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Proper Form for Written Work

Paper: Use standard-sized 8 %2 x 11-inch paper for handwritten class work.
Avoid using spiral notebook paper unless as part of a-log or a journal. Use
standard-sized 8 ¥z x 11 inch, 20-pound, white, multi-purpose, photocopy or
computer paper for printed work.

Margins: Set the margins to 1-inch on all sides (top, bottom, left, and rlght)
Use the same format for handwritten work.

Font Size: Use a 12-point typeface.

Typeface Font: Use a legible font like Book, Times New Roman, or 20"
Century. Avoid stylized typefaces, especially those with curly-cues.

Heading and Title: All papers must have a heading and title. The heading
must be placed in the upper right-hand of all pages of an assignment. The
heading must include your first and iast name, date, and period number. The title
must be centered on the first {ine of the assignment. Original titles do not require
underlining or quotation marks.

Line Spacing: All work should be double-spaced unless directed otherwise,
Paragraphing: Each paragraph must have its first word indented five spaces.

Drafts: Save all drafts of your paper. You might be asked to hand them in with
the final copy.

Printer/Computer Problems: If you have a problem with your printer or
computer, you must solve it before the paper is due or submit a hand-written
copy using blue or black ink. Make sure you back-up all work on a flash drive.

MLA Style: Modern Language Association style provides a standardized format
for Works Cited. Refer to the Purdue Online Writing Lab for resources on MLA
style, the writing process, grammar, mechanics, research and citations
(http://owl.english.purdue.edu). BibMe (http://bibme.org), and Easy Bib
(http://easybib.com) helps students create a Works Cited page with its
automatic formatting.

John Doe
September 1, 2014
Period 3

Title of Paper

(Skip this line)

Indent the first line of each paragraph 5 spaces. Remember to

keep the margins one-inch wide on all sides. Keep the right margin

as straight as possible.
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Capitalization Rules

Rule 1:

Rule 2:

Rule 3:

Rule 4:

Rule 5:

Rule 6:

Rule 7:

Rule 8:

Capitalize a proper noun.
Example: The game will be played at Staples Center.

Capitalize the first word of a quoted sentence.
Example: “Look out!” she yelled. “You almost ran over my
daughter.”

Capitalize the titles of high-ranking government officials when
used before their names. Do not capitalize the civil title if it is
used instead of the name. ,

Examples: I spoke with President Obama last evening.

I spoke with the president last evening.

Capitalize points of the compass only when they refer to
specific regions/areas.

Example: For vacation this summer, we are going up North.
To find the house, travel west two miles.

Capitalize the first word of a salutation and the first word of
a closing in a letter.
Example: My dear friend James,

Very truly yours,

Capitalize the names of specific course titles.
Example: I must take Algebra 2 and language arts next year.

Capitalize the first word of a sentence.
Example: The party was a lot of fun.

Capitalize the main words in a title.
Example: Where the Red Fern Grows




Using Quotatioh Marks Correctly

Rule 1:

.Rule 2:

Rule 3:

Rule 4:

Rule 5:

Rule 6:

Rule 7:

Rule 8:

Use quotation marks to enclose a person’s exact words — a
direct quotation.
Example: The coach predicted, "It will be a close game.”

When a quoted sentence is divided into two parts by an
interrupting expression, the second part does not begin with
a capital [etter.

Example: “Violent storms have always awed people,”
explained Mr. Jones, “and many of us are still frightened by
them.”

A period or comma following a quotation should be placed
inside the closing quotation marks.
Example: "“Dinner will be served shortly,” said the butler.

A question mark or an exclamation point should be placed

inside the quotation marks if the quotation is a question or

exclamation. Otherwise, it should be placed outside the

quotation marks.

Examples: “How far have we traveled?” asked the tired man.
Who said, “Give me liberty or give me death”?

