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Rules for Written and Typed Work
Gifted Language Arts

Mrs. Arguello
Every assignment must have a proper heading in the upper-right corner:

First and Last Name

Language Arts Period

Date

Assignment (include page numbers)

All hand-written assignments must meet these specifications:
1. Written in black or dark blue ink.

2. Written neatly and legibly.

3. Written on white, lined, loose-leaf paper (no torn edges).

All typed assignments must meet these specifications:
1. Always double-space.

2. Put two spaces after each period.

3. Put one space after each comma.

4. Indent five spaces to begin a new paragraph.

5. Choose a professional font (no fonts in cursive or all capital letters and nothing that looks like handwriting).  The font size should be between 10 and 12 point.
6. Print in black ink only.

7. Print on the front side of the paper only.

The final drafts of all writing assignments must meet these specifications:

1. The final draft must be typed and double-spaced. All specifications of typed assignments must be met (lose five points for failure to double-space).
2. It must have an original title centered one line below the heading (lose five points for lack of a title).  The title should follow the rules for capitalizing titles.  It should be in the same font and size as the rest of the essay (not bold, not in all capital letters, not quoted or underlined).

3. Pages should be numbered on the bottom-center of the page (lose five points for missing page numbers or improperly numbered pages).  Begin numbering with page two (do not number the first page).
4. If you handed in a rough draft which was returned with usage errors marked by codes, refer to your list of “Usage Rules” on pp. 5-7.  Follow the directions for correcting rough drafts on p. 4.  
5. The final draft must be proof-read for spelling and grammatical errors (lose two points for every error).
6. Stack the final draft on top of all draft work, hand written usage rules (see p. 4) and pre-writing (lose five points for failure to include draft work). Staple in the upper-left corner (lose five points for failure to staple or for stapling items out of order).

Grading:

1. Improper heading 


- 5

2. No name



- 5  (or zero if Mrs. Arguello cannot figure out to whom the paper belongs)
3. Written in ink that is 

not black or dark blue


- 5

4. Torn edges or messy paper 

- 5

5. Work turned in after due date

  0

Submitting and Correcting Rough Drafts

For major writing assignments, your rough draft will be collected and read in advance.  Often, the rough drafts will be collected in segments-- one page or paragraph at a time.  Here’s the procedure you will follow.

1. Type and double-space the entire rough draft or rough draft segment (i.e., a page or paragraph).  Rough drafts which are not typed and double-spaced will not be read by the teacher.

2. Hand in the rough draft or segment on the due date.  Drafts handed in late will not be read by the teacher.

3. Your teacher will read the rough draft making two kinds of comments—content and usage.  
· Comments about the content will be written near particular portions; they may indicate something the teacher likes about the writing or may indicate a suggestion for improvement.  
· Comments about usage will be written in codes, such as A2 or H12.  These codes refer to Usage Rules on pp. 5-7.  

4. When your rough draft or segment is returned, review both kinds of comments carefully.  Use the content comments to help you revise and improve the draft.

5. Use the usage comments to help you proofread your essay and learn and relearn the standard rules of convention.  
· NOTE:  Usage codes will be written next to the line in which the error occurred.  It is up to you, the writer, to figure out where in the line the error occurred and fix it.  
6. On a separate piece of paper, write the usage rule (pp. 5-7) associated with each code written on your rough draft.  
· If only one code is written on your rough draft, then you only have to write one usage rule on the paper; if ten codes are written, you write ten rules.  (You only have to write a rule once per rough draft, even if a code is marked more than once on your rough draft.)  
· Make sure that each rule is written as a complete sentence.  
· These rules must be hand written.

7. Correct all usage errors in your final draft.  

8. Hand in your final draft stapled in this order (top to bottom):

a. final draft (typed, double-spaced)
b. usage rules (hand written)
c. rough draft (typed, double-spaced)
d. prewriting
9. If a segment of the rough draft was collected, read, and returned, make all corrections to that segment and write the usage rules coded on your paper.  Then, complete the next segment of the draft and hand it in stapled in this order (top to bottom):

a. newest segment of the rough draft (typed, double-spaced)

b. most recently revised segment (typed, double-spaced)

c. usage rules for most recently revised segment 

d. original draft of most recently revised segment

e. all previous segments, revisions, and usage rules
**Your rough draft grade is based on whether you handed in all segments of your rough draft on time and wrote out and handed in with your final draft all usage rules coded on your rough draft.**

Usage Rules
A.  CAPITALIZE

1. the first word of a sentence. (Everyone is ready.)

2. the pronoun I.  (Of all foods, I love chocolate the most.)

3. proper names and adjectives.  (Wes watched the Key West sunset in the Southwest.)

4. words in titles:  nouns, verbs, adjectives, adverbs, first and last words.  (Gone with the Wind)

5. school subjects:  languages and subjects followed by a number.  (Spanish, Algebra II)

6. Mom, Dad, Grandpa, Grandma and other names of family relationships when you can substitute a proper name.  Do not capitalize family relationship names when preceded by a possessive pronoun.  (I saw Mom drive by.  I love visiting Aunt Jane.  The best cook in the world is my dad.)
7. There is no grammatical rule permitting all letters in a word to be capitalized.  

B.  PERIODS AND OTHER ENDMARKS

1. Put a period at the end of a declarative sentence. (My sister is a senior at Florida State.)

2. Put a period after every part of an abbreviation. (Dr. Karen T. Rodriguez)

3. Put a question mark at the end of an interrogative sentence. (Are you going to the rally?)

4. Put an exclamation mark after interjections and sentences expressing strong emotion. 

(Wow! How pretty you look today!)

5. Put a period or exclamation mark at the end of an imperative sentence.

6. Sentences require only one correct endmark.  

C.  USE COMMAS

1. to separate words and groups of words in a series. 

· Milk, cheese, and yogurt are dairy products.

· Running a mile, lifting weights, and swimming a mile will make you fit.

2. after introductory words and some interjections.

· Yes, he is my friend.

· Well, it was a fine day.

3. to set off appositives which are not essential to the meaning of the sentence.  If the appositive is essential for understanding, then no commas are used.
· Alicia, the girl with the red hair, is my cousin.  (NONESSENTIAL)

· Our teacher Mrs. Stanke is absent.  (ESSENTIAL)

4. to set off phrases before the independent clause.
a.  PREPOSITIONAL PHRASES:  During the summer, I visited my grandparents.  

b.  PARTICIPIAL PHRASE:  Noticing the time, I left.

c.  INFINITIVE PHRASE:  To see, you make need glasses.

d.  GERUND PHRASE:  After returning the lost pet, Michael felt much better.

5. to set off dependent clauses before the independent clause.

· When I dance, I am happy.

6. Do NOT use a comma when the dependent clause FOLLOWS the independent clause.

· I am happy when I dance.

7. to set off interrupters.

· This bike, however, is in good condition.

· Harold, of course, will attend.

8. to set off nouns of direct address.

· Dad, this is my new friend.

· Call me tonight, Sal, if you can.

9. to separate the parts of dates and addresses from the rest of the sentence.  

· Elaine traveled to Houston, Texas, on May 1, 2000, to attend a class reunion.

10. to set off WHICH clauses.

· That car, which has been there all week, needs to be moved.

11. to separate adjectives before a noun when the comma can be replaced with AND or the adjectives can be reversed.  

· The dark, stormy night frightened us.  

12. to separate two independent clauses in a compound sentence.  

· Sara drew the pattern, and Lynette cut it.  

13. Do NOT use commas unnecessarily.

D.  SEMICOLONS AND COLONS
1. Use a semicolon to separate two independent clauses lacking a conjunction.

· David likes to eat; George likes to sleep.

2. Use a semicolon to separate two independent clauses connected by an adverb.

· This class is hard; however, I expect to do well.

3. Use a semicolon to to separate two independent clauses that have commas with one or both.

· Tom plays the clarinet, saxophone, and piccolo; and his brother plays the piano and the flute.


4. Use a semicolon instead of a comma to separate items  in a series when the items already contain commas.

· This summer, I visited Chicago, Illinois; Lansing, Michigan; and Hershey, Pennsylvania.  

5. Use a colon after an independent clause to introduce a list.  

6. Use colons with numerals to indicate time.  (1:00 P.M.)

E.  NUMBERS


1. Spell out numbers under one hundred and even hundreds. (twelve boys, six hundred fans, thirty-eight winners, 112 girls, 540 papers)

2. Spell out numbers at the beginning of a sentence.  (Two hundred fifty-four girls attended.)
3. Use numerals to refer to sections of writing.  (Study Unit 3 and Chapter 6.)

4. Always spell out numbers with o’clock.  (five o’clock)

5. Use a hyphen when writing compound numbers twenty-one through ninety-nine.  

6. Use a hyphen with fractions being used as adjectives.  If the fraction is being used as a noun, no hyphen is needed.

· The measure passed by a two-thirds majority.

· Two thirds of the students went on the eighth grade trip.  

F.  QUOTATION MARKS AND ITALICS/UNDERLINING 

1. Set off direct quotations and punctuate correctly with periods, commas, question marks, and exclamation marks.  

· Odilia said, “I am going to the mall.”

· “When will you come home?”  asked Mark.

· “If you don’t hurry,” said Gina, “you’ll be late.”

· “I like ice cream,” said Sally.  “I don’t like spinach, however.”

2. Use italics or underline long works (whole):  books, movies, plays, magazines, works of art, newspapers, television series, musical compositions, planes, trains, ships, space crafts.

· We read To Kill a Mockingbird.

3. Use quotation marks for short compositions (part):  poems, short stories, songs, articles, chapters.

· We enjoyed reading “The Monkey’s Paw.”
4. Do NOT use quotation marks when thinking.

· Billy thought, She’s cute.
5. When using quotation marks along with a comma or period, the comma or period is always placed before the quotation mark.  

· Incorrect:  “I liked the play”, said Mark.

· Correct:  “I liked the play,” said Mark.  

6. In dialogue, start a new paragraph with each new speaker.  

7. Use ellipses (…) in a direct quote to indicate that something has been omitted.  Do not use ellipses to indicate a pause or for any other purpose.  

· “I pledge allegiance to the flag… with liberty and justice for all.”

G.  APOSTROPHES

1. Use an apostrophe and  -s for all singular possessive nouns and plurals that do not end in –s.  (Mrs. Deeds’s class, the girl’s dress, the children’s books, the men’s gym)

2. Use an apostrophe for plurals ending in-s. (the girls’ dresses, the heroes’ awards)

3. Use an apostrophe with all contractions. (don’t, won’t, I’ll)  Avoid contractions in formal writing.  

4. Nouns and pronouns before gerunds are possessives.   (Carol’s/ Her crying was unnecessary.)

H.  SERIOUS MECHANICAL ERRORS

1. A run-on sentence is two or more independent clauses written as though they were one.  

· NO:  The error was accidental it could not be avoided.

· YES:  The error was accidental; it could not be avoided.

· YES:  The error was accidental.  It could not be avoided.

· YES:  The error was accidental, and it could not be avoided.
2. A comma splice is the separation of two independent clauses with just a comma.  

· NO:  The error was accidental, it could not be avoided.

· YES:  The error was accidental; it could not be avoided.

· YES:  The error was accidental.  It could not be avoided.

· YES:  The error was accidental, and it could not be avoided.

3. Do not use a comma to separate compound subjects or compound predicates.

· NO:  Natalia, and Tori wrote notes, and giggled.

· YES:  Natalia and Tori wrote notes and giggled.
4. Subject-Verb Agreement:  If the subject is singular, the verb following must be singular.  If the subject is plural, the verb following must be plural.  (My little sister loves candy.  My sisters love candy.)
a.  Watch for indefinite pronouns.   (Everybody loves chocolate.  Most of the movies in that series are interesting.  Most of the movie is interesting.)
b.  Watch for prepositional phrases. (The poster of combat planes fills the wall.)
c.  When a compound subject is joined by nor or or, the verb agrees with the closest verb.   (Neither the boys nor the girl is going.)
5. Subject pronouns are used as the subject of a sentence or as a predicate noun:  I, you, he, she, it, we, they.
6. Object pronouns are used as the object of a preposition, direct object, or indirect object in a sentence:  me, you, him, her, it, we, they.

7. Possessive pronouns show ownership:  my, mine, your, yours, his, her, hers, its, our, ours, their, theirs.

8. A pronoun must agree with the noun (antecedent) to which it refers.

· NO:  The teams never recovered its composure.

· YES:  The team never recovered its composure.

· NO:  Everybody wants their grades to improve.

· YES:  Everybody wants her grades to improve.  

9. Keep verb tenses consistent.  Avoid switching tenses.

10. Do not use double negatives. 
· NO:  I don’t know nothing.

· YES:  I don’t know anything.

11. WHO is a subject pronoun; WHOM is an object pronoun.  Remember to substitute he for who and him for whom to check usage.

· Who is going on the field trip?

· For whom are you waiting?

12. Use adjectives and adverbs correctly.  

a.  GOOD is an adjective.  Use it before a noun or as a predicate adjective.  

· I had a good time.  
· I felt good after spending the day in the sun.  

b.  WELL is an adverb.  It can also be an adjective when used to mean healthy.  
· I did well on my test.  

· I felt well after recovering from my cold.  

13. Conjugate irregular verbs correctly.

· NO:  I brung the picnic basket.

· YES:  I brought the picnic basket.

14. COMMONLY MISUSED WORDS

a.  affect—verb

effect—noun

b.  there—adverb

their—possessive pronoun


they’re—contraction of they are
c.  to—preposition
too—adverb



two—number, noun/adjective

d.  whose—possessive pronoun/relative pronoun


who’s—contraction of who is
e.  your—possessive pronoun

you’re—contraction of you are
f.   its—personal pronoun


it’s—contraction of it is
g.  than—used for comparison

then—adverb meaning next

h.  weather—refers to rain, snow, etc.
whether—indicates an option

i.   fewer— can be counted

less—cannot be counted

j.  through—preposition


threw—past tense of throw 
thru—not a word
k. passed—verb in past tense

past—preposition, adverb, or adjective

15. Use the comparative form (--er or more) when comparing two things.  Use the superlative form (--est or most) when comparing three of more things.  Do not make double comparisons.  

