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Writing Rules of Emphasis – 2005-06 

STYLE & EXPRESSION

FW

The following words are forbidden in a formal essay:



All contractions

very


interesting




thing



you


I






stuff (noun)


et cetera (etc.)
this (by itself – see 1H)



quite



being


a lot

1A:

Do not write an incomplete sentence.

All sentences must have a clear subject and verb (or predicate).

Joe runs.






Sentence


Because she is successful.



 
Incomplete


She works hard. But she does not get good grades. 
Sent/Incomplete

1B:

Do not write run-on sentences.

Incorrect: Steven walks to school because he lives only half a mile away but he does not like to walk and he soon wants to get a car so he can drive.

Correct: Steven walks to school because he lives only half a mile away. He does not like to walk, but someday soon he hopes to get a car so he can drive.

1C:
Use correct ending punctuation: period for a sentence or statement; question mark for a question; exclamation point for a word or statement that merits further emphasis or emotion.

Mount Greylock always beats Drury. (statement)

Will Drury ever beat Mount Greylock? (question)

“We beat Drury again!” (exclamation)

1D:
In a formal essay about literature, always write in the third person (he, she, they). Do not use “I” or “you.”
INCORRECT: I think that Hamlet is a coming-of-age story.

CORRECT: Hamlet is a coming-of-age story.

INCORRECT: Shakespeare develops his theme clearly so you get a sense that Hamlet is maturing throughout the course of events of the play.

CORRECT: Shakespeare develops his theme clearly so the audience gets a sense that Hamlet is maturing throughout the course of events of the play.


**NOTE: Instead of YOU, use A PERSON, THE READER, or THE AUDIENCE.**

1E:

In a formal essay about literature, write in the present tense.

INCORRECT: Janie Crawford left two of her husbands in Their Eyes Were Watching God.

CORRECT: Janie Crawford leaves two of her husbands in Their Eyes Were Watching God.
1F:

Avoid the unnecessary use of the passive voice.

Sentences in the passive voice lack conviction. Always strive to write with clear, active verbs.

PASSIVE: The large box was left on the front steps by the mail carrier.

ACTIVE: The mail carrier left the box on the front steps.

NOTE: If you find yourself writing a sentence that features a prepositional phrase starting with BY (by + noun/pronoun) after the verb phrase, chances are you are using the passive voice.

BEWARE THE ELIDED PASSIVE!: An even less appealing (stylistically) form of the passive, these sentences squeeze the true subject (the person or thing “doing” the action right out of the sentence.

ELIDED PASSIVE: The advertisement for the used car was placed three weeks ago.

PASSIVE: The advertisement for the used car was placed by Bob three weeks ago.

ACTIVE: Bob, the used car salesman, placed the advertisement for the used car three weeks ago.

1G

Avoid clichés and trite expressions.

Avoid tired expressions, idiomatic expressions, and hackneyed usage. For example:



in this day and age



the calm before the storm



leave no stone unturned


sharp as a tack (or knife)



each and every



food for thought



none the worst for wear


all of a sudden



strictly speaking



avoid ______ like the plague



time and time again





1H
Avoid vague or unclear words such as THIS, THAT, THESE (when used as pronouns).

Example: Poe shows this in his short story “A Tell-tale Heart.” – VAGUE

Correct: Poe shows this madness of the criminal mind in “A Tell-tale Heart.”  - CLEARER

1I

Write out all numbers up to and including one hundred.

This rule, of course, does not apply to page references in parenthetical citations.

*For decades, write: 1960s (do not use apostrophe s—see rule 6C)
*For centuries, write: seventeenth century (notice no capitalization); or 1600s.

1J

Do not begin a sentence with AND, BUT, or OR in a formal essay.

Example: Judy went to the movies yesterday. And then she went out with her friends.

Corrected: Judy went to the movies yesterday, and then she went out with her friends.

Better Correction: Judy went to the movies yesterday; then, she went out with her friends. (see 6B)

1K

Avoid loose, stringy sentences.

Loose, stringy sentence are grammatically correct but they often contain too many subordinate clauses or compound elements. Revise these kinds of sentences by breaking into two or more separate sentences or using (correctly) a semi-colon.

EXAMPLE: When a student writes in a loose and stringy manner, the sentence tends to meander along, and the reader loses his attention because most readers do not have long attention spans since our modern society has trained the reader to be receptive to information that has been presented in short bursts.

CORRECTED: When a student writes in a loose and stringy manner, the sentence tends to meander along. Because most readers have been trained to have shorter attentions spans (commercials, MTV, CNN Headline News), these long sentences are ineffective.

1L

Weak diction; choose a stronger, more precise word.

Ex.: He is a nice person. (“nice” is weak; “person” is not specific)

Corrected: He is a well-mannered young man. (clearer, more precise)

1M

Avoid informal words, phrases, or expressions.

Informal language errors occur when writers use words or phrases that are more commonly heard in spoken language or ones that are more colloquial. 

Ex.:
kid



Better: 

child


go off the deep end

Better: 

lose control


crazy



Better:

unstable; delusional; etc.

1N
Avoid the use of “one” as a pronoun. Instead, use “a person” or other more specific word (reader, audience, people).

Note: Be sure that you maintain correct antecedent/pronoun agreement.

Ex.: One can see that Hawthorne’s symbol is loaded with meaning. (WRONG)

The reader can see that Hawthorne’s symbol is loaded with meaning. (BETTER)

1O
Avoid splitting an infinitive with an adverb.

Note: This rule is “old school,” and I have witnessed an increased tolerance and acceptance of the split infinitive, but you will please many former English teachers (and your current one) if you would avoid the split infinitive.

