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Introduction 
 Writing is a complex and often challenging task for many students.  For some, they 

possess the ability to quickly and easily generate their thoughts and ideas onto paper.  Other 

students spend longer periods of time working through their drafts, needing multiple 

opportunities for edits and revisions.  Writing is not limited to students in English Language Arts 

class, but rather spans across all content areas.  Students are expected to effectively communicate 

their thoughts and knowledge through open responses, five paragraph essays, narratives, research 

papers, and laboratory reports.   

 This writing guide is meant to serve as a guide for students, teachers and parents as they 

work through various writing assignments across all curriculum areas.  The idea for this guide 

came about as the Nashoba Regional School District looks for common language across the 

district when teaching writing.  This guide provides all students, teachers, and parents within the 

district a framework of common terms, resources, and materials.  This is not meant to take the 

place of classroom instruction.  We hope that all who use this find it helpful. 
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COMMON FORMS OF WRITING 
Aim of Discourse Representation Forms or Genres Common Modes of 

Presentations 

 

INFORMATIONAL 

Analytic or critical essays, business letters, 
book or film reviews, character 
descriptions or sketches, dictation, 
directions, lab reports and observations, 
manual instructions, memorandum, object 
descriptions, research reports, sensory 
observations, summaries 

 

EXPOSITION 

 

NARRATION 

 

PERSUASIVE 

Advertisements, debate scripts, letters of 
complaint, editorials and op-ed 
commentary, sermons, speeches 

 

ARGUMENTATION 

EXPOSITION 

 

EXPRESSIVE 

Anecdotes, autobiographies, biographical 
sketches, diary entries, friendly letters, 
interior monologues, journal entries, 
memoirs, monologues 

 

NARRATION 

DESCRIPTION 

 

LITERARY 

Traditional Narratives 

Fables, folktales, ghost stories, jests, 
legends, myths, romances, tall tales 

Modern Narratives 

Detective stories, science fiction stories, 
story scenes and landscape descriptions, 
story openings and endings 

Dramatic Forms 

Dialogue, one-act play, radio script, 
soliloquy 

Poetic Forms 

Ballads, cinquains, free verse, haiku, 
lyrics, popular songs, shape poems, 
sonnets. 

 

NARRATION 

DESCRIPTION 
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Stages of the Writing Process 
o Pre-Writing:  The first stage of the writing process is the brainstorming or pre-writing 

stage in which students gather ideas.  This stage prepares students for writing by allowing 

them to discover what they know and what they need to know in order to write a well-

developed draft.  A variety of graphic organizers and pre-writing tools can be utilized in 

order to accomplish the task of getting ideas onto paper.   

o Pre-Writing Expectations: 

 Do write all ideas that come to mind. 

 Do accept all ideas. 

 Do approach the activity seriously! 

 Do focus on the ideas. 

o Drafting:  The second stage of the overall writing process is when students generate their 

first draft by taking their ideas from their completed graphic organizers.   The ideas from 

the pre-writing take shape and form in paragraphs.  These paragraphs outline thoughts 

and ideas in a more elaborated manner. 

o Revising:  The third stage of the writing process involves the writer making changes to 

the draft to increase clarity and overall sequencing of ideas.  The writer makes revisions 

that improve the structure and flow of the draft.   

o Through revisions writers: 

 Develop ideas and content 

 Organize structure 

 Create a clear and consistent voice 

 Present vivid word choice 
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 Build fluency 

o Editing:  This fourth stage of the writing process focuses on preparing the draft for a 

final publication.  During this stage the writer makes corrections to capitalization, 

punctuation, spelling, and grammar.   

o Publishing:  The final draft of the written piece is presented for review. 
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Ideas 
Ideas is the piece’s content—its central message and details that support that message. 

Finding a Topic 

 Choose a clear, central theme or a memorable story line 
 

Focusing the topic 

 Narrow the theme or story line 
 Make the piece clear, tight, and manageable 

 

Developing the Topic 

 Support theme with sufficient critical evidence 
 Show insight about the topic 
 Or, tell story through a fresh, original, and unpredictable plot  

 

Using Details 

 Credible, accurate details create pictures in the reader’s mind from beginning to end 
 Details provide evidence of the writer’s knowledge about the topic 
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Student Checklist for Ideas 

_____ You can tell what my main idea is – even if I do not state it directly. 

 

_____ My topic is narrow and focused.  I do not try to tell everything. 

 

_____  I know this topic well.  If I had questions, I did research. 

 

_____  The paper is clear from beginning to end. 

 

_____ I support and expand my main idea with evidence, examples, facts, or, 
explanations. 

 

_____ I provide enough information to answer my readers’ questions. 

 

_____ I share what matters.  My paper is free of fillers (unneeded information). 

 

_____ My paper has a “ring” of authenticity” that comes from experience or knowledge. 
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Organization 
Organization is the internal structure of the piece—the thread of logic, the pattern of meaning. 

Creating the Lead 

 Grabs the reader’s attention from the start 
 Leads the reader into the piece naturally 
 Provides a tantalizing glimpse of what is to come 

 

Using Sequence Words and Transition Words 

 A variety of carefully selected sequence words are included 
 Transition words are placed wisely to guide the reader through the piece 
 Transition words show how ideas progress, relate, and diverge 

 

Structuring the Body 

 Details fit together logically and make the piece easy to follow 
 The plot slows down to spotlight important points or events 
 The plot speeds up to move the reader along when appropriate 

 

Ending With a Sense of Resolution 

 Thinking is summed up in a natural, thoughtful, and convincing way 
 Lingering questions the reader may have are answered 
 A strong sense of closure is provided 
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Structuring a Paragraph 

Topic Sentence: The sentence that contains the main idea of a paragraph. It provides focus and 

organization. 

Body: The sentences that provide the support and details for the topic. The body develops the 

main ideas of the writing. Support may include elaboration/explanation of details, quotations, 

facts, data, and/or examples.  

Clincher/Concluding Sentence: The sentence (usually located last) that summarizes the point 

being made in a paragraph. It also transitions to the next paragraph when appropriate. 
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Constructing an Essay 
 

All formal essay writing should contain three essential sections:  
The Introductory Paragraph, the Body or Central Paragraphs, and the Concluding Paragraph. 

 

 

Introductory Paragraph *STATING YOUR CASE*  
• Begins with a lead, hook or “grabber”  
• Introduces the topic, moves from a general to a specific topic (gets more focused)  
• States thesis  
Thesis 
A thesis gives the main idea or focus of an essay  
Should be one or two sentences that clearly states an original case, argument, slant or 
perspective in thought  
Should be the last sentence(s) in the introductory paragraph 

Body or Central Paragraphs *ORGANIZING YOUR EVIDENCE*  
• Sustain the thesis with a variety of evidence and supporting details  
• Include three components: the Topic Sentence, Supporting Details, and a Concluding Sentence  
Topic Sentence  
Connects to and helps support the thesis  
Contains the main idea(s) of a body paragraph  
Supporting Details  
Follow the topic sentence and are logically or sequentially presented  
Help prove or explain the topic sentence  
Should be varied  
Can include but are not limited to the following: examples, facts, anecdotes, quotes, statistics, 
textual evidence, and/or citations  
Concluding Sentence  
Summarizes, reaffirms, evaluates or ties back to the topic sentence of the body or central 
paragraph  
Reinforces the thesis  
May transition to the next paragraph or topic 

Concluding Paragraph *DELIVERING YOUR SUMMATION*  
• Rephrases the thesis or central argument  
• Summarizes the main points  
• Connects to a larger picture   
Suggestions: 
Leave a lasting image for the reader, “a clincher”  
Speculate, evaluate, judge, place an idea in relationship to other ideas  
Link the paper to today and tomorrow: make a historical or literary connection to past, 
present, and or future events  
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Formulating a Thesis Statement 

Procedure for Arriving at a Satisfactory Thesis Statement 

Step 1. Begin by examining the general topic and doing some preliminary research.  Start 
looking for angles, aspects, or approaches in narrowing your topic.   

Step 2. Select an angle that narrows the topic to manageable proportions  

Step 3. Propose a judgment, criticism, or evaluation that you can support in a paper (three 
to five pages in length).  This is a temporary, tentative thesis statement, one 
that you will later refine and improve. 

Step 4. Determine how you will back up your thesis statement by deciding what topics 
will support it.   

A good thesis statement is: 

 A declarative sentence or two that states clearly and concisely the main point you are 
trying to make in your paper. 

EX.  The perceived injustices of the Treaty of Versailles made it a major cause of 
World War II. 

 Usually a sentence that embodies a judgment, evaluation, or criticism, often apparent 
in its use of value terms such as:  good, better, best, valuable, worthwhile, desirable, 
favorable, major, most important, effective, significant, insightful, or should. 