16. Indent five spaces for paragraphs.  In dialogue, indent every time the speaker changes.

AWK
AWKWARD CONSTRUCTION

SP

SPELLING

WC 
WORD CHOICE

SF

SENTENCE FRAGMENT

/

NOT A CAPITAL

NC 

NO COMMA
Sentence Structure
Four Types of Sentences
	Sentence Type
	Definition
	End Mark
	Example

	Declarative
	Makes a statement
	Period
	My sister is a senior at Florida State.

	Imperative
	Makes a command or request.  The subject is understood to be you.
	Period

(an exclamation mark may be used in the most emotional commands)
	Please do the dishes after dinner.
Help!

	Interrogative
	Asks a question
	Question mark
	Do you want to go to the mall?

	Exclamatory
	Expresses strong feeling
	Exclamation mark
	How lovely you look today!
What a beautiful dress you’re wearing!


Subjects and Predicates

A complete sentence has a subject and predicate and expresses a complete thought.
The simple subject of a sentence is the noun that answers the question Who? or What? before the verb.

He is playing football today.

The simple predicate of a sentence is the verb that tells what the subject does, what is done to the subject, or what the condition of the subject is.  
He is playing football today.

A compound subject is two or more subjects that have the same predicate and are joined by a coordinating conjunction.

The Dolphins and Patriots will play next week.

A compound predicate is two or more verbs that have the same subject and are joined by a coordinating conjunction.

We asked questions and learned the information.

A sentence may have both a compound subject and a compound predicate:

She and I study and work together.

A compound sentence is two or more complete sentences separated by a comma and coordinating conjunction.

Jo is a scientist, and she travels often.
Finding Hard-to-Find Subjects and Predicates

Finding Subjects in Orders and Directions 
In imperative sentences, the subject is understood to be you.

(You) Drive carefully.

After waiting a moment, (you) sing the song again.

Lucy, (you) leave the room.

Finding Subjects and Predicates in Questions

In questions, the normal word order (subject followed by predicate) may be inverted so that the subject follows a helping verb.  
Are the songs very long?

Have you opened your present?

Where is our school?

When will they begin the concert?

· Hint:  Turn the question into a statement (or invert the word order) to make it easier to find the subject and predicate.

Are the songs very long?       The songs are very long.  

Where is our school?              Our school is where?

Finding the Subject and Predicate in Sentences with There or Here
There or here is never the subject of a sentence.  Sentences beginning with either of these words are usually written in inverted order.  

· Hint:  Reorder the words in the sentence to make it easier to find the subject and predicate.

There are two musicians from Tennessee in the office.

     Two musicians from Tennessee are in the office.

Here are the invitations to the party.

     The invitations to the party are here.  

Finding the Subject and Predicate in Sentences Inverted for Emphasis

In some sentences the subject follows the predicate in order to receive greater emphasis.

· Hint:  Reorder the words in the sentence to make it easier to find the subject and predicate.  

In the midst of the crowd outside the theater stood Elvis Presley.  

     Elvis Presley stood in the midst of the crowd outside the theater.  

Clauses

A clause 

· a group of words with its own subject and predicate

An independent clause (main clause) 

· has a subject and verb 

· can stand by itself as a complete sentence

A dependent clause (subordinate clause)
· has a subject and verb

· cannot stand by itself as a sentence

A subordinating conjunction
· introduces a dependent clause

Example:

· People flocked to Alaska after gold was discovered.

(independent cause)
     (subordinating
(dependent 





conjunction)
          clause)

Compound and Complex Sentences
A compound sentence
· two or more independent clauses

· each can stand alone

· joined by a comma and coordinating conjunction

· Water enters the sponge, and the sponge grows larger.

A complex sentence
· one independent clause

· one or more dependent clauses

· dependent and independent clauses are joined by a subordinating conjunction.

· A sponge is odd because it grows back after it is torn.

(independent 
     (dependent

      (dependent


clause)

clause)


 clause)

Punctuating Complex Sentences

· Dependent clause, independent clause

· When the dependent clause is at the beginning, use a comma.

· As soon as the ship sank, the divers descended.

· Independent clause   dependent clause

· No comma is needed when the independent clause is at the beginning.

· Spanish coins were found when the wreck was explored.




Parts of Speech

Nouns
A noun is a person, place, thing, or idea.

	Type of Noun
	Definition
	Example

	Common
	· Names a whole class of persons, places, things, or ideas.  

· They are not capitalized unless at the beginning of the sentence.
	· girls

· school

· roads

· country

	Proper
	· Name a particular person, place, or thing.  

· They are always capitalized.
	· Nicole Kidman
· Ramblewood Middle

· Atlantic Boulevard

· United States of America

	Collective
	· Name a group of individual people or things
	· squad

· company

· flock

· team

	Compound
	· A noun made up of two or more words
	· workshop

· Ice Age

· father-in-law

· Guggenheim Museum

	Concrete
	· Refer to things that you can see, hear, feel, touch, or smell (5 senses)
	· desk
· apple pie

· computer

	Abstract
	· Refer to ideas, feelings, thoughts, and qualities
	· liberty
· responsibility

· dreams

	Subject
	· tells who or what is being talked about in a sentence
	· Amanda ran.

· Singing is fun.


Complements

A complement is a word or group of word that completes the meaning of a subject and verb.  They are usually nouns, pronouns, or adjectives and are located right after or very close to the verb.

	Type of Complement
	Definition
	Example

	Direct Object
	· Answers Whom? or What? after the verb

· Receives the action of a transitive verb
	Julie sent a letter.

· Julie sent what? a letter

Joe baked cookies.  

· Joe baked what? cookies

	Indirect Object
	· Answers To whom? or For whom? after the verb and before the direct object

· Names the person or thing to which something is given or for which something is done


	Adam baked Diana some cookies.

· Cookies were baked for Diana.

Andrea sent Justin a present.

· Present was sent to Justin.

	Predicate Noun
	· Noun following a linking verb

· Predicate noun means the same as the subject
· Linking verb links the subject to the predicate noun
	Jennifer is a lawyer.
· Jennifer = lawyer

Chad was a champion.

· Chad = champion

	Predicate Adjective
	· Adjective following a linking verb

· Predicate adjective means the same as the subject

· Linking verb links the subject to the predicate adjective
	Our flight was swift.
· flight = swift

The saleswoman seems very sensitive to our needs.

· saleswoman = sensitive

	Object of a Preposition
	· Noun(s) at the end of a prepositional phrase

· The object of a preposition is not really a complement but can easily be confused as one.
	We went to the store.

· (to the store)

She stays in the house mostly.
· (in the house)


Plurals of Nouns

	If you have (singular noun)…
	Do this to make it plural…
	Example

	Most nouns
	Add –s
	pencil-pencils

cow-cows

building-buildings

friend- friends

	Noun ending in –s, -sh, -ch, -x, or -z 
	Add -es
	loss-losses

brush-brushes

porch-porches

box-boxes

	Noun ending in consonant and  -y
	Change the –y to –i and add   –es
	baby-babies

country-countries
hobby-hobbies

cry-cries

	Noun ending with a vowel and  –y
	Add –s
	boy-boys
play-plays

day-days

valley-valleys

	Proper noun ending in –y
	Add –s
	How many Garys are in your homeroom?

There are three Wendys in my science class.

	Most nouns ending in –f
	Add –s
	chief-chiefs
dwarf-dwarfs

	Some nouns ending in –f or –fe
	Change the –f to –v and add –s or –es
	leaf-leaves
elf-elves

self-selves

calf-calves

	Compound noun
	Add –s to the most important part
	brothers-in-law
fathers-in-law

track meets

	Compound noun that does not have a noun part or is written as one word
	Add –s
	cupfuls (one word)
billboards (one word)

forget-me-nots (verb, pronoun, and adverb used as noun)

in-laws (cannot add –s to the preposition)

	Noun ending in a consonant and   –o
	Add –es
	tornado-tornadoes
volcano-volcanoes

tomato-tomatoes

	Noun ending in vowel and –o
	Add –s
	radio-radios
rodeo-rodeos

stereo-stereos

	Noun related to music ending in   -o
	Add –s
	cello-cellos
piano-pianos

banjo-banjos

	Nouns from other languages
	Change –is to –es and change    –us to –i 
	analysis-analyses
crisis-crises

basis-bases

alumnus-alumni

stimulus-stimuli

	Letters, numbers, symbols, and words used as words
	Add –‘s
	a’s
5’s

#’s

if’s, and’s, or but’s


Exceptions:

1. Some nouns are the same for both singular and plural:

· deer, tuna, sheep, bass, trout, moose, elk, grapefruit, Chinese

2. Some nouns for their plural in special ways:
· child-children, foot-feet, woman-women, mouse-mice, tooth-teeth

3. Some nouns are used only in the plural form:
· clothes, scissors, dues, odds, jeans, savings, pliers, pants, slacks
Possessive Nouns

Apostrophes are used with possessive nouns to show ownership or possession.
	If you have…
	Do this to make it possessive…
	Examples
	Exceptions

	Most singular nouns
	Add an apostrophe and –s
	· The role of the parent becomes the parent’s role.

· The color of an iris becomes the iris’s color.
	In classical or ancient names that end in –s, it is common practice to leave of the final –s for ease of pronunciation.

· Odysseus’ voyages were dangerous.



	Plural nouns ending is –s or -es
	Add an apostrophe
	· The mother of the bears becomes the bears’ mother.

· The belief of the multitudes becomes the multitudes’ belief.


	

	Plural nouns that do not end in –s or -es
	Add an apostrophe and -s
	· The trek of the men becomes the men’s trek.


	

	Compound noun
	Add an apostrophe and –s (or just an apostrophe if the word is a plural ending in –s) to the last word
	· The cookie sale of the Girl Scouts becomes the Girl Scouts’ cookie sale.

· The car belonging to my sister-in-law becomes my sister-in-law’s car.


	

	 two or more people owning the same thing
	add apostrophe and –s after the name of the last person.
	· Pam and Fred’s house is over there.
	

	two or more people owning different things
	add apostrophe and –s after each person’s name.
	· Pam’s and Fred’s cars are parked in the other lot.
	


Pronouns

A pronoun is a group of words that takes the place of a noun.

The antecedent is the noun for which the pronoun stands.

Pronoun Cases:


Subject


Object




Possessive

Singular
Plural

Singular
Plural


Singular
Plural

I

we

me

us


my, mine
our, ours

you

you

you

you


your, yours
your, yours

he, she, it
they

him, her, it
them


his, her, hers
their, theirs










      its

Use subject pronouns as the subject of a sentence or the predicate pronoun.
Use object pronouns as the direct object, indirect object, or object of a preposition.

Use possessive pronouns to show ownership.

Special cases to consider:

· After a linking verb, use a subject pronoun.

· It is he.

· The winner is she.

· The hero was I.

· Test—turn the sentence around.  I was the hero.

· Compounds with pronouns
· She and I are late.    (subject case)

· Sally and I are late.

· Did you beat him and me yesterday?    (object case)

· Did you beat Bob and me yesterday?

· They beat us boys in baseball.     (object case)

· We girls are the winners.    (subject case)

· Test— get rid of the other part of the compound.  We are the winners.
Other pronouns:
Demonstrative pronouns point out a specific person, place, or thing.  

	Singular
	Plural

	this, that

· This is the book that I chose.

· Those are my new friends.
	these, those

· Of all my stamps, these are the most valuable.

· We stopped in Paris and London.  These are two major European cities.


Interrogative pronouns are used to begin questions.

	Pronoun
	Case
	Example

	Who
	Subject
	Who are you?

	Whom
	Object
	Whom do you wish to see?

	Whose
	Possessive
	Whose is this?

	What
	Pronoun or adjective
	What is that smell? (pronoun)
What foods do you like? (adj.)

	Which
	Pronoun or adjective
	Which is your favorite? (prn.)

Which show will you watch? (adj.)

	Who’s
	Contraction of who is
	Who’s at the door?


Reflexive and Intensive Pronouns

	Singular
	Plural

	myself
	ourselves

	yourself
	yourselves

	himself, herself, itself
	themselves


	Reflexive
	Intensive

	· Necessary to the meaning 

· Antecedent is the subject
	· NOT necessary to the meaning.

· Intensifies

· Antecedent is whatever word is intensified.



	· He loved himself.

· She saw herself in the photo.
	· I myself will do the job.




WARNING:  Never use these pronouns as subjects.

· Incorrect:  He and myself are going.

Indefinite pronouns refer to people, places, or things without specifying which ones.
	Singular

-- use with a singular verb
	Plural

-- use with a plural verb
	Singular (can’t be counted) or 

Plural (can be counted)

	one

anyone

everyone          ONE
no one

someone
	both

few

many

several

others

ones
	all

any

most

none

some

more

	anybody

everybody

nobody            BODY
somebody
	
	

	anything

everything

something         THING
nothing
	
	

	each

much

either

little

neither
	
	


When using indefinite pronouns in a sentence, the indefinite pronoun must agree in number with its antecedent.  This is especially important when the antecedent is another pronoun.  
· Generally, use a singular personal pronoun when its antecedent is a singular indefinite pronoun.  Use a plural personal pronoun when its antecedent is a plural indefinite pronoun.  
Incorrect:
Neither of the EMTs had completed their training.



(neither is singular, but their is plural)

Correct: 
Neither of the EMTs had completed her training.  



(neither is singular, and so is her)

Incorrect:
Anyone wishing to retake the test should study their notes tonight.

Correct:
Anyone wishing to retake the test should study his notes tonight.

Incorrect:  
Put each of the instruments in their place.

