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INTRODUCTION

This book has been created to serve as a resource in hopes that it may help answer some of the questions you may have as you are working on your writing assignments.  It is designed to especially help you with writing a research paper.

Any final draft that is turned in to a teacher is considered formal writing.  We consider the following to be situations in which formal writing is deemed appropriate:

· Final draft on an essay/paper submitted for a class

· Business letters/letters of request

· Applications

· Essays

· Resumes

Informal writing is the loosely-structured writing more commonly found in:

· Journaling

· Friendly letters

· Rough drafts

· Essay questions

This is a guide for all of your classes.  These guidelines should be followed in all classes, for all writing assignments.

PENMANSHIP

A. Writing Final Copy

1. All writing assignments must be written in blue or black ink only.  No other ink will be accepted.  

2. The teacher will specify whether one or both sides of the paper is to be used.

B. Typing Final Copy

1. If an assignment is to be typed, margins on the sides, as well as top and bottom, should be one inch.

2. Typed papers should be double-spaced.

3. When using a computer, use 12 point font, Times New Roman

C. Neatness

1. All work turned in should be neat and legible.

2. If a mistake is made writing, use white-out, or draw a single line through the error, then make the correction.

3. If the error is large, (forgetting a sentence for example), the page should be redone.

4. If your handwriting is not legible, make arrangements to type your work.  

If your paper or final assignment is not readable, whether it is due to messy handwriting or too many errors, the paper will be returned to you.  You will not get credit until the paper is redone, and legible.  The assignment may be counted as a late assignment.

ABBREVIATIONS

Abbreviations are shortened forms of words and phrases; acceptable for tables and charts, but most are not acceptable in formal writing.  Generally, spell out the words in your writing.  If in doubt, spell it out.

A. Common Abbreviations

1. The following abbreviations may be used with formal and informal writing:

Mr.
Mrs.
Miss
Ms.
Dr.
A.M.
P.M.
A.D.
B.C.

B.A.
M.A.
Ph.D.
M.D.

B. Monetary Abbreviations

1. It is acceptable to use the $ sign when talking about a specific amount of money:

$425/$50.00
Do not follow the number with the word “dollars”

C. Symbols

1. Do not replace words with the following signs in a final assignment:

%
&
#
@

D. Acronyms

1. Acronyms are abbreviations formed from the first letters or parts of the words in a phrase.  These may be used in all writing:

OPEC

Organization of Petroleum Exporting Countries

NATO

North Atlantic Treaty Organization

2. When using an abbreviation of a corporation or organization, write the full name out first, putting the abbreviation in parentheses.  Later references may be stated as an abbreviation.

EX:
The Central Intelligence Agency (CIA) has classified papers.  At times, the CIA may declassify these papers.

E. Plural Abbreviations

1. Plurals of abbreviations are usually formed by adding s.

EX:
We spotted three UFOs.

2. When an abbreviation is written in lower-case letters, and has internal punctuation, the plural is formed by adding apostrophe s.

EX:
v.p.’s

F. Commonly Abbreviated Terms

1. These are not used in formal writing.

c/o or c.o.

care of

ch. Or chap
chapter

Co.


Company

Cont. or contd.
Continued

dept.

department (Capitalized when part of the name)

NA


not applicable or not available

w/


with

w/o

without

a.k.a.

also known as

CEO

Chief Executive Officer

SASE

self addressed stamped envelope

e.g.


for example

et. al.

and others

etc.


and so forth

ibid.

in the same place

i.e.


that is

vol.

volume

G. Names of Countries

1. In formal writing, write out the name of states and countries.  Do not abbreviate.

H. Names of Cities

1. Use the abbreviation St. in St. Paul and St. Louis.  Do not abbreviate Port, Point, Mount, or Fort in formal writing.

I. Time

1. When dealing with time, do not use abbreviations with words.

Incorrect:
It is eight A.M.

Correct:
It is 8:00 A.M.

J. Dates

1. B.C. is used for all dated before 1 A.D.  

2. Use A.D. up to and including the year 1066.

3. No abbreviation is needed after that point.

K. Addresses

1. Do not abbreviate Street (St.), Avenue (Ave.), Road (Rd.), or Boulevard (Blvd.) in formal writing or formal addresses

2. Use for informal envelope addresses or charts/graphs/tables

L. Numbers

1. Numbers from one to ten are usually spelled out.  

2. Numbers above twenty may be written as numerals.

Exceptions:

1. When writing very large numbers, use a combination of words and numerals:

8 million
2. If small numbers are used in a sentence with large numbers.

She inventoried 1 couch, 12 end tables, and 20 chairs.

3. Always spell out the numeral if it begins a sentence.

4. Use numerals for numbers in the following forms:

address, zip code, time, dates, votes, decimals, money, pages, percentages, road or highway numbers

5. With addresses, the number is only spelled out if it starts with one.

Terry lives at One Steeple Way, Rockford, IL.

SPELLING

A. Rationale/Expectations

1. On an assignment for class, spelling should be correct

2. If there are more than two spelling errors per 100 words, the teacher may return it to you for correction.

3. The assignment, when corrected, may be graded and entered in the grade book as a late assignment.

B. Suggestions To Help Your Spelling

1. Slow Down!  Most mistakes are made because of hurrying.

2. Proofread your paper for all types of mistakes.  Then again for only spelling to allow yourself to focus on this area exclusively.  Have someone help you.  Do not, however, have someone correct all of your misspellings.  Although this takes care of the problem on one assignment, it will not help you become a better speller.  It is better to have someone point out misspellings, then correct them yourself using a dictionary.