When you write dialogue, begin a new paragraph every time
the speaker changes.
Example” “What time is the movie?” Susan asked.
“I am not sure, ” Jerome replied, “but maybe we
can go early-and catch a bite to eat.”
“That sounds great.”

When a quotation consists of several sentences, put quotation
marks only at the beginning and end of the entire gquotation,
not around each sentence.

Use single quotation marks to enclose a quotation within a
guotation.
Example: “Let's sing ‘God Bless America’, ” suggested Chris.

Use quotation marks to enclose the titles of chapters, articles,
short stories, poems, songs, and other parts of books and
periodicals.

Exampile: "Imagine” is a song by John Lennon.



Dialogue Tips...

RULE #1: A direct quotation begins with a capital letter.
Jimmy shouted, “See you at the game!”
“Is it true?" asked Cindy.

RULE #2: When a quotation is inferrupted into two parts with words like “he

asked” or “the teacher demanded,” the second part begins with a lower case letter.

“What are some of the things,” Mrs. Baskin inquired, “that make school
so much fun?”
“One thing I like,” replied Sarah, “is recess!”

RULE #3: When writing dialogue, all punctuation marks at the end of the
quotation go inside the quotation marks.
“Let's visit the museum,” suggested Samantha.
Jon replied, “Didn't we go there last weekend?” -
“But when we did,” Beth added, “we didn't see the Ancient Egyptian
exhibit.”

RULE #4: Do not put a period at the end of a quotation followed by things like she
said, mom asked, he explained, etc. Use commas, question marks, and exclamation
marks but not periods. Periods end sentences.

“My Algebra class is driving me crazy!” Paul yelled.

“That's my favorite class,” Becky replied.

RULE #5: Make a new paragraph (indent) when a different person begins to
speak.
"Last night, I dreamt that | ate a giant marshmallow " Kevin
said.
"Was that anything like the dream you had about eating your
way through a mountain of fruit cocktail?" asked Suzy.
"Scarier," Kevin explained. "This time I woke up and my
pillow was gone."

OTHER REMINDERS:
-Always make it clear who is speaking in the dialogue.
-Try to avoid using the word “said” repeatedly.
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Writing Numbers

Rule 1:

Rule 2:

Rule 3:

Rule 4:

Rule 5:

Rule 6:

Rule 7:

Rule 8:

Rule 9:

Rule 10:

Rule 11:

Spell out single-digit whole numbers. Use numerals for numbers greater
than nine.
Exampies: I want six copies of the poemn.

I want 10 copies of the poem.

Be consistent within a category. If you choose numerals because one of the
numbers is greater than nine, use numerals for all numbers in that
category. If you choose to speil out numbers because one of the numbers
is a single digit, spell out ail numbers in that category.
Example: My i4 friends and I went to 2 parties that

weekend.

My fourteen friends and I went to two parties that weekend.

Always spell out simple fractions and use hyphens with them.
Example: One-third of the cake has been eaten.

A mixed fraction can be written in figures unless it is the first word of a
sentence.
Example: I expect my allowance o increase by 7 ¥ percent.
Seven and one-half percent was the increase in
my allowance.

Write decimals in figures. Put a zero in front of a decimal unless the
decimal itself begins with a zero.
Example: I grew 0.75 feet in one year!

I grew .07 feet in one year.

When writing decades, you may spell them out using lowercase form.
Example: During the eighties, disco was popular.

If you wish to write decades using incomplete numerals, put an apostrophe
before the incomplete numeral but not between the year and the "s”.
Example: During the late ‘90s, rap music became popular.

Spell out the time of day. With o’cfbck, the number is always spelled out.
Example: Her alarm wakes her at seven o’clock on weekday
mornings. :

Use numerals with the time of day when exact times are being emphasized
or when using A.M. or P.M.
Examples: My flight to Florida leaves at 8:30 A.M.

Please arrive at 6:00 sharp.

When spelling out numbers greater than nine, hyphenate all compound
numbers from twenty-one through ninety-nine.

