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‘Whether you are writing a repost for school, need tips for writing essays for standardized

tests, or want to improve reports and correspondence in your careez, this guide will help

you write clearly and effectively. This guide focuses on the writing process, with step-
l by-step instructions for effective writing, and highlights important English grammar,

usage, spelling, capitalization, and punctuation rules. Checklists are included to ensure

Yyou are doing everything pessible to make your writing the best it can be!

To Improve Your Writing...

* Write more; your writing will improve with practice.

» Take time to plan before you begin to write your essay;

the essay much easier.

* When you look at a book or magazine
article, you don’t notice the writing pro-
cess. Believe it or not, the author may have
rewritten the book or asticle many times.

* Professional writers use the writing pro-
cess. Follow the professionals’ lead, and
use the writing process to improve your
writing,

* While the writing process may vary slight-
ly depending on the type of writing, it is
recommended that all writers use this
Process to create a clear, well-organized,
detailed piece of writing.

* For some writing assignments, you may
have days, weeks, or even months to
complete them; other writing assign-
ments, such as test-based writing, require you to write within specific time con-
straints.

Timed Writing

*In timed writing (a.k.a. writing on de-
mand), you are writing with time con-
straints; in other words, a timer is ticking
away!

= In most instances, your first drafl is also
your final draft; therefore, you will rot
have time to write a finat copy after your
rough draft.

* Bt is essential to take a fow minutes to brain-
storm and plan your essay. Having a clear
idea about what you are going to write will
make writing the essay much easier.

* While content is most important in a timed essay, you still need to be conscious of
spelling, punctuation, grammar, and usage to avoid having too a1y ETrors.

* You should take a minute or two to reread your writing, look for any mistakes, and
fix them.

NOTE: The readers who will be evaluating and scoring your essay do take into
consideration that the writing was timed. = :

planning will make writing

Timed Writing, or
“Writing ot Demand”

1, Prewriting & Planning
2. Drafting, Revising & Editing

ECWTIE youT
directly on yo

3. Publish

* Subtmit forscoring

>rewriting Writing with No
Brainstorm: Time Limit
— Take some time to think about the

topic before you begin writing. 1. Prewriting & Planning
~ Consider the given writing prempt to

make sure you are responding to the Z. Drafting

question. X

— Use this time to create a clear focus 3. Revising

for your essay.

4, Editing
¢ After rev
or rotyvp
it's ready for

— Write down your thoughts using
short words and phrases so that yon
can use these ideas to help you create

editing, reverine
av to make sure

a writing plan.
* Create your thesis statement (a.k.a. 5. Publish
topic sentence): * Submit for a grade or feedback

= A thesis statement is one or two sen-
tences that sum up your entire essay; it provides a road map for the rest of your

essay.
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WRITING

ADEMIC OUTLINE

* Use a graphic organizer or outline to plan essays.

* Don’t worry about mistakes when writing your first draft; edit later,

* Read your rough draft out loud to yourself and Hsten for mistakes,

* Do not rely entirely on spell-check.

* Avoid wordiness; remove excess words as long as removing them doesn’t change the
meaning of the original sentence or paragraph.

* Avoid being too repetitive; vary your word choice.

* Vary sentence length and form. -

» Avoid passive voice.

* Practice proper grammar, usage, and punctuation in emails, text messages, and other

correspondence.

— Your thesis statement should appear somewhere iz the introduction of your essay.
© The thesis statement can be placed in the beginning, middle, or end of the
introductory paragraph, but it is essential that it appears in the very first
paragraph of your essay to give the reader a clear direction.
— Ifyou are given & writing prompt or question to address. create the thesis statement
by elearly addressing the prompt or answering the question.
* Pay attention to the type of essay you are assigned; the requirements for various types
of writing may be different.
— For example, in a persuasive essay, the writer is trying to convince the reader to
aecept his/her opinion abeut a topic.
Sample Writing Prompt
I you could travel to any city in the United States, where would you like to visit and
why?
Sample Thesis Statements
*+ H'Icould travel to any city in the United States, I would like to visit New York
City.
+ Seme people dream of visiting Chi
but for me, ne city would be better to visit
Sample Writing Prempt
Today more and more classes are being offered online. Is ontine education beneficial?
Sample Thests Statement
While online courses are certainly convenient, the drawbacks of online education far
outweigh the benefits.
Planning
* Create a writing plan to help generate ideas and
* Short phrases are best for the writing plan.
* There are many different types of writing plan templates; choose one that works best
for you.
* By using 2 writing plan, your essay will be focused on Yyour topic, well-organized,
and detailed.
»Two common types ef writing plans are graphic erganizers and outlines.
Graphic Organizer
* A graphic erganizer uses shapes (graphics) to sort information.
» Each shape has a specific purpose to encourage the writer to create an organized,
detailed plan (see p. 2 for a sample graphic organizer).
* To create a graphic organizer: 1
1. Read the prompt, decide on a topic sentence, and write it in the large centar circle. ’
A. This gives your essay a clear focus. !
appear in the introductory paragraph once you

cago, others would love to visit Los Angeles,
than New York City.

organize your thoughts.