3. Keep a list of words you commonly misspell.  A piece of paper taped into the front of your assignment book might be a good place for this list.  Add words as you encounter them.  If you continue to misspell a word, practice spelling it again and again on a different piece of paper until you know how to spell the word.  Refer to the list of words while proofreading your paper.

4. Spelling Notebooks.  For students who have a very difficult time with spelling, it might be more convenient to have a spiral notebook solely for problem words.  Write the letters of the alphabet in the upper right hand corner of the page, one letter per page.  Write problem words on the appropriate page.  An address book could also be used, as it is divided up by letters.

5. Use a dictionary.  Most dictionaries will give spelling for plurals or different forms of the word.

6. Practice.  After looking up a word in the dictionary, practice spelling the word before you close the dictionary.  Turn away from the dictionary and try to spell the word on a piece of paper.  Check the spelling.  Continue to do this until you spell it correctly.  While doing this, try to “see” the word in your mind, as this often helps people with spelling.

CAPITALIZATION

GENERAL RULE: Capitalize proper nouns and adjectives.  



Proper Nouns:  Andrew Jackson, Iowa, Europe



Proper Adjectives:
Jacksonian, Iowan, European

A. Names

1. Names of languages, races, religions, nationalities, and proper adjectives formed from these:

Jewish/Judaism
Catholicism
English

2. Names of people and initials or abbreviations which go with the names:

Martin Luther King, Jr.

B. Geography

1. Words showing a particular section of a country.  Do not capitalize if the word is simply showing direction:

I traveled to the East Coast.

I visited the southern part of Florida.

C. Titles

1. Abbreviations of titles and organizations:

U.S.A.

CEO

CNN

D. Academic References

1. Names of Languages

Spanish, Latin, English.

2. Name of a specific course, but not the name of a general subject:

I am taking Algebra II this year.

We had a test in science today.

E. Seasons

1. Don’t capitalize names of seasons:

spring, summer, autumn, winter.

F. Calendar Time

1. Days of week, months of the year, and holidays.

G. Relatives

1. Words such as father, mother, aunt, and grandpa when these words are used as names:

I saw Grandpa at the airport.

2. Do not capitalize these words when preceded by possessive pronouns:

Our uncle will be here soon.

H. Other Proper Nouns

1. Organizations:  Denver Broncos

2. Historical events and documents:  Declaration of Independence

3. Time periods:  the Renaissance

4. Roads and Highways:  Interstate 80

5. Brand names of products:  Crest toothpaste

6. Counties:  Cerro Gordo County

7. Landforms:  Great Barrier Reef

8. Bodies of Water:  Pacific Ocean

9. Public Areas:  Central Park

10. Buildings:  the Pentagon

I. Formal Titles

1. Rank or title of a person if that title precedes the name:

Governor Swartzkopf

2. Do not capitalize the title if it follows the name:

Swartzkopf, the governor

3. Capitalize high ranking positions in the United States government:

The Speaker of the House ate ice cream.

John F. Kennedy was the President of the United States.
J. Celestial Bodies

1. Names of celestial bodies:

the Milky Way
the Big Dipper

2. Planets:

Mars

Jupiter

Venus

3. Capitalize sun, moon, and earth only when they appear with the names of other planets or celestial bodies:

The sun and moon seem far away.

Pluto and Earth are far apart.

K. Sacred and Religious References

1. Names of sacred books and their parts:

Bible

Koran

Talmud
Proverbs

2. Words denoting names of people thought to be divine:

Christ

the Apostles

Mohammed

3. Do not capitalize words god and goddess in mythology:

Poseidon is a powerful god.

L. Class Ranking or Distinctions

1. Do not capitalize class names unless these name a specific class:

Janet will be a sophomore.

Andy is a member of the Freshman Class.

M. Movie and Book Titles

1. First word, last word, and every other word except a, an, the, and short conjunctions and prepositions (fewer than four letters):

The Other Side of the Mountain

N. Commonly Used Proper Nouns

1. Do not capitalize proper nouns which have become common nouns due to taking on a more general meaning:  

french fries

pasteurized milk

O. Sentence Beginnings

1. Capitalize the first word of every sentence.

P. Quotations

1. First word of a sentence in quotation marks:

“I want to eat at McDonald’s,” my grandma always said.

2. Do not capitalize the continuation of the quote after an interruption:

“Janet,” Mrs. Davies said, “please sit down.”

PUNCTUATION

A. Period

1. End of sentences that are statements or requests:

Please go to the store.

2. After initials and abbreviations:

I voted for Richard M. Nixon.

3. When a sentence ends with an abbreviation, only one period is needed:

We listened to Martin Luther King, Jr.

4. Always place a period within the quotation if it ends the sentence:

The teacher said, “Please take out your assignment.”

B. Question Mark

1. End of sentences that asks a direct question:

What should we do this afternoon?

2. Not used at the end of an indirect quotation:

I asked what we should do this afternoon.

3. After a short, direct question at the end of a sentence:

She looks nice, doesn’t she?

4. Inside the closing quotation mark when it applies only to the quoted material:

The man asked, “Will you please sit down?”

5. Outside the closing quotation mark when it apples to the sentence as a whole, but not to the quoted material:
Why do we have to read the poem “Leaves of Grass”?

6. Inside the closing quotation mark when both the sentence and the quoted material are questions.  Do not use two question marks:

Why did he say, “Where are you going?”

7. Do not use more than one question mark at the end of a sentence:

Why did she eat that caterpillar? 

C. Exclamation point

1. After a word, phrase, or sentence to show strong emotion.  Do not overuse as this weakens its impact:

I won the lottery!

2. Do not use in conjunction with a question mark:

Incorrect:  Can you believe that?!

3. Do not use more than one at the end of a sentence:

I can’t believe it!