Ex.:
He wants to quickly check his e-mail to see if he got a response. (WRONG)


He wants to check his e-mail quickly to see if he got a response. (BETTER)

1P
In most cases, avoid ending sentences with prepositions. Also, do not allow prepositions to “dangle” alone without the object of the preposition in its proper place.
Note: Again, another “old school” rule. You are always safe not ending a sentence with a preposition, but occasionally it is acceptable to end a sentence with a preposition particularly if the corrected sentence becomes cumbersome and sounds awkward.

Ex.:
She is having a prom dilemma and does not know whom to go with. (WRONG)


She is having a prom dilemma and does not know with whom to go. (CORRECT)

Where is the party at? (WRONG)

Where is the party? (CORRECT)

The decision—which we were not happy with—caused unnecessary grief. (WRONG)

The decision—with which we were not happy—caused unnecessary grief. (CORRECT)

1Q
Whenever possible, avoid expletives – it is (was), here is (are, was, were), there is (are, was, were).

Ex.
It is a wise man who once said, “Early to bed and early to rise make a man healthy, wealthy, and wise.” INCORRECT

The man who said “Early to bed and early to rise make a man healthy, wealthy, and wise” was wise. BETTER

There is a great movie I want you to see. INCORRECT

I want you to see this great movie. BETTER

1R
Use “which” to begin a non-essential clause; use “that” to begin an essential clause.
Ex.:
He told me the ending of the story, which I happened to know already. (non-essential clause)

He is the person that Will wants to meet. (essential)

1S

Parallel structure needed.

It is important to maintain parallel structure when you have two or more phrases or clauses that are performing the same function within a sentence. Breakdowns in parallelism typically happen with prepositions (for phrases) and verbs (for clauses). 
Ex:
Either you must grant his request or incur his wrath. FAULTY


Either you must grant his request or you must incur his wrath. CORRECT


You must either grant his request or incur his wrath. CORRECT


The goods were delivered in the morning, noon, and at night. FAULTY


The goods were delivered in the morning, at noon, and at night. CORRECT


The gamer is interested and excited about the new games. FAULTY


The gamer is interested in and excited about the new games. CORRECT

1T

Ambiguous or unclear quotation introduction.

Ex. The old man is so weak that his son must force him to eat: “Las’ night I went an’ bust a winda an’ stoled some bread. Made ‘im chew ‘er down. But he puked it all up an’ then he was weaker” (580).


This example, from a paper on The Grapes of Wrath, shows the confusion that can result if a quotation is not introduced properly. Who is speaking? The son or the man? Eventually, the reader figures out that it is the son speaking, but you shouldn’t have to make your reader work at very hard  to figure it out. Provide precise, specific information in your quotation introduction. Here is how the corrected sentenced should read:

The old man is so weak that his son must force him to eat. The boy says to the Joads: “Las’ night I went an’ bust a winda an’ stoled some bread. Made ‘im chew ‘er down. But he puked it all up an’ then he was weaker” (580).

Don’t require of your readers that they guess who is speaking! Spell it out clearly for them.

1U

Replace this word combination with clearer, more fluid wording.

1V

Avoid dangling or misplaced participial phrases.
EX.: 
After describing the setting, the reader is introduced to a turtle lumbering towards a highway. [from a paper on The Grapes of Wrath by John Steinbeck]

The participial phrase “describing the setting” is intended to describe the author, not the reader.

REVISED: After describing the setting, Steinbeck introduces the reader to a turtle lumbering towards a highway.

EX.: Living on the edge of the forest, there was nothing in the town that made her feel like a part of Boston society.

REVISED: Living on the edge of the forest, Hester did not feel like she was a part of the Boston town life.

1W
When it is possible, avoid using a participial phrase. Use a subject and active verb instead.
Participial phrases are cousins of the passive voice. The participial phrase, while effective at times, can create a kind of stasis to writing. Because the participial phrase is really an adjective, there’s an encapsulated quality to the participial phrase that limits it and “freezes” the action. By changing to an expression with a clear subject and active verb, the sentence becomes better because it is more dynamic.

Here is the most common abusage of the participial phrase:

EX.: When standing at the corner, the spy would often look furtively from side to side.

The word ‘when’ is a subordinating conjunction, which announces to the reader that a clause is soon to follow. Because a clause REQUIRES a subject and verb, you should never follow ‘when’ with participial phrase, which, we know, is the same thing as an adjective. Fix this faulty construction by adding in a subject and making the verb active:

CORRECT: When the spy stood at the corner, he would often look furtively from side to side.

COMMAS

2A:
Use a comma between two independent clauses joined by the coordinating conjunctions AND, BUT, OR, NOR, FOR.

INCORRECT: You will do your homework or you will not go skiing this weekend.

CORRECT: Willy loves hot pepper on his pizza, but he dislikes pepperoni.

2B:

Do not use commas to separate compound verbs.

INCORRECT: The 2004 state champions played hard on the field, and represented their school well off it.

CORRECT: He injured himself in shop class and needed assistance immediately.

2C:
Do not use a comma to connect two independent clauses. This error is called 
a comma splice.
INCORRECT: The snowstorm hit yesterday, before we knew it we had fourteen inches of snow.

CORRECT: The snowstorm hit yesterday. Before we knew it, we had fourteen inches of snow.

2D:
Use a comma after the subordinate clause when you begin a complex sentence with a subordinate clause. Also, use a comma after a subordinate clause when the subordinate clause begins the second independent clause in a compound-complex sentence.

The normal order of a complex sentence is INDEPENDENT CLAUSE + SUBORDINATE CLAUSE. When you invert this order, place a comma after the subordinate clause.