B. The topic sentenee should
write the actual essay.

- Decide on two or more main ideas to support yeur topic, and add each main
idea to the medium-sized circles that branch out from the large center circle.
A. Each main idea will serve as a new body paragraph.

B. Remember, each main idea nrust relate to the topie.

C. Ask yourself what you want the reader to know about the topic; each main
idea will serve as a focus for each body paragraph.

D. To avoid redundancy in your writing, make sure the main ideas do not
overlap.

- Think of at least three details or examples about each main idea, and add the
supporting details and examples to small circles that stem from each of the
medium circles.

A. Make sure each detail specifically relates to the main idea for that given
paragraph.

B. Make sure your details are specific (see Idea Development, p. 4, for informa-
tion about how to make your sentences detailed and vivid).

C. Each detail listed on the graphic organizer will serve as at least one sentence
in the body of your essay. In most cases, you should add two or more sen-
tences to your essay for each detail listed on your organizer.
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T The Writing Process (coninucd)

Thesis Statement

Outline

* An outline uses roman numerals, letters, and numbers to sort information.

* Each roman numeral, Jetter, and number serves a specific purpose to encourage the
writer to create an organized, detailed plan.

» To create an outline:

L. Read the prompt, decide on a
topic sentence, and write it next
1o Foman numeral 1. L
A. Fhis gives youressayaclear Ik

focus.

B. The topic sentence should
appear in the introductery
paragraph once vou write the
essay.

2. Descide on two or more main
ideas to support your topic, and v
add each main idea next to the -
other roman pumetals listed in
the outline (H, HL, IV, V, etc.).

A. Each main idea will serve as NOTE: Thiis ie & basic outline. Deises o
B ?{:;:nﬁgg each mam idea ml-' th; P ofmmmdmem
maust relate to the topic. b l. O Yo el m%mmm! '.b'ﬂ
€. Ask yourself what you want ks SR moe e
the reader to know about the R
topic; each main idea will
serve as a focus for each body paragraph.
D. To avoid redundancy in your writing, make sure the main ideas do not
overlap.

3. Think of at least three details or examples for each main idea, and add the sup-
porting details and examples next to the capital letters listed under each roman
numeral.

A. Make sure each detail specifically relates to the main idea for that given
paragraph.

B. Make sure your details are specific (see Idea Development, p- 4, for informa-
tion about how to make your sentences detailed and vivid).

C. Each detail listed in the outline will serve as at least one sentence in the body
of your essay. In most eases, you should add two or more sentences to your
essay for each detail listed in your outline.

Before You Start Your Draft
Consider the following tips when going from the planning phase to the drafling phase:
* Use your prewriting and writing plan to guide you when you write your essay.

* Don’t stop once you start writing, and don’t worry about misspelling words or repeat-
ing yourself. You’ll have a chance to fix mistakes later when yourevise and edit. For
now, just let the ideas flow.

¢ Eonsider using the hamburger method (p. 3) to construct your €ssay.

Drafting

* Use your writing plan as a blueprint. Fhe ideas on your plen should be included in
your essay and easily organized into paragraphs. Once you have a plan, be sure to
follow it!

* A first draft (a.k.a. rough draft) is generally messy, repetitive, and full of mistakes.
That is perfectly fine (unless you are writing with a time limit, in which case your
first draft is your final draft).

* The purpose of a rough draft is to capture ideas and supporting details, not to compose
a perfect essay en the first attempt.

* Remember to begin with a clear introductory paragraph.

* Create a new paragraph for each new idea.

« Indent each new paragraph.
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* In your final paragraph, conclude with a ﬂxought—provokjng summary of the ideas
you presented in your essay.

Revising

. Illl the revising phase of the writing process, you should examine Yyour eontent mors
closely.

* You will add, delete, and move content to make sure Your writing is clear, detailed
and easy for the reader to follow. g
— Adad details for support in paragraphs that seem too vague or unclear.

— Delete information that is redundant or unnecessary. Sometimes less is more,
Shorten sentences and paragraphs that are too wordy.