Correct:
Put each of the instruments in its place

· Traditionally, the masculine pronouns he and his have been used to stand for both males and females.  Now, using he or she and him or her is preferred.  If those seem awkward, rewrite the sentence.

Traditional:
Each of the crew members checked his equipment.

Preferred:
Each of the crew members checked his or her equipment.
Rewritten Sentence:
All of the crew members checked their equipment.

Verbs

A verb is a necessary part of every sentence.  It shows action or links two parts of the sentence.  Verbs also indicate whether events are taking place in the past, present, or future.

	Type of Verb
	Definition
	Example

	Action
	· Tells what action someone or something is performing

· The action may be physical or mental
	· Most people consider slavery the chief cause of the Civil War.

· Swans float gracefully on the water.

	Transitive 
	· An action verb in which the receiver of the action is named in the sentence

· A verb with a direct object
	· Sandy opened the window with great difficulty.

· The truck suddenly hit the pedestrian.

	Intransitive
	· An action verb in which no receiver of the action is named

· A verb with no direct object
	· The war began.

· The bus raced through the traffic light.

	Linking 
	· A verb that connects a subject with a word that describes or identifies it

· Most common linking verbs:  am, is, are, was were, be, being, been

· These verbs may be linking or action:  appear, become, feel, grow, look, remain, seem, smell, sound, stay, taste, turn
	· The winners were Tony and I.

· He looks tired from the fighting.

	Helping
	· Placed before other linking or action verbs to form verb phrases
· Helping verb(s) + main verb = verb phrase

· Helping verbs:  have, has, had, do, does, did, shall, will, should, would, may, might, must, can, could, am, is, are, was, were, be, being, been

· Sometimes the words in a verb phrase are separated from each other
	· Sally has opened the door.  
· More people should have been encouraged to study flight.

· This has not happened before.


Verb Principal Parts and Tenses

Conjugation of to talk (regular verb)
	Present
	Present Participle
	Past 
	Past Participle

	talk
	(am, is, are…) talking
	talked
	(have, has, had) talked

	I talk all the time.
	I am talking.
	I talked yesterday.
	I have talked for hours.


Present Tense




Present Perfect Tense

Singular

Plural


Singular

Plural

I talk


we talk


I have talked

we have talked

(have,

you talk

you talk

you have talked 
you have talked
    has)

he talk


they talk

he has talked

they have talked


Past Tense




Past Perfect Tense

Singular 

Plural


Singular

Plural

I talked

we talked

I had talked

we had talked

you talked

you talked

you had talked

you had talked

(had)

he talked

they talked

he had talked

they had talked



Future Tense




Future Perfect Tense

Singular 

Plural


Singular

Plural

I will talk

we will talk

I will have talked
we will have talked
(will
you will talk

you will talk

you will have talked
you will have talked
   have)

he will talk

they will talk

he will have talked
they will have talked
   
Present Progressive Form


Present Perfect Progressive Form
Singular 

Plural


Singular

Plural

I am talking

we are talking

I have been talking
we have been talking
(have,

you are talking

you are talking

you have been talking
you have been talking     has)

he is talking

they are talking
he has been talking
they have been talking


Past Progressive Form


Past Perfect Progressive Form

Singular 

Plural


Singular

Plural

I was talking

we were talking
I had been talking
we had been talking


you were talking
you were talking
you had been talking
you had been talking     (had)

he was talking

they were talking
he had been talking
they had been talking


Future Progressive Form


Future Perfect Progressive Form

Singular 

Plural


Singular


Plural

I will be talking
we will be talking
I will have been talking
we will have 

been talking
(will
you will be talking
you will be talking
you will have been talking
you will have     have
been talking       been)
he will be talking
they will be talking
he will have been talking
they will have 
been talking   

Conjugation of to be (irregular verb)

	Present
	Present Participle
	Past 
	Past Participle

	am
	(am, is, are…) being
	was
	(have, has, had) been

	I talk all the time.
	I am talking.
	I talked yesterday.
	I have talked for hours.


Present Tense




Present Perfect Tense

Singular

Plural


Singular

Plural

I am


we are


I have been

we have been

(have,

you are


you are


you have been 
you have been
                has)

he is


they are

he has been

they have been


Past Tense




Past Perfect Tense

Singular 

Plural


Singular

Plural

I was


we were

I had been

we had been

you were

you were

you had been

you had been

(had)

he was


they were

he had been

they had been



Future Tense




Future Perfect Tense

Singular 

Plural


Singular

Plural

I will be

we will be

I will have been
we will have been
(will

you will be

you will be

you will have been
you will have been
   have)

he will be

they will be

he will have been
they will have been
   

Present Progressive Form


Present Perfect Progressive Form

Singular 

Plural


Singular

Plural

I am being

we are being

I have been being
we have been being
(have,

you are being

you are being

you have been being
you have been being     has)

he is being

they are being

he has been being
they have been being


Past Progressive Form


Past Perfect Progressive Form

Singular 

Plural


Singular

Plural

I was being

we were being

I had been being
we had been being


you were being
you were being
you had been being
you had been being     (had)

he was being

they were being
he had been being
they had been being


Future Progressive Form


Future Perfect Progressive Form

Singular 

Plural


Singular


Plural

I will be being

we will be being
I will have been being

we will have 

been being
(will

you will be being
you will be being
you will have been being
you will have     have

been being         been)

he will be being
they will be being
he will have been being
they will have 

been being   

Irregular Verbs
With an irregular verb, the past and past participle are not formed by adding –ed or –d to the present form.
	Present

--use with present and future tenses
	Present Participle

--use with progressive form, gerunds (nouns), and participles (adjectives)
	Past

--no helping verb

--use with past tense
	Past Participle

--use with perfect tenses

	begin
	beginning
	began
	(have) begun

	break
	breaking
	broke
	(have) broken

	bring
	bringing
	brought
	(have) brought

	choose
	choosing
	chose
	(have) chosen

	come
	coming
	came
	(have) come

	do
	doing
	did
	(have) done

	drink
	drinking
	drank
	(have) drunk

	eat
	eating
	ate
	(have) eaten

	fall
	falling
	fell
	(have) fallen

	freeze
	freezing
	froze
	(have) frozen

	give
	giving
	gave
	(have) given

	go
	going
	gone
	(have) gone

	have
	having
	had
	(have) had

	know
	knowing
	knew
	(have) known

	lay
	laying
	laid
	(have) laid

	lie
	lying
	lay
	(have) lain

	ride
	riding
	rode
	(have) ridden

	ring
	ringing
	rang
	(have) rung

	rise
	rising
	rose
	(have) risen

	run
	running
	ran
	(have) run

	say
	saying
	said
	(have) said

	see
	seeing
	saw
	(have) seen

	set
	setting
	set
	(have) set

	sing
	singing
	sang
	(have) sung

	sit
	sitting
	sat
	(have) sat

	speak
	speaking
	spoke
	(have) spoken

	steal
	stealing
	stole
	(have) stolen

	swim
	swimming
	swam
	(have) swum

	take
	taking
	took
	(have) taken

	teach
	teaching
	taught
	(have) taught

	throw
	throwing
	threw
	(have) thrown

	wear
	wearing
	wore
	(have) worn

	write
	writing
	wrote
	(have) written


Subject and Verb Agreement

A verb must agree with its subject in number.  A singular subject must have a singular verb; a plural subject must have a plural verb.

Singular and Plural Verbs in the Present Tense

	Singular
	Singular
	Plural

	First and Second Person
	Third Person
	First, Second, and Third Person

	(I, you) send
	(he, she, it) sends
	(we, you, they) send

	(I, you) go
	(he, she, it) goes
	(we, you, they) go


A prepositional phrase that comes between a subject and its verb does not affect the subject-verb agreement.


Incorrect:
The poster of combat planes fill the wall.


Correct:  
The poster of combat planes fills the wall.

A compound subject joined by and is usually plural and must have a plural verb.

Incorrect:
The boy and girl is playing.
Correct:  
The boy and girl are playing.

Compound subjects taken together are thought of as a single unit and require a singular verb. Also, when the word each or every is used before the compound subject, a singular verb is required.

Incorrect:
Macaroni and cheese are my favorite.

Correct:  
Macaroni and cheese is my favorite.

Incorrect:
Every student and teacher anxiously await the first day of school.   

Correct: 
Every student and teacher anxiously awaits the first day of school.

When two or more subjects are joined by or or nor, the verb agrees with the closest subject.

Incorrect:  
Either Alice or Mike are going to help us study. 

Correct:
Either Alice or Mike is going to help us study.  

(One or the other will help, but not both of them)


Incorrect:
Neither the boys nor the girls is here.


Correct:
Neither the boys nor the girls are here.

When the subject comes after the verb, the subject and verb must still agree in number.

Incorrect:  
Waiting along the shore is many nervous soldiers. 

Correct:
Waiting along the shore are many nervous soldiers.  

Sentences beginning with there or here are nearly always in inverted word order (verb before subject).  Many questions are in inverted word order also.  The subject must still agree with the verb in number.

Incorrect:  
There are the boy. 

Correct:
There is the boy.

Incorrect:
Where are the newspaper?


Correct:
Where is the newspaper?

Either a singular verb or a plural verb can agree with an indefinite pronoun depending on the pronoun’s form and meaning.

Always Singular:
One of the submarines is equipped with radar.




Everybody on the submarine was frightened by the attack.




Neither of the strategies seems workable.

Always Plural:

Many of the soldiers are fighting on the war’s front lines.




Others are working to supply them with food and ammunition.




Several contribute by working as code breakers.

Either Singular or Plural:
Most of the war was fought long ago.





Most of the battles were fought in the first year.

Adjectives and Adverbs
	Adjectives modify…
	Adverbs modify…

	Nouns

· beautiful girl

· colorful decorations

· two roses
	Verbs

· move cautiously

· eat politely

· moved slowly

	
	Adjectives

· unusually rich

· not sad

· very pretty

	
	Other adverbs

· traveled less slowly

· lost too easily

· moved quite gracefully


	Adjectives answer the questions…
	Adverbs answer the questions…

	Which one?

· that judge

· each answer
	Where?

· stay nearby

· located here

	What kind?

· brick house

· white paper
	When?

· report later

· leave soon

	How many?

· one daffodil

· several roses
	How?

· smiled happily

· walk quickly

	How much?

· no time

· enough food
	To what extent?

· nearly won

· very nice
· (intensifiers—add to meaning of words modified)


          (adj)   (adv)    (adj)
(noun)
     (verb)
(adv)
    (adv)

A very large crowd gathered quite quickly.
Types of Adjectives
	Type of Adjective
	Definition
	Example

	Article
	· a, an, the

· come before nouns

· answer the question Which one?
· definite article—the

· indefinite articles—a, an
	· the court

· the judge

· a broken law

· an attorney

	Nouns used as Adjectives
	· when a noun is used as an adjective, it comes before another noun

· answers the question Which one? or What kind?
	Nouns:  

· court

· morning

Adjectives: 

· a court date

· a morning appointment

	Proper Adjective
	· either a proper noun used as an adjective or an adjective formed from a proper noun
	Proper Nouns:

· Arizona

· Tuesday

· Elizabeth

Proper Adjectives:

· Arizona desert

· Tuesday morning

· Elizabethan literature

	Possessive Adjective
	· a possessive pronoun used to describe a noun

· answer the question Which one?
· act as possessive pronouns (have an antecedent) and possessive adjectives at the same time
	· The President is preparing his state-of-the-union message.
· Bob and Joe left their car in the parking garage.



	Demonstrative Adjective
	· this, that, these, those
· demonstrative pronouns when used to describe a noun
	Pronoun:
· I saw this.

· I want those.

Adjective:

· I’ll vote on this issue.

· Count those ballots.

	Interrogative Adjective
	· which, what, whose
· interrogative pronouns when used to describe a noun
	Pronoun:
· What did he want?

· Whose is that?

Adjective:

· What answer did he give?

· Whose room is that?

	Indefinite Adjectives
	· both, few, many, each, all, etc.
· many of the indefinite pronouns when used to describe a noun
	Pronoun:
· I bought one of each.

· I don’t want any.

Adjectives:

· Each person has an opinion.

· I don’t want any help.


Comparing with Adjectives and Adverbs

Comparing with Adjectives

	
	Positive
	Comparative

(comparing two items)
	Superlative

(comparing three or more items)

	One syllable
	tall
few (can be counted)
	taller
fewer
	tallest
fewest

	Two syllables
	pretty
easy
handsome
	prettier
easier
more handsome
	prettiest
easiest
most handsome

	Three syllables
	beautiful
	more beautiful
	most beautiful

	Irregular
	much, many
little (can’t be counted)
good
bad
well (health)
	more
less
better
worse
better
	most
least
best 
worst
best


Comparing with Adverbs

	
	Positive
	Comparative

(comparing two items)
	Superlative

(comparing three or more items)

	One syllable
	late
	later
	latest

	Most two or three syllable words

or words ending in -ly
	skillfully

easily

quickly
	more skillfully

more easily

more quickly
	most skillfully

most easily

most quickly

	Irregular
	well

badly

little 

much
	better

worse

less

more
	best

worst

least

most


Prepositions

A preposition combines with a noun or pronoun to form a phrase.  A prepositional phrase acts as a modifier.

Frequently Used Prepositions




	aboard
	behind
	in back of
	outside

	about
	below
	in front of
	over

	above
	beneath
	in place of
	past

	according to
	beside (next to)
	in spite of
	since

	across
	besides (in addition to)
	inside
	through

	after
	between (2)
	instead
	throughout

	against
	beyond
	into
	till

	along
	but (except)
	like
	to

	among (more than 2)
	by
	near
	toward

	around
	down
	next to
	under

	aside from
	during
	of
	underneath

	at
	except
	off
	until

	as
	except for
	on
	up

	because
	for
	on account of
	upon

	before
	from
	onto
	with

	
	in
	out
	within

	
	
	out of
	without


Prepositional Phrases
A prepositional phrase starts with a preposition and ends with a noun or pronoun (called the object of the preposition).