Subordinate clauses begin with subordinating conjunctions. Those words are: AFTER, ALTHOUGH, AS, AS IF, AS LONG AS, AS THOUGH, BECAUSE, BEFORE, EVEN THOUGH, IF, IN ORDER THAT, PROVIDED THAT, SINCE, SO, SO THAT, THAT, THOUGH, UNLESS, UNTIL, WHEN, WHERE, WHEREAS, WHILE.

Complex Sentence

INCORRECT: Because Hemingway’s style is so terse a reader must look carefully for his statements of theme.

CORRECT: Because Hemingway’s style is so terse, a reader must look carefully for any direct statements of theme.

Compound-Complex Sentence

INCORRECT: Hemingway’s style is terse, and when a reader tackles on of his novels he must look carefully for any direct statements of theme.

CORRECT: Hemingway’s style is terse, and when a reader tackles on of his novels, he must look carefully for any direct statements of theme.

2E
Do not use a comma unnecessarily to separate a subordinate clause from the independent clause in a complex sentence that is in normal independent clause/subordinate clause order.

INCORRECT: We did not turn in our homework, even though we knew we would get ten points off.

CORRECT: We did not turn in our homework even though we knew we would get ten points off.

2F
Use commas to separate items in a series of three or more. Do use a comma before a conjunction AND or OR.

My favorite novels are Native Son, One Flew Over the Cuckoo’s Nest, and The Natural.

In Native Son, Bigger Thomas strangles a girl, flees from the police, and then commits a second gruesome murder.

“Fat, drunk, and stupid is no way to go through life, young man.”

2G
Do not use a comma to separate only two items in a series of words, phrases, or clauses joined by a coordinating conjunction (and, but, or).

INCORRECT: Bigger is completely cut off from humanity because of his inability to express himself, and because of his hatred for white forces of oppression.

CORRECT: Bigger is completely cut off from humanity because of his inability to express himself and because of his hatred for white forces of oppression.

2H
Use commas to set off an interrupting word, phrase, or expression in the middle of a sentence. Use one comma when the interrupting word, phrase, or expression ends a sentence. (See rule 2R for an exception.)

Ex.:
The police, however, were unable to apprehend the criminal. (word--transition)

The runners, mud-covered and exhausted, were galloping toward the finish line. (word—adjectives after the noun/pronoun)

The attitude of the main character, a saucy girl named Eloise, is best described as 
irate. (phrase—appositive)

The moral of the story, it seems, is “money is the root of all evil.” (clause)

2I

Use a comma after an adverb at the beginning of a sentence.

Ex.:
Suddenly, the beast appeared in the forest.

2J
Use a comma after an introductory prepositional phrase or participial phrase.

Ex.:
After the basketball game, the boy noticed that his ankle was swollen. (prepositional phrase)

Having spent the whole season on the bench, the point guard was shocked when 
the coach told him to go in. (participial phrase)

NOTE: When a prepositional phrase appears in its normal place at the end of a sentence, do NOT set it off with a comma.

Ex.
The boy noticed that his ankle was swollen after the basketball game.

2K
Use a comma (or set of commas) to set off a non-essential clause; Do not use a comma to set off an essential clause.

Ex.
Arthur Rich, who was Ned’s corporate sponsor, was a short, squat, and confident man. (non-essential—set off with commas)

The man who was Ned’s corporate sponsor was a tall, spindly octogenarian. (essential—no commas)

The decision that should have been made on Friday was delayed until today. (essential)

The decision on abortion, which the Supreme Court hoped to make on Friday, was delayed until today.

NOTE: use “that” for essential clauses; use “which” preceded by a comma to indicate a non-essential clause (see rule 1R).

2L

Two adjectives of equal rank should be separated by a comma.

Ex.: 
The noisy, angry mob began throwing stones at the embassy. (equal rank)

We did not know that he had seven gorgeous sisters. (unequal rank)

NOTE: If you can switch the position of the two adjectives and the description still makes sense, then use a comma to separate the adjectives. 

2M
A comma will not be used in between a subject and a verb unless there are interrupting phrases or clauses between them (see rule 2H and 2K)
2N
Place commas (and periods) inside quotation marks. 

Ex.:
Despite his decision to “sleep with the enemy,” James Bond was able to deal with her ruthlessly later in the story when she tried to kill him.

Occasionally students will see periods and commas outside of quotation marks in essays or books. From what I have been able to determine, the practice of putting commas and periods outside of quotation marks is a British practice—placing commas and periods inside of quotation marks is an American one. So, when in Rome,…  
2O
Use a comma (or commas) with words and names of direct address. If the word or name appears at the beginning of the sentence, use a comma after it. If the word or name appears in the middle of a sentence, bracket it off with commas. 

Ex.: “Janice, please remove yourself from the class and go to the principal.”

“The problem with your paper, Eddie, is its lack of organizational principle.”

2P
A participial phrase in the posterior position that modifies a noun or pronoun earlier in the sentence should be set off with a comma or commas.

Ex.: Capitalism often pits owners against once another and weeds out the poorer farmers leaving the wealthy businessman and farmers at the top of the capitalist economy. INCORRECT – 

NOTE: The participial phrase “leaving the wealthy…” modifies the first word of the sentence, “Capitalism,” in this instance.

Ex.: Capitalism often pits owners against once another and weeds out the poorer farmers, leaving the wealthy businessman and farmers at the top of the capitalist economy. CORRECT

2Q
For short appositives that are closely connected to the preceding noun, omit commas.

Ex.: My sister, Jane, drives a moped to work, even in winter. INCORRECT

My sister Jane drives a moped to work, even in winter. CORRECT

Billy Collins’s poem, “On Turning Ten,” describes the sadness and hesitancy of growing older. INCORRECT

Billy Collins’s poem “On Turning Ten” describes the sadness and hesitancy of growing older. CORRECT

2R
Use a comma after a dialogue tag when the tag appears at the beginning of a sentence. Use a comma before the dialogue tag (inside the quotation mark) when the dialogue tag appears at the end of a sentence.

