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This handbook provides faculty and students with a consistent foundation for written communication.  Information for this stylebook comes from various sources, including adaptations from the Altoona Area School District’s Writer’s Handbook 2008-2009.
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The Writing Process

Writing involves a process, which if followed, aids the writer in presenting his/her best work.

STEP 1:
Prewriting

The prewriting step in the writing process provides the writer with time to reflect which encourages him/her to explore topics.  Prewriting is important because it allows the writer to work through the composition before picking up a pencil to complete the rough draft.  During this step, the writer plans the composition.  Brainstorming, listening, clustering, and outlining are all effective ways to develop a topic.

STEP 2:
Drafting

Write ideas on paper!  Here, the writer concerns himself/herself with putting thoughts down on paper.  The prewriting plan must be utilized in this step.

STEP 3:
Revising

When the writer begins to revise, he/she shapes the rough draft.  Revision allows the writer an opportunity to select the best words to express his/her ideas.  Is the meaning clear?  During the revision process, the writer must read his/her paper aloud.  The writer then asks the following questions:

· Did I follow the assignment?

· Does the composition sound right?

· Is it easy to read?

· Is the meaning clear?

· Have I checked for problems in the areas for which the paper will be checked?  (focus correction areas)

At this point in the process, the writer asks another person to read the paper aloud.  Hearing the composition read helps the writer make additional revisions.  The writer should not hesitate to alter the rough draft.  Revisions make the paper the best it can be.

STEP 4:
Proofreading

Proofreading allows the writer to look for errors in spelling, punctuation, capitalization, etc.  The errors or possible errors the writer discovers demand correction in this step.  (See pages 2 – 12 of the Form Manual.)


Spelling, mechanics, and usage errors can prevent reader understanding.  The writer must seize the opportunity to eliminate errors.

STEP 5:
Preparing Final Copy

At this point in the process, the paper will be complete.  The writer now carefully follows directions that guide him/her in the writing of the paper in acceptable form.  The writer will find this step the easiest in the process, if the instructions included in this booklet are followed (See pages 14-15).


The following pages will take the writer through the five steps of the writing process.  First, it will expand upon each step in the process and then provide a sample writing for each step.

Prewriting
Steps to consider when prewriting:

· Choose a topic.

· Brainstorm details concerning your topic.

· Organize details in the order you will use them; cross out any you decide not to use.

· State the purpose of your writing.  Do you want to inform, to explain, to tell a story, to describe, or to express an opinion?

· Determine your audience.  For whom are you writing this paper?

Sample Rewriting Notes

1. Possible topics

· A trip to the zoo
· The best television commercials
· Frightening moments
· A pet I’ve always wanted
2. Narrowed topic

· My bicycle accident
3. Specific details

1.  Happened Friday morning
2.  Got new bike for birthday in August
Got a new look also
Birthday party was at night
3.  Unlocked bike and rode into street

4.  Eating an apple as I rode

7.  Came around corner, swerved to miss my friend

8.  Lost control, flipped over handlebars

9.  Landed on lawn and tore pants

12.  What my friend said about the accident

13. Spokes bent and hand breaks broken

10.  Bruised shoulder

    Dislocated my shoulder last year

11.  Grass burns on knees

6.  Late for school twice that week already

5.  Peddling fast because I was late

Purpose

To describe the accident and to tell how it happened

Audience 

Classmates

Drafting
The procedure for preparing a rough draft follows:

· Use ink or pencil to complete the rough draft.

· Use line paper, leave ample margins, and write on every other line to provide adequate space for legible revision.

· Read your complete rough draft aloud.

· Have someone read your rough draft to you.  Hearing your paper read can reveal to you many necessary places for revision.

· Allow time, ideally a day or two, between the writing of the rough draft and the revision process.