I am going (to the mall).

     prep.   object 
Prepositional phrases will not contain a sentence’s subject, predicate, direct object, indirect object, predicate noun, or predicate adjective.  

Prepositional Phases Used as Modifiers
An adjective phrase modifies a noun or pronoun.

· It answers the questions Which one? What kind? How many? or How Much?
· The adjective phrase must follow the noun or pronoun.

· Example:  One (of the lifeguards) (from town) will be there.

An adverb phrase modifies a verb, adjective, or other adverb.

· It answers the question Where? When? How? or To what extent?

· The adverb phrase is placed as close as possible to the word it modifies or at the beginning of the sentence.
· Example:  She walked (along the beach).

Distinguishing between Prepositions and Adverbs

Some words can be prepositions or adverbs, depending on how they are used in the sentence.  To be a preposition, a word must have an object and be part of a prepositional phrase.  An adverb modifies a verb and has no object.

Prepositional Phrase used as Adverb (Adverb Phrase):  The ball flew (past third base).

Adverb:  The umpire ran past quickly.

Prepositional Phrase used as Adverb (Adverb Phrase):  They sat (inside the dugout).
Adverb:  Please come inside soon.
Conjunctions and Interjections
Types of Conjunctions
A conjunction connects words or groups of words.

	Type of Conjunction
	Definition
	Example

	Coordinating
	· Connect words of the same kind, such as two nouns, two verbs, to prepositional phrases, or two independent clauses.

· Coordinating conjunctions:  and, but, or, nor, for, yet, so
	· Connecting Nouns: My cousin and his wife left yesterday on their vacation.
· Connecting Independent Clauses:  Our family wanted to go to the White House, but we decided to go to the Capitol first.

	Correlative
	· Two conjunctions used in a pair to connect two of the same kinds of words or phrases.
· Correlative conjunctions:  both…and, either…or, neither…nor, not only…but also, whether…or
	· Connecting Pronouns:  Either you or I will be the leader on the trail.
· Connecting Prepositional Phrases:  We hiked slowly, whether in a large group or by ourselves.

	Subordinating 
	· Connect two ideas by making one dependent on the other.
· Subordinating conjunctions:  after, although, as, as if, as long as, as soon as, as though, because, before, even though, if, in order that, since, so that, than, though, till, unless, until, when, whenever, where, wherever, while
	· I did the planning after he made reservations.
· When he phoned this morning, he was unable to reach the Senator.


Interjections
An interjection expresses feeling or emotion and functions from the rest of a sentence.  
· It has no grammatical relationship to any other word in the sentence.  
· It is set off from the rest of the sentence with a comma or exclamation mark. 
· Interjections express different emotions such as joy, surprise, pain, impatience, or hesitation.
Joy:  

Wow!  I can’t believe the size of this building.

Surprise:
Oh, I didn’t expect to hear from you.

Pain:

Ouch!  That hurts.

Impatience:
Tsk! How long do they expect to wait.

Hesitation:
I, uh, think we should leave now.

Phrases

Appositives

An appositive is a noun or pronoun placed after another noun or pronoun to identify, rename, or explain the preceding word.  
· The poet Robert Frost is much-admired.

· The antique car, a Studebaker, is worth thousands of dollars.  

An appositive phrase is an appositive with its modifiers.

· The painting, mural in many bright colors, highlights the entrance.  
Verbals:  Participles, Gerunds, and Infinitives

Verbals are words formed from verbs but used as nouns, adjectives, or adverbs.
A participle is a form of a verb that acts as an adjective.  

· Present participles end in –ing.  

· Past participles end in –ed, although those formed from irregular verbs will have different endings.  

	Present Participle
	Past Participle

	· The blinding storm left us stranded.

· A growing baby needs much food and sleep.

· Those remaining finished the project.
	· The trained guide expertly led the expedition.

· His forgotten homework was left on the table.

· Troubled, she asked for advice.


Participle or Verb?

Sometimes verb phrases are confused with participles.  Note that a verb phrase always begins with a helping verb, while a participle used as an adjective stands by itself and modifies a noun or pronoun.

	Verb Phrases
	Participles

	· The car was racing around the curve.
· Cabeza de Vaca and his group may have walked through New Mexico.
	· The racing car crashed into a wall.
· The walked trail may have gone through New Mexico.


Participial Phrases

A participial phrase is a present or past participle that is modified by an adverb or an adverb phrase or that has a complement.  The entire phrase acts as an adjective in a sentence.
· Sitting in the office, he read the paper.

· Struck by joy, Ellen laughed.

· Edison, experimenting with different materials in his lab, improved the light bulb.

· Fearing failure, the scientist stopped his work.

· Then, steadily gaining confidence, he succeeded.

· The crowd was watching the inventor testing his new creation.

Gerunds
A gerund is a form of a verb that acts as a noun.

· Like present participles, gerunds end in –ing.

· While present participles act as adjectives, gerunds act as nouns.

· Like other nouns, gerunds can be used as subjects, direct objects, predicate nouns, and objects of prepositions.

	Gerund as Subject
	Reading is my favorite activity.

	Gerund as Direct Object
	I enjoy reading.

	Object of Preposition
	Today is a good day for reading.

	Predicate Noun
	My favorite activity is reading.


Gerund Phrases
A gerund phrase is a gerund with modifiers or a complement, all acting together as a noun.

	Gerund as Subject
	Preparing for a concert takes time.

	Gerund as Direct Object
	Lance began practicing his flute.

	Object of Preposition
	Before playing the piece, he studied the music.

	Predicate Noun
	My favorite activity is reading for pleasure.


Gerund or Participle?

Gerund phrases and participial phrases can be easily confused.  Look at how they are used in the sentence.  Remember, a gerund is used as a noun, while a participle is used as an adjective.
· Gerund phrase:  Singing softly was difficult.

· Participial phrase:  Singing softly, he calmed the baby.

Possessives in Gerund Phrases

Always use a possessive noun or pronoun in front of a gerund.

· Michael’s leaving was a disappointment.

· I can’t imagine his going away.

Infinitives

An infinitive is the form of a verb that comes after the word to and acts as a noun, an adjective, or an adverb.

Infinitives as Nouns
As a noun, an infinitive can be used as a subject, direct object, predicate noun, object of a preposition, or appositive.

	Infinitive as Subject
	To leave would be rude.

	Infinitive as Direct Object
	I want to leave.

	Infinitive as Predicate Noun
	His decision is to leave.

	Infinitive as Object of Preposition
	I want nothing except to leave.

	Infinitive as Appositive
	Her decision, to leave, was a wise one.


Infinitives as Adjectives and Adverbs
Infinitives answer the same questions as adjectives and adverbs.

	Infinitive as Adjective
	Now is the time to leave.  

· Which time?  To leave

She is someone to follow.

· Which someone? To follow

	Infinitive used as Adverb
	To leave, use the back door.

· How do we use the back door? To leave

This is easy to do.

· Easy in what manner? To do

He is well enough to travel.

· Well enough in what manner? To travel


Essential and Nonessential Clauses
A clause is a group of words with its own subject and verb.

An essential clause is necessary to the meaning of a sentence.

· Do not set an essential clause off from the rest of the sentence with commas.

The man who designed this tower was an engineer.

Ostriches are African birds that lay eggs with very hard shells.

A nonessential clause is not necessary to the meaning of the sentence.

· Use commas to set it off from the rest of the sentence.

The tower, which was built between 1887-1889, still stands.

Ostriches, who lay eggs with very hard shells, are native to Africa.

Subordinate Clauses

Adjective Clauses

An adjective clause is a subordinate clause that modifies a noun or pronoun..

· They usually follow the noun they modify.

· Common Relative Pronouns:

· Who—refers to people; use as subject in a clause

· The man who opened the door is my brother-in-law.

· Whom—refers to people; use as direct object or object of preposition in clause.

· He is a writer whom many admire.

· He has friends to whom he is very dedicated.

· Whose—use as a possessive pronoun in a clause.

· The author, whose book we read, was very entertaining.

· Which—refers to animals and things

· That British stamp, which depicts Queen Victoria, will be sold at auction.

· That-- refers to people, animals, and things.

· They visited the memorial that remembers Holocaust victims.

· Where, when, and since also introduce adjective clauses.

Adverb Clauses 

Adverb clauses modify verbs, adjectives, and adverbs.

· They are introduced by a subordinating conjunction (see notes on conjunctions).

If it keeps raining, the game will be canceled.

Dad will come unless traffic is heavy.

Because everyone is here, let’s begin.

No one came when we called.

Before you leave, do me a favor.

Noun Clauses

Noun clauses are subordinate clauses that function as nouns.
· They can be subjects, direct objects, indirect objects, objects of prepositions, or predicate nouns.

· Common words that introduce noun clauses:  how, what, where, which, whoever, if, whatever, wherever, whichever, whomever, that, when, whether, who, whom, why.

	Noun Clause as Direct Object
	We will eat whatever you serve.

Alan asked where we had been.

	Noun Clause as Subject
	What you saw was a solar eclipse.
Whoever leaves last must lock the door.

	Noun Clause as Object of Preposition
	I was surprised by what the doctor said.

	Noun Clause as Predicate Noun
	That is how you get the job done.


Grammar Check

Directions:  Label every word with its part of speech.  Label also major components of the sentence such as subject, predicate, direct and indirect objects, predicate nouns and adjectives, prepositional phrases, participial phrases, gerund phrases, infinitive phrases, adjective clauses, adverb clauses, and noun clauses.

1. Some familiar animals can be found only in zoos.

2. Citrus fruits are grown in California and Florida.

3. The shutters rattled noisily.

4. The tired motorist drove much too far.

5. They tried very hard.

6. The unbelievably slow turtle got there first.

7. The quarterback made the touchdown.

8. The audience saw a serious one-act play and two amusing skits.

9. The lifeguard gave us lessons.

10. Cara’s sister taught her the rules.

11. Midas is a character in Greek mythology.

12. One of the gods gave Midas a magic power.

13. With this power, Midas could turn anything into gold.

14. Soon, this gift became a curse.

15. Read the story of King Midas in a mythology book.

16. The model walked across the platform and turned around.

17. Some varieties of apples taste tart.

18. Cheese is a valuable source of protein.

19. The judge awarded Jean and Clare the prizes.

20. The saxophone is a popular instrument in the jazz band.

21. The old locomotive chugged slowly forward.

22. The first debater spoke quite clearly and very convincingly.

23. Tracey sold Mom and me four boxes of cookies.

24. The knee pads of the camel look tough and thick.

25. Set your alarm or you will be late for school tomorrow.
26. A balanced diet is essential for steady growth.

27. In ancient times brass and copper were the most popular metals.

28. Across the meadow ran a quiet stream.

29. The Vikings were fine shipbuilders and sailors.

30. We ate a good dinner and slept well.

31. Ostriches seem clumsy, but they can run fast.

32. Stone bridges are strong, but they are costly.

33. A famous French museum is called the Louvre.

34. Suddenly, a violent storm came up.

35. Most people in China are farmers.

36. Their farming is still done by hand.

37. Mrs. Zebrick taught us the metric system.

38. Norman Rockwell usually gave his pictures some humor and fun.

39. Homemade bread tastes delicious.

40. The maples in the park are becoming gold and red.

41. Have your written to your grandparents.

42. My very best friend lives nearby.

Capitalization
	Rule
	Example

	Capitalize the first word of each sentence.
	· Strong gusts of wind made it difficult to drive on the bridge.

	Capitalize the first word of a quotation if the quotation is an entire sentence.
	· Several people shouted, “Stop the bus!”
· “She really wants to see that monument,” Arlene said.

· “How much longer,” Brian asked, “until we reach the next attraction.

	Capitalize the pronoun I.
	· I worked for two years as a clerk before I received he promotion.

	Capitalize each person’s full name along with titles before the names.
	· Michelle T. Como
· Ms. Roth

· President Bush

	Capitalize geographical names such as streets, towns and cities, counties, states and provinces, nations, continents, valleys and deserts, mountains, sections of the country, islands, scenic spots, rivers and falls, lakes and bays, and seas and oceans.  
	· Atlantic Boulevard
· Coral Springs

· Florida

· Everglades

· United States of America

· Biscayne Bay

	Do not capitalize points on the compass such as north and southeast when they are used as directions.  Do capitalize them when they are used to name sections of the country.
	· Head east on Atlantic Boulevard to get to our school.
· Florida is in the Southeast.

	Capitalize the names of specific historical events, periods, and documents.
	· Revolutionary War
· Declaration of Independence

· Renaissance

	Capitalize months of the year, days of the week, holidays, religious days, and special events.  Do not capitalize the names of seasons.
	· Friday, June 14
· Fourth of July

· Ramadan

· Orange Bowl

· summer

	Capitalize the names of specific organizations, government bodies, political parties, nationalities, and languages.
	· Ramblewood Middle School Chess Club
· International Red Cross

· Supreme Court

· Independent Party

· Colombian, Spanish

	Capitalize references to religions, deities, and religious scriptures.  Do not capitalize the word god when it refers to ancient Greek and Roman deities.
	· Allah
· Torah

· Bible

· Greek god

	Capitalize the names of special places and items like specific monuments; memorials; buildings; celestial bodies (except sun and moon); awards; air, space, sea, and land craft; and trademarks.
	· Statue of Liberty
· Empire State Building

· Big Dipper

· Nobel Peace Prize

· Air Force One

· Cheerios

	Capitalize proper adjectives formed from proper nouns.
	· a World War I battle
· Ivory soap

· American flag

	Capitalize a person’s title when it is written before a person’s name or when it is used in direct address.
	· Ms. Roth
· You are running this city quite well, Mayor.