Ex.: Billy Perkins, head of research and development at Frito-Lay, says, “We are on the verge of producing ‘the next big thing’ in the highly competitive world of the snack food market, but we’re not at liberty to say what it is at this time.”

Ex.: “We are on the verge of something huge,” said Billy Perkins of Frito-Lay. “At this time, though, we can not say what it is.”

CAPITALIZATION

3A

Use a capital letter at the beginning of each sentence.

3B

Use a capital letter for all proper names. 

Bill, Lanesboro, Mount Greylock Regional High School, English, Friday, The Scarlet Letter
3C

Incorrect usage of a capital letter.

ESSAY AND PAPER FORMAT

4A

Use correct parenthetical citation format.

The proper way to cite a page number in parentheses is as follows:

One day Izzy comes to Tuck’s school, and she is “wearing all black, and her red hair [is] filled with sun like autumn leaves” (47).
4B

For substantial quotations (over four words), cite the page number 



in parentheses.

Two or three word phrases need not be cited, but anything longer should be.

4C
At the beginning of each paragraph, indent ½ inch from the left hand margin.

4D
Titles of essays should be centered and in the same size (12) and font as the heading and body of the essay. Do not use bold or underlining for your own title.

4E
Punctuate titles correctly. Generally, entire works and longer works are underlined or italicized; shorter works or smaller parts of a larger work are put in quotation marks.


UNDERLINE or ITALICIZE

QUOTATION MARKS

Novels/Books



Short stories


Magazines




Poems


Plays





Articles in journals


Television shows



Chapter titles


Movies




Songs


Long poems (Paradise Lost; The Odyssey)


Albums/CDs

4F

Use the correct MLA format for the heading of the paper.



Name



Instructor’s name (spelled correctly! One “L”)



Course name



Date (5 September 2004 is correct; do not write 9/5/04 or 9-5-04)

The above information should appear on the left margin and be double-spaced.

4G

Unnecessary space or return; omit it.

4H

Use brackets to replace a word in a direct quotation for clarity.

Ex.:
The narrator describes the narrator in such a way to make him appear to be superhero: “[Wayne’s] clothing was so tight on him you could see every ripple of his chiseled frame, and when his long hair blew just right in the wind it was as if he was wearing a cape” (99).

4I
In an analytical essay, use an ellipsis (…) to indicate to the reader that you have removed an unnecessary section of a direct quotation.

Ex.: 
The narrator is particular in his descriptions of Wayne’s appearance: “The man’s clothing was so tight on him…and when his long hair blew just right it was as if he was wearing a cape” (99).

4J
In an analytical essay, do not use an ellipsis at the beginning or ending of a direct quotation.

INCORRECT: Myop’s innocence becomes even more apparent when she is “…bouncing this way and that way, vaguely keeping an eye out for snakes” (432).

CORRECT: Myop’s innocence becomes even more apparent when she is “bouncing this way and that way, vaguely keeping an eye out for snakes” (432).

4K
For long quotations works (over four lines of your typing) from short stories, essays, or book-length works:

1. Begin a new line (maintaining double spacing)

2. Remove the quotation marks

3. Indent 1” from the left margin

4. Finish with a period followed by the page number in parentheses
Ex.:

At the conclusion of The Lord of the Flies, Ralph and the other boys realize the horror of their actions:

The tears began to flow and sobs shook him. He gave himself up to them now for the first time on the island; great, shuddering spasms of grief that seemed to wrench his whole body. His voice rose under the black smoke before the burning wreckage of the island; and infected by that emotion, the other little boys began to shake and sob too. (186)

4L
For quotations of three or fewer lines from poems, incorporate the lines into the text using quotation marks and slash marks (/) where the line breaks occur.

Ex.:

Reflecting on the “incident” in Baltimore, Countee Cullen concludes, “Of all the things that happened there / That’s all that I remember” (11-12).

4M

For quotations over three lines from poems: 

1. Remove the quotation marks and slash marks

2. Indent 1” from the left margin

3. Type as it appears in the poem

4. Place the lines numbers in parentheses after the period.

Ex.

E.E. Cummings concludes the poem with this vivid description of a carefree scene, reinforced by the carefree form of the lines themselves:



it’s



spring



and




the





goat-footed



ballonMan

whistles



far



and 



wee (16-24)
4N
For plays, set the quotation off from the text if you quote dialogue between two or more characters. You should:

1. Indent 1”

2. Type the character’s name in ALL CAPS, followed by a period

3. Start the quotation

4. If the character’s words go onto a second line, indent an additional quarter inch.

5. Cite page numbers (or line numbers for Shakespeare) in parentheses after the period

Ex.

A short time later, Lear loses the final symbol of his former power, the soldiers who make up his train:



GONERIL.


Hear me, my lord.



     What need you five-and-twenty, ten or five,



     To follow in a house where twice so many



     Have a command to tend you?



REGAN.



What need one?



LEAR.  O, reason not the need! (2.4.254-58)
AGREEMENT & APOSTROPHES

5A

A verb must agree with its subject in number.

ERROR: Each of the students were planning on turning in the paper late.

CORRECTION: Each of the students was planning on turning the paper in on time.

ERROR: The frequency of the storms have me concerned.

CORRECTION: The frequency of the storms has me concerned.

REMEMBER # 1: The following words always take a singular verb:



each


either


neither

one



every


everyone

everybody

no one



nobody

anyone

someone

somebody
REMEMBER #2: The following words may take a singular or plural verb, depending on the context: ALL, ANY, MOST, NONE, SOME

Ex: None of the Judges brought her robe to the courthouse. (Not one did.)