EX.  The major problems that made enforcement of the Treaty of Versailles 
difficult concerned disarmament, reparations, and the punishment of war 
criminals. 

 A statement you consider significant, so if someone says, “So what?” you can answer 
the question. 

 

A good thesis statement may also: 

 Suggest a comparison or a contrast. 
EX.  The treaty that followed World War II was radically different from the one 
that concluded World War I. 

 Focus primarily on the causes or effects of a particular event, condition, or change. 
EX.  A number of economic and political developments in Europe made World 
War I almost inevitable. 

 Propose a solution to a problem or recommend a policy. 
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EX.  Community service should be mandatory for all high school students, but it 
should take place during the school day. 

Remember—a good thesis statement is NOT: 

 A statement of fact. 
EX.  The Treaty of Versailles was signed by the four major powers and became 
effective in January 1920. 

 Merely the expression of a personal opinion. 
EX.  I think the Treaty of Versailles was a foolish mistake. 

 A vague generalization. 
EX.  The Treaty of Versailles caused the world a lot of problems. 

 A question. 
EX.  Was the Treaty of Versailles a major force in precipitating World War II? 
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Using an Outline 
  

What is an outline? An outline is a point-by-point organization of the topics a paper will 
address, including supporting details. Think of an outline as “the skeleton” of your paper. In an 
outline, you decide what information you plan to present and in what order.  
 
Some writing guides indicate that you should only use short phrases in an outline and not 
complete sentences. These are known as topic outlines and have the advantage of being brief. 
Other guides prefer the use of sentence outlines, in which the ideas are expressed in complete 
sentences. Sentence outlines give the reader a clearer idea of what you will argue. Still other 
guides suggest that you should feel free to mix sentences and phrases as needed. Unless your 
teacher indicates otherwise, in your outlines, you may use a mixture of sentences and phrases.  
 
Whichever format you choose, be clear and concise. When using phrases, be careful that your 
phrases are not so brief that your meaning is vague or unclear to the reader. Similarly, when you 
use sentences, use only one at a time – do not write consecutive sentences or paragraphs under 
any heading or subdivision. When you write your outline, you are writing the PLAN for your 
paper; you are not writing the paper itself.  
 
Why write an outline? An excerpt from the MLA Handbook for Writers of Research Papers:  

For research papers, outlining can be a particularly useful intermediate activity between 
researching and writing…An outline will help you to get an overall view of your paper 
and, perhaps more important, to figure out how each section of the paper relates to 
the others. Thus, developing an outline can help you to see the logical progression of 
your argument… help you organize your ideas and the accumulated research into a 
logical, fluent, and effective paper…  
 
Keep your thesis statement and your audience in mind. Include only the ideas and 
information that will help you accomplish what you have set out to do and that will lead 
your readers to care about your investigation, your presentation, and your conclusions…  
 
It is also a good idea to indicate in the outline, specifically and precisely, the quotations 
and reference sources you will use. All this planning will take a good deal of time and 
thought, and you may well make several preliminary outlines before arriving at the one 
you will follow. But the time and thought will be well spent. The more planning you do, 
the easier and more efficient the writing will be.  
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An outline shows relationships, distinguishing between major parts of the essay and the 
supporting details. Major parts are indicated by capital roman numerals. [I, II, III, etc.] 
These parts should clearly relate to the thesis. Chief divisions within a major part are 
indicated by indented capital letters. [A, B, C, etc.] Subdivisions within these divisions are 
indicated by arabic numerals, further indented. [1, 2, 3, etc.] Smaller subdivisions are 
indicated by lowercase letters, indented still further. [a, b, c, etc.] Still smaller subdivisions – 
although they are rarely needed because they are apt to provide too much detail for an outline – 
are indicated by smaller roman numerals, again indented. [i, ii, iii, etc.]  

 
 

Sample of Indentation Format  
(Note: this is a SAMPLE. Outlines will vary in format.)  

I. ____________________________________________  
A. ____________________________________________  

1. ____________________________________________  
a. ____________________________________________  
b. ____________________________________________  

i. ____________________________________________  
ii. ____________________________________________  

2. ____________________________________________  
B. ____________________________________________  

II. ____________________________________________  
A.________________________________________________  
B.________________________________________________  

1. ____________________________________________  
2. ____________________________________________  

C. _______________________________________________  
III. ___________________________________________________________  

A._______________________________________________________  
B._______________________________________________________  
C._______________________________________________________  

 
 
The point of indenting is to make the relationship among the parts visibly clear to the reader. If 
you use I, II and III, you are identifying three major points that are roughly equal. Under point I, A 
and B are parts roughly equal to each other, and so on. The outline is a sort of table of contents.  
 
Outlines cannot have a single subdivision. For every I there must be at least a II; for every A there 
must be at least a B; for every 1 there must be at least a 2, for every a there must be at least a b. 
Why? If you have only one subdivision, it doesn’t need to be a subdivision – it can be incorporated 
into the previous heading.  
 

Unless assigned otherwise by your teacher, you generally do NOT include the introduction or the 
conclusion in your outline. 
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LEADS/HOOKS/GRABBERS 

1. Begin with a QUESTION that relates to the main idea. 
Example: Have you ever wondered how you would survive if you found 
yourself in the wilderness? 

2. Open with an ANNOUNCEMENT about what is to come. Be sure you do not insult the 
reader by stating the obvious. (Ex: “I am going to tell you about…”) He/she should be 
able to tell what you have written about without you telling him/her directly. 

Example: The trait of voice is very important in writing. However, it is 
difficult to teach and even more difficult to learn. 

3. Start with a BOLD AND CHALLENGING STATEMENT. (This is similar to an 
announcement, but is meant to cause some people to disagree with you. It is an opinion.) 

 Example: Using horses and cattle in the sport of rodeo is animal abuse. 

4. Open with a DEFINITION of the term you are discussing.  
Example: According to Webster’s Dictionary, a government is the authority that 
serves the people and acts on their behalf. 

5. Begin with your OPINION about the topic. (This is similar to a bold and challenging 
statement, but you should let your reader know right away that it is your opinion. 

Example: In my opinion, the driving age should be lowered to fourteen.  

6. Open with a QUOTATION that is well known or by a famous person. Make sure you 
give credit and follow it up with an explanation! 

Example: President John F. Kennedy once said, “Ask not what your country can 
do for you, ask what you can do for your country.” I think today’s Americans 
have forgotten Kennedy’s message. We expect our country to take care of us, but 
we are not taking care of our country. 

7. Begin with DIALOGUE. 
Example: “Run for your life!” Susan screamed as the tornado barreled toward 
them. 
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Student Checklist for Organization 
 

_____ My hook will pull you right into the piece. 

 

_____ All the information is arranged to make my paper interesting and easy to follow. 

 

_____ Each point I make connects in some way to my main idea.  You will never feel 
lost or confused. 

 

_____ I use transitional words and phrases – On the other hand, For example – to build 
word bridges from sentence to sentence or idea to idea. 

 

_____ The writing is well-paced.  I spend time where it’s needed, not on trivia. 

 

_____ My conclusion wraps up the discussion effectively. 
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Voice 
Voice is the way a writer’s personality, or style, comes through in writing. Voice is shaped by the 
purpose (the reason for writing), and by the audience (to whom the writer is speaking). Some 
forms of writing require a formal voice, and some forms require an informal voice. 

Establishing a Tone  

 The writing can be serious, humorous, mysterious, etc. 
 The writing is expressive and compelling.  
 The reader feels the writer is knowledgeable, confident, and enthusiastic about the topic. 

 

Conveying Purpose 

 The writer makes clear his or her reason for creating the piece.  
 The writer offers a point of view that is appropriate for the form of writing (narrative, 

expository or persuasive) and compels the reader to read further. 
 

Connecting with the Audience 

 The writer speaks in a way that makes the reader want to listen.  
 The writer has considered what the reader needs to know and the best way to convey it by 

sharing his or her feelings and opinions about the topic. 
 

Raking Risks to Create Voice 

 The writer expresses ideas in new ways (has interesting and original thoughts and ideas). 
 The writing sounds like the writer because of the use of exciting and carefully selected words 

and phrases. 
 

Formal Voice is usually used to inform or persuade such as in: 

 essays 
 research reports 
 business letters/email 
 laboratory reports 
 

Informal Voice can be used for: 

 narratives 
 friendly letters 
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Student Checklist for Voice 
 

_____ This writing has MY fingerprints on it.  It stands out from the writing of others. 

 

_____ The writing has energy.  It brings my topic to life. 

 

_____  I like this topic, and want my readers to like it too. 

 

_____ I know this topic well enough to write with confidence. 

 

_____ This is a paper you would enjoy sharing aloud. 

 

_____ I try to bring readers “inside” my writing by asking – what do they already know?  
What would they like to know?  What will they find intriguing? 
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Word Choice 
Word Choice is the vocabulary the writer uses to convey meaning and enlighten the reader.  