4. Use outside or inside the quotation marks, depending on the meaning:

You took my article called “Whispering Winds”!

Mom yelled, “Billy, the house is on fire!”

D. Colon

1. To show items in a series or list when the preceding words form a complete sentence:

I like many kinds of food: Chinese, German, and French.

2. Separate volume and page number of a magazine, chapter and verse in the bible title and subtitle of a book, and speaker and lines of a play:

Newsweek 13:43

John 3:16

Aging: A New View

Ann: Get out!

3. May introduce a quotation:

The three men made the following claim: “The oceans are rising.”

4. After the salutation in a business letter:

Dear Sir or Madam:

5. Between hours and minutes, and minutes and seconds when telling time:

4:30 A.M.

5:25:30

E. Semicolon

1. Use to connect two complete sentences for a more complex sentence:

My friend’s illness made life difficult; she could hardly walk.

2. Use before a connecting phrase:

I waited for my brother; as a result, I missed the play.

3. Use in complex lists (when it requires more than one comma to separate itmes):

We are going to London, England; Paris, France; and Vienna, Austria.

4. Use to avoid a sentence being misread due to many commas:

The member of the team were Ann, Mike, and John; and Amy, Sue, and Jim were alternates.

5. Outside quotation marks and parentheses:

We went in the cave (I led the group); we emerged three hours later.

F. Ellipsis

An ellipses (three periods) may be used to show a pause in dialogue.  

1. Indicate omitted words, sentences, or paragraphs.  Do not change original meaning:

Original:  “I’m concerned that this car, which can travel at speeds of over 100 miles per hour, might be too dangerous for our young and inexperienced drivers when they first get their licenses.”

Shortened:  “I’m concerned that this car…might be too dangerous for…inexperienced  drivers when they first get their licenses.”

Unacceptable:  “…this car…might be…for our young…drivers when they first get their licenses.”

2. When used at the end of a sentence, a period should follow the ellipses:

“…might be too dangerous for our young and inexperienced drivers….”

G. Dash

1. Indicate a sudden break in a sentence:

I ate three – make that four – pieces of cake.

2. Emphasize a word or clause:

We hope to visit two buildings – the Pentagon and the White House – but we’ll see if we have time.

3. Interruption in someone’s speech:

Well – yes, I hear you – Okay – yes, I’ll try.

4. Do not use a comma, semicolon, or colon right next to the dash.

Correct:  I liked him – or so I thought – the first time I met him. 

Incorrect:  I liked him, - or so I thought, - the first time I met him.

H. Hyphen

1. Always refer to a dictionary, however there are three definite rules:

a. Compound nouns that include a preposition:

Sister-in-law

b. Compound nouns that show two functions of one person/thing:

Secretary-treasurer 

c. Compound nouns that do not include a noun:

The two sisters are look-alikes. 

2. Some words are hyphenated when they precede a noun.  They are often not hyphenated when following the noun:

Climbing Mount Everest is a high-risk behavior.

The sport of mountain climbing is considered a high risk.

3. Between a prefix and a number or a proper noun:

Pre-1940
mid-December

anti-American

4. Usually not used between a prefix and a common noun:

Midwinter
extracurricular

premature

5. After prefixes ex-, self-, and all-, and before suffix –elect:

Ex-wife
self-examination
president-elect

6. Avoid misreading or mispronunciation:

Re-enact
shell-like

pre-existing

7. Between spelled out numbers from twenty-one to ninety-nine and between numerator and the denominator in a spelled out fraction:

Forty-five
eighty-one

three-fourths

8. Between a single capital letter and a noun:

T-shirt

X-ray

9. Divide words at the end of a line:

a. After the prefix or before the suffix:

Grand - mother

b. If two vowels occur together and are pronounced separately:

Po - etic

c. When a vowel is a syllable on its own, divide after the vowel:

Epi - sode

d. Do not divide if it has only one syllable, fewer than six letters, or dividing would put a single letter on a line:

Horse (one syllable)

Carry (fewer than six letters)

Around (a-round)

e. Do not divide the last word in more than two consecutive lines or the last word in a paragraph:

f. Do not divide contractions or abbreviations at the end of the line:

I. Apostrophe

1. Used to show possession:

a. Add ’s to singular nouns:

The cat’s tail is long.

b. Add ’ to plural nouns which already end in s:

Three dogs’ tails are wagging at the same time.

c. If a singular word ends in s,x, or z, add a ’s if pronouncing it adds an extra syllable and ’ if no extra syllable is added:

James’s coat is purple.

The New Orleans’ weather service predicted rain.

d. To show joint possession, add the ’s to the last element:

Mr. Jones and Mr. Smith’s team

e. Never use an apostrophe with possessive pronouns.

2. Shows that letters are being omitted:

a. Show omitted letters in contractions.  Do not use in formal writing:

Can’t

won’t

she’d

b. Show omitted letters in dialogue to show how people speak:

I jus’ want to believe ’im ’cause he’s my bes’ friend.

J. Slash

1. Between lines of poetry when used as part of your text. Put space between the slash and the words.
Robert Frost wrote, “Nature’s first green is gold, / Her hardest hue to hold.

2. To show alternatives.  Do not use spaces between the words and the slash.
Her mother and/or father must appear in court with her.

K. Parentheses

1. To include, but not emphasize, an explanation in a sentence:

The Min Pin (a miniature pinscher) is a good dog.

2. Material within parentheses should not begin with a capital letter (unless it is a proper noun), and should not end with a period.  

We need some help with prom plans (decorations, music, and food).

3. If the parenthetical reference is not within a sentence and is a complete sentence on its own, a period is placed with the parentheses.  Same with exclamations and questions marks.

The Senate will not pass the bill. (See page 11 for a list of bills.)

