction
APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION

Name (Last, First, Middle)

Current Address

Phone # Daytime ( )

E-mail address

Evening (

Are you over 16 years of age? (circle one) Y / N (If you are under 18, you will need to have a work permit.) {»%

Are you a U.S. citizen? (circle one) Y/N

(If not, you will need to provide proof of your identity and of your legal right to work in the United States.)

Have you ever been convicted of a criminal offense? (circle one) Y/N

(Minor traffic offenses are not considered "criminal.")

If you have any physical limitations that require accommodation to do the job for which you are applying,

please explain accommodation requirements.

EDUCATION

Name of School Location Years

Completed

Did You

Graduate?

12 3 4 Y/N
12 3 4 Y/N
12 3 4 Y/N

Please provide an accurate and complete full-time and part-time employment record.%^

List employers chronologically, starting with your present or most recent employer. Attach additional pages,

if needed.
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EMPLOYMENT HISTORY

Employer Job(s)

Held

Time

Worked

Reason for

Leaving

Name

Address

Start date

End date*

Supervisor

Phone #

*lf you are currently

employed, may we
contact your present

employer? (Y / N)

(circle one)

full / part time

Name

Address

Start date

End date*

Supervisor

Phone #

(circle one)

full / part time

9 references: Please provide at least two business (B) and two personal (P) references we can contact.

B/P Name Phone # Relationship Years Known

ADDITIONAL INFORMATION

Please fill in the hours you are available to work each week.

Starting at

Ending at

Mon. Tues. Wed. Thurs. Fri. Sat. Sun.

How long do you hope to be part of the team at Fruit Junction?

What else should we know about you that might be pertinent to considering you for this job?.

APPLICANT'S STATEMENT
I certify that the information provided in this employment application (and accompanying documentation, if any) is true, valid, and
complete to the best of my knowledge. I understand that if I am employed, any falsified statements or documents or misleading

information given in my application or interview may be considered sufficient grounds for termination. I also agree by my signa-

ture to allow the company to verify the information I provide and to release from legal liability any person, school, current employer,

past employer, or organization named in this application for statements given with regard to my qualifications.

Applicant's Signature Date

INFORMATION TO BE SUPPLIED BY INTERVIEWER

Job applied for:

(Check all that apply)

offer extended and accepted

hold for future opening

could not locate

Interviewed by:

offer extended but rejected

no openings at this time

not qualified

Comments:
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Whether you work as a lifeguard or a library

aide, part-time or full, you need to fill out and

return Form W-4 before you can get a paycheck.

This form helps your employer calculate the

correct portion of your pay to withhold, or set

aside, for payment of your Federal income tax.

To complete Form W-4, you will need to

understand the following terms:

dependent: someone who relies on another person

for financial support; you are considered a

dependent if someone else supports you and

claims you as a dependent on his or her income

tax return

exempt: freed or excused from being taxed; if you

are exempt, you don't have to have any money
withheld from your paycheck for taxes

unearned income: interest, dividends, or other

profits; if you have money in a savings account

gaining interest, the interest is considered

unearned income

withholding allowance: a number that is equal to or

less than the one you calculate by completing the

Personal Allowances Worksheet; the number an

employer uses to determine how much money to

take out of your paycheck for payment of income tax

The following Strategies for Reading may also

be helpful. If you need additional help to

complete Form W-4, ask your employer or a

parent or guardian for assistance.

Strategies for Reading

^% Notice the headings or lines that separate

one section from another. Skim the whole

form before you go back to read each

instruction. If the form is printed on a single

sheet of paper, be sure to check both sides.

Read the headings to learn what each

section covers and which section(s) you

need to fill out.

Read the introductory information

carefully, paying particular attention to

subheads that are especially useful to

you. When you come across references to

charts or other sections in the form, refer

to those charts or sections as you read the

related information.

Within each section, look for numbers or

letters that signal steps in a sequence.

Read all the steps in a sequence before

you follow any of them.

Look for numbered and/or lettered

write-on lines. Write your answers to each

numbered or lettered step on the line with

the same number or letter.

Allowance Certificate, W-4 Employee's Withholding

I
~i§6T

'
'—"»"'

1

-•—>~~

**""*"*""""
a D^aeMDieMk.^zztzzzz

<*"""™"~ '""
"jzm™rrjaT«otm~ ^^2TT c

' !s9 had a ngffl to a refund ol all Federal income ta. wit

..oeci a refund of all Federal income la. wahheld C

. iTT ""TBI

Form W-4 (2001) Q
Purpose. Complete Form W-4 so your employer
can withhold the correct Federal income tax
from your pay. Because your tax situation may
change, you may want to refigure your withhold-
ing each year.

Exemption from withholding. If you are
exempt, complete only lines 1, 2, 3, 4, and 7,

and sign the form to validate it. Your exemption
for 2001 expires February 18, 2002.

Note: You cannot claim exemption from withhold-
ing if (1) your income exceeds $750 and includes
more than $250 of unearned income (e.g., inter-

est and dividends) and (2) another person can
claim you as a dependent on their tax return.

Basic instructions. If you are not exempt, com-
plete the Personal Allowances Worksheet
below. The worksheets on page 2 adjust your
withholding allowances based on itemized
deductions, certain credits, adjustments to

income, or two-eamer/two-job situations. Com-
plete all worksheets that apply. They will help
you figure the number of withholding allowances
you are entitled to claim. However, you may
claim fewer (or zero) allowances.