	Capitalize the titles of certain high government officials even when the titles are not followed by a person’s name or used in direct address.  Titles of other government officials may also be capitalized when there is no name given, but only when they refer to a specific person who has the title.
	· The President greeted the Queen.  
· (Both President and Queen are high government officials.)

· The Mayor will speak to you now.

· (Mayor is not a high government office, but here the title refers to one specific person.)

· A mayor’s job is hard.

· (Mayor is not a high government office and here refers to no specific person.)

	Capitalize titles that show family relationships when the title is used with the person’s name or as the person’s name.
	· We invited Aunt Rebecca to the party.
· Is Grandmother leaving?

· My mother is a great cook.

	Capitalize titles of school courses when the course’s title is that of a language or is followed by a number.
	· Latin

· English

· Botany 101

· science

	Capitalize the first words and all nouns and pronouns of letter greetings and the first words of all salutations.
	· Dear Mr. Perkins:

· Dear Aunt Maude,

· Sincerely yours,

· Yours truly,


Capitalizing and Punctuating Titles


In a title, capitalize the following:

· first word

· last word

· nouns

· verbs

· adjectives

· adverbs

Underline the titles of large, major works:

· television series

· books

· movies

· plays

· magazines

· works of art

· CD’s, albums

· newspapers

· musical compositions

· planes

· trains

· ships

· spacecrafts

· long poems

Do not capitalize the following (unless the first word of the title):

· articles: a, an, the

· conjunctions: and, but, or, nor…

· prepositions of less than five letters

Use quotation marks around the titles of smaller works usually contained within large works:

· poems

· short stories

· songs

· articles

· chapter

· episodes in a series

Commas
	Use Commas…
	Example

	between three or more items in a series.

· Make sure that each item in the series is the same type of word or phrase, such as all nouns, all prepositional phrases, etc.
	· We packed, ate, and left for home.

· Joyce, Brad, and Lindsey won prizes.

· We went to the store, to the movies, and to a restaurant.

	along with a conjunction to join both independent clauses in a compound sentence.
	· Harry Houdini was America’s most famous magician, but he died tragically.

	after introductory words not necessary to the meaning of the sentence.
	· Yes, he is my friend.

· Well, I would like to go with you.

	after introductory phrases and clauses.
	· Storing all of the ornaments in boxes, Laura put away her holiday decorations until next Christmas.

· When the holidays are over, I always feel just a bit sad.

	between adjectives of equal rank.

· Adjectives of equal rank can be placed in any order and still sound correct.

· Do not use a comma if the adjectives cannot be placed in any order.
· Do not put a comma between the last adjective and the noun it modifies.
	· He sanded the rusty, old jalopy.
· He uses an expensive Japanese camera.

	with interrupters.
	· This bike is in good condition, however.
· This paper, for example, has no heading.

	with appositives, participial phrases, and clauses not necessary to the meaning of the sentence.
	· Our teacher Ms. Jones is absent today. (essential)
· Alicia, the girl with the red hair, is my cousin.

· (nonessential)

· Pat, waiting in the van, asked us to hurry.

· We cheered enthusiastically for Darius, who scored the winning touchdown.

	with nouns of direct address.
	· Mother, this is my new friend.
· Call me tonight, Janet, if you can.

	with direct address and appositives.
	· Sara, I’d like you to meet Mr. Blackburn, our new principal.
· Mrs. Samuels, this is my brother, Richard Stevens.

	with contrasting expressions.
	· This cloud, not that one, resembles a Disney character.

	with dates
· Use a comma after each part of a date except in the case of month followed by day.

· When a date contains only a month and year, no comma is needed.
	· Saturday, June 20, is their anniversary.
· The exciting year began on Sunday, January 1, 2005.

· It wasn’t until May 2005 that George Lucas completed the Star Wars story.

	with geographical locations and addresses
· Use a comma after each part of a geographical location or address.

· Fewer commas are needed when the address is stacked such as on an envelope.

· No comma is needed between the state and ZIP code.
	· We moved from Cincinnati, Ohio, to Miami, Florida.
· Mail your entry to 150 Ridge Avenue, Newton, Massachusetts 01765, as requested.

· Ramblewood Middle School

· 8505 West Atlantic Boulevard

· Coral Springs, FL 33071

	after the greeting in all personal letters and after the salutation in all letters.
	· Dear Sally, 
· With love, 

	with numbers of more than three digits.

· Insert a comma before every third digit, counting from the left.

· Commas are not needed with ZIP codes, phone numbers, addresses, and page numbers.
	· 1,750 feet
· 3,608,787 square miles

· page 1022


Quotation Marks

Use quotation marks around a person’s exact words.
Most sentences in need of quotation marks include the exact quotation along with an identifier explaining who is speaking.  The identifier can come before, after, or in the middle of the quotation.  Punctuation must be adjusted depending on where the identifier is located.

	Identifier located…
	Example

	before the quotation
	Sara Beth said, “My sister is visiting me.”

Sara Beth asked, “When will you be home?”

Sara Beth screamed, “Help me!”

	after the quotation
	“My sister is visiting me,” said Shelly.

“When will you be home?” asked Shelly.

“Help me!” screamed Shelly.

	in the middle of the quotation
	“If you don’t hurry,” Jackie said, “you’ll be late.”
“I’m leaving,” said Howard, “as soon as I can.”

“I’m leaving,” said Tamara.  “What time should I be home?”


Note:
The comma always comes before the quotation mark.

Note:  
The first word of the quotation is always capitalized.

Place a question mark or exclamation mark inside the final quotation mark only if the end mark is part of the quotation.  However, if the whole sentence, not the quotation itself, is a question or exclamation, put the appropriate punctuation mark after the final quotation mark.

· Did anyone tell you, “You have been negligent”?

· I can’t believe Mike said, “I won’t help you”!

Do not use quotation marks when thinking.

· Billy thought, She’s very cute.

Do not use quotation marks around indirect quotes.

· Jim said that you’d be late.
If one quotation is two or more sentences in length, use only one set of quotation marks around the entire quotation.  Do not put quotation marks around each individual sentence.

· “My parents think that going to Europe for a semester will be a good experience for me.  I agree with them and will leave in September,” said Natalie.

When writing dialogue, begin a new paragraph with each change of speaker.


“Will you be going with us on our family vacation this summer?” Noreen asked her cousin.


Gwen hesitated before answering.  “I’m afraid so.  My parents think I enjoy the experience.”

“You fooled me, too,” Noreen replied.  “Maybe the trip will be better this year.”


“Well, it can’t be any worse,” said Gwen.  “On the last trip, we waited in line at three historic homes in one day.”

Time and Numbers
Time:  A.M. (ante meridium—before noon)


P.M. (past meridium—after noon)

Numbers
· Spell out numbers under one hundred and even hundreds.

· Twelve children  (under one hundred)

· Six hundred fans (even hundred)

· 112 children (over one hundred)

· Spell out numbers at the beginning of the sentence.

· Three hundred twenty-one people attended at five o’clock.

· Use numerals to refer to sections of writing.

· Study Unit 3 and Chapter 2.

· Spell out numbers with o’clock.

· five o’clock

Abbreviations
Titles: 

Mrs. 
Ms.
Mr.
Dr.
Rev.
Jr.
Sr.

Addresses:
St.
Rd.
Ave.
Blvd.
P.O.
Apt.
Terr.
Ct.

Businesses:
Co.
Inc.
Corp.
Ltd.

Organizations:   NATO
PTA
UN
FBI
YWCA

States:

FL
MA
ME
TN
CT
NY
KY
GA
HI

Days:

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

Months:
Jan.
Feb.
Mar.
Apr.
Aug.
Sept.
Oct.
Nov.
Dec.

Units of Measure:
mph
yd
ft
in.
gal.
min.

Colons :

	Use colons…
	Example

	in the greeting of a business letter.
	· Dear Sir:

	to indicate time with numerals.
	· 1:00 P.M.

	to signal important ideas.
	· Warning:  Keep out!

	before a list of items following an independent clause.
· A colon cannot follow a verb or preposition.
	· You can visit these places in Virginia:  Colonial Williamsburg, Jamestown Colony, and the College of William and Mary.
· INCORRECT:  Please write: letters, poems, and essays.


Semicolons ;
	Use semicolons…
	Example

	in place of a conjunction (and, but, or, nor, for, yet, so) to join two independent clauses.
	· I practiced for three hours; now I’m ready.

	to join independent clauses when the second clause begins with a conjunctive adverb (also, besides, furthermore, however, instead, moreover, nevertheless, otherwise, then, therefore, thus).
	· I’m almost ready; however, I still will be late.

· You must be ready; otherwise, I will leave without you.

	to join two independent clauses when the second clause begins with a transitional expression (as a result, at this time, first, for instance, in fact, on the other hand, that is, second, consequently).
	· I was late; as a result, I missed the first half of class.

	to avoid confusion when independent clauses or items in a series already contain commas.
	· Three important dates in Jamestown history are April 30, 1606; September 10, 1607; and January 7, 1608.

	to separate two independent clauses which have commas with one or both.
	· Tom plays the clarinet, the saxophone, and the piccolo; and his brother plays the piano and the flute.


Underlining or Italicizing
Underlining and italicizing serve the same purpose in your writing.  When a document is hand-written, you will have to underline.  In a word processed document, you may choose to underline or italicize as long as you are consistent throughout the document.
Underline or italicize the titles of long written works and major works of art:

· book of Tom Sawyer:  The Adventures of Tom Sawyer

· play:  A Raisin in the Sun
· long poem:  Paradise Lost

· magazine: Vogue
· newspaper: Sun-Sentinel
· movie: Independence Day
· television series: Friends
· CD: Elton John’s Greatest Hits
· Painting: Mona Lisa
· Sculpture: The Thinker
Underline or italicize the names of individual air, sea, space, and land craft.  

air:  the Kitty Hawk
sea:  the Titanic
space:  the space shuttle Colombia
Underline or italicize words, letters, or numbers used as names for themselves.

The word maybe is not part of her vocabulary.

She earned three A’s on her report card.

Hyphen -
	Use hyphens…
	Example

	to divide a word at the end of a line.

· The word must be more than one syllable.

· Divide between syllables.

· Never leave a single letter (ver-y, o-kay).

· Do not divide a word before a suffix (halt-ed).

· Divide hyphenated words only at the hyphens (sister-in-law).

· Do not divide proper nouns (Jason, Mrs. Goldsmith).
	

	in compound numbers twenty-one through ninety-nine.
	· twenty-five

· sixty-three

	in fractions used as an adjective, but not as a noun.

· Hint: fractions used as a noun are usually followed by a prepositional phrase.
	· The bill passed by a two-thirds majority.

· One third of the students voted to go to Universal Studios on the class trip.

	to connect two or more nouns used as one word.
	· sister-in-law
· great-grandmother

· lady-in-waiting

	when two or more words expressing one thought act as an adjective, but not when the adjective is at the end unless the adjective is always spelled with a hyphen (the dictionary spells it with a hyphen).
	· The well-known actor was mobbed when he left his hotel.
· Our long-range plans call for expanding the business.

· The pioneers left with wagons that were well equipped for the journey.

· The poor-spirited man sat sadly on the park bench.

· The man is poor-spirited. (Poor-spirited is always spelled with a hyphen.)

	after the following prefixes:

· all-powerful

· self-determined

· ex-leader

and before the suffix –elect:

· governor-elect
	

	No hyphen is needed with a compound modifier that includes a word ending in –ly.
	· clearly written essay


Dash –
Use a dash for the following:

· to indicate a change of thought
· to indicate an after-thought
· to mean namely or in other words.

Create a dash by hitting the hyphen key twice on a computer or typewriter.

· The game—it went into overtime—was exciting.

Parentheses (   )

Use parentheses in enclose information that is not necessary or information that readers may already know.

· Read page 31 (chapter 2) for homework.
Contractions 

Contractions are shortened forms of words or phrases.

· Use an apostrophe in a contraction to indicate the position of a missing letter or letters.

Common Contractions with Verbs
	Verb + not
	· are not (aren’t)
· is not (isn’t)
· was not (wasn’t)
· were not (weren’t)
· cannot (can’t)
· could not (couldn’t)
· did not (didn’t)
· do not (don’t)
· should not (shouldn’t)
· would not (wouldn’t)

	Pronoun + the verb will
	· I will (I’ll)
· you will (you’ll)
· he will (he’ll)
· she will (she’ll)
· we will (we’ll)
· they will (they’ll)
· who will (who’ll)

	Pronoun or Noun + the verb be
	· I am (I’m)
· you are (you’re)
· he is (he’s)
· she is (she’s)
· it is (it’s)
· we are (we’re)
· they are (they’re)
· who is (who’s)
· where is (where’s)
· Lee is (Lee’s)

	Pronoun or Noun + the verb would
	· I would (I’d)
· you would (you’d)
· he would (he’d)
· she would (she’d)
· we would (we’d)
· they would (they’d)
· who would (who’d)
· Nancy would (Nancy’d)


Six Traits of Effective Writing
Sound Ideas

· It all makes sense.
· I know this topic well.
· My paper has a purpose.
· I have included interesting details not everyone would think of.
· Once you start reading, you won’t want to stop.
Organization

· It starts out with a bang.
· Everything ties together well.
· It builds to the good parts.
· You can follow it easily.
Voice

· This really sounds like me.

· You can tell I care about this topic.

· I ant you to read this and feel something.

· You can tell I am thinking about my audience.

Word Choice

· This is the best way to say this.

· My words make pictures in the reader’s mind.

· I’ve tried new ways to say everyday things.

· My verbs are powerful; my nouns and adjectives are specific and precise.

· Some of the words linger in your mind after you read them.

Sentence Fluency

· My sentences begin in different ways.
· Some sentences are long; some are short.
· It sounds good as you read it.
· My sentences have power and punch.

· My writing flows easily from sentence to sentence.