I saw her mother (Where did she go?) just a minute ago.

L. Italics/Underlining

1. Titles of long published works (books, magazines, movies, and plays):

We read Hamlet in English class.

2. Titles of works of art:

Michaelangelo’s David is an important work of art.

3. Movie and TV titles, but use quotes for individual episodes:

“Elementary, Dear Data” is the title of an episode of Star Trek.

4. Names of court cases:

Marbury v. Madison was a landmark case.

5. Words when they are being referred to as such:

Surrepetitious is the longest word I know.

6. Title of short works (chapters, articles, essays, and songs) are enclosed in quotation marks:

Robert Frost wrote “The Road Not Taken.”

7. Do not do anything with titles of sacred religious works:

Torah

8. Most poem titles are put in quotations unless it is very long or is published as a book:

Homer’s Odyssey is an epic poem.

9. Definitions should be enclosed in quotation marks:

The definition of apparition is “ghost.”

M. Quotation Marks

1. For direct quotations set off exact words of the speaker:

George Bush said, “Read my lips.”

2. Indirect quotations do not require quotations:

George Bush told the American public to read his lips.

3. Single marks are used in a quote inside a quote:

The teacher said, “Please look at the poem ‘The Wanderer.’”

4. In a research paper, quotes of more than four lines on a page are set off from the rest of the text:

5. Set off a word that needs emphasis or to show it is slang:

We watched the new “super-viewer” television screen.

6. Several sentences of quoted material only need one set of quotations:

Ben said, “I want to go to the movie.  Do you want to go with me?”

In Mr. Glaus’ study of frogs, he wrote, “Frogs come in a wide variety.  They can grow as big as 10 inches or as small as 1 centimeter.”

7. Plays do not need quotations around lines:

Annie:  Where did you find him?

8. Partial quotations are not capitalized:

Her coach has been known to say she wants, “all players to work.”

N. Comma

1. Separate items in a series of at least three items:

Amy ordered a steak, salad, and a baked potato.

2. The last comma in a list (before the conjunction) is optional.

Amy ordered a steak, salad and a baked potato.

3. Should not be used to separate items you want viewed together:

I would like the soup, bread and butter, and a glass of milk.

4. Set off quotations:

Jack yelled, “Help me!”

5. Set off peoples’ names when they are stated:

Did you see your friend, Marsha, at the fair?

6. Between independent clauses that are joined by conjunctions:

I want to learn about camping, but I am afraid of bears.

I promised my mom that I would do whatever she wanted on her birthday, so we went skydiving.

7. Separate a long phrase at beginning of sentence from the sentence:

After my sister bought that dress, everyone seemed to want one.

8. Set off an introductory word or phrase:

Anyway, I saw the plane fly over the mountain.

9. Separate adjectives which equally modify a noun:

The quick, energetic dog loves to catch the frisbee.

10. Not used when the adjectives unequally modify a noun.  Not sure? Tip: switch the words.  If they don’t sound right, they aren’t equal:

The cold March wind swept my hat off my head.  (March cold wind?  Doesn’t sound right).
11. Set off an interruption or a nonessential phrase in a sentence:

The painting, in my opinion, looks as if it had been done by a three-year-old.

12. To show relationships:

The men, who were carrying picket signs, yelled at the cars.

13. Set off appositives that rename nouns:

Alex, the boy next door, has every Nintendo game.

14. Separate city from state and after the state:

He lived in Ventura, Iowa, for 45 years.

15. Separate day and year and after year:

She was born on January 3, 1960, in Miami, Florida.

16. Set off abbreviations:

Sidney Lewis, M.D., fixed my broken arm.

17. After all salutations and closings in letters except for business letters.
COMPLETE SENTENCES

A complete sentence must have a subject and a verb, and express a complete thought.  Common problems in writing sentences are fragments and run-ons.

A. Fragments

1. Fragments are missing either a subject, a verb, a complete thought, or any combinations of these.

Incorrect:  Went to the movies on Saturday. (no subject)

Correct:  We went to the movies on Saturday.

Incorrect:  So full we could hardly move.  (no subject or verb)

Correct:  We felt so full we could hardly move.

B. Run-ons

1. Run-ons occur when two or more complete thoughts that should stand alone are run together to make a single, awkward sounding, sentence.

Incorrect:  I went to the movies and I ate dinner at Joan’s house then I saw that new student and I got home before curfew.

Correct:  I went to the movies, then ate dinner at Joan’s house.  Afterwards, I saw that new student and still got home before curfew.

Incorrect:  I went to school yesterday I passed my science test.

Correct:  I went to school yesterday.  I passed my science test. 

C. Comma Splice

1. When two sentences are joined together with a comma rather than a period or semicolon, that is called a comma splice.

Incorrect:  I went to the movie yesterday, it was a matinee.

Correct:  I went to the movie yesterday.  It was a matinee.

Correct:  I went to the movie yesterday; it was a matinee.

NOTE: Microsoft word will not pick up comma splices!

SUBJECT-VERB AGREEMENT

A. Number

1. The subject and the verb must agree in number.  If the subject is singular, the verb must be singular.  If the subject is plural, the verb must be plural.

Incorrect:  Sally and Bob walks to the store.

Correct:  Sally and Bob walk to the store. (plural subject and verb)

Incorrect:  Sam look at the picture.

Correct:  Sam looks at the picture.  (singular subject and verb)

B. Indefinite Pronouns

1. If you are unsure, check the dictionary.  The following indefinite pronouns are singular, and should be used with singular verbs.

either

neither

each

anyone

everyone
someone
everybody
somebody


one

everything
something
anybody

nobody
another

THE PARAGRAPH

A paragraph is a body of information that is written instead of spoken.  It is generally focused on one point and includes enough information to make that point very clear to any reader.  There are several things to keep in mind as you write a paragraph.