~ Move things around. Sometimes shifting sentence order within a paragraph makes
the paragraph clearer. Shifting paragraph order may help the essay flow better, oo,

Editing

* During the editing phase, you will correct mistakes in grammar, usage, word choice,
spelling, sentence structure, capitalization, and punctuation.

* See The Most Common Writing Errors for more information, as well as the fol-
lowing sections on specific issues and how to fix them.

Publishing

* While the word publishing may make you think about professional writing, it applies
to all types of writing and to all writers.

* By the time you reach this phase of the writing process, you should have already
revised and edited your writing.

* When you publish an essay for school (or 2 report for work), you are simply writing
or typing a final draft and submitting it to your instructor (or employer) for feedback
or a grade.

e Istheessayontopic?
& Does the writer organize histher thoughts?
® Does the writer include an introduction

@ Does the writer provide plenty of specific
& Does the writer include a conclision that

* Subject-verb agreement erors * Unnecessasy comumss

* Misplaced or dangling modifiers * Unnecessary or tacosrect

* Incozrect word choice capitalization

* Missing comma aficr sa introductory * Missing words
phrase » Wrong verb tenses

* Spelling errors * Incorrect use of aposirophes

* Punctuation or capitatization ervors * Rus-on seatencss or seatence fragments
within a guotation

Did you ever receive fedback on an essay from an English eacher and potice il

yous once polished, near-looking writing is pow decorated with red circles. strike-

throughs, and other errur-related comments? Many wonder why preper sent
structure and grarmar are 50 impor in werting. Consider the following comparisons
between writing and talking:

* Both writing and talking are forms of commuricaton.

* Talking is usually dore with live dialogue (person to person) so that vou can ask
questions and gei clarification if you don’t understand something.

« When you write, you are commngicating ideas with Werds on paper (of cn screen).
In most cases, you are ot present when the rezder reads your wriing, 50 you are not
able to clarify ii; therefore, writing must be clear and correct for it lo be effective. |

Sentences & Paragraphs |

* Effective writing includes plenty of information about a specific topic to clearly coini-
municate the main idea to the reader This informmtion is presented m mmp_ieaf ,
sentences, which arc sorted into paragraphs to make the writing clear asd organized |
{see Effective Paragraphs, p. 3). _E

* A semtence expresses a compleie thought and includes a subject (noun) and a predi-
cate (verb).

« A complete sentence is knowa as an independent clause.

EX: The dog barked.
Subject: dog:
Predicate: barked
EX: The man whistled,
Subject: man
Predicate: whistled
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Check all sentences 10 make sure they are complete. Does each sentence:
* Huve a subject? -

¢ Have & predicate?

¢ Express & complete thought?

Sentence Fragments

* A sentence fragm=nt is an incomplete sentence; it does not express 4 complete

thought.
* A dependent, or subardinate, ¢lause not attached 10 an independent elause is a

fragment.
*1n a fragment, the subject or predicate or both will be missing.
* A fragment leaves thereader wondering, *“who,” “what,” “what happen
about it
Fragment: Broke the expensive cxystal glass.
Subject: Who broke the glass? The subject is missing.
Predicate: broke
Complete sentence: The child broke the expensive crystai glass.
Subject: child
Predicate: broke
Fragment: Without hesitation, Mr. and Ms. Smith,
Subject: Mr and Mes. Smith (compound subject)
Predicate: What about them? The predicate is missing.
Complete sentence: Without hesitation, Mr. and Mrs. Smith cheesed with delight
when their daughter announced her engagement.
Subject: Mr. and Mrs. Smith (compound subject)
Predicate: cheered
Fragment: At Disney World for the snmusl field trip.
Subject: Who ks at Disney World? The sabject is missing. (NOTE: Disney World is
an object, not the subject.)
Predicate: What is being done ai Disney World? The predicate is missing.
Complete sentence: Our class will meet at Disney World for the annual field trip.
Subject: Our clase (noun phrase)
Predicate: will meer
Suberdinate Clauses
+As mentioned previously, all sentences require a subject and & predicate and must
express a compléte thought.
* Asubordinate clause contains a subject and & verb but is only part of & sentence
and does not express a complete thought.
* A subardinate clause 1s introduced by & subordinating conjunction, which is a
connecting word or words that create a relationship between the clauses.

_- yo u .

*or “what

Subordinate clause: Afier we went shopping. (Afthough there is both a nown and
a verb ify this example, it does ot express a complete thought. The reader will won-
der what happened after shopping )

Complete sentence: Afier we went shopping, we went to dinner at Chili’s,

Subordinate clause: Because it rained. (The reader will wonder wha happened
because it rained.)
Complete sentence; The picnic was cancelled because 7t rained.