Applying Strong Verbs  

 “Action words” are used throughout the text  
 Lively and vivid verbs add energy to the piece 

 

Selecting Striking Words and Phrases 

 Many finely honed words and phrases are used throughout the text 
 Effective use of literary techniques such as alliteration, simile, and metaphor 

 

Using Specific and Accurate Words  

 Precise vocabulary is used throughout 
 Message is easy to understand 
 Nouns, adjectives and adverbs are carefully chosen and bring the topic to life 

 

Choosing Words that Deepen Meaning  

 Words capture the reader’s imagination and enhance the piece’s meaning 
 The best word is chosen over the first word that comes to mind 

 

“Forbidden” Words: 

There are some words in the English Language that communicate meaning, but do not add any 
personality to written pieces. The following are examples of words that are frequently used, but 
lack originality. Try to improve your word choice by avoiding these words and using alternatives 
that are stronger and more descriptive. 

 

Things 

Stuff 

Went  

Got  

Big 

Small 

Nice 

Good 

Bad 

Beautiful 

Scared 

Happy 

Sad 

Fast  

Slow 
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Student Checklist for Word Choice 
 

_____ I chose my words carefully to make the message clear. 

 

_____ The language is well-suited to my topic and audience. 

 

_____  Strong verbs give my writing energy and power. 

 

_____ Some words create vivid images and sensory impressions. 

 

_____ The writing is concise.  Every word carries its own weight. 

 

_____ I avoided vague, overused words like great, nice, interesting, or thing. 

 

_____ Some of my words or phrases are striking – even memorable. 

 

_____ The language is natural, not overdone.  I was writing to be clear, not to impress. 
 

_____ I avoided redundancy, using repetition only for emphasis or when necessary. 
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Sentence Fluency 
Definition: the way words and phrases flow through the piece.  Sentence fluency is the auditory 
trait because we “read” for it with the ear. 

What Does This Mean? 

 It’s easy to read aloud. 

 It’s written in flow and rhythm. 

 It has figurative language where appropriate. 

 It’s to-the-point when it is informational. 

 It has varied sentence structure and length. 

 It has transitional words and phrases. 

 It has natural dialogue when appropriate. 

 It only has sentence fragments when used for emphasis. 

 It only has repetition when used for emphasis. 

 It has well structured quotations. 

Types of Sentences 
 Simple Sentence 

o A simple sentence contains a subject and a predicate.  This is called an independent 
clause. 
 Ex. The spotted green frog jumped into the pond. 

 
 Compound Sentence 

o A compound sentence contains two or more independent clauses joined by a 
coordinating conjunction. 
 Ex. The spotted green frog jumped into the pond, and he splashed water on 

me. 
 
 Complex Sentence 

o A complex sentence has an independent clause and a dependent clause 
 Ex. When the hawk flew overhead, the spotted green frog jumped into the 

pond. 
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Transitions 
Transitions used to combine sentences: 
And Because     Since     Therefore    Thus     Also     Although     However     Yet     Likewise  
 
Transitions used to show location: 
Above Amid Down Behind  Behind    Near        By       Below     Across      
Along     Onto      Under     Inside     Into         Around   Throughout        Among     Here             
Away from Beside In front of     To the right  Outside    On top of Nearby  Over        
Opposite to Adjacent to On the opposite side Beyond    Between Off       Against    
 
Transitions used to show time: 
About During   Prior to  Today  Soon     Finally  After  First  Till   Tomorrow Later Then 
At Second   Until Yesterday Afterward Next Before   Third  
Meanwhile    Next week   Immediately  As soon as When At length  Gradually   
In the meantime 
 
Transitions used to compare two things: 
In the same way  Likewise     As     Also   Like      Similarly In like manner 
 
Transitions used to contrast things:  (Show differences) 
But  Yet   On the other hand  Although Otherwise 
However Still   Even though  Counter to  Even so 
Nevertheless Conversely  As opposed  In the meantime          On the contrary 
And yet  After all   Notwithstanding  For all that  
At the same time In contrast to this    Although this may be true 
    
 
Transitions used to emphasize a point: 
Again  Indeed  For this reason  Truly  To repeat 
In fact  To emphasize With this in mind  
 
Transitions used to conclude or summarize: 
As a result Consequently Accordingly  In short  Finally 
Thus  Due to  To sum up  In conclusion Therefore 
In summary All in all  In brief   In sum  On the whole 
As I have said To be sure For example  For instance Indeed 
In any event In other words 
 
Transitions used to add information: 
Again  Another  For example  Moreover Finally 
Also  And  For instance  Further  As well 
Additionally Besides  Further   Furthermore Together with  
In addition Equally important   Likewise Next   
Along with And  Nor   Too  First 
Secondly Thirdly  Finally   Last  lastly 
 
Transitions used to indicate purpose: 
To this end For this purpose With this object 
 
Transitions used to indicate results: 
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Hence  Therefore  Accordingly Consequently  Thus 
Thereupon As a result  Then 
 
Transitions used to clarify: 
That is   Put another way  To clarify  In other words 
Stated differently  For instance 
 
Checking for Sentence Variety 

Write the first word of every sentence below to check your sentence variety. 

Sentence Beginnings: 

1.______________________   6.______________________ 

2.______________________   7.______________________ 

3.______________________   8.______________________ 

4.______________________   9.______________________ 

5.______________________   10._____________________ 

Student Checklist for Sentence Fluency 

___  This writing is easy to read aloud.  It has a smooth rhythm and flow. 

___  It is easy to read this with expression and voice. 

___  Many sentences begin differently; the writing has variety. 

___  Repetition is used only for effect. 

___  Sentences also differ in length. 

___  In highly detailed, technical sections, I kept sentences short and direct. 

___  If I used dialogue, the speech sounds natural—like real people talking. 

___  If I used quotations, I worked them smoothly into my text. 

___  Fragments are used only for emphasis; I have no accidental fragments. 
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Student Checklist for Sentence Fluency 
 

_____ This writing is easy to read aloud.  It has a smooth rhythm and flow. 

 

_____ It is easy to read this with expression and voice. 

 

_____  Many sentences begin differently; the writing has variety. 

 

_____  Repetition is used only for effect. 

 

_____ Sentences also differ in length. 

 

_____ In highly detailed, technical sections, I kept sentences short and direct. 

 

_____ If I used dialogue, the speech sounds natural – like real people talking. 

 

_____  If I used quotations, I worked them smoothly into my text. 

 

_____  Fragments are used only for emphasis; I have no accidental fragments. 
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Conventions 
Conventions are the mechanical correctness of the piece.  Correct use of conventions (spelling, 
capitalization, punctuation, paragraphing, and grammar and usage) guides the reader through the 
text and makes it easy to follow. 

What are conventions? 

 The piece reveals control of spelling and has been spell checked. 
 The piece is punctuated effectively and paragraphs are indented in the right places. 
 Capital letters are used consistently and accurately. 
 The writer forms grammatically correct phrases and sentences. 
 

Editing and Proofreading Marks 

 

Mark Meaning Example 

 
Take this out (delete) 

 

  

Make this a capital letter 
 

 

Make this a lowercase letter  

A Fat rabbit 

 
Fix the spelling 

 

 Add a word or symbol 
 

 

 Add a space 

 
Underline/italicize text  

Set A Christmas Carol as A Christmas 
Carol 
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P/A Unclear pronoun reference A student in accounting would be wise 
to see 
their advisor this month. 

Awk Awkward The storm had the effect of causing 
millions of dollars in damage. 

Frag Sentence fragment Depending on the amount of snow we 
get this 
winter and whether the towns buy new 
trucks. 

MLA MLA format Smith,2 

“Love is blindness.” (Jones, 23) 

The Road Not Taken 

R-O Run on sentence Raoul tried his best this time 
that wasn't good enough. 

Trans Transition needed "At first a toy, then a mode of 
transportation for the rich, the 
automobile was designed as man's 
mechanical servant. Later it became 
part of the pattern of living." 

VT Verb tense He comes into the room, and he pulled 
his gun. 

WC Word choice What affect did the movie have on 
Sheila? 
She tried to hard to analyze its 
conclusion. 

 Close space  

The fuz zy cat 

 

 
Transpose 

 

 
New paragraph ¶The new tire 
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Student Checklist for Conventions 
 

_____ I have proofread the entire paper. 

 

_____ I read the piece both silently and aloud, correcting any errors I found. 

 

_____  I used a handbook if I needed one. 

 

_____ I have checked ALL of the following:  spelling, grammar, punctuation, 
paragraphing, and capitals. 

 

_____ I used conventions to enhance both meaning and voice. 

 

_____ If I used quotations, I set them up well. 

 

_____ Citations are accurate and correctly formatted. 

 

Grammar, Usage, and Mechanics 

 

Active vs. Passive Verb Voice 

Active:   In the active voice, the subject does the action.  Active voice is always better for 
more effective writing. 