A. One Topic

Have you managed to focus your paragraph on a single topic?  If you include too many topics in your paragraph, you have done little else but confuse your reader.  It doesn’t matter if your paragraph is in the form of a story, a description, an explanation or an opinion, you still must try to concentrate on a single topic for each different paragraph.  Once you are sure that you are focused on just one topic, then you can start to feel comfortable about adding the necessary details that will make this paragraph clear and understandable for your reader.

B. Parts of a Paragraph

Every paragraph is just like most conversations you have with your friends.  You have a definite start, middle, and finish.  If you didn’t have these parts in your conversations, you would find that very little communication was taking place.  It’s the same way with writing a paragraph.  If you don’t include a strong beginning, middle, and end, you won’t be doing a very good job of communicating information.  So make sure you always have these three easily recognizable parts in every paragraph you write.  

1. Beginning:  
The beginning is usually where you will create a strong topic sentence.  Sometimes the topic sentence can come in places other than the beginning, but for now let’s leave it there.  A topic sentence helps you keep your paragraph under control because it should constantly be reminding you ( and your reader) what the paragraph is supposed to be about.  As you are creating a topic sentence remember these two points that should always apply: 
· Each topic sentence must have a very specific subject; 
· Each topic sentence must express some feeling or attitude about that subject.  



Subject + Feeling/Attitude = Good Topic Sentence

2. Middle

This is the part of the paragraph also known as the body.  The body of the paragraph is where you bring together all of the specific details that make the topic interesting or meaningful to the reader.  Every sentence in the body must somehow relate to the specific topic and add to the reader’s knowledge.  There are a variety of ways in which the detail sentences in the body of the paragraph could be arranged: Chronological, Order of location, Order of importance, Comparison, Contrast, Cause and Effect, and Illustration.

3. End

The closing is where the reader is once again reminded by the writer about the specific topic of the entire paragraph.  The end is sometimes called the clincher, because it helps to clinch the meaning of the whole paragraph.  A good closing does not repeat the topic sentence.  It just brings the topic sentence to the mind of the reader.

C. Types of Paragraphs

There are a variety of different types of paragraphs you can use as a writer; each different one depends on your desired outcome.

Descriptive: 
Gives a single, clear picture of a person, place, thing or idea.

Narrative:  
Gives the details of an event or experience in story

 

       
 form or in the order that they happened.

Expository:  
Gives facts or directions, explains ideas, or defines terms.  It is often used for writing assignments.

Persuasive:  
Expresses an opinion and tries to convince the reader that this opinion is correct.

D. Using Sentences in a Paragraph

In writing paragraphs, as in all other phases of writing, it is very important to be aware of the types of sentences you are creating as you write.  The better the sentences are, the more likely you will create a strong paragraph.  The stronger the paragraphs, the better your paper or essay will be, and so on.  There are really only a few simple rules to follow when writing sentences for your paragraph.

1. Write Smooth and Natural Sentences

Your writing should first of all sound natural.  This means that your sentences should sound like you and not someone else.  The most convincing person for your argument is you.  You should also be able to move smoothly from one point to the next by becoming familiar with and using some common “linking words,” often called transitional devices.  Most of your grammar books will have a list of these, or your class can spend some time “brainstorming” for a list of these words.  There is a list of common connectives in the appendix of this stylebook.

2. Use a Variety of Sentences

Mix up the style and length of the sentences you create.  Nothing will put a reader to sleep as fast as a monotonous, repetitive sentence pattern.  Use a variety of sentence beginnings.  In a well-written paragraph, sentences begin in different ways.  Avoid the same sentence beginnings by starting occasionally with: a subject, a modifying word, a phrase, a clause, etc.

· We stand at attention in straight lines. (subject)

· Motionless, we stand at attention in straight lines. (modifying word)

·  At the start of each class, we stand at attention in straight lines.  (phrase)

· When each class starts, we stand at attention in straight lines. (clause)

E. Reviewing Paragraphs in Your Writing Assignments

1. Each paragraph needs to be written well enough to be able to stand on its own.

If you have written a good paragraph, it won’t be too hard to create a title that makes sense.  Just imagine that single paragraph as the only thing you have written, even if it is in the middle of your paper.  Another way to check the strength of your paragraph is to form a simple question that the paragraph answers clearly.  If your paragraph doesn’t pass either of these tests, delete or revise it.

2. Each and every sentence in the paragraph should be meaningful and easy to read.  Change, rearrange, or delete them if they are not.
3. Think of an inverted pyramid when you review the opening paragraph.
Try to start your opening paragraph with a general statement and start to work toward a more specific statement or thesis in the last sentence or two of your paragraph.

4. The final paragraph in your paper should include a general review of all important ideas you have discussed in the body of your work.
The paragraph ends with a statement or two that reminds the reader of the importance of the paper.

5. You can use a variety of paragraphs in your paper.
A paragraph might define, explain, compare, or classify information.  Whatever type it is, remember that all of your paragraphs, working together, should help develop your main idea in some way.  If you find any paragraph that doesn’t seem to contribute, either revise or delete it.  Remember that quite often the paragraph with the most important information comes right before the concluding paragraph.