None of the Judges’ decisions affect us. (All of their decisions do not affect us.) 

REMEMBER #3: Neither/nor and Either/or are singular, except if the noun or pronoun following nor/or is plural.

Either the girl or her parents have the key to the house. (correct)

REMEMBER #4: A verb takes the number of its subject:

Error:
My chief complaint are taxes and red tape.

Correction: My chief complaint is taxes and red tape.

REMEMBER #5: When the subject follows the verb, the verb still agrees in number.

Error: There is a stack of books and a pile of papers on the desk.

Correction: There are a stack of books and a pile of papers…

(The same rule applies for “Here is…” and “Where is…”)

REMEMBER #6: Words having to do with fractions, measurements, money, time, and weight generally take a singular verb.

Four days until vacation is a long time.

Two-thirds of a cup of milk is the next ingredient.

Twenty dollars does not get you far these days.

5B

A pronoun must agree with its antecedent.

The antecedent is the word to which the pronoun refers. For example:

The boy tried to listen to his disc player all period, but the teacher caught him.
ERROR: Each of the students wrote their name on the test.

CORRECTION: Each of the students wrote his/her name on the test.

*CORRECTION: The students wrote their names on the tests. (Avoid the clumsy use of his/her or he/she when you can.)

ERROR: When a person writes an outstanding paper, they should get an A even if there are a few mistakes.

CORRECTION: When a person writes an outstanding paper, he/she should get …

CORRECTION: When students write outstanding papers, they should get A’s …

REMEMBER: See the list in “Remember #1” of rule 5A. These words take a singular pronoun. 

ERROR: Someone left the top down to their car.

CORRECTION: Someone left the top down to her car.

APOSTROPHES

6A 
Use apostrophes in the correct place to form the possessive case of a noun or an indefinite pronoun. 

EXAMPLES:

The boy’s bookbag was heavy.


The boys’ bookbags were heavy.

Give me a dollar’s worth of candy.

I sailed on Ulysses’s boat.

UNUSUAL CIRCUMSTANCES:

#1 – Group Possession

John and Mary’s house (joint ownership)

Bill’s and Mary’s papers (individual ownership)

#2 – Names Ending in S

Different style manuals will tell you different rules about names ending in S. Use the MLA format, which advises you to use ‘s for names ending in S.

Dickens’s novels

Socrates’s philosophy
 Hope Ross’s cat

#3 – Pluralization of Numbers, Letters, and Words

Use the apostrophe to form the plural of numbers, letters, and words referred to by name. Different style manuals suggest different rules about numbers (MLA says no apostrophe to “pluralize” a number), but all are in agreement about words referred to by name and letters. We will pluralize individual numbers with an apostrophe s but not for dates (80s, 1600s).

She used too many and’s and but’s in her essay.

Make sure your 9’s do not look like 7’s.

The team had two number 8’s on its roster.

There were two 74’s on the test on apostrophes.

I gave out sixteen B’s on the last essay. 

6B

Do not use an apostrophe s to make a word plural.

6C

Do not use an apostrophe s for decades and centuries.

Some style manuals suggest the ‘s for decades and centuries; however, MLA does not advise the use of the apostrophe s. 
EXAMPLE:

Some people feel that the United States has never fully recovered from the wildness of the 1960’s. (INCORRECT)

Incredible music sprang from the social turmoil of the 1960s, and even forty years later we can still see the impact that decade’s music had on contemporary artists. (CORRECT)
SEMI-COLONS 

7A
Use a semi-colon between independent clauses not joined by a coordinating conjunction (and, but, or, etc.)
Semicolons separate clauses more decisively than does the comma, but without the finality of a period.
EX.: It was the final day of school; even the custodians were excited.

7B

Use a semi-colon between independent clauses joined by a conjunctive 


adverb or transitional phrase.

Conjunctive Adverbs: also, anyhow, besides, furthermore, however, indeed, instead, meanwhile, moreover, nevertheless, otherwise, still, then, therefore

Transitional Phrases: in fact, on the contrary, on the other hand, that is, first, second, as a result, for instance, consequently, at this time

EX.: The weather forecaster is predicting eight inches of snow tonight; therefore, the town is getting its snow plows ready.

EX.: There is a snowstorm expected tonight; consequently, the students are abuzz in anticipation of a snow day.

7C
Use semi-colons to separate items in a series that already contain commas.

EX.: The honorary degrees went to Bob Applewhite, a Texas cattle driver; Nate Nudnick, a professional skateboarder; and Mary Muckalock, the inventor of the thimble.

7D
Do not use a semi-colon to join together an independent clause and a phrase (especially a participial one) or a subordinate clause.

EX.: The mother reacts with concern for the overall well-being of her child; threatening to call the conductor if the man does not leave.

CORRECTION: The mother reacts with concern for the overall well-being of her child; threatening to call the conductor if the man does not leave.

7E

Semi-colons should be placed outside of quotations marks.

COLONS & DASHES

8A

Use a colon to introduce a list or series.

EX.: I will only eat three kinds of pie at Thanksgiving: pumpkin, mince, and apple.

8B

Use a colon to introduce a long formal quotation.

Note: Use a colon to introduce a quotation that is a complete sentence in formal essays about literature.

EX.: Hawthorne reveals how the meaning of the scarlet letter has changed: “[The townspeople] said it meant Able; so strong was Hester Prynne, with a woman’s strength” (180).

8C
Use a colon to introduce a word, phrase, or sentence that renames, clarifies, or explains a word that appears earlier in the sentence.

EX.: There is only one thing I dislike more than peas: beets.