Example: The owner pets the happy dog on the head. 

Passive: In the passive voice, the subject receives the action.  Passive voice weakens 

writing and muddies the meaning in a sentence. 

Example: The happy dog was petted on the head by the owner. 
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Agreement 

Antecedent and Pronoun: If the subject is singular, then the pronoun used later in the 
sentence also must be singular.  If the subject is plural, the pronoun should be 
plural.  

 Example (incorrect): Everyone ate their pizza.  (The indefinite pronoun 
“everyone” is singular and thus the possessive pronoun which refers to it must 
also be singular.) 

 Example (correct):  Everyone ate his or her pizza. 

Subject and Verb: If the subject is singular, then the verb must also be singular.  If the 

subject is plural, then the verb must be plural. 

Example: The dog bays at the full moon.  (singular) 

Example: The dogs bay at the full moon. (plural) 

Verb Tense: When writing keep all the verbs in the same tense.  If the piece starts in the 
present tense, it must continue in the present tense.  If a story begins in the past, it must 
remain in the past and so on.  The exception to this rule is a flashback or a reference to 
something general. 

 

Apostrophe use 

Contractions:  Contractions always contain apostrophes.  A contraction comprises two 
words that are combined into one by omitting one or more letters. 

Example: I’m, I’ve, can’t, don’t, haven’t, isn’t, it’s, let’s, they’re, we’re, we’ve, 
won’t, you’re 

Possessive Nouns: Possessive nouns always contain apostrophes.  Possessive nouns show 
ownership of something. 

 Example (singular): The dog’s grown is ferocious. (The growl belongs to the dog.) 

 Example (plural): The dogs’ growls are ferocious. (Several dogs “own” their 
growls.) 

Plural of letters: Form the plural of single letters by adding apostrophe “s.” 

 Example: She received all “A’s” on her report card. 

 

Capitalization: Capitalize the following:  abbreviations; beginnings of sentences; first 
word in the greeting or closing of a letter; pronoun “I”; names of months, 
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days, and holidays; proper nouns and proper adjectives; and important 
words in titles. 

 

Clauses and Phrases 

Phrase: A phrase is a group of words that serves as one part of speech (like a noun 
or an adjective or an adverb).  It lacks a subject or a verb or both.  
Prepositional phrases are the most common.   

 Examples:  in the dog house, to the store, filled with anger, rubbing his 
ears 

Clause: A clause is a group of words that contains a subject and a verb.  With the 
removal of a subordinating conjunction that begins it, it could stand on its 
own as a sentence. 

 Example: because the dog is lazy (The subject is the word “dog.” The 
verb is the word “is.”) 

 

Colons: Use a colon before a list, after the greeting in a business letter, and to 
separate the hour from the minute in telling time. 

 Example (list):  It is important to remember to bring the following to 
class:  pencil, paper, and a big grin. 

 Example (greeting):  To whom it may concern: 

 Example (time):  5:45 P.M., 6:24 A.M. 

Comma Rules:  

Use a comma to separate items in a list. 

 Example:  The teacher entered the class, wrote on the board, and sat 
down ate her desk. 

Use a comma between two or more adjectives. 

 Example:  The cute, fuzzy dog barked at everyone. 

 

Use a comma to separate the simple sentences included in a compound sentence. 

 Example:  The teacher wrote the sentence, and she put in a comma 
because the sentence was compound. 
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Use a comma after words, phrases, and clauses that come at the beginning of sentences. 

 Example:  Wow, the student earned an A+ on his test! 

 Example:  If a subordinate clause is at the beginning of a sentence, you 
have to put a comma after it. 

 

Use a comma to separate interrupters such as parenthetical expressions, direct addresses, and 
unnecessary appositives in a sentence. 

 Example (parenthetical expression):  The big dog, of course, was a wimp.  

 Example (direct address):  You know, parents, it is important to write 
correctly.  

 Example (unnecessary appositive):  My cat, Skeeter, likes to sit on my lap 
as I write. 

 

 Use a comma to separate the month and the day from the year. 

 Example:  September 15, 1945 

 

Use a comma to set off what is being said from the tag line when writing dialogue. 

 Example:  “Get off my foot,” she whimpered to the heavy dog. 

 

Dashes: A dash can be used to show a break or a shift in thought or structure.  It 
can also signal an afterthought. 

 Example: The big Doberman—the one with the floppy ears—leans 
against walls and people.  (break) 

 

Direct and Indirect Objects 

Direct Objects: Direct objects are nouns or pronouns that directly receive the action of the 
verb.  Direct objects answer the question “whom” or “what” receives the 
action of the verb. 

Example:  The dog licked the teacher. (“teacher” answers the question “whom”) 
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Example:  Students should do all their homework. (“homework” answers the 
question “what”) 

Indirect Objects: Indirect objects are nouns or pronouns that indirectly receive the action.  
The action happens to them or for them, but the indirect object does not 
receive the action.  An indirect object answers the questions “to whom” or 
“for whom” the action is done. 

 Example:  The teacher gave the children (indirect object) a short 
homework assignment (direct object). 

 

Hyphens:  

Use a hyphen to divide a word at the end of a line.  Divide only at syllables.  Check a dictionary 

for syllables. 

 Example:  The two huge dogs ran a- 

round the yard and terrified the little girl. 

 

Use a hyphen to separate the words in compound numbers from twenty-one to ninety-nine and in 
fractions that are used as adjectives. 

   Example:  The teacher had thirty-five pupils in the class. 

 

Use a hyphen in a compound noun that serves as an adjective. 

   Example:  two star-crossed lovers 

 

Use a hyphen after the following prefixes:  all-, ex-, self- 

   Example:  all-knowing, ex-husband, self-deprecation 

 

Use a hyphen to separate any prefix from a word that begins with a capital letter 

   Example:  pre-Civil War 

 

Independent Clause:  A group of words that can stand alone as a sentence. 
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Paragraph: In general, a new paragraph is needed if there has been a lapse of time, a change 
of subject, or a change of place.  Use a new paragraph in conversations each time a new person 
speaks. 

 Example: 

  “Get out of here, you beastly dog!” cried the lady to the big brown 
Dobermans cowering in the kitchen.  “You’re messing up my floor!” 

 

  “Rowrf, Rowrf!” barked back the dog as it slinked sheepishly 
away. 

 

  “Oh, come back here, you poor thing,” called the lady. “I’m sorry 
I yelled at you.” 

 

  “Rowrf!” 

 

  “I like you, too,” said the lady. 

 

Parallel Construction: Parallel structures are forms that use similar grammatical 
constructions.  Parallel construction means that if you begin with a 
word or a certain part of speech, you have to continue it if you 
have a series. 

 Example:  The big Doberman likes bananas, tomatoes, and 
broccoli. (words—these are all nouns) 

 Example:  The two dogs liked sleeping and eating. (words—
gerunds) 

 Example:  The chubby Rottweiler went to her bowl, to her water 
dish, and then to her bed. (phrases—prepositional) 

 Example:  She felt that she was unloved and that she was 
unwanted because there was no food in her bowl. (clauses) 

 

Parentheses: Parentheses enclose information that isn’t vital to the meaning of a 
sentence, but that is nevertheless important to include.  Parentheses 
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can also contain information that some of the readers of the 
sentence already know. 

 Example:  Emily Dickinson (1830-1886) is his favorite poet. 

 

Parts of Speech: The eight parts of speech are the following:  adjectives, adverbs, 
conjunctions, verbs, interjections, nouns, prepositions, pronouns. 

 

Quotation Marks (in uses other than conversations):  Use quotation marks around words 
referred to or letters referred to in the context of a sentence.  Use 
them also with words that are meant tongue-in-cheek. 

 

Periods and comas always go inside quotation marks. 

 Example:  He loves the poem “Mother to Son.” 

 Example:  The corpulent Rottweiler has been nicknamed “Miss 
Tub.” 

 

Exclamation marks and question marks go outside the quotation marks unless they are part of the 

words in quotation marks. 

 Example:  She got an “A”! 

 Example:  Sid he give an extra bone to “Miss Tub”? 

 

Run-ons: A run-on is a sentence that contains more than one thought.  It goes 
on and on. 

 

Sometimes a run-on sentence simply lacks punctuation. 

 Example (incorrect):  The dog lay on the floor she snored loudly. 

 Example (correct):  The dog lay on the floor.  She snored loudly. 

Sometimes a run-on sentence is a group of sentences joined by coordinating conjunctions into 

one very long sentence. 
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 Example (incorrect):  She lay on the floor, and she snored, but she 
didn’t groan, and she wiggled her ears. 

 Example (correct):  She lay on the floor.  She snored, but she 
didn’t groan.  She wiggled her ears. 

