Avon High School Quick Reference Guide to Writing


AGREEMENT
 Make sure subjects agree with verbs:
 Incorrect



Correct:
 “A list of names were the best clue.” 
“A list of names was the best clue.”

“There is three men outside.”

“There are three men outside.”

 Make sure pronouns/nouns agree with antecedents:
 Incorrect



Correct:
 "Everyone read their books." 

"Everyone read his or her book." 

 "When the reader first opens the novel, they notice the setting.” "When the reader first opens the novel, he notices the setting.”   

PRETEND VS. REAL WORDSDO’s vs. DON’Ts
Incorrect:


Correct:
 “cause of”    


"because" 

 “different than”   

"different from" 

 “irregardless”   

"regardless” 

 “should of”/would of”  
"should have"/"would have" 

 “suppose to”   


"supposed to" 

 "use to"    


"used to" 

 "alot" / "alright"   

"a lot" / "all right" 

 "is when"/"was when"  
"is"/"was" 

 "can not"   


"cannot"
“all of the sudden”

“all of a sudden”
TITLES
 Use italicsfor books, pamphlets, movies, paintings, operas, 

newspapers, magazines, plays, long poems, ballets, TV programs.      

 Example:  The Great Gatsby by F. Scott Fitzgerald
 Use quotation marks for short stories, short poems, songs, articles, 

essays (including yours!), chapter titles.     Example:  "Atlantic City" by Bruce Springsteen
DIALOGUE
 When repeating the exact words of a speaker, enclose these words in 

quotation marks.  Commas and periods go inside the quotation marks. 

 "Frank is a good worker," the boss said, "but he's always late." 

 A question mark, exclamation point, or dash is placed inside quotation 

marks when it relates only to the quoted material and placed outside 

when it relates to the entire sentence. 

He asked, "Will you be there?"           Did he answer, "I will be there"?
Start a new paragraph for each change of speaker. 

COMMONLY CONFUSED WORDS 
affect- verb, to influence   "You can affect the outcome."
effect- noun, result or consequence   "What effect will this have on me?"
effect- verb, to make, to produce "He effected a reconciliation."
accept- take or receive "He accepted the trophy."
except - but    "Everyone except Ann can come."
definitely– surely, most certainly “The character definitely changed.”
defiantly–no need to define; just don’t use it unless it’s intentional. PROOFREAD!
fewer than- a smaller number "Fewer than ten kids were tardy."
less than - a smaller degree "Her weight was less than his."
loose – floppy, lax “Since going on Atkins, her pants are loose.”
lose – misplace “Did you lose your homework?”
then - denotes time“Can you come then?”
than - used for comparison “He has more than me.“
its- denotes possession  "The alligator raised its head."
it’s- contraction of it is or it has   "It’s the wrong time."
there - denotes place  "The books are there on the table."
their- denotes possession  "It was their home."
they’re - contraction of they are  "They’re almost ready."
to- towards   "Go to the store." 
too - also, excess   "Can I play too?"  "He's too thin."
two - number  "He has two study halls." 

your - denotes possession  "It's your football helmet."
you’re - contraction of you are  "You’re doing very well."
who - reply is "he," "she," "they" "Who is the weakest link?"
whom - reply is "him," "her," "them" "To whom does this belong?" 
COMMAS, SEMI-COLONS, AND COLONS 

Commas
Use commas to make clear what you are trying to communicate.  Overuse is 

as bad as underuse, especially when it distracts and clutters your sentence. 

• In a series of three or more words or phrases, separate each item with a 

comma. 

ex.  Avon, Simsbury, Buckley, and Conard all participated.
ex.  The spitball ricocheted off his foot, onto her shoulder, and settled in her collar. 

• Between independent clauses joined by a conjunction 

ex.  We went out during open, but we weren't late for class. 

• If a dependent clause opens a sentence, use a comma to separate it from the 

independent clause.  (The preceding sentence is a good example.) 

• To set off certain introductory elements (rule of thumb:  usually four words 

or more) 

ex.  To prepare for the walkathon, Mrs. Kraner did toe-lifts and ankle rotations. 

ex.  Looking forward to the balmy weather, Mr. Lombardo revved his motorcycle and strapped on his helmet.
ex.  However, Shamu cannot be considered a true killer whale, Mr. Fusco. 

ex.  Mr. Quigley, my English teacher, deftly turned the page on Mario Battali’s latest release. 

ex.  I hope, Ms. Wiellette, you have extra wigs for our Romeo and Juliet skits.
*Commas used to separate two independent clauses do not a sentence make. THESE ARE CALLED COMMA SPLICES. 

Ex of comma splice: Mrs. Mirabello’s Broadcast Journalism field trip is on Friday, she and the class are going to ESPN.