TiP

M the beghnng oF the santence, the subordinase clause will e
Lol e sentence witli g e cod of & schtence, |

J conig Foresample,

- svhiools svere Closed.

® Schools swere closed becadse i snowed.

Run-On Sentences
* A run-on senfence is two or more sentences written as one,
* A sentence can include more than one thought as long as the sentence is punciuated
correctly; a ran-on sentence oceurs when ideas are Jjoined together incorrectly.

« To fix a run-on sentence, use one of the three methods:

1. Create tweo separate sentences.

2. Use a semicolon to divide the thoughts.

3. Separate the thoughts with both a comma and 2 coordinating conjunction. The

seven eeordinating eenjunctions are and, but, or, nor, Jor, so, and yer.

Run-om: They are perfeet for each other they spend every waking moment together.
Correct: They are perfeet for each other. They spend every waking moment
together.

Run-on: J's such a beautiful day I’d love to have a picnic outside.
Correct: It’s such a beauriful day; I'd love to have a picnic ousside.

Run-on: She loves visiting new places her fear of flying keeps her fram traveling
too far.

Correct: She loves visiting new Pplaces, but her fear of fiying keeps her fiom ravel-
ing teo far.

Run-on: We ean meet at the mall for lunch if you prefer, we can go to Panera.
Correct: We can meet at the mall for hunch, or if you prefer, we can go to Panera.

Comma Splices

* Semetimes run-on sentences eceur because of incarrect punctustion, known as a
comma splice.

* A comma splice occurs when independent elauses are Jjoined with a comma only; the
coordinating conjunction 1S miissing.

« Simply add a coardinating conjunction to fix this ype of run-on.
Comma splice: Tomomow is a busy day, I better get to bed early tonight.
Correct: Tomorrow is & busy day, se 1 better get to bed early tonight.

Parallel Structure

= To: visualize parallel structure; think about parallel lines; pasaliel lines point in the
satne direction. When we talk about paraile] structure in writing, think “same.”

* To ensure paraiiel structure in your writing, match fiems in series, maich parts of
speech ¢e.g., pouns, adiectives, verbs, adverbs), and match similar forms.
Incorrect: Fredis energetic, enthusiastic, and could not wait for his big job mierview.
The items listed in this seties do not match.

Energetic and enthusiastic are adjectives, but could nor wait is a verd phrase.
Correct: Fred is encrpetic, enthusiastic, and sager for his big job interview.

We have a match: all three ftems in the series are adjectives.

Incorrect: Ancient Neanderthals hunted, searched, and were gathering food.
The items histed in this series do not match.

Were gathering has a different tense from the verbs hunted and searched.

Correct: Ancient Neandesthals hunited, searched, and gathered food.
We have a match: all three items in the series are past-tense verbs.

Organization

Effective Paragraphs

* A paragraph eeunsists of a group of related
sentences that develop a single main idea. f

* A well-developed essay will include several Check 1o makesuteuch :
paragraphs to make it complete. paragraph m_t_aofnp!cn o

* The length of each paragraph and the number ?ﬁm Sopie 5
of details needed will vary depending on the o Have 2o demils? 5
type of paragraph you are writing: * End with & closing sentence o

— Intreductory paragraphs are usually transition sentence
sherter than body paragraphs because they . ;
are simply introducing your topic.

~ Body paragraphs will be longer and more detailed because they add specific
support for your topic.

— Concluding paragraphs are usually shorter, like introductions, because they
simply summarize information and do not add any new details about your topic.

The Hamburger Method

* When you take all of
the required compo-
nents of an effective
essay, put them to-
gether in a clear or-
der, and present them
neatly, it is very
similar to making a
hamburger.

* Use this visual aid to
remind you of what
your essay should

look like,
* To make a hamburger, you need to include all of the important parts or you’ll end up
with a mess. Just like a hamburger, a good essay needs all of its parts to be complete.




~ Introduction:
o Infroduce the reader to the essay topic.
o Use a catchy hook to get the reader interested in your topic.
© Briefly mention what you will discuss in the essay.
© Be sure to clearly state the topic sentence in the introduction.
~ Body:
0 Add details and support for your topic in the body.
o Create 2 new paragraph for each new example or idea.
© Be sure each paragraph contains all the components of an effective
paragraph: a topic sentence, plenty of details, and a closing or
transition sentence.
— Conclusion:
o Sum up your essay in the conclusion.
o Rephrase what you mentioned earlier.
o Don’t restate the introduction word for word.
¢ Den’t add new information. ‘
* Remember, the hamburger method applies not only to the essay as a whole but
also to each paragraph within the essay. :

y stated purpose or objective in the introduction?
e introduction and conclusion focused on the topic of the essay?