 

Semicolons: A semicolon is a punctuation mark (;) that is used to separate parts 
of a sentence. 

 

Use semicolons in compound sentences instead of using a conjunction and a comma. 

 Example:  The black cat nuzzled the big dog; it is either very 
friendly or very stupid. 

 

Use semicolons in lists where the use of a lot of commas makes meaning difficult. 

 Example:  Learn the meanings of these homophones: there, their, 
they’re; to, too, two; your, you’re; no know; and hear, here. 

 

Use a semicolon to join two independent clauses (two sentences within a sentence) when the 

second clause begins with however, nevertheless, consequently, besides, therefore, moreover, or 
furthermore. 

 Example:  The Rottweiler may lick faces; however, she is 
charming. 

 

To avoid confusion, use a semicolon to separate two independent clauses that have many 

commas within one or both of them. 

 Example:  My Rottweiler likes to eat tomatoes, broccoli, and 
cucumbers; my Doberman likes to eat fruit, dog food, and cookies. 

 

Subordinate Clause: A subordinate clause is a part of a sentence that has a subject and a 
verb but cannot stand on its own to express a complete thought.   
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A subordinate clause begins with a subordinating conjunction—a conjunction that makes the 
clause not a complete sentence. 

 Example:  When the teacher was funny, the students laughed. 
(“The teacher was funny” is a complete sentence with a subject 
and a verb.  If you add the subordinating conjunction “when,” it 
can no longer stand on its own, and it needs the addition of an 
independent clause to form a complete sentence.) 

 

Subordinate clauses serve in a sentence as adverbs or adjectives.  Subordinate clauses that are 

adverbs (adverb clauses) tell more about the verb and answer one of the following questions 

about a verb:  when it happened, where it happened, how it happened, how often it happened, 

why it happened.  Subordinate clauses that are adjectives (adjective clauses) tell more about a 

noun and answer one of the following questions about it:  which one, what kind, how many. 

 

Punctuation of subordinate clauses is easy.  Put a comma at the end of the clause if the clause 

begins the sentence.  Do not put any commas if the clause does not begin the sentence. 

 Example:  If you pet the dog, you will get hairs on your suit. 

 Example:  You will get hairs on you suit if you pet the dog. 
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Student Checklist for Conventions & Presentation 
 

_____ I have proofread the entire paper. 

 

_____ I read the piece both silently and aloud, correcting any errors I found. 

 

_____  I used a handbook if I needed one. 

 

_____ I have checked ALL of the following:  spelling, grammar, punctuation, 
paragraphing, and capitals. 

 

_____ I used conventions to enhance both meaning and voice. 

 

_____ If I used quotations, I set them up well. 

 

_____ The presentation on the page has eye appeal. 

 

_____ If my piece is word processed, I used Times New Roman 12. 

 

_____ Footnotes and other citations are accurate and correctly formatted. 

 

_____ Graphics are carefully labeled and placed effectively within the text. 

 

_____ To my eye, this copy is ready to publish. 
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Presentation 
Presentation is the physical appearance of the piece.  A visually appealing text provides a 
welcome mat.  It invites the reader in. 

Physical Appearance of a Piece 

 Handwriting is clear and legible or is typed using a font style and size that is easy to read. 
 Text is framed with appropriately sized margins.  There are no cross-outs, smudges, or tears 

on the paper. 
 Text features such as headings, page numbers, titles, and bullets on the page align clearly 

with the text they support.   
 

Rules for Formatting 

 Present writing assignments on standard size paper 
 All writing assignments must be typed 

o Size 12 font 
o Times/Times New Roman font 
o Black ink 
o Double-spaced 
o No extra spaces between paragraphs 

 Indent five spaces for each paragraph 
 Use one-inch margins all around 
 Number all pages after the title page with Arabic numerals (i.e. 1, 2, 3…) in the upper right-

hand corner with your last name preceding the number, i.e. Smith 4 
 Use correct heading as shown 
 

Subject/Period                                                                                                         Name 

Assignment                                                                                                        Due Date 

Title 

 

 Staple all pages together in the upper left-hand corner 
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Manuscript Format 

A manuscript is the original text of an author's work that is submitted to a publisher.  

 

 

 

Title 

 

 

 

 

 

Name 

Class Section 

Teacher’s Name 

Date Due 

Outline 

 

I. Introduction 
A. 

B. 

C. 

      II. 

                      A. 

                      B. 

                              1. 

                               2. 

     III.            Etc. 

↓ 

 

Last name 1

Title 

 

 Text of paper is double-
spaced 

 Writing continues to 
bottom of page. 

Last name 2 

 

↓ 

 

 

 

 

Last name pg. #

Works Cited 

 

 See Reference Page at 
the back of this guide. 

↑The above is the last page.  
It’s blank so it is usually a 

favorite! 
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Presentation Checklist 

 

_____ Writing is pleasing to the eye. 

 

_____ Writing is easy to read and an appropriate font has been used. 

 

_____ White space and text are nicely balanced. 

 

_____ Clarity is enhanced with title, subheadings, page numbers, and use of bullets. 

 

_____ Text and visuals (illustrations, charts, graphs, tables, etc.) are integrated well. 
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Student Checklist for Conventions & Presentation 
 

_____ I have proofread the entire paper. 

 

_____ I read the piece both silently and aloud, correcting any errors I found. 

 

_____ I used a handbook if I needed one. 

 

_____ I have checked ALL of the following:  spelling, grammar, punctuation, 
paragraphing, and capitals. 

 

_____ I used conventions to enhance both meaning and voice. 

 

_____ If I used quotations, I set them up well. 

 

_____ The presentation on the page has eye appeal. 

 

_____ If my piece is word processed, I used Times New Roman 12. 

 

_____ Footnotes and other citations are accurate and correctly formatted. 

 

_____ Graphics are carefully labeled and placed effectively within the text. 

 

_____ To my eye, this copy is ready to publish. 
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Essay/Writing Question Terms 
ANALYZE: separate something (a work, an item, an issue) into parts or elements and 

examine parts thoroughly as they contribute to the whole 

COMPARE:  identify and explain the points of similarity and/or difference 

CONTRAST:  identify and explain the differences 

CRITICIZE: give the meaning of a word or concept; place it in the class to which it 
belongs and set it off from other items in that class 

DESCRIBE: create a picture in words; tell about; give an account of 

DISCUSS: consider from various points of view; present different sides 

EXPLAIN: interpret; make clear; tell how and/or why 

EVALUATE: give the good points and the bad ones; appraise; give an opinion regarding 
the advantages and/or limitations or value of something 

ILLUSTRATE: use a concrete example to clarify a point 

INTERPRET: translate; make plain; give the meaning of or your thinking about 

JUSTIFY: show good reasons for; give evidence; present facts to support your 
position 

PROVE: establish the truth of something by giving factual evidence or logical 
reasons 

SUMMARIZE: give the main points briefly; condense 

TRACE: follow the course of or progress of 
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Answering an Open Response Question 
 

READ the question quickly, then re-read looking for specific key words to help you construct 
your answer.  
 
HIGHLIGHT specific key words and ideas in the question. Circle or underline the "direction 
word(s)" or verb(s) in the question. This will tell you what to do with the information: analyze, 
compare, describe, etc. Identify each part of the question by putting a number next to each so you 
can check your work later. Note any key words you want to include in your answer. 
 
READ EVERYTHING ELSE (CAREFULLY!) you are given before starting to answer. Don't 
just look at the question. Read any introductory statements, charts, diagrams, maps, reading 
passages, and/or any background information that is provided. Highlight or underline key 
information. 
   
ORGANIZE your thoughts. Create a graphic organizer that is appropriate to the type of 
question. Think like the teacher: what will the person grading your answer expect you to know 
and say?  
 
ANSWER the question clearly and concisely. (Make sure you include all parts of the question). 
 
SUPPORT your answer with facts, figures, statements from what is provided, as well as prior 
knowledge. Show any problem-solving steps you take such as calculations, charts, and graphs.  
 
EXPLAIN in correct terms how your details support your answer. Provide a concluding 
sentence. 
 
EDIT and revise your answer. Ask yourself:  

o Did I take the time to identify (mark) information in the reading that will support 
my answer?  

o Does my answer cover all parts of the question?  

o Am I using quotes or direct evidence right from the reading sample as part of my 
answer? (when applicable)  

o Does my answer “flow” – are the ideas and evidence organized?  

o Does the answer come to a conclusion?  
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Addressing an Envelope 
Format Sample 

First and Last Name of the Sender 
Street # and Street Name 
City, State  Zip Code 
 
 
 
 

Mr. or Ms. First and Last Name 
Street Number and Street Name 

City, State  Zip Code 

 
Postage 

 

Sample Envelope 

Mr. John Smith 
55 Mechanic Street 
Bolton, MA 01740 
 
 

 
Ms. Jane Doe 

55 Hartley Road 
Stow, MA 01775 

 
Postage 
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Business Letter Writing 
 

A business letter is made of six individual parts including the following: the heading, inside 
address, salutation, body, closing, and signature. 