Conventions

· I have used capitals correctly.
· Periods, commas, exclamation marks, and quotation marks are in the right places.
· Almost every word is spelled correctly.
· I have indented each paragraph.
· My spelling, punctuation, grammar, and capitalization make my writing easy  read and understand.

FIRES

Writing Assessment


Kinds of Supporting Details

Facts are statements that can be proven.  Facts can back up an opinion to make it more convincing to the reader.  They can also support an explanation to make it more understanding.

Incidents describe an event.  They are anecdotes, or brief stories, that help explain a writer’s point.  Incidents illustrate and describe your ideas to a reader in an entertaining way.

Reasons are explanations.  Reasons tell a reader why something happened or why you feel a certain way.

Examples are models that are used to illustrate a writer’s point.  Examples make an idea come alive for a reader by demonstrating it in a practical way.

Statistics are numbers that are used to make a point.  Statistics can clarify an idea or help a reader understand how an idea fits into the “big picture.”

	
	#1 Your Topic

_________________________


	

	#2 topic sentence

1.  ______________________
2.  ______________________

3.  ______________________


	#3 topic sentence

1.  ______________________

2.  ______________________

3.  ______________________


	#4 topic sentence

1.  ______________________

2.  ______________________

3.  ______________________



	
	#5 Your Conclusion

_________________________


	


Writing an Effective Introduction
     The introduction is the first part of your writing that anyone will read.  You can either capture your reader’s attention and encourage him to read on, or you can lose his interest right away.  An effective introduction will include a lively attention getter and a clear, strong thesis statement.

· Attention getter:  the lead of a story designed to capture the reader’s attention and build interest in the writing to come.
· Thesis:  a statement of what, specifically, the writer will discuss in the paragraphs to come.
Step I:  Start with your thesis statement

     Your thesis is a statement of what you, the writer, will discuss in the paragraphs to come.  In short essays (such as five paragraph essays), your thesis should be limited to one, concise sentence which presents the main idea of each body paragraph in the order in which the paragraphs will appear in the essay.  For example,

Americans should stand during the National Anthem so that we can better show respect for those who died fighting for our country, honor those who formed our government, and set an example to future generations.

     The reader knows up front that the body paragraphs will present these arguments in order:

· Americans should stand during the National Anthem so that we can better show respect for those who died fighting for our country,

· Americans should stand during the National Anthem to honor those who formed our government, and

· Americans should stand during the National Anthem to set an example to future generations.

Important:  Continuity

     It is important to make sure that when you list ideas in your thesis statement, they should be presented with continuity.  That is, each idea in your list should begin with the same part of speech.  In the example above, the first word of each idea is underlined.  Notice that they are all verbs.  Listing your ideas with continuity makes your thesis statement flow more smoothly.  

     Also, when you list your ideas, make sure that you separate each idea with a comma.

Important:  Using Specific Language

In your thesis, it is important to use specific language so that the reader knows what to expect in the body paragraphs.  This does not mean to give away all of your supporting details in the introduction—save those for the body.  But you must choose the best language to clearly and specifically convey your arguments.  Here is an example of a non-specific thesis statement:

Eminem is my hero because he is cool, hot, and fine.  


What does it mean to be cool, hot, and fine?  Literally, how can a person be both cool and hot at the same time?  Figuratively, what is the difference between being hot and fine?  This thesis reveals little about the arguments that will be developed in the body.  It leaves the reader expecting a redundant mess of an essay.  

Important:  Things to avoid in your entire essay

· Avoid referring to the reader as “you.”  

· Avoid overusing the pronoun “I.”

Step 2:  Write an attention getter that will flow smoothly into your thesis statement.  

     Eliminate weak attention getters from your repertoire.  The following are common mistakes that must be avoided:

· The Question:  Very Weak

Do you like to read?  Well, I do.  I think that kids should read more because reading can help them in school, it is an important life skill, and it is fun.

· “Hello.  My name is …”:  Very Weak

Hello, my name is Mrs. Arguello, and I’m going to tell you about why you should read more.  You should read more because reading can help them in school, it is an important life skill, and it is fun.

     Choose from these suggestions (or create your own) that are much stronger and more likely to gain your reader’s interest:

· Background Information:  Better

The United States was at war with England, and it looked like the Americans were going to lose.  In an attempt to turn the tide, U.S. forces waged a battle at Fort McHenry where many Americans were being held prisoner by the British.  Among these prisoners was poet Francis Scott Key.  He sat in his cell all night listening to the battle rage around him.  When the sun rose, Key looked out his window and saw that the United States had won this important battle.  Inspired, he wrote a poem that was later adopted as our National Anthem, “The Star Spangled Banner.”  Today, however, people do not show this patriotic tune the respect that it deserves.  Rarely do they stand when it is played at sporting events.  This attitude of disrespect toward our nation and its anthem must change so that we can better show respect for those who died fighting for our country, honor those who formed our government, and set an example to future generations.

· Story or Example:  Better

I used to dread weddings.  No, it was not planning for them that caused me anxiety.  I actually enjoyed combing the malls for the perfect dress and shoes.  I liked pulling my hair into elaborate twists and experimenting to find the right shade of eye shadow and lipstick.  I looked forward to the ceremony, holding back the tears as loved ones vowed to honor and cherish each other.  But the reception was another story.  Nothing was worse than watching everyone else dance while I sat at the table wiling away the hours until I could make a polite exit.  Sometimes I tried to “cut a rug” with the others, but I would quickly start thinking that I did not know what I was doing, and, fearful of embarrassing myself, I would sit down again.  As my own wedding approached, I decided that it was time to face my fear and learn to dance.  After just five lessons, my fears waned.  Learning to dance helped me to gain confidence, get extra exercise, and have so much fun dancing the night away at my wedding.  

· Dialogue or Someone’s Thoughts:  Better

“Mr. and Mrs. Smith, we’re sorry to have to tell you this, but your daughter is dead.  She died of a drug overdose last night.”


The police officer at our door early one Saturday morning broke this devastating news, and all I could think was Why? Why had we not talked to our daughter more about drugs?  Why had we not picked up on the signs of our drug abuse?  Why did our little girl have to die?  So today, I encourage all parents to talk to their children about the dangers of drug abuse in order to build trust between parents and children, open the lines of communication, and prevent lives from being shattered.  

Revising the Introduction Paragraph
After you’ve written a rough draft of your introduction, ask yourself these questions.  Answer honestly; then, revise your introduction to improve it.  

1. Do the first few sentences of your introduction get the attention of your readers and make them want to continue?

2. Do the beginning sentences of your introduction logically and smoothly lead up to your thesis statement?

3. Do you avoid listing the main ideas of your paper in separate sentences in your introduction? 

Revising Your Lead

Here are some more suggestions for writing an attention getter that really captures the reader’s attention.  

1. Describe a character

Of the many explorers who have sought traces of Atlantis, none was more intrepid than Colonel Percy Harris Fawcett.  A self-proclaimed lone wolf, he resolved to accomplish what no man before him had. (Chris Huff)
2. Action

The ball whistled through the air toward the plate.  I swung late, and the ball rocketed down the first line just out of reach of the diving first baseman.   (Brian Pearce)

3. Dialog

     “Come on down off the ledge, son!” yelled the officer.  “Your problems can be solved.  Don’t take your life.”


     Brad screamed at the officer, “You don’t know me or my problems!”(David Marsden)

4. Emotion

She could no longer endure the pain.  Her tears subsided, but the sobs continued to wrack her body. 

5. Detail
Old man Higgins stopped his beat up Chevy on the side of the dirt road to watch the bright, disc-shaped light zig-zag across the night sky. (Jon Gwodz)

6. Setting

My eyes dart nervously around the still, silent courtroom.  The witness stand is empty, no jurors fill the box, and the judge’s gavel lies inert on his desk. 

7. Quotation

“Live and let live,” my old man used to say.  He should have followed his own advice.

8. Avoid leads that begin with
a rhetorical question: What do you do with a million dollars?
  phrases like:
  When I was six…



  I’ll never forget the time…



  One day…



  I am going to tell you about…



  Hi, my name is…

Writing Body Paragraphs

The body of your essay is where you really make your arguments for change (in a persuasive essay) or state the reasons for your opinion (in an expository essay).  It is the most important part of your essay, and the bulk of your time prewriting and writing should be spent on the body.  

Each body paragraph should contain three separate parts—a transition linking the start of the paragraph to the paragraph before, a topic sentence stating the argument or reason to be presented in the paragraph, and multiple well-developed supporting details.  An easy way to remember this is to think TREEE.

Transition

Reason (or argument; i.e., a topic sentence)

Example 

Example 

Example 

The following are three body paragraphs for a persuasive essay.  Note that each contains a transition linking it to the paragraph before, a topic sentence, and three well-developed supporting details.  Notice also that they are quite long, more than five sentences each.  The trick to writing clear, well-developed body paragraphs is to remember that everything needs to be explained to the reader thoroughly.  Support each argument with specific facts, incidents, reasons, examples, and statistics (FIRES).  
Additionally, please notice how the order in which the arguments are listed in the thesis is also the order in which the arguments are addressed in the body of the essay.  Make sure that your thesis statement sets up the arguments in order.  

Portables:  Portals to Danger

Thesis statement:  Ramblewood Middle School’s portables should be replaced with classrooms in a building to reduce student accidents, eliminate extra dangers during weather emergencies, and protect students from unauthorized intruders. 


[TRANSITION] First and foremost, [TOPIC SENTENCE] portables present an imminent risk to student safety.  Reviewing the list of accidents reported by Ramblewood students last year, I see that over half of them happened in close proximity to portables.  [SUPPORTING DETAIL] I clearly remember the morning when the ambulance had to be called before school because a sixth grader had fallen from a portable ramp and cracked his head.  He had a concussion, needed six stitches, and was out of school for three days.  While I agree that he should not have been sitting on the railing of the ramp leading up to the portable, he would not have had the accident if he had been waiting to enter a classroom in the building where no ramps are needed.  [SUPPORTING DETAIL] Similarly, a seventh grader who slid down a wood portable railing receiving a four-inch splinter in his backside would not have been injured at all if portables were replaced by new classrooms.  [SUPPORTING DETAIL] Not only, however, are portables dangerous to students, they are also dangerous to teachers.  A teacher at Taravella High School was just walking across the floor of her portable when she fell through the floor (weakened by termites) to the ground below.  She was injured and missed over a week of school for an injury that was not her fault and could have been avoided in portables were eliminated.  The safety of students and staff should be the greatest concern of this school, and portables seem like a bad plan for improving our safety.  


Falls are not the only risks that we face in portables, however.  Weather emergencies like lightening storms and tornadoes are common in South Florida, and the portables are the least safe place on campus during these times.  During lightening storms, classes are often held because sending students to and from the portables puts them at risk for being struck by lightening.  If all classes were held in a building, we would be able to maintain our usual schedule during these frequent storms because no one would have to travel outdoors.  But lightening storms are the least of our weather worries; tornadoes are much more dangerous, and during tornado watches, we must evacuate the portables because they are so unsafe.  A portable could literally fly away during a tornado, so we students in portables have to go out into the wind and rain to trek to the building where we sit on the floor of a hallway where we are wet and uncomfortable until the storm passes. If all classrooms were in a building, we would be much safer.  


Finally, portables are unsafe because they are open to unauthorized intruders.  To enter the school building, people have to check in and receive a guest badge at the one entrance at the front of the school.  Adults are in place to monitor these visitors and make sure it is safe for them to be in the school.  However, since each portable has its own entrance, intruders could enter unnoticed through the back gates of the school.  It would be particularly easy for them because there are few to no security cameras in the portable area.  Just last year, computers were stolen from two portables in broad daylight, and a computer is a minor thing to lose.  We also had a lockdown of several hours recently because armed bank robbers were on the loose in the area.  While the metal doors all around the building were safely secured, the wooden doors on portables would present just a small obstacle to an armed criminal.  Within seconds, he could be holding a class hostage in a portable.  It is just easier for intruders to put the safety of a child in danger in the portable area.  We would all be much safer in a secure building.  

More Suggestions for Writing Body Paragraphs

· Transitions should be used not only to link one paragraph to the next but to link ideas within paragraphs.  This helps paragraphs to flow more smoothly.  (Activity:  Review the body paragraphs above and underline the transitions used to link ideas within the paragraphs.)

· All of your body paragraphs should be approximately the same length, and your supporting details should be equally well-developed.  Don’t lose steam toward the end of your essay.

· Do not refer to your reader as you.  This essay is not to be written in second person, as it raises the question, “Who is you?”

· When your elementary school teacher told you that a paragraph is five sentences, he/she did you a huge disservice.  A paragraph is as many sentences as it takes to FULLY DEVELOP your argument or reason.  Five sentences are rarely sufficient.  

Writing an Effective Conclusion
     The conclusion of an essay is just as important as the introduction.   It is the last thing that people will read, so it must be memorable. 

     A good conclusion for an essay will 

· Repeat:  restate the thesis in fresh language

· Complete:  give the reader a sense of completeness

· Entice:  serve as a call to action, encouraging the reader to do what you want him/her to do.  

Suggestions for your Conclusion

Eliminate weak conclusions from your repertoire.  Avoid this common mistake.

· Cutting and Pasting the Thesis:  merely rewriting the thesis as your conclusion tells the reader that you either ran out of time or did not take the time to properly end your essay.  Remember, a good conclusion repeats, completes, and entices.  This conclusions does only one of the three:

In conclusion, you should read more because reading can help you in school, it is an important life skill, and it is fun.

Choose from these suggestions (of develop your own ideas) that are much stronger and likely to keep your reader’s interest, making your essay more memorable.  

· Extended Restatement:  Restate your thesis in different words.  Review the main points of the essay.
Nearly two hundred years ago, Francis Scott Key wrote “The Star Spangled Banner” to show his patriotism.  But today so many people cannot be bothered to even stand up when our National Anthem is played.  Clearly, this lack of reverence for our country must change.  Each time we hear those words, “O say can you see,” we should all rise to our feet and sing along, showing patriotism for this great nation, giving our respect for those who died to defend it, and setting an example for our children.  