Sample First Draft
A Frightening Moment

1. Friday morning I unlocked my bike.  I rode into the street.

2. I got my bike in august for my birthday.  I was eating

3. an apple and I was peddling fast because I was late

4. and I was late 2 times this week already.  no cars

5. at the intersection.  I come around the corner I almost

6. ran into my friend and I swerved to miss him and my

7. tire slipped and I went over the handlebars and slid across

8. the lawn.  Tore my pants.  Bruised my clavicle

9. and had grass burns on my knees.  My freind said it was

10. cool but it wasn’t and my spokes were bent and the

11. hand breaks were broken and I’ll never ride like that again.

*NOTE:  FIRST DRAFTS WILL CONTAIN ERRORS.

Revising

To revise your writing, you will again read the paper aloud.  Ask yourself the following questions:

· Did I achieve my purpose for writing?

· Is my paper easy to read?

· Did I use words and details suitable for my audience?

· Did I rewrite any confusing sentences and/or paragraphs?

· Did I make sure that my information is in logical order?

· Did I omit any unnecessary or unrelated words, phrases, or details?

· Did I add any necessary words, phrases, or details I had omitted?

· Did I avoid sentence fragments, run-on sentences, or other awkward sentence construction?

Sample First Draft Revision 
A Frightening Moment

1. Friday morning I unlocked my bike.  I rode into the street. 

2. I got my bike in august for my birthday.  I was eating

3. an apple and I was peddling fast because I was late

4. and I was late 2 times this week already.  no cars

5. at the intersection.  I come around the corner I almost

6. ran into my freind and I swerved to miss him and my

7. tire slipped and I went over the handlebars and slid across

8. the lawn.  Tore my pants.  Bruised my clavicle
9. and had grass burns on my knees.  My freind said it was

10. cool but it wasn’t and  my spokes were bent and the

11. hand breaks were broken and I’ll never ride like that again.

Sample First Draft Revision 
A Frightening Moment

1. Friday morning i unlocked my new, ten-speed bike and

2. rode into the street. I was peddling fast because I was 

3. late for school, and I was eating an apple as I rode,  There

4.  weren’t any cars at the innersection, but as I come around the 

5. corner I almost ran into my freind on his bicycle.  I swerved 

6. to miss him and my front tire skidded.  I flew over the handlebars 

7. and slid across the lawn.  I tore my pants, bruised my 

8. shoulder and had grass burns on my knees.  My spokes were 

9. bent and the hand breaks were broken.  My freind said my wreak 

10. was exciting, but to me it was just painful.  I’ll never ride

11. so carelessly again.

Proofreading

Before you write the final copy, check your composition one last time for the following:

· correct spelling

· standard usage

· proper capitalization

· correct punctuation

The composition should now be free of errors and ready for the final draft.

Sample Second Draft Proofreading 
A Frightening Moment

1. Friday morning i unlocked my new, ten-speed bike and

2. rode into the street. I was peddling fast because I was 

3. late for school, and I was eating an apple as I rode,  There

4.  weren’t any cars at the innersection, but as I come around the 

5. corner I almost ran into my freind on his bicycle.  I swerved 

6. to miss him and my front tire skidded.  I flew over the handlebars 

7. and slid across the lawn.  I tore my pants, bruised my 

8. shoulder, and had grass burns on my knees.  My spokes were 

9. bent and the hand breaks were broken.  My freind said my wreak 

10. was exciting, but to me it was just painful.  I’ll never ride

11. so carelessly again.

Final Copy Preparation
(sample first sheet)

According to the Write for College source, the inside head is as follows:

(1)                   

(3)
Jason Jones, (4)

Teacher’s Name


English 9


10 October 1997

Our New Car (6)

(7) Taking a ride in our new car was the most thrilling experience we had enjoyed for a long time.

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

Form Conventions
1. Keep one-inch margins on all four sides of the paper.