Heading (1) 
 Gives the writer’s complete mailing address and the date 
 It is aligned to the top left margin 
 Leave 4-7 spaces after the heading 
 
Inside Address (2) 
 Gives the name, title, and address of the person/organization you are writing to 
 It is aligned to the left margin 
 Double space after the inside address 
 
Salutation (3) 
 Use Mr. or Ms. plus the person’s last name ( ex. Dear Mr. Smith: ) 
 Use a colon after the person’s last name 
 If you don’t know the person’s last name, address Dear Sir or Madam: 
 Double space after the salutation 
 
Body (4) 
 Single-spaced body paragraph 
 Double-spaced between each one 
 Don’t indent paragraphs 
 Double space after the body 
 
Closing (5) 
 Ends the letter (ex. Sincerely, Yours sincerely, Yours truly) 
 Leave 4 spaces after the heading 
 
Signature (6) 
 Includes the writer’s handwritten and typed name 
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Friendly Letter Writing 
A friendly letter is made of six individual parts including the following: the heading, salutation, 
body, closing, signature, and P.S.. 

Heading (1) 
 Gives the writer’s complete mailing address and the date 
 Is aligned to the top right margin 
 About one inch from the top 
 
Salutation (2) 
 Is aligned to the left margin 
 Is usually begins with Dear and the person’s first name followed by a comma (,) 
 
Body (3) 
 Contains the information you want to share 
 Single-spaced body paragraph 

 
Closing (4) 
 Says goodbye  
 Some closings include: Love, Sincerely, Your friend, Best wishes, 

 
Signature (5) 
 Is written after the closing 
 Usually your first name is enough 

 
P.S.  (6) 
 A postscript is an afterthought if there is one 
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E-mail Writing 
From  
 Includes your e-mail address 
 
To  
 Address of the e-mail recipient 
 
Subject  
 Title of your e-mail 

 
Date  
 Usually appears automatically 

 
Salutation  
 Greeting of the email 

 
Body   
 Accurate, concise, clear, and complete information 

Closing  
 The goodbye of your e-mail followed by your name 
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Overview of the Research Process 

 
Research is a sequential process.  Follow the steps below in order to complete a successful 
research project. 

Step 1  Choosing a Topic 

Choose a topic within a general subject area focusing on a subject that is of interest to you.  You 
will conduct a preliminary search to help narrow the topic, identify prior knowledge, and begin 
formulating questions. 

Step 2  Goal Setting 

Set goals by defining research questions, writing a preliminary thesis and identifying a research 
plan which will direct their study. 

Step 3  Research and Note taking 

Use a variety of resources and strategies to gather information, focusing on goals set in Step 2.  
They take notes, record key topic vocabulary, and cite their sources.  We will be using Noodle 
Tools for this step in the research process. 

Step 4  Organizing 

Organize, analyze, synthesize, and interpret findings to draw conclusions, develop new ideas on 
the research topic, and formulate a formal thesis statement.  Write a formal outline. 

Step 5  Goal Evaluation 

Check that the goals set in Step 2 have been met and that there is enough information to support 
the thesis.  Revise thesis as needed.  

Step 6  Product 

Write paper and design other products to share findings with others.   

Step 7  Presentation 

Present findings to an appropriate audience. 
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Parenthetical Citation/Notation 
Parenthetical documentation credits the source of your information.  It is done by placing the 
author’s last name and the page number of the quote, paraphrase, or summary.  There is always a 
period after the end parenthesis. 

What Does Parenthetical Citation Look Like? 
 
 (Author’s last name page). 

o Ex. (Lee 14). 
 If you only have one source in the whole paper, include the (Author’s last name page) the 

first time and after that simply the page is acceptable. 
o Ex. (Lee 14) the first time, then (17), etc. 

 If you have more than one source, you include the (Author’s last name page) each time you 
cite a source 

o Ex. (Lee 178), (Orwell 67), 
 
Examples: 
 
Figurative language, specifically personification, appears throughout To Kill a Mockingbird as 
shown in the following examples: “Maycomb  . . . was a tired old town” and “Men’s stiff collars 
wilted by nine in the morning” (Lee 5). 
 
As Scout Finch notes, “Dill was a curiosity.  He wore blue linen shorts that buttoned to his shirt, 
his hair was snow white and stuck to his head like duckfluff” (7). 
 
Prosecuting attorney, Mr. Gilmer, questions with disdain “You felt sorry for her, you felt sorry 
for her?” (197). 
 
Note:  When using a direct quote of four lines or fewer, the parenthesis is after the quotation 
marks and the period comes after the parenthesis. 

 If the quote ends with a question mark or an exclamation point, those punctuation 
marks come before the quotation mark.  A period follows the parenthesis. 

 
Long / Block Quotes: 
 
If a direct quote is more than four lines in the body of a paper, you must use a long or block 
quote format.  The following are format rules for a block quote: 

 Block quotes are introduced with a colon 
 Indent each line 10 spaces 
 Double space the quote 
 Do not use quotation marks 
 The end punctuation mark follows the quote, not the parenthetical citation 
 Do not indent following the block quote 
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Example: 
 
 To Kill a Mockingbird includes several fascinating families.  The Finches represent the 

upper middle class of Maycomb County.  Though set during the Depression, the Finches are 

depicted as being comfortable financially with enough food to eat and a stable home.  The 

Ewells represent the lowest class of Maycomb, financially, educationally, and morally.  The 

Cunninghams, though economically limited and educationally restricted due to home 

responsibilities, show signs early on of being different than the Ewells.  On the first day of first 

grade, Jean Louise Finch faces a visual representation of that difference: 

Walter Cunningham’s face told everybody in first grade he had hookworms.  His 

absence of shoes told us how he got them.  People caught hookworms going 

barefoot in barnyards and hog wallows.  If Walter had owned any shoes he would 

have worn them the first day of school and then discarded them until mid-winter.  

He did have on a clean shirt and neatly mended overalls. (Lee 19) 

The final sentence provides an avenue for inference that Walter Cunningham has a family at 

home that cares about his appearance and is doing as much as they can to provide him shelter. 
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Constructing a Works Cited 
How to Format Your Work Cited Page 

Book 

The first-give author’s name or a book with a single author's name appears in last name, 
first name format. The basic form for a book citation is: 

Example:  Lastname, Firstname. Title of Book. Place of Publication: Publisher, Year of Publication. 

Medium of Publication. 

Book with More Than One Author 

The first given name appears in last name, first name format; subsequent author names 
appear in first name last name format. 

Example:  Gillespie, Paula, and Neal Lerner. The Allyn and Bacon Guide to Peer Tutoring. Boston: 

Allyn, 2000. Print. 

If there are more than three authors, you may choose to list only the first author followed 
by the phrase et al. (Latin for "and others") in place of the subsequent authors' names, or 
you may list all the authors in the order in which their names appear on the title page. 
(Note that there is a period after “al” in “et al.” Also note that there is never a period after 
the “et” in “et al.”). 

Example:  Wysocki, Anne Frances, et al. Writing New Media: Theory and Applications for Expanding 

the Teaching of Composition. Logan, UT: Utah State UP, 2004. Print. 

Book with No Author 

List by title of the book.  Incorporate these entries alphabetically just as you would with 
works that include an author name. For example, the following entry might appear 
between entries of works written by Dean, Shaun and Forsythe, Jonathan. 

Example:  Encyclopedia of Indiana. New York: Somerset, 1993. Print. 
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Article in a Reference Book 

For entries in encyclopedias, dictionaries, and other reference works, cite the piece as you 
would any other work in a collection but do not include the publisher information. Also, if 
the reference book is organized alphabetically, as most are, do not list the volume or the 
page number of the article or item. 

Example: "Ideology." The American Heritage Dictionary. 3rd ed. 1997. Print. 

Article in a Magazine 

Cite by listing the article's author, putting the title of the article in quotations marks, and 
italicizing the periodical title. Follow with the date of publication. Remember to abbreviate 
the month. The basic format is as follows: 

Author(s). "Title of Article." Title of Periodical Day Month Year: pages. Medium of publication. 

Example: Poniewozik, James. "TV Makes a Too-Close Call." Time 20 Nov. 2000: 70-71. Print. 

Example: Buchman, Dana. "A Special Education." Good Housekeeping Mar. 2006: 143-48. Print. 

Article in a Newspaper 

Cite a newspaper article as you would a magazine article, but note the different pagination 
in a newspaper. If there is more than one edition available for that date (as in an early and 
late edition of a newspaper), identify the edition following the date (e.g., 17 May 1987, late 
ed.). 