* Using transitional words and phrases helps essays read more smoothly. Transi-
tions allow the reader to easily follow your ideas or arguments from one point
to the next.

* Examples of transitions include coordinating conjunctions, subordinating con-
junctions, and conjunctive adverbs.

» Transitions enhance logical organization and understandability:

— Transitions help paragraphs connect to each other and to the thesis or topic
sentence.

— Transitions indicate relationships, "
whether the relationships appear ; . .
within a sentence, within a para-
graph, or throughout the entire

essay.
No transition: Gas prices con-
tinue to soar. I paid $3.50 per galion
last month, and this month I am
averaging over $4.00 per gallon.
Transition: Gas prices continue to
soaz. For example, I paid $3.50 per
gallon last month, and this month I
am averaging over $4.00 per gailon.
{By simply adding the transitional
phrase for example, the writing flows
from senteace to sentence more
smoothly and the relationship be-
tween the first and second sentence
is emphasized.)
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Idea Development

* When writing, you should aim to paint a picture in the reader’s mind.
* Use vivid words to help the reader visualize examples, and use details to de-
veiop your paragraphs.
Basic sentence: I went for a walk.
Detailed sentence: Yesterday, as the sun set on Dania Beach, I walked along
the water’s edge and combed the sand for shells.
This sentence lets the reader know:
< When this person went for a walk.
= Where he/she walked.
+ What he/she was doing while walking,
Basic sentence: She entered the room.
Detailed sentence: I felt a cold chill sweep across me as the terrifying judge
entered the old, musty courtroom.
This sentence lets the reader know:
=+ Who entered the room.
= Which room the judge entered.
» How the subject felt when the judge entered the courtroom.
= What the courtroom looked like.
* Paragraphs should contain more than three sentences; paragraphs that are
shorter than this are usually not fully developed.
* As explained in the Organization section (pp. 3-4), there are different types of
paragraphs; the length of your introductory and concluding paragraphs will
usually be shorter than the body paragraphs.

« The body paragraphs are where you should develop your ideas.

+ To thoroughly develop your ideas, consider trying some of the following strategies
(it is not necessary to use all the items in the list; these are simply suggestions):
— Analyze and describe the paragraph’s main idea, focusing on its specific

supporting details.
— Use specific examples and illustrations.
— Cite data, such as facts, statistics, and evidence, in research-based writing.
~ Use quotes or paraphrases from other sources for support.
— Use an anecdote or story for a vivid description.
~ Compare and contrast ideas or opinions.
— Demonstrate cause-and-effect relationships.
~ Use chronological order to present your ideas.

Usage & Grammar

Subject-Verb Agreement

* Verbs can be tricky because they have so many properties: person, number,
tense, voice, and mood.

* Basic sentence structure depends on subject-verb agresment. The correct verb
form to use is based on number, persen, and tense.
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¢ Check for agreement between the subject and the verb (¢.g., if you biave a
Number

¢ The verb of a sentence must match the subject in number; therefore, the subject
and the verb in a sentence must both be either singular (one) or plural (more
than one).

* With a singular subject, use a singular verb.
Incorrect: My mother plan a birthday party for me every year.
Correct: My mother plans a birthday party for me every year.
The singular subject, my mother, needs a singular verb, plans.

» With a plural subject, use a plural verb.
Incorrect: The teachers helps with the fundraiser.
Correct: The teachers help with the fundraiser.
The plural subject, feachers, needs a plural verb, help.
* With compound subjects joined by and, use a plural verb.
Incorrect: Jack and Jill knows some fin activities.
Correct: Jack and Jill know some fun activities.
‘The subject, Jack and Jill, refers wo two people. The plural verb kow agrees
with the compound subject.

¢ When a compound subject is joined by or or nor, choose a verb that agrees with
its nearest subject.

Incorrect: Either my brother or my parents is taking us to the airport.
Correct: Either my brother or my parents are taking us to the airport.
Brother is a singular subject, but parents is a phural subject and is closest o the verb,

* Make the verb agree with the subject, not simply the noun closest o the verb.

Incorrect: Directions to the event is casy.
Correct: Directions to the event are easy.
The subject, directions, is plurel, so you need a plural verb, are.

* i the subject is a collective noun (2 noun that names a group of people or things,
such as committee, staff; and group), make the verb singular if the group is act-
ing as a unit,

Incorrect: The staff are meeting tomorrow morning.

Correct: The staff is meeting tomorrow moming.

The members of the staff are meeting together as a group, so the verb should
be singular.

Person

* The subject and verb of a sentence must agree in person.