· Recommend a Course of Action:  After you have given your readers your reasons (body paragraphs), recommend something specific for the reader to do.

I’ve come a long way from my dread of weddings.  By taking lessons and learning different types of dance, I’ve found that not only has my confidence improved on the dance floor, but I’ve also become more athletic and had fun.  So why not sign up for a dance lesson today?  Arthur Murray is waiting for your call.

· Make a Prediction:  Predict what will happen for the reader if he/she does what you suggest.

Everyday we send our children to school to learn reading, writing, and math.  But a true education involves so much more.  As parents, we must talk to our children about the dangers they face in the real world—dangers like drugs.  When we are honest with our children, we gain their trust, encourage them to talk to use about their problems, and, most importantly, make a difference in their lives.  It might be hard at first, but I guarantee any parent will feel better after talking to their child about drugs.  

· End with a Story:  End with a brief story that demonstrates the importance of the topic.  

The last time I attended a baseball game, I must have stood up ten times to let people pass on their way to the concession stand.  But these same people why spent so much energy going for snacks seemed to have no energy at all when it came to rising for the National Anthem.  No, they couldn’t be bothered standing or even taking off their hats to show a little honor towards their country.  So I encourage you, each time you hear those famous words, “O say can you see,” to rise to your feet and sing along, showing patriotism for this great nation, giving respect for those who died to defend it, and setting and example for future Americans.  

Varying Sentences and Using Transitions
On this and the next page, you will find examples of how to begin sentences in a more interesting manner.  There are examples of transition words, words that build bridges between sentences and paragraphs.  These words make our writing flow more smoothly.  You will also find a variety of ways to begin a sentence which will make your writing style more interesting.

Time Order (Chronological) Transitions

	at last
	finally
	meanwhile
	shortly

	at this point
	first
	moreover
	soon

	after
	formerly
	most importantly
	since

	afterward
	furthermore
	next
	when

	at the same time
	immediately
	not long ago
	

	before
	in the mean time
	now
	

	during
	later
	presently
	

	eventually
	long after
	second
	


Space Order (Spatial) Transitions

	ahead
	behind
	inside
	outside

	above
	in the distance
	to the right
	to the left

	beyond
	near
	next to
	in the background

	on the other side
	nearby
	down
	there

	under
	under
	on the opposite side
	in the front

	up
	upward
	over
	here


To Signal Results or Effects; Concluding Transitions

	as a result
	in one instance
	therefore
	in one case

	because (of)
	for this reason
	to begin with
	in one example

	consequently
	in conclusion
	thus
	for instance

	due to
	in response to
	as proof
	to illustrate

	finally
	as stated
	in brief
	to conclude

	accordingly
	then
	in other words
	in summary


Between Ideas or to Introduce Examples; Adding a Point

	another
	for example
	in fact
	on the other hand

	also
	for this reason
	in conclusion
	a second (third, fourth…)

	as a result
	furthermore
	in spite of
	similarly

	besides
	however
	moreover
	therefore

	consequently
	in addition (to)
	on the contrary
	thus

	to clarify
	that is
	suppose
	to cite an

	finally
	hence
	further
	on this account

	namely
	again
	so
	


Emphasis Transitions

	undoubtedly
	in truth
	very likely
	assuredly

	yes
	certainly
	perhaps
	without fail

	obviously
	to be sure
	surely
	naturally

	really
	
	
	


Comparison Transitions

	likewise
	similar to
	equally
	like

	in the same way
	comparable
	correspondingly
	


Contrast Transitions

	despite this fact
	unlike
	dissimilar to
	instead

	on the contrary
	conversely
	although
	on the other hand

	in contrast to this
	in spite of
	still
	but

	and yet
	yet
	nevertheless
	however

	although
	this may be true
	
	


Varying Sentences

Sentences of different form and length can make your writing clearer and more interesting.  When you write, count the different kinds of sentences you have written.

Do you have a variety of sentences?

· simple

· compound 
· compound subject, compound predicate, compound sentence
· complex 

· use subordinating conjunctions (after, although, when, while, since…)

Begin sentences with participial phrases, adverbs, and prepositional phrases.

· Participial phrases

· Expecting an exciting story, I was disappointed.
· Amazed by his success, the scientist continued.

· Adverbs

· Slowly, I climbed the stairs.

· Later, I understood his meaning.

· Prepositional Phrases

· Because of the weather, few people visit Maine in the winter.

· At the end of the opera, people in the audience cheered.

Twelve Ways to Vary Sentence Starts

1. Noun 


Mary is an intelligent girl.

2. Pronoun

She works so hard in school.

3. Article


The grades she earns reflect her diligent efforts.

4. Gerund

Working hard has brought Mary many rewards.

5. Infinitive

To succeed in life is her goal.

6. Adverb

Someday, she will accomplish her ambition of becoming an author.
7. Participle

Having met this goal, what will she do next?

8. Adverb Clause
Once she publishes her first book, she will start work on the next one.

9. Expletive

There are many possibilities for someone as ambitious as Mary.

10. Prepositional Phrase
After a successful career, she will look back at her accomplishments. 

11. Noun Clause

That Mary is happy is our only wish.

12. Adjective

Great success and happiness are in her future.  

Using Your Five Senses

Vivid words that appeal to the senses can add interest to your writing.

Sight Words:  Colors

	red
	yellow
	white
	brown

	pink
	beige
	snow
	sandy

	salmon
	buff
	milky
	almond

	rose
	peach
	marble
	amber

	coral
	apricot
	cream
	tawny

	raspberry
	butter
	ivory
	hazel

	strawberry
	buttercup
	oyster
	cinnamon

	cherry
	lemon
	pearl
	nutmeg

	crimson
	canary
	silver
	chocolate

	vermillion
	chrome
	platinum
	coffee

	ruby
	gold
	
	copper

	garnet
	topaz
	purple
	rust

	wine
	ochre
	lavender
	ginger

	maroon
	sulphur
	lilac
	bronze

	burgundy
	mustard
	orchid
	walnut

	
	butterscotch
	mauve
	mahogany

	blue
	orange
	plum
	

	sky
	tangerine
	mulberry
	colorless

	sapphire
	persimmon
	magenta
	rainbow

	azure
	
	
	

	porcelain
	green
	black
	

	turquoise
	celery
	jet
	

	aqua
	mint
	ebony
	

	aquamarine
	apple
	licorice
	

	violet
	lime
	
	

	peacock
	kelly
	gray
	

	cobalt
	emerald
	ashen
	

	royal
	olive
	dove
	

	navy
	pistachio
	steel
	

	steel
	chartreuse
	
	


Sight Words:  Movements and Shapes
	fast
	rip
	stagger
	rotund

	hurry
	shove
	lope
	chubby

	run
	swerve
	canter
	portly

	scamper
	smash
	waddle
	fat

	skip
	drop
	drag
	swollen

	scramble
	plummet
	sway
	lumpy

	dart
	bounce
	soar
	clustered

	spring
	dive
	lift
	padded

	spin
	swoop
	drift
	tufted

	sprint
	plunge
	droop
	topheavy

	stride
	swing
	heave
	pendulous

	streak
	fly
	
	jutting

	propel
	sail
	shapes
	irregular

	trot
	
	flat
	proportioned

	gallop
	slow
	round
	angular

	drive
	creep
	domed
	triangular

	dash
	crawl
	curved
	rectangular

	bolt
	plod
	wavy
	hexagonal

	careen
	slouch
	globular
	octagonal

	rush
	lumber
	scalloped
	square

	race
	tiptoe
	ruffled
	pyramidical

	zoom
	bend
	frilled
	tapering

	zip
	amble
	crimped
	branching

	ram
	saunter
	crinkled
	twiggy

	speed
	loiter
	flared
	split

	chase
	stray
	oval
	broken

	hurl
	slink
	conical
	spindly

	swat
	stalk
	cylindrical
	skinny

	flick
	edge
	tubular
	thin

	whisk
	sneak
	hollow
	wiry

	
	
	
	shapely

	
	
	
	winged

	
	
	
	shapeless


Sight Words:  Appearance

	dotted
	dark
	crowded
	tantalizing

	freckled
	dismal
	jammed
	irresistible

	spotted
	rotted
	packed
	energetic

	blotched
	old
	bruised
	animated

	wrinkled
	used
	tied
	perky

	patterned
	worn
	stretched
	arrogant

	mottled
	untidy
	tall
	imposing

	flowery
	shabby
	erect
	regal

	striped
	messy
	lean
	stately

	bright
	cheap
	slender
	elegant

	clear
	ugly
	supple
	large

	shiny
	ramshackle
	lithe
	huge

	glowing
	tired
	lively
	immense

	glossy
	exhausted
	muscular
	massive

	shimmering
	arid
	sturdy
	gigantic

	fluid
	awkward
	robust
	showy

	sparkling
	crooked
	hardy
	decorative

	iridescent
	loose
	strong
	dazzling

	glassy
	curved
	healthy
	opulent

	flashy
	straight
	rail
	jeweled

	glazed
	orderly
	fragile
	lavish

	sheer
	formal
	pale
	exotic

	transparent
	crisp
	sickly
	radiant

	translucent
	pretty
	small
	fiery

	opaque
	heavy
	tiny
	blazing

	muddy
	flat
	miniature
	fresh

	grimy
	stout
	timid
	clean

	young
	wide
	shy
	scrubbed

	drab
	rigid
	nervous
	tidy

	dingy
	narrow
	frightened
	handsome

	dull
	overloaded
	wild
	pleasant

	
	congested
	bold
	calm

	
	cluttered
	dramatic
	serene 


Touch Words

	cool
	damp
	rough 
	feathery

	cold
	wet
	crisp
	fuzzy

	icy
	slippery
	elastic
	hairy

	lukewarm
	spongy
	leathery
	prickly

	tepid
	mushy
	silky
	gritty

	warm
	oily
	velvety
	sandy

	hot
	waxy
	smooth
	sharp

	steamy
	fleshy
	soft
	thick

	sticky
	rubbery
	furry
	pulpy

	dry
	dull
	thin
	fragile

	tender
	
	
	


Sound Words

	loud sounds
	jangle
	bleat
	bellow

	crash
	rasp
	peep
	growl

	thud
	clash
	buzz
	chatter

	bump
	clamor
	zing
	murmur

	thump
	tumult
	gurgle
	whisper

	boom
	riot
	swish
	whimper

	thunder
	racket
	rush
	talk

	bang
	brawl
	chime
	speak

	smash
	bedlam
	tinkle
	drawl

	explode
	pandemonium
	clink
	

	roar
	hubbub
	hush
	

	scream
	blatant
	still
	

	screech
	deafening
	speechless
	

	shout
	raucous
	mute
	

	yell
	earsplitting
	faint
	

	whistle
	piercing
	inaudible
	

	whine
	rowdy
	melody
	

	squawk
	disorderly
	resonance
	

	bark
	
	harmony
	

	bawl
	soft sounds
	musical
	

	bray
	sigh
	
	

	bluster
	murmur
	speech sounds
	

	rage
	whisper
	stutter
	

	blare
	whir
	stammer
	

	rumble
	rustle
	giggle
	

	grate
	twitter
	guffaw
	

	slam
	patter
	laugh
	

	clap
	hum
	sing
	

	stomp
	mutter
	yell
	

	stamp
	snap
	scream
	

	noise
	hiss
	screech
	

	discord
	crackle
	snort
	


Taste Words

	oily
	bland
	spicy
	luscious

	buttery
	tasteless
	peppery
	insipid

	salty
	sour
	gingery
	palatable

	bitter
	vinegary
	hot
	fresh

	bittersweet
	fruity
	burnt
	nutty

	sweet
	tangy
	overripe
	fruity

	hearty
	unripe
	spoiled
	

	mellow
	raw
	rotten
	

	sugary
	alkaline
	tart
	

	crisp
	medicinal
	savory
	

	ripe
	fishy
	crunchy
	


Editing Techniques
Fcat Writing rubric

The Research Process
The following is the research process which should be followed to properly complete any research project.  Remember that the process is fluid, and you may, at any point, return to previous steps to make changes.  

Step 1:
Choose and narrow your topic.

Step 2:
Write a thesis statement.

Step 3:
Compile a working bibliography of potential sources.
Step 4:
Develop a tentative outline.

Step 5:
Gather and organize information from resources.

Step 6:
Create the rough draft.

Step 7:
Revise and edit the rough draft.

Step 8:
Create a final bibliography.

Step 9:
Complete the final draft of the entire project.
Step 1:  Choose and Narrow your Topic
A graphic organizer like this can help you to brainstorm ideas for the research project and focus in on the best topic for you.

[image: image1.emf]Subject:




Subject:


Step 2:  Write a Thesis Statement
The reason for doing research is to find information to answer a question.  In the process of doing your research to answer your research question, you will begin to have opinions about the subject.  You use these opinions to develop your thesis statement. 

A thesis statement should capture the main point of your paper (i.e., the answer to your research question).  Once you develop a thesis statement, your research will concentrate on finding information to support your statement.  This thesis statement will be incorporated into your paper’s introduction, and the main body of your paper will present evidence to support your thesis.

A clear, strong, well-written thesis statement is the foundation for a clear, strong, well-written research project.  Everything in your final project must support your thesis statement.  This is an important step; please take time to do it well.  

Example:  The author’s use of his own experiences to develop universal truths about growing up and dealing with the challenges of life make John Knowles’s novel A Separate Piece a classic of twentieth century literature.
Step 3:  Compile a Working Bibliography

A working bibliography identifies sources of information-- such as books, articles in periodicals, CD-ROM and online databases, and the Internet-- from which you may draw information to complete your research project.  A working bibliography is compiled by searching for titles that are promising  sources of information.  