2. Use blue or black ink, or type with double spacing (If printing, do not use all capital letters).

3. Use block format to square the student’s name, teacher’s name, class and date as shown above.

4. Use a comma to separate the name and class period.

5. Spell out the month; DO NOT abbreviate it.

6. Skip a line before and after the central title to make this information clear.

7. Indent one inch at the beginning of each paragraph. 

8. Do not use “&” or “+” for “and.”

9. Control neatness, Avoid messy smudges and erasures.

10. Consult a dictionary when dividing words between syllables at the end of the lines.

11. In formal, written work, use only one side of the paper.

12. Always use regulation size composition paper.  Do not use paper ripped from a spiral notebook.

13. NO abbreviations are to be used throughout the paper.

14. According to Write for College, consecutive pages beyond the first one are title as follows:  ½ margin on the right hand side of the paper is to include the last name of the student, NO comma, and the page number only.  There is no need to use a period, a circle, or parentheses with the page number 

a. Always use the first line.  Do not use the last line on the page.

b. When using a word processor or computer, use a 12-point font, Times New Roman, Arial, or a similar font.  Do not use a “script” font.

c. Adhere to teachers’ instructions/directions for the title page format or title.

(Sample Second Sheet)

Jones 2(14)

 (7)The powerful engine pulled us along with amazing ease.  Our bodies were cradled in foam rubber, and road shocks were reduced to a negligible, almost imperceptible bounce.

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

Julie Jensen, 6

Teacher’s Name

English 9

12 October 2000

A Frightening Moment

Friday morning, I unlocked my new, ten-speed bike and rode into the street, unaware that I was about to experience the most frightening moment of life.  I was pedaling fast because I was late for school, and I was eating an apple as I rode.  There weren’t any cars at the intersection, but as I came around the corner, I almost ran into my friend on his bicycle.  I swerved to miss him, and my front tire skidded.  I flew over the handlebars and slid across the lawn.  I tore my pants, bruised my shoulder, and skinned my knees.  My spokes were bent, and the hand brakes were broken.  My friend said my wreck was exciting, but to me it was just painful.  I’ll never ride so carelessly again.

STANDARD CORRECTION SYMBOLS

Both you and your teacher may use the following standard corrections symbols.  Familiarize yourself with them.

	Symbol
	Example
	Meaning of Symbol

	=

-
	                   =

Maple High  school

                   -
	Capitalize a lowercase letter.

	/
	The First person


	Lowercase a capital letter.

	^
	                      of

On the fourth ^ May
	Insert a missing word, letter, or punctuation mark.

	^
	     a

seperate

     ^
	Change a letter

	^
	             West 

In the ^East


	Replace a word

	

	Tell me the the plan
	Leave out a word, letter, or punctuation mark.

	(\)


	An unussual idea
	Leave out and close up.

	( )
	A water fall
	Close up space.

	~
	recieve 
	Change the order of letters.

	¶
	“Help!” someone cried.
	Begin a new paragraph on this line.

	^
	       ,

Well^what’s the news?
	Add a comma.

	#
	        #

recordkeeping
	Add a space.


Modes of Writing

	Mode
	Rationale
	Suggested Writings

	Informational
· Shares knowledge and conveys messages, instructions or ideas by making connections between the familiar and the unfamiliar
	Informational
· Serves as a common writing strategy in academic, personal, and job-related areas.

· Spans a range of thinking skills from recall to analysis and evaluation
	Informational
· Letter

· Biographical account

· Definition

· Summary of factual information

· Directions

· Explanation of a process

· Definition of abstract concept

· Cause and effect essay

· Analysis

· Comparison/contract essay

· Review/Critiques

	Narrative

· Tells a story

· Recalls an experience or event

· Requires writers to closely observe, explore and reflect upon a wide range of experiences
	Narrative

· Encourages writers to use dialogue

· Offers writers an opportunity to understand the emotions and actions of themselves and others
	Narrative

· Autobiographical account

· Personal narrative

· Verifiable account

· Eyewitness memoir

· Fictional story

· Sensory study

· Descriptive writing

· Reflective essay

	Persuasive

· Moves the reader to take action or to formulate an opinion

· Defends a position, opinion or issue
	Persuasive

· Requires writers to think critically and to take a position on an issue of importance in school, the workplace, or the community