Head of household. Generally, you may claim
head of household filing status on your tax
return only if you are unmarried and pay more
than 50% of the costs of keeping up a home for

yourself and your dependent(s) or other qualify-

ing individuals. See line E below.

Tax credits. You can take projected tax credits

into account in figuring your allowable number of

withholding allowances. Credits for child or
dependent care expenses and the child tax
credit may be claimed using the Personal
Allowances Worksheet below. See Pub. 919,
How Do I Adjust My Tax Withholding? for infor-

mation on converting your other credits into

withholding allowances.

Nonwage income. If you have a large amount of

nonwage income, such as interest or dividends,

consider making estimated tax payments using
Form 1040-ES, Estimated Tax for Individuals.

Otherwise, you may owe additional tax.

Two earners/two jobs. If you have a working
spouse or more than one job, figure the total

number of allowances you are entitled to claim
on all jobs using worksheets from only one Form
W-4. Your withholding usually will be most accu-
rate when all allowances are claimed on the
Form W-4 for the highest paying job and zero
allowances are claimed on the others.

Check your withholding. After your Form W-4
takes effect, use Pub. 919 to see how the dollar

amount you are having withheld compares to
your projected total tax for 2001 . Get Pub. 91

9

especially if you used the Two-Eamer/Two-Job
Worksheet on page 2 and your earnings exceed
$150,000 (Single) or $200,000 (Married).

Recent name change? If your name on line 1 dif-

fers from that shown on your social security card,

call 1-800-772-1213 for a new social security card.
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Pergonal Allowances Worksheet (Keep tor your records.)

Enter "1
" for yourself if no one else can claim you as a dependent

I«

You are single and have only one job; or

• You are married, have only one job, and your spouse does not work; or

e Your wages from a second job or your spouse's wages (or the total of both) are $1 ,000 or less.

Enter "1" for your spouse. But, you may choose to enter -0- if you are married and have either a working spouse or

more than one job. (Entering -0- may help you avoid having too little tax withheld.) C
Enter number of dependents (other than your spouse or yourself) you will claim on your tax return D
Enter "1

" if you will file as head of household on your tax return (see conditions under Head of household above) . E

Enter "1
" if you have at least $1 ,500 of child or dependent care expenses for which you plan to claim a credit . . F

(Note: Do not include child support payments. See Pub. 503, Child and Dependent Cans Expenses, for details.)

Child Tax Credit (including additional child tax credit):

e if your total income will be between $18,000 and $50,000 ($23,000 and $63,000 if married), enter "1" for each eligible child.

• If your total income will be between $50,000 and $80,000 ($63,000 and $1 1 5,000 if married), enter "1
" if you have two

eligible children, enter "2"
if you have three or four eligible children, or enter "3"

if you have five or more eligible children. G ^___
Add lines A through G and enter total here. (Note: This may be different from the number of exemptions you claim on your tax return.) H

• If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions

and Adjustments Worksheet on page 2.

• If you are single, have more than one job and your combined earnings from all jobs exceed $35,000, or if you

are married and have a working spouse or more than one job and the combined earnings from all jobs exceed

$60,000, see the Two-Eamer/Two-Job Worksheet on page 2 to avoid having too little tax withheld.

• If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.

Cut here and give Form W-4 to your employer. Keep the top part for your records.

B

For accuracy,

complete all

worksheets

that apply.

W-4Form
Departmem of the Treasury

Internal Revenue Service

Employee's Withholding Allowance Certificate

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

OMB No. 1645-0010

ffltl
Type or print your first name and middle initial Last name 2 Your social security number

Home address (number and street or rural route)
3 LJ Single LJ Married LJ Married, but withhold at higher Single rate

Note: II married, but legally separated, or spouse is a nonresident alien, check the Single box

City or town, state, and ZIP code It your last name differs from that on your social security card,

check here. You must call 1-800-772-1213 for a new card. I I

} 5 Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)

6 Additional amount, if any, you want withheld from each paycheck

7 I claim exemption from withholding for 2001 , and I certify that I meet both of the following conditions for exemption
e Last year I had a right to a refund of all Federal income tax withheld because I had no tax liability and
e This year I expect a refund of all Federal income tax withheld because I expect to have no tax liability.

If you meet both conditions, write "Exempt" here
I
7

I

Under penalties ol perjury. I certify that I am entitled to the number of withholding allowances claimed on this certificate, or I am entitled to claim exempt status.

Employee's signature
(Form is not valid

unless you sign it.) Date

8 Employer's name and address (Employer: Complete lines 8 and 10 only if sending to the IRS

)

Office code
(optional)

10 Employer identification number

Cat. No 10220Q

PRACTICE AND APPLY

Reread the introductory information on Form

W-4 and review the Employee's Withholding

Allowance Certificate. Then answer the

following questions:

1. Which part of Form W-4 is the Employee's

Withholding Allowance Certificate? What are

you supposed to do with this part of the form?

2. If you are exempt from withholding, which

numbered lines do you need to complete?

What else must you do to make this form

valid?

3. If you are not writing "Exempt" on line 7,

which worksheet on this page do you need

to complete? What will completing this

worksheet help you to do?

4. According to the document, if your last name
differs from that on your social security card,

what must you do?

5. After your Form W-4 takes effect, what

publication can you use to see if enough

money is being withheld from your

paychecks to cover the total tax you're likely

to owe for the year?
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