EX.: The robbers could only come up with one solution: break into the vault with dynamite

EX.: At the end of his speech, the coach ended with his favorite motto: There is no “I” in “team.”

8D

Use the em-dash to set off parenthetical elements in a sentence.

Dashes should be reserved for less formal writing assignments—fiction, personal essay/non-fiction, poetry. The dash does create a longer pause than the comma when we read. Also, the dash can often draw more attention to the information that is set off. Please create dashes by using two hyphens—without spaces!—between the two words where you want your dash. (MS Word can autoformat your two hyphens and turn it into the proper, longer em-dash.

EX.: The plan—if it could even be called that—was so ill-conceived that its failure was inevitable.

EX.: We were working in two-man teams—one man on guard while the other slept, switching off every two hours—and I remember it was still dark when Kiowa shook me awake for the final watch. – Tim O’Brien.

8E
In a less formal writing assignment, use the em-dash in place of a colon (see rules 8A and 8C)

EX.: Maggie: A Girl of the Streets is about a woman who becomes a prostitute—not a fit subject for literature during the 1890s.

8F
Use an en-dash to replace the word “to” in a construction that does not require writing out the word.

(You can form the en-dash by putting a space before and after two hyphens.)

EX.:
I took the Chicago – Newark flight.

EX.:
I went to high school from 1983 – 86.

HYPHENATED ADJECTIVES

9A
Use a hyphen to form a compound adjective in the following circumstances:

1. With an adverb such as better, best, ill, lower, little, or well when the adjective precedes a noun.

EX.: 
better-prepared ambassador

best-known movie

ill-advised decision

well-spoken young woman

2. With the present participle (e.g. loving) or the past participle (e.g. inspired) of a verb when the adjective precedes a noun.

EX.: 
sports-loving horde

fear-inspired loyalty

hate-filled speech

drug-infested streets

3. With a number and noun when the adjective precedes a noun.

EX.:
second-floor apartment

four-door coupe

seventeenth-century literature

9B
Do not use a hyphen with a compound adjective for the following circumstances:

1. When using better, best, ill, lower, little or well, and when the compound adjective comes after the noun it modifies.

EX.:
The ambassador was better prepared than the other delegates.
She was well liked by her peers.

2. When the compound adjective begins with an adverb ending in –ly or with too, very, or much.

EX.: 
thoughtfully stated response

very contrived plot

too rash decision

much debated issue

3. In familiar unhyphenated compound terms when they appear before nouns as modifiers.

high school production

liberal arts curriculum

show business debut

PRONOUN CASE

	
	NOMINATIVE
	POSSESSIVE
	OBJECTIVE

	1st person sing.
	I
	my/mine
	me

	2nd person sing.
	you
	your/yours
	you

	3rd person sing.
	he/she/it
	his/hers/its
	him/her/it

	1st person plur.
	we
	our/ours
	us

	2nd person plur.
	you
	your/yours
	you

	3rd person plur.
	they
	their/theirs
	them

	Relative/Interrogative
	who
	whose
	whom

	
	whoever
	whosever [rare]
	whomever

	
	which/that
	which/that
	which/that


10A 
Pronouns use the nominative case when used as subjects, including the following: 

Compound constructions

ex. 
Me and my sister are only two years apart. WRONG


My sister and I are only two years apart. RIGHT

Appositional constructions

ex.
Us students love to learn about pronoun case. WRONG

We students love to learn about anything having to do with grammar. RIGHT

Predicate nominative or expletives

ex.
It was him who took the doughnuts. WRONG


It was he who took the doughnuts. RIGHT


Did you think it was him? WRONG


Did you think it was he? RIGHT

Elliptical constructions

ex.
He is smarter than me. WRONG


He is smarter than I [am]. RIGHT

10B
Pronouns use the objective case when used as direct and indirect objects, including the following:

Direct object in compound construction

ex.
The water hit the boys and I. WRONG


The water hit the boys and me. RIGHT

Indirect object in compound construction

ex.
Tad gave Mike and I good information. WRONG

Tad gave Mike and me good information. RIGHT

Appositional constructions

ex.
The teacher liked just two boys, Tom and he. WRONG


The teacher liked just two boys, Tom and him. RIGHT

Elliptical constructions

ex.
Ellie hit Tom harder than I. WRONG


Ellie hit Tom harder than [she hit] me. RIGHT

Prepositional phrases

ex.
Between you and I, these seats are the best in the house. WRONG


Between you and me, these seats are very expensive. RIGHT

10C
Relative and interrogative pronouns use the nominative case when used as subjects in their own clauses.

ex. 
Whom do you think you are? WRONG

Who do you think you are? RIGHT

I know whom it must have been. WRONG

I know who it must have been. RIGHT

10D
Relative and interrogative pronouns use the objective case when used as objects in their own clauses.

ex. 
Who do you see? WRONG

Whom do you see? RIGHT

Who were you looking for? WRONG

Whom were you looking for? OR For whom were you looking? RIGHT

10E
Pronouns use the objective case as subjects of the infinitive.

ex.
I want she to be the one to make the team. WRONG


I wanted her to be the one to make the team. RIGHT

10F
Use the possessive case when pronouns modify gerunds.

ex.
Do you mind him being here? WRONG

Do you mind his being here? RIGHT

We do not like them always running late. WRONG


We do not like their always running late. RIGHT

10G
Use WHO, WHICH, and THAT correctly when referring to persons or things.