Spell out a number if it begins a sentence.
Example: Thirty-three people were invited to the party.




Editing Marks

Delate: /"F/’ ‘take%_ﬂ

Close up: = print as o ne word
Pt pay
insert; N\ insert b
£
Rlore space: f_f:; . insert ?ﬁpac-@
: b

Shet -
Let stand: Stet  letmadead 1oxt siand as set
Transpose: tr changefrder|the )

New paragmph:qu bagin a new paragragh

Speil mﬂ:@ prmﬁ' as pounds

Capitalize: cap sal in capitals
Lowercass: f{; set in_ﬁcn#gféésé
falics: ital sat in italic
Roman: 1om S8t in roman
Boldface: b‘-JC setinboldlace

Period: = add a pariod\@



Transitional Words and Phrases

Transitions are used to link one sentence to another within a paragraph.
They make writing flow from one idea to the next. Transitions are also
used to connect paragraphs in logical organization.

Below is a list of the most common transitional words and phrases.

Relationship Transitional Words and Phrases

To show location above, across, against, along,
among, around, behind, below,
beneath, beside, between, by,
down, in back of, in front of, inside,
into, near, next to, on top of,
outside, over, throughout, to the
right, to the left, under,

To show time about, after, at, before, during,
first, second, to begin, yesterday,
meanwhile, today, tomorrow, until,
next, soon, later, finally, then, as
soon as, in the end

To compare things likewise, like, as, also, in the same
way, similarly, one way, both

To show differences but, however, still, yet, although,
otherwise, on the other hand, even
though

To emphasize a point again, to repeat, truly, in fact,
especially, to emphasize, for this
reason

To conclude or summarize finally, lastly, as a result, therefore,
to sum it up, all in all, in conclusion,
because

To add information again, also, as well, next, another,
and, besides, finally, for instance,
moreover, along with, in addition,
for example, additionally, other

To clarify In other words, for instance, that is,
for example

6




Effective Writing Strategies

Rule 1:

Rule 2:

Rule 3:

Rule 4:

Rule 5:

Rule 6:

Rule 7:

Rule 8:

Use concrete rather than vague language.

Example: Los Angeles recorded the hottest temperature in
the country yesterday.

Not (vague): Los Angeles had extreme weather yesterday.

Use active voice whenever possible. Active voice means the
subject is performing the verb.
Example: John ate the entire cake. (active)

‘Not: The entire cake was eaten, (passive)

Avoid overusing there is, there are, it is, it was, that, and so

on.

Example: A case of Swine Flu was reported last week.

Not: There was a case of Swine Flu that was reported
last week. :

Do not use two negatives to make a positive.
Example: My friend is willing to help clean the beach.
Not: My friend is not unwilling to help clean the beach.

Use parallel sentence structure when writing several ideas.
Example: You should check your spelling, grammar, and
punctuation.

Not: You should check your spelling, grammar, and
punctuating.

If you start a sentence with an action, place the actor

immediately after.

Example: While walking across the street, she was hit by a
bus.

Not: While waiking across the street, the bus hit her.

Place adjectives and adverbs (modifiers) near the words they
describe.

Example: In my lunchbox, I have a sandwich Mom made.
Not: I have a sandwich Mom made in my lunchbox.

Make sure all of your sentences are complete thoughts.



Concliuding Devices

There are many ways you can conclude an essay, but keep in mind the
following:

- restating/rephrasing the thesis (follow teacher directions)

« |eave the reader with something to think about

» strive to be relevant, clear, and concise

The following are a few suggestions for conclusions you can use.

1. Conclude with a final opinion or judgment based on the
information you presented. This is a good conclusion to use when
writing about a controversial subject.

2, Conclude with an anecdote (very short story) that emphasizes
your main point.

3. Conclude with a comparison/analogy

4. Conclude by asking the reader a parting question that relates to
the thesis.

5. Conclude with a convincing statement about the importance of
your thesis. This conclusion works well when persuading
someone.
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