6. Learn what transitions are and how they can be used to connect one paragraph to the next.
PLAGIARISM

A. Definition

1. From Merriam-Webster’s Online Dictionary:

a. To steal and pass off as one’s own

b. To use without crediting the source

c. To commit literary theft

B. Consequences

1. Receiving a zero for the assignment

2. Failing the class

3. Suspension or expulsion from an academic institution

4. Heavy fines and jail time

C. Types of Plagiarism

1.
Sources not cited

a. The Ghost Writer:  the writer turns in another’s work, word-for-word, as his or her own.

b. The Photocopy:  the writer copies significant portions of text straight from a single source.

c. The Potluck Paper:  the writer tries to disguise plagiarism by copying from several different sources.

d. The Poor Disguise:  the writer has altered the paper’s appearance slightly by changing key words and phrases while still retaining the essential content of the source.

e. The Labor of Laziness:  the writer paraphrases most of the paper from other sources instead of spending the same effort on original work.

f. The Self-Stealer:  the writer “borrows” generously from his or her previous work.

2. Sources Cited (but still plagiarized)

a. The Forgotten Footnote:  the writer mentions an author’s name for a source, but neglects to include specific information on the location of the material referenced.  

b. The Misinformer:  the writer provides inaccurate information regarding the source, making it impossible to find. 

c. The Perfect Crime:  the writer properly quotes and cites sources in some places, but goes on to paraphrase other arguments from those sources without citation.  

D. When to Cite

1. When you use a quote

2. When you paraphrase

3. When you summarize

4. Anything that is someone else’s original idea.

If you did not think of it and you have not heard of it before, then document it!

E. Guidelines for Paraphrasing

1. Locate the main idea.  Find the stated or implied main idea and write it down in your own words.

2. List supporting details.  Jot down the details that support the main ideas.

3. Determine the tone.  Convey the same attitude that the original author.

4. Refine the vocabulary.  Use synonyms for words that you are unfamiliar with.

5. Revise the paraphrase.  Reread the paraphrase to be sure that it expresses the meaning and tone of the original.

F. Guidelines for Summarizing

1. Locate the important points.  Identify the core of the writer’s argument.

2. Reduce the information.  Look for ways to reduce or eliminate unnecessary details, examples, anecdotes, and repetition.  Shorten long phrases and combine sentences.

3. Revise the summary.  Check to make sure that all essential ideas in the original are contained in the summary.

RESEARCH PAPERS
A. Purpose

1. To allow the student to pursue specific interests and learn more about them

2. To help the student gain experience researching a subject

3. To allow the student to use the skills he or she has learned as a writer and a reader

B. Parts of a Research Paper

1. Title Page

2. Outline (optional, ask your teacher)
3. Body

4. Bibliography or Reference Page
C. Steps to Follow

1. Choose a general subject

2. Find books on your subject

3. Limit your topic

4. Read information and take notes

5. Organize Notes

6. Write a trial outline

7. Finish researching

8. Revise the outline

9. Write a bibliography of all books used

10. Write the rough draft of your paper, being sure to cite sources

11. Workshop or share the paper

12. Revise and write your final paper

MLA COVER PAGE

Pictures may be added if the teacher wants them, but assume they are not to be added unless asked for.

A. Parts of a Cover Page

1. Title of Paper

2. Name of Class

3. Your Name

4. Due Date

B. Steps of a Cover Page

1. Double-space and center your page

2. Starting at the top, enter down 12 times

3. Type your title

4. Enter down once

5. Type your class’s name

6. Enter down 8 times

7. Type your name

8. Enter down once

9. Type out the due date

OUTLINES

An outline is a very good way to organize your notes in a logical manner.  Use to organize your thoughts for writing a paper or presenting a speech.  The outline may continue as long as you need it to and the correct outline is as follows:

I.


A.


B.



1.



2.




a.




b.





i.





ii.

A. Tips

1. Write the title above the outline

2. Use two or more subheadings or do not divide at all.  If you have an “A,” you need a “B” and so on

3. Begin each new item with a capital letter.

4. Be sure that your subheadings are of equal importance.

5. When a point or sentence goes on to the next line, you begin directly under the first letter of the first word of that point.

6. Periods following initial letters/numbers must always be in alignment with the period in all similar divisions above or below it.

B. Topic Outline

1. Brief and to the point

I. Reasons

A. Government

1. Cutbacks

2. Tax breaks

B. Economy

1. Loss of jobs

2. Increase in crime

C. Choice

1. Abuse

2. Runaways

II. Solutions

A. Short-term

1. More shelters

2. Soup kitchens

B. Long-term

1. Job-training

2. Counseling 

C. Sentence Outline

1. Complete sentences to clearly organize information.

2. Useful when someone else will be using the information.

I. There are many reasons why people are homeless.

A. The government is partially responsible for the housing shortage.

1. During the 1980’s, there was a cutback in subsidies for low income housing

2. Tax breaks that were offered for luxury housing also decreased the amount of inexpensive housing available.

B. Economic problems can cause the loss of housing.

1. When people lose their jobs they can’t pay their rent or house payments

2. Rough economic times cause an increase in crime which makes some neighborhoods dangerous.

C. Some people choose to leave their homes and have nowhere to go.

1. Women in abusive situations are forced to leave for their safety.

2. Between 75,000 and one million teenagers run away each year.

MLA CITATION

The Modern Language Association was founded in 1883 and is widely-used by literature and language scholars worldwide.  The MLA style requires every source to be documented twice: first in an in-text citation in the body of the word and then in an entry in the bibliography.  An in-text citation may be done two different ways:

In her novel Face of an Angel, Denise Chavez suggests that a waitress serves her clients in a variety of roles: efficient servant, clairvoyant, arbitrator, and confidante (271).

A waitress plays many roles as she waits on her clients: efficient servant, clairvoyant, arbitrator, and confidante (Chavez, 271).

A. Guidelines for in-text citation

1.
Keep it brief.  Give only the information needed to clearly identify a source.

2.
Introduce the authority when using paraphrases or quotations.  Use both first and last name the first time the authority is cited.