— Afirst-persen subject must have a first-person verb form. First person means
the subject of the verb is J or we.

— A second-person subject must have a second-person verb form. Second
person means the subject of the verb is you.

— A third-person subject must have a third-person verb form. Third person
means the subject is /e, she, it, or they.

Number & Person Subject-Verb

Agreement

will e




Tense
* Verb tenses express mformation about the time an action occurred.

* Knowing various words that represent time will help you choose the correct
tense of the verb. Time words include fomorrow, Yyesterday, today, now, later,

currently, presently, upcoming, and past.

* Use these time words 1o help you determine when the action occurred so that

you can use the correct verb tense:

~ Present tense expresses an action or condition that takes Place now, all the
time, or habitually (e.g., I work late ofien. She also works late often.). It is
also nsed to indicate a general truth fe.g., The Statue of Liberty weighs 225
tons.).

— Past tense expresses an action or condition that took place previously (e.g.,
I worked late last night. She also worked late last might.).

— Future tense expresses an action or condition that will take place (e.g., T will
work late next Monday. She will work late next Monday, t00.).

Regular Verbs

* Regular verbs follow a consistent pattern in their tenses. The past tense and the
past participle are formed by adding the ending - or -ed'to the base form.

* To conjugate regular verbs, identify the base form of the verb fiom the infinitive
(e.g., the base form jump eomes from the infinitive o fump), and then follow
this pattern ¢done for singular subjeets fiom all three points of view):

— First person

© The first-person, singular, present tense: 1 Jjump.

¢ The first-person, singular, past tense: I Jumped.

© The past participle, which uses a helping verb: I kave  jumped.
— Second person

© The second-person, singular, present tense: You  jump.

© The second-person, singular, past tense: You  jumped.

© The past participle, which uses a helping verb: You Aave  jumped.
— Third person

© The third-person, singular, present fense: He jumps.

© The third-person, singular, past tense: He jumped.

© The past participle, which uses a helping verb: He has jumped.

Verb Forms of Regular Verbs
Third-Person,
Singular,
Present Tense

Base Form Puast Tense Past Participle

frregular Verbs

* Unlike regular verbs, the past tense and past participle forms of irregular vesbs
are not created by adding -4 or -ed to the base form; therefore, uregular verbs
are not consisient.

* In the following examples, notice how the vesh changes depending on the tense
and the person for the vesb grow (from the infinitive @ grow):

— First person

© The fisst-person, singular, present tense: Egrow.

© The first-person, singular, past tense: I grew.

© The past participle, which uses a helping vesb: [ kave grown.
— Second person

© The second-person, singular, present tense: You grow.

© The second-person, singular, past tense: You grew.

© The past participle, which uses a helping verb: You have grown.
— Third person

© The third-person, singulas, present tense: He grows.

© The third-person, singular, past tense; He grew.

© The past participle, which uses a helping verb: He has grown.

* Note that the verb o be is also irregular and has the following forms: be (base
form); am, s, are (present tense); was, were (past tense); being, been (present
and past participles, respectively).

Active & Passive Voice

* Passive veice occurs when the subject of the sentence is the receiver of the
action; in contrast, active voice occurs when the subject of the sentence performs
the action.

* Overuse of passive voice in writing can make writing awkward and less powerful.

* By rearranging the structure of your sentences, you ean easily eliminate passive
voice in your writing.

* Passive voice usually requires more words, since an auxiliary verb (ak.a.
helping verb) must be used with the main verb.

Passive voice: The race was won by the girl.
Active voice: The girl won the race.

Passive voice: The assignment was completed by the student.
Active voice: The student completed the assignment.

Verb Forms of Irvegular Veibs

Base Form Singulan

_ Prosent Tense

» Pronouns take the place of nouns.

*1, you, ke, she, it, we, and they are
subjective pronouns—that is, they
appear in the subject of a sentence.
EX: I wrote a romance novel,

= The pronouns me, him, her, you, us,
them, and it are objective pronouns.
EN: Mary gave the book to me.

* The word that a pronoun replaces is
ealled the antecedent. Problems occur
when the pronoun does not agree with
its antecedent.

Incorrect: Each student was asked
to submit their project by the August
1 deadline.

Correct: Each student was asked
to submit his er her project by the
August 1 deadline.

¢ Confusion occurs when more than one
wosd could be the antecedent.

Incorrect: Brandy sent Jane a letter
questioning her decision.
Correct: Brandy sent Jane a letter
questioning Jane’s decision.

Modifiers

» Modifiers enhance or alter other words
in a sentence.