WHO – use for people and occasionally pets



WHICH – use for animals and things



THAT – animals and things, and sometimes people

He is the doctor that prescribed the rest cure for her. WRONG

He is one of the doctors who prescribed a rest cure for her. RIGHT

10H
Do not use a reflexive pronoun as a substitute for a pronoun in the objective case: the “Do not use MYSELF as a substitute for ME” rule.
Ex.
Arty and Toots gave the stolen goods to Nicky and myself. WRONG


Arty and Toots gave the stolen goods to Nicky and me. RIGHT


Myself (and himself, herself, itself, themselves, ourselves) are called REFLEXIVE pronouns. They are used for two occasions:

1) When “I” is the subject and object of the sentence.

Ex. 
I am going to go on vacation and treat myself to a week of indulgence.

2) To draw more attention to the subject “I” in a sentence.

Ex.
I ate the whole pizza myself. 

WORDS COMMONLY CONFUSED

WCC

Do not confuse the following words: _________________________.

accept – v. – to receive or believe (I do not accept papers late.)

except – prep. – other than (Everyone except John earned an A on the quiz.)

affect – v. – to influence (Sugar does not affect student performance on tests.)

effect – n. – the result (The effect of sugar on student performance is minimal.)

effect – v. – to produce (The new principal hoped to effect change.) 

allowed – v – past tense of allow; permitted (The teacher allowed no talking.)

aloud – adj – out loud (The teacher read the assignment aloud to the students.)
allusion – n. – an indirect reference to something (usually literary, biblical, classical, or historical) (Did you pick up on the Moby Dick allusions in One Flew Over the Cuckoo’s Nest?)

illusion – n. – a false picture or idea (The magician’s illusion was amazing.)

already – adv. – before this time (She had already gone by the time I got there.)

all ready – adj. – fully prepared (The photographer was all ready to take the team photo.)

alright – NONSTANDARD ENGLISH—You might see “alright” in a story or essay, but usually it’s used in dialogue. Not to be used in formal essays.
all right – adv./adj. – “okay”; correct; occasionally used by hipsters to mean “Yes and I’m excited”—often followed with “man,” or “dude”

altogether – adv. – entirely (That boy is altogether a moron.)

all together – all at once, in a group (We will sing all together at the concert.)

among – prep. – use for more than two people/objects (The debate among all the students lasted for days.)

between – prep. – use for two people/objects (The discussion between the two candidates was lively.)

bad – adj. – not well; poor – (Moldy food tastes bad.)

badly – adv. – poorly – (I did badly on the English grammar test.)

NOTE (Do not use badly for “very much” – “I want to see the movie so badly” is disagreeable; instead, use “I want to go see the new movie very much.”

beside – prep. – by the side of (The boat beside the dock started sinking.)

besides – prep. – in addition to (Everyone besides Max went to game.)

brake – n. – device to stop a vehicle (I applied the brakes gently rounding the corner.)

break – v. – to separate or destroy (Earl was worried he might break his arm.)

break – n. – a pause or rest (We all need a break from school.)

capital – n. – a city or money (We need capital to start a store in the capital of Vermont.)

capital – adj. – major or important; excellent (The movie was capital.)

capitol – n. – a building where the state legislative body meets (The meeting was moved to the capitol.)

chose – v. – past tense of choose (Yesterday, I chose door number three.)

choose – v. – present tense (In the morning Tom lets his mom choose his outfits.)

click -- n. or v. – a brief, sharp, non-resonant sound; to produce a click (We heard a click and we knew he was out of ammo.)

clique – n. – a group of girls who are just plain mean; or, more literally, a small exclusive group of friends or associates (Lucy thought she was “in” with the cool clique, but then she found out the only reason they wanted to be friends with her was that they had determined she would be the first in their grade to get her driver’s licence.)

 compare …with – use for comparison between two things of the same class (It is hard to tell a difference when we compare Backstreet Boys with N*SYNC.)

compare…to – use for comparison between two things of different classes (There was no sense in even having a discussion when we compared the book to the movie.)

complement – v. or n. – to complete or that which completes (The playing styles of the two strikers complement one another well.)

compliment – v. or n. – to admire or praise or an expression of admiration or praise (The students showed their respect for the teacher by complimenting his snazzy outfit.) 

conscious – adj. – done or acting with critical awareness (The students made a conscious decision to disobey their teacher.)

conscious -- adj. – personally felt (The conscious  guilt he felt was overbearing.)

conscious -- adj. – likely to notice, consider, or appraise (The health-conscious instructor was fit.)

conscious -- adj. – awake (He became conscious after several hours in the hospital.)

conscious -- adj. – perceiving, apprehending, or noticing with a degree of controlled thought or observation (We were conscious of the movements of the enemy.)

conscience – n. – the sense or consciousness of the moral goodness or blameworthiness of one’s own conduct, intentions, or character together with a feeling of obligation to do right or be good. (When Buck had a little too much to drink, we noticed he had no conscience.)

conscience -- n. – faculty, power, or principle directing good acts (His conscience guided him to give back the wallet he found.)

continual – adj. – happening again and again (Continual power outages this past summer made life unpredictable.)

continuous – adj. – uninterrupted – (The boy’s stinking feet became a continuous problem.)

council – n. – a group that advises (The student council rejected the principal’s plan.)

counsel – n. – advice (The student hoped to get good counsel in the guidance office.)

counsel – v. – to advise (The psychiatrist counseled her patients during their sessions.)

different from – use “different from” to introduce a phrase (His clothing is different from hers.)

different than – use “different than” to introduce a clause (subj + verb) (The school is different than it used it to be.)

elicit – v. – to draw out (He was immovable; we could not elicit any response from him.)

illicit – adj. – unlawful (The criminal conceived an illicit plan to sell black market doughnuts in the halls during break.)

farther – adj. – more distant (use for physical distant) (He threw the ball farther than I thought he could throw it.)

further – adj. – going or extending beyond (We are further in the history textbook than you are.)

faze – v. – to disturb the composure of (We were not fazed by the approaching storm.)