3.
Identify the source.  What make the source important?

4.
Mention both the author and work.

5.
Document parenthetically if the authority is not mentioned.  

6.
Mention all authors in work by two or three authors

7.
Material by more than three authors.  Write the first author’s name, no comma, and then et al. or and others.  

8.
Anonymous author.  Mention in the text and place title in the parentheses.

9.
No Author.  Cite the first two or three significant words from the title.

10.
More than one work by the same author.  Use the Title in each citation.

11.
Work in a collection.  State the name of the person who wrote the opinion.

12.
Multivolume works.  Give the author, volume number, followed by a colon and a space, and the page reference.

13.
A quotation within a cited work.  In parentheses put qtd. in and then cite source.

14.
Short passages of poetry.  When incorporated passage of poetry, Set of the passage with quotation marks, use a slash to indicate line breaks, and the reference inside the parentheses should be the line numbers.

15. Vary your introductions.  

B. Format for “Works Cited”

1.
Use a new page.

2.
Alphabetize the surnames of cited authors.

3.
List single-author entries before multiple-authors of the same name.

4.
Entries by the same author may use a row of three hyphens followed by a period to replace the name of the repeated author(s).

5.
Alphabetize authors with the same last name by their first names.

6.
If a work is anonymous, place the title in author’s place.

7.
Page is double-spaced.

8.
Entries that take up more than one line will have extra lines indented.

9.
Title “Works Cited” will be centered.

Book by a single author


Kingsolver, Barbara. The Poisonwood Bible. New York: Harper, 1999.

Book by two or more authors

Brown, Ruth, et al. Agricultural Education in a Technical Society: An Annotated 

Bibliography of Resources. Chicago: American Library Assn., 1973.

Collections: Anthologies, casebooks, and readers


Welty, Eudora. “The Wide Net.” Story: An Introduction to Prose Fiction. Eds. 

Arthur Foff and Daniel Knapp. Belmont: Wadsworth, 1966. 159-77.

Encyclopedias


Ballert, Albert George. “Saint Lawrence River.” Encyclopedia Britannica. 1963 

ed.

Magazines


Kluger, Jeffrey. “The Nuke Pipeline.” Time 17 Dec. 2001: 40-45.

Newspaper


Harbin, John. “Training Session Spreads the Mission of HonorAir.” Times-News 

[Hendersonville, NC], 22 Mar. 2007, 1B.

Website


Library of Congress. “Official U.S. Executive Branch Web Sites.” 9 July 1999. 8 

Sept. 2002 <http://www.loc.gov/global/executive/fed.html>.

Email


McCuen, Jo Ray. “Re: Airline Security.” E-mail to author. 13 Oct. 2006.

Artwork


Angelico, Beato. Madonna dei Linaioli. Museo de San Marco, Firenze.

Interview


Carpenter, Edward, librarian at the Huntington Library, Pasadena. Telephone 

interview. 2 Mar. 1999.

C. Finished form of the paper

1. Appearance

a. Don’t staple the pages, paper clip.

2. Title Page

a. Not needed, but the first page will need:

i. You name, name of the teacher, name of the course, and the date; all on a separate line, flush with the left-hand margin.

ii. Title goes below the date, centered.

iii. In the top right, insert a header consisting of your name, a space, and the page number.

b. If an instructor wants a title page, it counts as page one, but is not numbered.

3. Spacing

a. Double-space, left-alignment

b. 1 inch margins all around

4. Font

a. 12-point Times New Roman
APA CITATION

The American Psychological Association is used by the social sciences, business, anthropology, and some of the life sciences.  Unlike MLA, APA in-text citations cites the author’s last name and the publication date rather than the page number.  This is because scientific works are time-sensitive.  


Pollock (1994) has shown that a disturbance in the mother’s initial contact with 

the infant can affect her decision or capacity to breast-feed her infant.

One study has shown that a disturbance in the mother’s initial contact with the 

infant can affect her decision or capacity to breast-feed her infant (Pollock, 1994).

A. Guidelines for in-text citations

1. Subsequent references do not need the year as long as it can’t be confused with other studies.

2. Works by two authors must always use both names, joining them with an and in the text and an ampersand in the parenthetical citation

3. Work by three to five authors, mention all authors the first time.  Subsequent citations need only the surname of the first author and et al.
4. Work by six or more authors, name only the surname of the first author, followed by et al.  
5. A corporate author is spelled out the first time, subsequent times may be abbreviated.

6. A work with no author needs the first two or three words from the title and the year of publication.

7. Authors with the same surname must use initials of first name in the text.

8. Personal Communication.  Because readers cannot access them, they are not listed in “References.”  In the text, give the initials and surname of the communicator, type of communication, and the date on which the communication took place.

B. Format for “References”

1.
Start on a new page.

2.
Center the title “References” one double-space down from the header.

3.
Double-space throughout the list.

5. Cite only the sources you actually used in the paper.

6. List titles by the same author chronologically, not alphabetically.

7. Indent the second and subsequent lines.

8. Italicize books, periodicals, and volume numbers.

Book by a single author


Jones, E. (1931). On the nightmare. London: Hogarth.

Book by two or more authors

Terman, L.M., & Merrill, M.A. (1937). Measuring intelligence. 

Cambridge, MA: Riverside Press.

Edited Book


Friedman, R.J., & Katz M.M. (Eds.). (1974). The psychology of depression: 

Contemporary theory and research. New York: Wiley.

Journal Article


Harvey, O.L. (1980). The measurement of handwriting considered as a form of 

expressive movement. Quarterly Review of Biology, 55, 231-249.

Magazines


Kalfayou, M. (1997, November 5). As a woman sees it: Hank for domestic 

violence. The American Observer, 3.