* Every sentence needs a subject and
a predicate, but too often, writers use
vague, bland descriptions in their
writing.

« Modifiers help paint a picture in your
reader’s mind and make the reader
want to continue reading.

* Use vivid modifiers to help the reader
visualize the examples in your writing.

Adjectives

* An adjective is a word that modifies
a noun or a pronoun.

* An adjective answers the questions:

— What kind?

— How much?

— Which one?

Past Tense Past Participie

S

soirizhl

hair looked stunning.
Luxurious and blonde describe the
noun hair.
Adverbs
* An adverb is a word that modifies a
verb, an adjective, or another adverb.
* An adverb answers the questions:
— How?
— When?
— Where?
EN: Sam ran quickly to try and catch
the bus. =

Quickly modifics the vesb ran.

Misplaced & Dangling

Modifiers

* A dangling modifier occurs when a
moedifier does not logically refer to
other words in the sentence.
Incorrect: Visiting the zoo, the birds
chirped londly.

Correct: While T was visiting the
200, the birds chirped loudly.

* A misplaced modifier occuss when
a modifier is placed incorrectly in a
sentence.

*To fix a dangling or a misplaced
modifier, make sure the doer of the
action is named, the modifier is placed
near the word(s) it modifies, and the
medifier refers to something else in
the sentence.
incorrect: The patient was referred
to a therapist with severe psycho-
logical problems.

What the writer thinks it says: The
patient has psychological problems.
‘What the sentence really says: The
therapist has psyehelogical problems.
Correct: The patient with severe
psyehological problems was referred
to a therapist.




Mechanics
Capitalization

« Capitalize the-first letier of 2 sentence.

« Capitalize proper names fe.g., Empire State Building).

« Capitalize the first word of a quoted sentence fe.g.. She
said. “Be kind to othess, andthey will be kind 1o vou.”)

«Capitalize the days of the week and the months of the
year; do not eapitalize seasors.

+ Do not eapatize the divectional words north, south, east,
and wes/ unless the directional term refers to a specific
region (e.g...the Decp Seuti:).

« Always capitalize the pronoun 1.

» Capitalize thefirst word of a salutation and the elosing of
a Jetver {e.g., Dear Mr. Smith; Sincerely).

» Capitalize a person’s title when it precedes the name (e.g.,
Principal Jones), but do not eapitalize it when it is acting
as a description following the name (e.g., Mrs. Jones, the
school primeipal).

« Capitalize the first and last words in titles of publications
(€.8., OFf Mice and Mex).

* Capialize verbs within fitles, including the short verb
forms is, are, and be.

* Do not capiialize small words commeonly found i titles,
including asticles, cemjunctions, snd prepositions (e.g.,
All Quier on the Western Front).

Punctuation

End Marks

« Period: Use a period at the end of all declarative sen-
tences and most imperative sentences.

— Declarative sentences tell you something or simply
make & statement.
— lmperative seniences give commmands.

= Question mark: Use a question mark al the end of all
IierTogatve sentences (Le.,  sentence that asks a question),

* Exclamation peint: Use an exclamation point at the end
of an exclamstory sentence. Be careful that you do not
use this mark too often.

= See Quotation Marks for placement of end marks with
quotations.

Comma

* Use & comma between fems T a series.

E£M: She Joves strawbernies, grapes, and oranges.

* Use commas between two or more adiectives when they are
used o describe a noun.

EN: He is 4 smar, handsome man.

* Use a comma when an -l adjective is used with other
adjsctives. To chieck whether an -Iv word is an adjective,
test to see i it can be used alone with the nous; # it can,
use the conmna.

EN: Sarah is a lovely, young girl.

EN: People stared a ber oddly matched outfii.

Udedly is not an adjective beeatse i cannot be used alone
with ewgfis; therefore, Bo comms is used between oddly and
maiched.

¢ Use a commaa to scparate an introductory word or phrase
from the rest of the sentence.

EN: At eighs o”clock in the evening, the fireworks began.

*»Use comumias to separaic a nonessential appositive fom

* Types of writing include the following:
— Expository: Informative writing that explains a spe-
cific topie or idea
— Persnasive: Argumentive writing that attempts to con-
vince the reader to accept a specific opinion er viewpoint
— Research paper: Writing that requires research and
in-text citations for support of a main idea
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the rest of the sentence. Do not use commas for essential
appositives. An appositive is a noun or noun phrase that
further explains or describes another noun or “pronoun.
Nenessential: Max, my brother, will be joining us for
dinner tonight.

Essential: Last night we watched the movie Gone with
the Wind.

* Use eommas to set off ane or more werds that interrupt
a train of thought in a sentence.