Example: Brubaker, Bill. "New Health Center Targets County's Uninsured Patients." Washington Post 

24 May 2007: LZ01. Print. 

Example: Krugman, Andrew. "Fear of Eating." New York Times 21 May 2007 late ed.: A1. Print. 

If the newspaper is a less well-known or local publication, include the city name and state in 
brackets after the title of the newspaper. 

Example: Behre, Robert. "Presidential Hopefuls Get Final Crack at Core of S.C. Democrats." Post 

and Courier [Charleston, SC] 29 Apr. 2007: A11. Print. 
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Example: Trembacki, Paul. "Brees Hopes to Win Heisman for Team." Purdue Exponent [West 

Lafayette, IN] 5 Dec. 2000: 20. Print. 

On-line Sources 

Here are some common features you should try and find before citing electronic sources in 
MLA style. Not every Web page will provide all of the following information. However, 
collect as much of the following information as possible both for your citations and for your 
research notes: 

 Author and/or editor names (if available)  
 Article name in quotation marks (if applicable)  
 Title of the Website, project, or book in italics. (Remember that some Print publications 

have Web publications with slightly different names. They may, for example, include the 
additional information or otherwise modified information, like domain names [e.g. .com 
or .net].)  

 Any version numbers available, including revisions, posting dates, volumes, or issue 
numbers.  

 Publisher information, including the publisher name and publishing date.  
 Take note of any page numbers (if available).  
 Date you accessed the material.  
 URL (if required, or for your own personal reference).  

Example: Editor, author, or compiler name (if available). Name of Site. Version number. Name of 

institution/organization affiliated with the site (sponsor or publisher), date of resource creation (if 

available). Medium of publication. Date of access. 

Example: The Purdue OWL Family of Sites. The Writing Lab and OWL at Purdue and Purdue U, 

2008. Web. 23 Apr. 2008. 

Example: Felluga, Dino. Guide to Literary and Critical Theory. Purdue U, 28 Nov. 2003. Web. 10 

May 2006. 

Web Images 

Provide the artist's name, the work of art italicized, the date of creation, the institution and 
city where the work is housed. Follow this initial entry with the name of the Website in 
italics, the medium of publication, and the date of access. 
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Example: Goya, Francisco. The Family of Charles IV. 1800. Museo Nacional del Prado, Madrid. 

Museo National del Prado. Web. 22 May 2006. 

Example: Klee, Paul. Twittering Machine. 1922. Museum of Modern Art, New York. The Artchive. 

Web. 22 May 2006. 

If the work is cited on the web only, then provide the name of the artist, the title of the work, 
the medium of the work, and then follow the citation format for a website. If the work is posted 
via a username, use that username for the author. 

Example: brandychloe. "Great Horned Owl Family." Photograph. Webshots. American Greetings, 22 

May 2006. Web. 5 Nov. 2009. 

An Article in a Web Magazine 

Provide the author name, article name in quotation marks, title of the Web magazine in 
italics, publisher name, publication date, medium of publication, and the date of access. 
Remember to use n.p. if no publisher name is available and n.d. if not publishing date is 
given. 

Example: Bernstein, Mark. "10 Tips on Writing the Living Web." A List Apart: For People Who 

Make Websites. A List Apart Mag., 16 Aug. 2002. Web. 4 May 2009. 
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Commonly Confused Words 
 

Have your ever been writing and not been sure which word to choose?  Good/Well, May/Can, 

Lie/Lay? These are words that sound alike or nearly alike, but have different meanings.  

These words often confuse writers.  The following is a list of the most common pairs with 

correct definitions and examples. 

Confusing Verb Pairs   

May 

Can 

Seeking permission 

Having the ability to 

May I have a ride? 

Can you drive me 
home? 

Immigrate 

Emigrate 

To come into a country/place 

To leave a country/place 

They immigrated to 
New York from Cuba. 

They emigrated  from 
that country because of a 
civil war. 

Lie  

Lay 

To rest or recline 

 

To put or place → (always followed by a 
direct object) 

I need to lie down. 

 

Please lay the book here. 
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Choosing the Right Word   

Accept (verb) 

Except (noun) 

To receive or believe 

Other than 

Lynn accepted the gift. 

Everyone was sick 
except me. 

Affect (verb) 

 

Effect (noun) 

 

Effect (verb) (less common 
usage) 

To influence; to have an impact on 
someone or something 

 

The outcome or the result 

 

To accomplish or complete 

Your hard work affected 
your grade. 

The effect of hard work 
is good grades. 

His hard work effected a 
grade of an A. 

A lot 

 

A lot 

A vague word that should be used with 

limited frequency. 

Not a real word but used a lot 

I had a lot of work to 

finish for homework. 

------------------------ 

Already (adv.) 

All ready (adj.) 

Before or by this time; when 

Fully prepared or ready 

We were already awake 
when the alarm went off. 

 

We are all ready to go. 

Alright 

All right 

Not a word-incorrect spelling of “all 
right.” 

Satisfactory or okay 

------------------------ 

It is all right to leave 
now. 

Altogether (adv.) 

All together 

Completely 

Describes people/things gathered in one 
place 

There is altogether too 
much paper being used. 

The people were all 
together in the town 
square. 
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Among 

Between 

Used when more than two people or 
things are discussed 

 

Used only when two people or things are 
discussed 

The three senators talked 
among themselves. 

 

They had to choose 
between Senator Jones 
and Senator Smith 

Capitol (noun) 

 

Capital (noun) 

City or money 

 

A building 

They invested the 
capital in major stocks 
in Boston the capital of 
Massachusetts. 

The Capital was 
repainted before the 
inauguration. 

Continual 

Continuous 

Repeatedly happens over and over 

 

Doesn’t ever stop happening 

She said the robberies 
were continual in her 
town. 

 

The continuous noise 
drove the neighbors 
mad. 

Desert 

Dessert 

A dry landscape 

A food served with meals 

The man was lost in the 
desert. 

 

The dessert was 
delicious. 

Farther 

Further 

 

Used when writing about physical 
distance. 

 

Additional 

 

Key West is the farthest 
point. 

 

There is no further 
evidence. 
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Good (adj.) 

Well (adv.) 

Well (adj.) 

Describes how something looks 

Describes a behavior/performance 

Used when talking about health 

That painting looks 
good. 

The plane flew well in 
the storm. 

He is not feeling well. 

Principal (noun) 

Principal (noun) 

Principle (noun) 

A person in charge or a sum of money 

Main or primary 

 

A doctrine or idea 

The principal invested 
the school’s money and 
that principal earned 5% 
interest. 

The principal reason he 
left was because he was 
sick. 

Her principles led her to 
protest the decision. 

Than 

Then 

Used in a comparison 

Tells when 

She did better than me. 

It hurt and then I cried. 

Their  

There 

They’re 

Possessive pronoun 

Points out a location 

Contraction, means they are 

Their house is red 

There is her missing cat. 

They’re going to 
Canada. 

To 

Too 

Two 

A preposition or used to form an 
infinitive. 

Also or very 

 

The number 

She went to the store to 
buy some candy. 

I like her too. 

 

She has two brothers. 

Were 

Where 

A form of the be verb 

At or in what place or situation 

They were late for 
school. 

Where are you going? 
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Literary Terms and Literary Techniques 
Term Definition 

 

 

alliteration 

The repetition of initial and stressed sounds at the beginnings of words 
or in accented syllables. Alliteration is used to create melody, 
establish mood, or to call attention to certain words. 
 

Example:  ripped and ragged            greedily grasped 

                                                                                                             

allusion 
A reference to a person, thing, event, situation, or aspect of culture, 
real or fictional, past or present. An allusion may draw from literature, 
myth, history, or the Bible. 

analogy 
A comparison of similar objects. An analogy suggests that since the 
objects are alike in some ways, they will probably be alike in other 
ways. 

anecdote A brief story used to illustrate or make a point. 

antagonist 
The principal character or force in opposition to the protagonist or 
hero of a narrative or drama. 

antithesis 
“Exact opposite”. In writing, it usually means using opposite ideas in 
the same thought or sentence. 

audience Those people who read or hear what you have written 

body 
The sentences or paragraphs between the beginning and ending that 
develop the main ideas of the writing. 

central idea 
The main point or purpose of a piece of writing, often stated in a 
thesis statement or topic sentence. 
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character 

In order for a story to seem real to the reader its characters must seem 
real.  Characterization is the information the author gives the reader 
about the characters themselves.  The author may reveal a character in 
several ways: 

a)  his/her physical appearance 

b)  what he/she says, thinks, feels and dreams 

c)  what he/she does or does not do 

d)  what others say about him/her and how others react to him/her 

Characters are convincing if they are:  consistent, motivated, and life-
like (resemble real people) 

Characters are... 