Newspaper


Goodman, E. (1983, December 23). Bouvia case crosses the “rights” line. Los 

Angeles Times, p. B5.

Website

Sauve, D. (1998). Charles Bukowski’s novels. Charles Bukowski. Retrived 

January 3, 2002, from http://www.levee67.com/bukowski/

Email posted to an online discussion group


McCuen, J. (2001, March 21). Give genius a chance [Msg 12]. Message posted to 

http://groups.google.com/groups?hl=en&threadm=efbc3534.0201220323.523539c%40posting.google.com&prev=/groups%3Fhl%3Den%26group%3Dhumanities.lit.authors.shakespeare

Motion Picture


Cotton, D.H. (Producer), & Correll, J.B. (Director). (1980). The management of 

hypertension in pregnancies [Motion picture]. Houston: University of Texas.

C. Finished Form of the Paper

1. Requirements of the Theoretical Paper

a. Introduction should establish a problem and present the writer’s thesis.

b. Body should give proof by citing experts.

c. Conclusion should present a possible solution and suggest futher work to be done.

2.
Appearance

a. Don’t staple, paper clip pages together.

b. 1 inch margins all around.

c. Double-space everything, with left-alignment.

d. Font is 12-point Times New Roman

e. In the header: a shortened form of the title (first two of three words), five spaces, and then the page number.

3.
Title Page

a. Include the header on the title page

b. On the top, left side of your page, after the words “Running head,” a colon, and provide the shortened form of the title (no more than 50 characters).

c. Full title is centered, just above your name.

d. Name and academic affiliation of the writer is centered and placed at the bottom of the page.

4.
Abstract (optional, ask teacher)
a. The second page that concisely summarizes the gist of the paper in a block of words not exceeding 120 words.

b. Center the title “Abstract” one inch down from the top of the page.

c. Don’t indent the first line.

PROBLEM WORDS

1. A lot/ Alot/ Allot:

A lot meaning “much” is two words.  It is informal, and should not be used in formal writing.  

Alot is not a word.

Allot means “to give or to portion.”

2. Accept/ Except:

Accept is a verb, meaning “to receive.”  I accept your gift.

Except is a preposition, meaning “other than.” I like all dogs except pugs.

3. Allowed/ Aloud:

Allowed is a verb, meaning “to give permission.”  He allowed me to drive.

Aloud is an adverb, meaning “out loud.”  He spoke aloud at the assembly.

4. Affect/ Effect:

Affect is a verb meaning “to make happen or “to influence.”


Her broken leg affected her ability to play basketball.

Effect is usually a noun meaning “outcome.”


The effect of the cast was that she couldn’t run as quickly.

5. Already/ All ready:

Already is an adverb telling when.  It is already 4:00.

All ready means “completely prepared.”  I am all ready to leave.

6. Alright/ All right:

Alright has become an accepted spelling of the phrase all right for informal writing.

All right should be used in formal writing to mean “acceptable.”

7. Altogether/ All together:

Altogether means “completely.”  There is altogether too much confusion.

All together means “all in one place.”  The family is all together again.

8. Among/ Between:

Among is used when talking about more than two people or things.

Between is used when discussing two people or things.

9. Beside/ Besides:

Beside means “next to.”  He sat beside her.

Besides means “in addition to.”  Besides the cake, he also made pie.

10. Capital/ Capitol:

Capitol is used only when talking about a building.

Capital refers to a city, money, or a letter.

11. Chose/ Choose:

Chose is the past tense.  I chose the red car yesterday.

Choose is the present tense.  I will choose the red car.

12. Coarse/ Course: 

Coarse is an adjective meaning “rough.” The feel of the wood was coarse.

Course is a noun meaning “class” or “direction.”  Follow that course.

13. Good/ Well:

Good is always an adjective.  He took a good look.  (modifies look)

Well is usually a noun or an adverb.  The car drove well.  (modifies well)

Well is used as an adjective when writing about health.  I do not feel well.

14. It’s/ Its:

It’s is the contraction for “it is.”  It’s a hot day today.

Its is the possessive of “it.”  We watched the dog care for its young.

15. Real/ Really/ Very:

Real should not be used in place of really or very.

Really and very can often be interchanged, although very is more formal.

16. Sight/ Site/ Cite:

Sight means “the act of seeing.”  

Site means “place or location.”

Cite means “to quote or refer to.”

I sighted my mom on at the work site as the officer cited her for speeding.

17. Than/ Then:

Than is used to make a comparison.  I like chocolate better than vanilla.

Then tells when.  We went to the store, then to the park.

18. Their/ They’re/ There:

Their is possessive, showing ownership.  Their house caught fire.

They’re is the contraction “they are.”  There are safe.

There is a pronoun which shows location.  There was little we could do.

19. Who’s/ Whose:

Who’s is the contraction for “who is.”  Who’s in the classroom?

Whose is a pronoun which shows ownership.  Whose coat is this?

20. Who/ Which/ That:

Who refers to people.

Which refers to animals or objects, and should not refer to people.

That may refer to people, object, or animals.

COMMON CONNECTIVES

Accordingly

Nevertheless

Also

On the contrary

Consequently

As a result

On the other hand

For example

Still

However

Then

Instead

Thus

So therefore

Hence

That is

Meanwhile

In addition

CORRECTION SYMBOLS & PROOFREADERS’ MARKS

Start a new paragraph

¶

Insert

^

Delete, take out
ڡ

Transpose
~

Add a space
#

Close the space


Capitalize
(
Lower case
/

Check spelling

sp.


This is wrong



Incomplete
inc.

Meaning not clear
n.c.

Redundant
red.

Sentence fragment
frag.

Run-on sentence
r.o.
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