Potential Sources of Information
(
books about the topic

(
books about related issues 
·       original documents related to the topic (primary resources)

(
newspaper articles

(
journal and magazine articles

(
films, television programs, radio broadcasts

(
Internet sites and on-line databases
(
You may NOT use general knowledge encyclopedias as references (this includes encyclopedias on CD-ROM and the Internet).
When creating your working bibliography, choose your sources wisely. You want a variety of sources that will help you to find all of the information needed for your research project.  

Source Cards
When you find a potential source, write the title and other bibliographical information on a 3" x 5" index card.  Using cards to list your sources of information allows greater flexibility.  The cards may be rearranged, reorganized, added, or eliminated as often as your wish.  Be precise when creating these cards, copying accurate information and following the exact format given on following pages; eventually, you will use these cards to create your final bibliography page to be included in the final draft of your project.
Format of Source Cards
Each source card must contain the following information:

1. Lower left-hand corner


The location and source where the work can 






be found (RMS media center, SIRS)

2. Lower right-hand corner


Student’s name and teacher

3. Upper right-hand corner


Call number if the source is a library book

(leave blank if the source is not a book)

4.
Center of the card



All the information needed to add the source 






to the bibliography page.  
Step 4: Develop a Tentative Outline
An outline is a way to organize your project.  It makes completing a research project easier because it creates a map to follow when the research project is ready to be written.  The outline shows the way to develop each idea and how to move from one idea to the next.  The more complete the outline, the more useful it will be.

An outline does two things.  It lists the major points to be covered and the order in which they will be presented.  It also gathers subpoints to support each main point.  

Use Roman numerals for each major point, capital letters for each subpoint under a major point, and numbers for supporting details.  Please remember that any time you use an A to make one subpoint, you must also use a B to make a second subpoint.  Anytime you use a 1 for a supporting detail, you must make another supporting detail using a 2.

Important Points about Outlines
(
Your outline is the blueprint for your paper-- do a good job on it.

(
The title at the top of your outline should be simply Outline (no underlining, italics, or quotations).  This title should be centered and in the same size, font, and type-face as the rest of the document.

(
Write your thesis statement immediately below the title.  This will help you to stay focused only on information that supports your statement.

(
Write your outline in complete sentences.  This will make it easier when you write your paper.

(
Use Roman numerals for each major point you wish to make in your paper-- each Roman numeral will become a different paragraph.

(
Underneath the Roman numerals, you should have at least two letters (A and B) with subpoints supporting the major point.

(
If you have an A, you must have a B.  If you have a 1, you must have a 2.

(
The structure of an outline is important.  To make it easier for you to follow, make sure that all Roman numerals, letters, and numbers are lined up properly (see sample outline).

(
Margins should be 1 inch all around the page.  Do not number the pages of your outline.

Step 5:  Gather and Organize Information from Resources

Use the following guidelines for taking notes:
1.
Try to use lined notecards only.

2.
Use only one side of the index card.

3.
On each card, write only one note or related fact about only one topic on your outline.

4.
Read the article or passage before beginning to take notes on it.  This will help you focus on the main ideas.

5.
Find the key points.  Write your paraphrase of the key points on the index card.

6.
When directly quoting from a source, be sure to use quotation marks.

7.
Write the author’s name in the upper right corner.

8.
Write the page number from which you took the information in the lower right corner.

9.
Write the applicable outline number and letter in the upper left corner.

10.
Write your name in the lower right corner.  

11.
In taking notes, be brief and accurate.  Careful notetaking will help you avoid the problem of plagiarism.
Sample Notecard 
How to Paraphrase on your Research Cards:

To share a source’s information, either quote directly or paraphrase.  Direct quotations should be limited to just a few times when the author’s words are so precise and/or beautiful that only those words will suffice.  For all other research materials, you will paraphrase.  When you paraphrase, you use your own words to restate the author’s ideas.

1. Skim the selection first to get the overall meaning.  Concentrate on just the main idea, not the details.  (NOTE:  By selection, we mean the entire source or at least a chapter.)

2. Read the selection carefully, paying particular attention to key words and phrases.  Check the meaning of unfamiliar words.

3. Try listing main ideas on individual notecards.  Do not look at the selection while doing this.  

4. Review the selection another time so that you have the overall meaning clearly in mind.

5. Write your paraphrase using your own words to restate the author’s ideas.  Add the paraphrase to the notecard which on which you wrote the related main idea.  Keep the following in mind:

· Stick to the essential information.

· State each important idea as clearly and concisely as possible.

· Put quotation marks around key words and phrases taken directly from the source.

· Arrange ideas in smooth, logical order: One idea per notecard.

6. Check your final summary by asking these questions:

· Have I kept the author’s ideas and points of view clear in my paraphrase?  Have I quoted only where necessary?
· Have I cut enough of the original?
Could another person get the main idea by simply reading my paraphrase?

Step 6:  Create the Rough Draft

Develop a rough draft that follows the outline and includes information gathered in step 5 of the research process.  The draft should include parenthetical citations to properly document your sources of information.

Parenthetical Citations

A research project involves the use of research; research includes words, ideas, or evidence from other writers.  When you use this research in your paper, you must give credit to the source from which you got the information.   You must do this in a uniform, structured manner so that anyone can pick up you paper, identify the source of a specific piece of information, then go to that source and easily find the information.  The use of parenthetical citations is the easiest, most commonly used way for the researcher to document a source briefly, clearly, and accurately.

A citation is placed at the end of a sentence or paragraph, within parentheses, identifying the author and the source (page number) that the words or ideas were taken from.  This information is available on your source cards (working bibliography).
(
Please note that in parenthetical citations you do not use the words page or pages or the abbreviations p. and pp. 
(
Notice also that there is no comma between the author’s name and the page number(s).  

(
The parenthetical citation is placed at the end of the sentence (but before the period) in which the quote or idea is found.  If the quote or idea covers more than one sentence, place the parenthetical citation at the end of the paragraph.
Traditional Sources (Books, Articles, etc.):
4. Generally, it is sufficient to include just the last name of the author and the page number(s) from which you took the information. 
Women in colonial America faced many problems.

“Lacking property, a craft, or some small capital,

women without husbands often faced starvation 

unless the town would support them” (Harris 16).

5. If two authors wrote one work, give both last names separated by and.  

(Abrams and Donaldson 1135)

6. If there are more than two authors, use the first author’s last name followed by et al. (Latin, meaning “and others”).

(Sachs et al. 313)

7. If the source does not give an author, use the title or a shortened form of it.

(“Israel: A Religious Feud” 138)

8. If two or more authors have the same last name, include in the parenthetical citation both the first and last names of the author.

(Mavis Smith 84)

(Todd Smith 153)
9. If more than one work by the same author is used, give the title or a shortened version of it after the author’s last name.  In this case, notice that a comma comes between the author’s last name and the title.

(Delpit, “Skills and Other Dilemmas” 12)

(Delpit, “The Silenced Dialogue” 285)

Internet Sources:
10. For Internet sites with an author, use the author’s last name only.  No page numbers are needed with internet sites.

(Yule)

11. For Internet sources with no author, use title of the page or document.  Don’t forget the quotation marks.

(“Supreme Court Collection”)

( “Gideon vs.Wainwright”)

Video or Television Program:
12. For a video, use the title of the video.  Don’t forget to underline or italicize.  

(A Century of Women: Work and Family)

13. For a television program, use the title of the specific episode (not the title of the program).  Don’t forget the quotation marks.

(“The Manhattan Project”)

Personal Interview
14. For personal or telephone interviews, use the last name of the person interviewed. (Jones)

Step 7:  Revise and Edit the Rough Draft

Follow revision and editing procedures discussed in class and presented in this packet to make your final project the best that it possibly can be.

Step 8:  Create a Final Bibliography

The bibliography will be the last page of your research paper.

1. Begin by alphabetizing your source cards as follows:  

a.
Entries are alphabetized by the author’s last name.

b.
Entries with no author are alphabetized by title.

c.
Other entries are alphabetized by the first letter that appears on the card (except a, an, the).

d.
Entries published by an organization are alphabetized by the name of the organization.

2. Remember the following important details when preparing the final bibliography:

a.
Important:  Only entries that have been parenthetically cited in final paper may be included in the final bibliography.
b.
The title should be simply Bibliography (no underlining or quotations; capitalize only the first letter).

c.
The title should be centered at the top of the page.

d.
List entries alphabetically as stated above.

e.
Double spacing should be used within and between entries.

f.
The first line of each entry should be flush even with the left margin; all subsequent lines in the entry should be indented 5 spaces.  This makes it easy to pick out the bibliographical entry by its author.  

g.
Punctuation within the entry must be exact.
h.
Titles of books and magazines are either underlined or italicized (be consistent).  Titles of articles from newspapers or magazines are quoted.

i.
Please note that entries are not numbered.

j.
Margins:

Top-- 1 inch


Right-- 1 inch

Bottom-- 1 inch

Left-- 1 inch

Step 9:  Complete the Final Draft

Make sure that you have met all requirements of the assignment and submit your final draft by the due date.  The final draft of a traditional research paper should include a title page, final written paper, and final bibliography in that order.  Other parts should be included at the direction of your teacher.

MLA Citation Style Guide
This is designed as a quick reference for the MLA style of documenting sources in research papers.  Your bibliography section should appear at the end of your research project or paper and works should be arranged alphabetically by author (or title, if no author appears). List only works you actually cited.  Entries should be double-spaced.  For further information, check the MLA handbook or a valid website (usually administered by a university).
Book (One Author)

Nabokov, Vladimir. Lolita. New York: Putnam, 1955.

Author’s last name, author’s first name. Title of Book. City of publication: Publisher, Copyright 
date.  

Book (Two Authors)

Okuda, Michael, and Denise Okuda. Star Trek Chronology: The History of the Future. New 
York: Pocket, 1993. 


Book (Three Authors) 

Lowi, Theodore, Benjamin Ginsberg, and Steve Jackson. Analyzing American Government: 
American Government, Freedom and Power. 3rd ed. New York: Norton, 1994.
Book (More than three authors)

Gilman, Sandor, et al. Hysteria beyond Freud. Berkeley: University of California Press, 1993.

Book (Corporate Author)
Herbert F. Johnson Museum of Art. A Guide to the Herbert F. Johnson Museum of Art, Cornell 
University. Ithaca, NY: Cornell University, 1973.

 Book (with editor)

 Ferguson, George, and LaVerne Ferguson. 1996-97: Britain by Rail. Ed. Christian 

 
Martin. 16th ed. Old Saybrook, CT: Globe Pequot Press, 1995.

Book (Electronic)

Ember, Melvin and Carol Ember, eds. Countries and Their Cultures. 2001. Virtual Reference 

Library. Gale. MCC Libraries, Rochester, NY. 16 Dec. 2005 

<http://www.galegroup.com/>.

Journal Article

Wilcox, Rhonda V. "Shifting Roles and Synthetic Women in Star Trek: The Next Generation." 
Studies in Popular Culture 13.2 (1991): 53-65. 


Newspaper or Magazine Article

Di Rado, Alicia. "Trekking through College: Classes Explore Modern Society Using the World 
of Star Trek." Los Angeles Times 15 Mar. 1995: A3. 


Book Article or Chapter

James, Nancy E. "Two Sides of Paradise: The Eden Myth According to Kirk and Spock." 
Spectrum of the Fantastic. Ed. Donald Palumbo. Westport: Greenwood, 1988. 219-223. 
Book Introduction, Preface, Foreword, or Afterword

Bruccoli, Matthew J. Preface. The Great Gatsby. 1925. By F. Scott Fitzgerald. New 

York: Macmillan, 1992. vii-xvi.

Encyclopedia Article   (well known reference books)

Sturgeon, Theodore. "Science Fiction." The Encyclopedia Americana.  International ed. 1995. 


Encyclopedia Article   (less familiar reference books)

Horn, Maurice. "Flash Gordon." The World Encyclopedia of Comics. Ed. Maurice Horn. 2 vols. 
New York: Chelsea, 1976. 


Gale Reference Book   (and other books featuring reprinted articles)

Shayon, Robert Lewis. "The Interplanetary Spock." Saturday Review 17 June 1967: 46. Rpt. in 
Contemporary Literary Criticism. Ed. Sharon R. Gunton. Vol. 17. Detroit: Gale Research, 
1981. 403. 


ERIC Document

Fuss-Reineck, Marilyn. Sibling Communication in Star Trek: The Next Generation: Conflicts 
between Brothers. Miami: Speech Communication Assn., 1993. ERIC Document 
Reproduction Service ED364932. 


Website

“Early Childhood Educational Issues.” National Association for the Education of the Young 

Children. 22 May 2006 <http://www.naeyc.org/ece/>.


Author’s last name, author’s first name (if applicable). “Title of Webpage.” Title of Website. 
Date Document Accessed  <Document web address>. 


Newspaper or Magazine Article on the Internet

Rowe, Michael. “She Is No Homophobe.” The Advocate 22 Nov. 2005. 19 Dec. 2005 

<http://www.advocate.com/>.

Barnes, Susan B. “Podcasters Reach Out In Their Own Digital Show.” Rochester Democrat and 

Chronicle 19 June 2005. Newsbank. MCC Libraries, Rochester, NY. 19 Dec. 2005 

<http://www.newsbank.com/>.


A Work from a Library Online Subscription Service 

Wills, Wendy, et al. “Young Teenagers' Perceptions of Their Own and Others' Bodies: A 

Qualitative Study of Obese, Overweight and ‘Normal Weight' Young People in 

Scotland.” Science and Medicine 62.2 (2005): 396-406. ScienceDirect. Elsevier. MCC Libraries, Rochester, NY. 19 Dec. 2005 <http://www.sciencedirect.com>.
Personal or Telephone Interview

Craig, John. Personal interview. 23 September 1994.  

					Taylor
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“Long after George W. Bush takes office, the 2000 election will cast a shadow over the Supreme Court.”








Joe Brown					50
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