1.  Individual - round, many sided and complex personalities. 

2.  Developing - dynamic,  many sided personalities that change, for 
better or worse, by the end of the story. 

3.  Static - Stereotype, have one or two characteristics that never 
change and are emphasized e.g. brilliant detective, drunk, scrooge, 
cruel stepmother, etc. 

clincher/ 

concluding 
sentence 

 

The sentence (usually located last) that summarizes the point being 
made in a paragraph and transitions to the next paragraph when 
appropriate. 

 

conflict 

 

A problem or struggle between two opposing forces in a story. There 
are five basic conflicts: 

Person vs. Person:  A problem between two characters. 

Person vs. Self: A problem within a character’s own mind. 

Person vs. Society:  A problem between a character and society; 
school, the law, or some tradition. 
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Person vs. Nature: A problem between a character and some element 
of nature—a blizzard, a hurricane, a mountain climb, etc. 

Person vs. The Unknown:  A problem or struggle between a character 
and the supernatural. 

details 

The words used to describe a person, persuade an audience, explain a 
process, or in some way support the main idea; to be effective, details 
should be vivid, colorful, and appealing. 

 

essay 

A piece of factual writing in which ideas on a single topic are 
presented, explained, argued, or described in an interesting way. 

 

exposition Writing that explains. 

figurative 
language 

Writing that uses hyperbole, metaphor, personification, or simile to 
enhance and clarify meaning. 

flashback 
The technique of providing the reader or viewer with hints, clues, or 
indications about the future action of a story or play. 

foreshadowing 

Hints or clues that a writer uses to suggest what will happen next in a 
story. 

 

hyperbole 
An extreme exaggeration or overstatement that a writer uses for 
emphasis. 

idiom 
Words used in a special way that may be different from their literal 
meaning. 

imagery 
Writing using descriptive language so that the reader can see or 
visualize pictures (images) in his/her mind. It involves use of one or 
more of the five senses (sight, touch, smell, taste, and/or sound). 
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irony 

A technique that uses a word or phrase to mean the exact opposite of 
its normal meaning. There are many types of irony including:  

 verbal irony:  occurs when the speaker means something totally 
different than what he or she is saying and often times the opposite 
of what a character is saying is true. 

 dramatic irony:  occurs when facts are not known to the characters 
in a work of literature but are known by the audience. 

 cosmic irony:  suggests that some unknown force brings about dire 
and dreadful events. 

 irony of situation: the difference between what is expected to 
happen and the way events actually work out. 

juxtaposition 

Putting two ideas, words, or pictures together to create a new, often 
ironic meaning. 

 

loaded words 
Words that make people feel for or against something. Persuasive 
writing, such as advertising, often uses loaded words. 

metaphor 

A figure of speech that compares two things without using the word 
like or as. 

 

mood The feeling a piece of literature creates in  a reader. 

onomatopoeia 

The use of words having sounds that suggest their meaning or which 
imitate the sound associated with them.  

 

Examples: buzz, meow, splat, vroom, rat-a-tat 

overstatement An exaggeration or a stretching of the truth. 

oxymoron 
A technique in which two words with opposite meanings are put 
together for a special effect. 
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paradox 
A statement that is true even though it seems to be saying two 
opposite things. 

personal narrative 

Personal writing that covers an event in the writer’s life. It may 
contain personal comments and ideas as well as a description of an 
event. 

 

personification 
A figure of speech in which a nonhuman thing is given human 
characteristics. 

Plot 

Plot is the sequence of events in a story.  The parts of the plot include: 

 Introduction/Exposition: The beginning part of the story in which 
the characters, setting, and conflict are usually introduced. There 
is at least one main character in all stories and, almost always, one 
or more supporting secondary characters. The setting is where the 
story takes place, and the conflict is the main problem that really 
gets the action under way. 

 Rising Action: In the rising action, the main character tries to solve 
his or her problem. The main character should be involved in at 
least two or three important actions because of the problem. This 
builds suspense into the story. 

 Climax: The climax is the most exciting or important part in the 
story. At this point, the main character comes face-to-face with his 
or her problem. (All of the action leads up to the climax.) This part 
is sometimes called the turning point. 

 Falling Action: In this part, the main character learns to deal with 
life “after the climax”. Perhaps, he or she makes a new discovery 
about life or comes to understand things a little better. 

 Resolution: The resolution brings a story to a natural, surprising, 
or thought-provoking. (The falling action and the resolution often 
are very closely related.) 

point of view 

The perspective from which a story is told. Understanding the point of 
view used in a work is critical to understanding literature; it serves as 
the instrument to relay the events of a story, and in some instances the 
feelings and motives of the character(s). 

First person point of view:  the person telling the story is one of the 
characters in the story.  It is the “I” point of view.  It is the most 
limited among the types because the narrator can only state what he or 
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she sees, feels, and hears.  He or she cannot go into the minds of the 
other characters. 

Second person point of view:  refers to the use of “you” in 
explanations or arguments. It is not frequently used, but is appropriate 
in certain circumstances.  Most second person points of view occur 
within instructions that are to be followed.  

Third person objective: the person telling the story is not one of the 
characters in the story. He or she is an outsider observer relaying 
factual information. 

Third person limited:  the person telling the story is not one of the 
characters in the story.  He or she is an outside observer.  The reader 
can only know what one character learns through interaction with 
other characters or through overheard conversations.  The narrator 
cannot supply the thoughts or feelings of other characters in the story.    

Third person omniscient:  the narrator is not a character in the story, 
but the events in the story are seen through the eyes of more than one 
of the characters.  The narrator is considered to be “all knowing” and 
cannot only see and hear everything that is happening to all characters 
in the story, but can also enter their minds and tell the reader what 
each is thinking and feeling. This is the least limited point of view 
because the narrator has knowledge of all the characters. 

 

prose 
Writing or speaking in the usual sentence form. Prose becomes poetry 
when it takes on rhyme and rhythm 

protagonist 
The leading character, hero, or heroine of a drama or other literary 
work. 

pun 
A phrase that uses words in a way that gives them a funny effect. The 
words used in a pun often sound the same but have different 
meanings. 
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rhyme 

The repetition of sounds at the ends of words. Rhyme may involve 
one or more syllables. 

 

Example: Listen my children, and you shall hear 

                 Of the midnight ride of Paul Revere 

                                     --Henry Wadsworth Longfellow, 

                                         “Paul Revere’s Ride” 

 

rhythm 

The pattern of stressed (  ) and unstressed (  ) syllables in a sentence 
or a line of poetry. The pattern is shown by marking syllables with 
these symbols as follows: 

 

                                                                       

Example:  There is no frigate like a book 

                 

                                                      

                 To take us lands away, 

                     ---- Emily Dickenson, “A Book” 

satire 
Using sarcasm, irony, or humor to make fun of people’s habits or 
ideas. Satire is often used to raise questions about a current event or 
political decision. 

sensory details 

 

Specific details that are usually perceived through the senses. Sensory 
details help readers to see, feel, smell, taste, and/or hear what is being 
described. 

 



84 

 

supporting details 
The details used in writing to prove or explain or describe a topic. 

 

simile 

A figure of speech that compares two things using the words like or 
as. 

 

slang 

Informal words or phrases used by particular groups of people when 
they talk to each other. 

 

stanza 

A division or a group of lines in a poem. They often separate ideas or 
thoughts. (Can be compared to paragraphs in prose.) 

 

story elements Elements of a story include plot, character, setting, and theme 

style 

The manner in which a writer uses language. A writer’s style involves 
many choices: which words to use and how to arrange them; and 
whether or not to use techniques of sound, rhythmic patterns, imagery, 
and figurative language. 

symbol 

A concrete or real object used to represent an idea.  

Example: A bird, because it can fly, has often been used as a symbol 
for freedom. 

 

theme 

The central or main idea in a piece of writing. The theme may be the 
author's thoughts about a topic or view of human nature.  The title of 
the short story usually points to what the writer is saying and he may 
use various figures of speech to emphasize his theme, such as: 
symbol, allusion, simile, metaphor, hyperbole, or irony.   
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Some simple examples of common themes from literature, TV, and 
film are: 

- things are not always as they appear to be 

- Love is blind 

- Believe in yourself 

- People are afraid of change 

- Don't judge a book by its cover 

thesis statement 

A statement that gives the main idea or focus of an essay  

(Thesis = the topic + what you are going to prove about it.)  

It is usually placed at the end of an introductory paragraph. 

tone 

The author’s attitude, stated, or implied, toward a subject or audience. 
Words to describe attitude include: serious, bitter, sympathetic, 
cynical, and ironic. Tone should not be confused with mood, which is 
the climate of feeling within a literary work; for example, an author 
may create a mood of quietude around subject such as love, but treat 
the subject in an ironic tone. 

topic sentence The sentence that contains the main idea of a paragraph. 

understatement 

The opposite of exaggeration. By using very calm language, an author 
can bring special attention to an object or idea. 

 

 

 

 

 

 

 