EX: That pizza, in my opinion, was the best Pve ever
tasted.

Semicolon

* Use a semicolon to join two independent clauses.
£H: She needs 10 be careful; 'm afraid she’s going 1o get
hurt.

* Use a semicolon o separate items in a series that already
€ORIZINS comunas,

EN: 1 packed my suitcase with old, cozy jeans; warm,
soft sweaters; and new, freshly washed undergarments.

* Use a semicolon with ransitional words.

EMN: [ have a great deal of work to do tommorrow; how-
ever, 1 should have time to meet you for Junch.

Apostrophe

* Use apestrophes to show ownership.

- Singular ewnership uses an apostrophe followed by
au s,

EX: We are going to Sue’s House for dinner tonight.

An apostrophe followed by an s is needed to show sin

gular ewnership; the house belongs to Sug.

EX: My peighbor’s dog will not stop barking.

An apostophe followed by an s is needed to show sib-

gular ownership; the dog belongs to my neighbor.

EX: Nancy aad Tom’s new home is speciacular.

Az aposophe followed by au s is needed, sinoe the

subject is compound, but the nouns share collective

(singular) ownership.

EX: Jill’s and Johin’s bikes are new.

An apostrophe followed by an s is needed for both of the

pronouns; sinee Jill and Jobneach (singular) bvn new bikes.

= Plursl ownership vses an apostrophe afier the finals,
In cases where a plural noun does ot end in s, follow
the rules for sivgular nouns.

EN: The wackers® classrooms will be inspected for safety.

Ounly an aposzroplie is needed, since teachers is plural.

EX: The women’s socoer team won the state championship.

An aposirophe followed by an s shows plural ownership

kere, sitce women is a plural nown.

* An apostropbe 15 not needed witl: the possessive pronouns
mine, his, hers, iss, ours, yours, theirs, and whose.
incorrect: That gorgeous, Bew car is Meir's.

Correct: That gorgeous, new car is theirs.

* Use apostrophies with contractions:
— they will — they'll
— sheis — shek
— should not — shouldnt

a literary work

= Whatever you are writing, even if it is a career or techni-
cal piece, you should follow the writing process and use

the tips in this guide. Career-based writing inchudes:

~ Reports — Advertising
— Emails ~ Presentations
— Letters — Proposals
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—~ cannot — eant
— de not — dont
— eould have — eould've

Quotation Marks

= Quotation marks surround direct quotations, setting
them off from: the rest of the sentence.

* Always capitalize the first word of a direct quotation.
EM: She said, “I hate homework. It’s just ene mere thing
to worry abeut when I get home from school.”

* Do not capitalize the first word in the second parst of an
interrupted quetation.

ENX: “When,” she asked, “will this test be finished?”

* Commias go inside clesing quetation marks. Periods go
insjde slosing quotation marks if the quote ends a sentence.
Question marks and exclamation marks are placed outside
closing quotation marks unless they are part of the quete,
EX: Mark said, “I want to see the movie tonight.”

EX: Jason asked, “Do you know the time?”
EX: Did Mary say, “I’m scared of the dark”?

« Indirect guotations are paraphrases or summaries of
another person’s words. It is not necessary to use quotation
marks for indirect quotations.

EN: The weteorologist siated that there is s 90% chance
of rain with likely flooding & some areas.

EN: My mom always reminds me 10 treat others the way
1 wani te be treaied.

Spelling

* Be careful; do not rely entirely on spell-check. Spell-check
may autocorrect aad nsert an incorrect word o may mark
awoud as spelled correctly when in fsct another similer word
shouid have been used(e.g., “fom” whea vou meant “form™).

« Avoid abbreviations and slang in formal writing. Write
out the entiwe word; examples include:
~ wio — without
— cuz — because
— kinda — kind of

* Seme words are oficn confused. Be careful to use the
comrect word! These words are similar bwt have very
different meanings:

- 1, oo, twe

— their, there, they're
— Ry, ity

— affect, effect

— your, you're

— aeccept, excepr

* g and an

— Use @ when the first letter of the following word has a
consonant sound (¢.g., doughnut, eulogy).

— Use on when the first letier of the following word has
a vowel sourd (e.g., honor, apple).

* Add -5 to most singular rouns o make them plural (e.g.,
book — books).

* Add -es to singular nows ending m s, z, sk, and ch (e.g.,

quiz — Guizzes).

Check out these other QuickStudy” guides

APA/MLA Guldelines for Students
Chicaga Manual of Style Guidelines
Common Grammar Mistakes & Ritfalls
Dictionary of Commonly Cenfused &
Misspelied Words

cnglish Grammar & Punctusation
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