**Commas are not decorative punctuation marks. “When in doubt, leave them out.” –J. Aylsworth
Semi-Colons and Colons
Learn how to use it, and the semi-colon can work wonders for your writing. 

• The semi-colon (;) is powerful enough to replace conjunctions such as and, 
but, or, and because. 

ex.  I'm not good at reciting poems; I never remember the verses. 

• Main clauses joined by connectives such as then, still, however, moreover, and 
nevertheless are separated by semi-colons. 

ex.  Coaches don't want to cut at tryouts; however, they have no choice. 

• If items in a series contain commas, use semi-colons to keep things clear. 

ex.  We traveled to New Britain, CT; Worcester, MA; and Albany, NY. 

• The semi-colon is different from the colon(:). The colon introduces a list. 

ex.  Mr. LaChance ate these food items: garlic hummus, dragon fruit, and almonds.
TROUBLESOME WORD USAGE and SYNTAX

Among/between– Use between when comparing two people or items; use among when comparing more than two people or items.
Ex: The AHS Science Department split lab duties among Mrs. Loynes, Mr. Burgess, and Mr. Salerni.
Ex: The AHS History Department divided AP courses between American History and European History teachers.

I/me- Use the pronoun ‘I’ as the subject of a sentence and the pronoun “me” as the object of a sentence.

Ex: Mr. Czepiel and I attended the pep ally last Saturday.

Ex: Attend the rally with Mr. Czepiel and me on Saturday.
Well/good- Use “well” as an adverb only when it’s modifying another adverb, adjective, or action. (exception: Use well in response to the inquiry, “How are you today, Mrs. Moore?” “I’m well, thank you very much.”)
Lay/Lie- 
Lay: to put or place; lay (present), laid (past) and laid (past participle)
Lie: to recline;lie (present,) lay (past) and lain (past participle).
Ex: Every night after Mr. Dorr lays out his clothes, he lies down in bed to get his beauty sleep.
Take/bring - Use “take” when asking people to bring things to the place you are, and you take things to the place you are going.

Ex: I wish someone would bring me dinner.  I wonder if I should get take out?
Farther/further - Use “farther” when referring to physical distance and “further” for metaphorical, or figurative, distance.
Ex: “How much farther until we get there?”
bad/badly–It’s like this: badly is an adverb, used to modify an action verb. 

Mrs. Wendler plays squash badly, and always feels bad when she loses.
Was/were – put it this way:  use “were” when speaking hypothetically. (“If I were to go” instead of “If I was to go”)
Parallel Structure

Parallel structure means using the same pattern of words to show that two or more ideas have the same level of importance. This can happen at the word, phrase, or clause level.
Incorrect: Mob bosses wear thick, black glasses, carry blunt, cartridge-heavy gats, and they conceal secrets that are dark and sinister.

Correct: Mob bosses wear thick, black glasses, carry blunt, cartridge-heavy gats, and conceal secrets that are dark and sinister.

Numbers
Spell out all numbers that can be written in one or two words (one hundred instead of 100) unless you are completing a paper that is laden with numbers (science, history, etc.). Remember to stay consistent.
Active vs. Passive Voice –You should typically use the active voice in academic writing.
Active: when subject of the sentence performs the action suggested by the verb.
Passive: when you make the object of an action into the subject of a sentence
Passive: Mr. Fusco’s book, Ghosts of New England, is being read by most of the class.

Active: The class is reading Mr. Fusco’s book, Ghosts of New England.
Passive: An array of ghosts in Connecticut are examined by Mr. Fusco.

Active:  Mr. Fusco examines an array of ghosts.
Critical Present/Verb Tense shifts
Stay in the present tense when writing essays:

Incorrect



Correct
The author wrote


The author writes

The character said


The character says
In a narrative or expository essay, stay in one tense through out.  Consistency is key!

REMINDERS

Thesis Statements:

Remember that the purpose of an analytical essay is to posit and support an argument.  Stay away from summary and reiteration.  Demonstrate your critical thinking.

Thinking:
You should always use textual evidence (quotations) to support your argument. All quotes must be properly integrated.   Don’t expect the quote to do the talking for you; remember that your words are the most important part of your essay. See Link:  http://owl.english.purdue.edu/
Organization:
Your topic sentences for your body paragraphs should be related to your thesis statement, and each subsequent idea and paragraph should build upon it.  Carefully construct your argument!
Citations:
You should consult the MLA citations page…
http://owl.english.purdue.edu/
Formal and Academic Style:
Do not use personal pronouns in formal or academic papers.  Also, pay close attention to your word choice:  language should be precise, explicit, accurate and responsible.  Say what you mean clearly, without waffling.  These essays should demonstrate your communication and critical thinking skills.