phase – v. – to adjust so as to be in a synchronized position (The team was able to phase in its new offense gradually.)

fewer – adj. – refers to the number of separate units (We hope to have fewer problems this year.)

less – adj. – refers to bulk quantity (The peasants received less grain than they did last year.)

healthful – adj. – causing or improving health (Eat a healthful snack during break.)

healthy – adj. – possessing health (He has a healthy appetite.)

imply – v. – to suggest or express indirectly (The teacher implied that the test would be hard.)

infer – v. – to draw a conclusion from facts (The students inferred from the teacher’s words that the test would be hard.)

its – poss. pron. – use to indicate possession (The monster barred its fangs.)

it’s – contraction – always stands for “it is” (It’s going to snow on Friday.)

lay – v (transitive) – to place (always takes a direct object) (I lay the books on the table.)


past tense = laid

past perfect = have laid

lie – v. (intransitive) – to recline (does not take a d.o.) (The dog lies in his bed at night.)


past tense = lay

past perfect = have lain

lead – v. – to guide or be in front (The map helped lead us.)

lead – n. – a kind of metal – (The lead in my pencil broke.)

led – v. – past tense of “to guide” (The team was led by its captain.)

loose – adj. – free; untied; unrestricted (The boys new jeans were far too loose.)

lose – v. – to misplace or fail to find or control (The boy regularly loses his homework.)

loss – n. – something that is lost (We regret to report the loss of your basic rights.)

manner – n. – a way or process (We were impressed with the manner in which they comported themselves.)

manor – n. – an estate (We were nervous about going to the spooky old manor on Halloween.) 

medal – n. – an award (The soldier received a medal for valor.)

metal – n. or adj. – an element like gold, iron (The metal spikes on the door were scary.)

meddle – v. – to interest oneself in what is not one’s concern (The old lady liked to meddle in her neihbor’s affairs.) 
mettle – n. – vigor and strength of spirit (He really showed his mettle in the final hundred yards of the cross country race.)

of – prep. – (The man of the hour was Ted, the copier repairman.)

off – prep. – (“Get that monkey off my back!” shouted the derelict.)

passed – v. – past tense of “pass” (The Camaro passed the cop doing 80 m.p.h.)

past – n. – (Many vets hold onto the past.)

past – prep. – (The Camaro went past the cop doing 80 m.p.h.)

past – adj. – (The past president did an excellent job.)

principal – n. – a sum of money; school administrator (The principal paid the principal on his loan.)

principal – adj. – primary (The principal complaint from students is a lack of voice in school.)

principle – n. – an idea or doctrine (No one enjoys compromising his/her principles.)

precede – v. – to surpass in rank; to go ahead or come in front of (The boys preceded the girls in the march during graduation.)

proceed – v. – to go forward in an orderly way; to begin again after a pause (The cars were able to proceed in their travels after the accident was cleared.)

quiet – n. or adj. – not noisy (Teachers like their classrooms to be nice and quiet.)

quite – adv. – completely or entirely (The boys were quite tired after the race.)

quote – v. – to speak or write from another usually with acknowledgment (You should always quote Shakespeare in any English paper to impress the teacher.)

quotation – n. – something that is quoted (Use quotations in your papers or plan on suffering the consequences.)

should’ve – contraction – replaces “should have” (They should’ve told us about the fire drill.)

should of – abusage – The word combination “should of” should never be used

NOTE: While some writers choose to write “should of” and “would of” in their dialogue, using “of” in place of “’ve” is unacceptable in formal and informal writing.

sight – n. – the act of seeing (What a sight to behold!)

site – n. – a location or position (The camp site we learned about from the web site was wonderful.)

cite – v. – to quote or to summon (In your research paper, you should cite at least ten sources.)

stationary – adj. – not moveable (The stationary bike in the gym was not working.)

stationery – n. – papers, envelopes to write letters (Crane makes the finest stationery around.)

than – conj., prep. – used for comparison (The book was better than I expected.)

then – adv. – soon after that (I went to downtown then I looked for a job.)

their – poss. pron. – belong to them – (Their hopefulness is inspiring.)

there – adv. – indicates location or the beginning of the unnecessary expletive “there is” (There is a sleeping dog over there.)

they’re – contraction – replaces “they are” (They’re running late, so don’t expect them anytime soon.)

threw – v. – past tense of “throw” (He threw the keg over twenty meters.)

through – prep. – passing from one side of something to another (The magical book was passed down through the ages.)

to – prep. – in the direction of; also used to begin infinitive verbs (She wanted to go to the library to study.)

too – adv. – also or very (She was too tired to study, too.)

two – n. or adj. – the number 2 (Give me two reasons to pass you!)

wet – v. – to moisten; to add water to (The boy wet himself as the monster approached.)

whet – v. – to sharpen (The delectable appetizers whetted our appetites for the main courses.)

weather – n. or v. – the condition of the atmosphere; to endure (We were able to weather the New England winter weather.)

whether – conj. – refers to a possibility (Whether or not you can come to the party is up to you.)

who’s – contraction – replaces “who is” (Who’s the knucklehead who forgot to put his name on his paper?)

whose – poss. pron. – (Whose name did you pull for Secret Santa?)

your – poss. pron. – (Please put your name on all written work.)

you’re – contraction – replaces “you are” (You’re going to pass English this year.)

TYPOGRAPHICAL & SPELLING ERRORS

T

Do not make unnecessary typographical errors.
Correct all typographical errors after the first two you have committed. 

SP

No spelling errors allowed.
The following words are commonly misspelled:

separate





anyway (never plural)

each other (not one word!)



nevertheless (always all one word)

different





throughout (never two words)
guarantee

all right (not one word—alright is often acceptable for dialogue)