· Encourages writers to consider their audience carefully
	Persuasive

· Editorial

· Letter

· Proposal

· Explanation

· Defense/refutation of an issue

· Speech writing

· Persuasive essay

· Defense of a hypothesis

· Public service announcement

· Personal viewpoint essay

· Application/resume

· Comparison/evaluation


INFORMATIONAL WRITING

Informational writing is mostly concerned with making clear statements and supporting these statements with facts, details, reasons, and examples.  Often informational writing will lead to a conclusion that is the logical result of the information given.  Informational writing is used to teach, to tell, or to inform.  Focus:  Informational writing begins with a clear thesis statement.  The thesis statement is a sentence that announces your limited topic and a main or unifying ideas about it.  A thesis statement works in a composition much in the same fashion as a topic sentence works in a paragraph.


Content:  Informational writing uses specific facts, details, reasons, and examples.  Include a clear introduction, body, and conclusion in informational writing.  The essay must be multi-paragraphed.  

Organization:  Informational writing may be organized in several ways to keep information orderly and to provide coherence within the writing.  Consider the following methods of organization when planning and writing:

· Chronological Order – order in time

· Spatial Order – order of space and location

· Order of Importance – a ranking of ideas by importance

· Logical Importance – order established by relationship

Style:  Appropriate vocabulary, varied sentence structure, the use of conversation and quotations, and other devices will establish a tone and voice unique to the writer.

Conventions:  Correct use of grammar, mechanics, spelling, usage, and sentence structure is required in the essay.  

NARRATIVE WRITING
Narrative writing describes changes in a subject over a period of time.  Writers use narration to tell stores, to explain a process, or to explain causes and effects.

Focus:  A narrative writing is focused by trimming the topic to a manageable size.  If asked to write about the general topic, “Storm,” the writer would trim the narrative by writing about a portion of the storm or a snapshot in time.  Telling the story from “bed to bed,” from waking to sleeping, makes the story unmanageable.

Narrative essays often relate a series of events.  A high-quality narrative piece will relate the experience and explain the significance of this experience.  Narratives often provide the following:

· What was learned from the experience?

· What motivated the character?

· Why the experience was important?

Content:  Narrative essays need specific facts, details, reasons, and examples to develop ideas.

Organization:  Narrative essays are usually organized chronologically.  Essays must be multi-paragraphed.  Transitional devices are required in the essay to reflect the progression of the story from one event to another or from one paragraph to another.

Style:  Appropriate vocabulary, varied sentence structures, the use of conversation and quotations, and other devices will establish a tone and voice unique to the writer.

Conventions:  Correct use of grammar, mechanics, spelling, usage, and sentence structure is required in the essay.  

PERSUASIVE WRITING
Persuasive writing expresses an opinion and tries to convince the reader that the opinion is correct.  Often persuasive writing issues a request or call to action for the reader.  Reasons, opinions, and facts are used to convince the reader.

Focus:  In a persuasive essay, a clear statement of opinion is important.  State the opinion and provide a reason for discussing the topic.  Avoid the following announcement, “In this essay I will…”

Content:  The persuasive essay will have ideas developed through facts, examples, anecdotes, details, opinions, statistics, reasons, and/or explanations.  The following is one way of organizing a persuasive essay:

· Introduction 

· Attention grabber

· Background

· Statement of opinion

· Body

· Reason with explanation and evidence

· Emotional appeal (if appropriate)

· Reason with explanation and evidence

· Emotional appeal (if appropriate)

· Possibly more reason with explanations and evidence

· More emotional appeals

· Conclusion

· Restatement of opinion

· Call for action (possibly)

Organization:  The essay must be divided into paragraphs and use transitional devices.  Make sure the writing has an introduction and a conclusion.  Avoid using announcements in the introduction:  “I am going to tell you what I believe and why.”  This is a poor beginning to an essay.  Give the reader something to think about as the essay comes to an end.

Style:  Appropriate vocabulary, varied sentence structure, the use of conversation and quotations, and other devices will establish a tone and a voice unique to the writer.

Conventions:  Correct use of grammar, mechanics, spelling, usage, and sentence structure is required in the essay.

Writing the Persuasive Essay
Decide on the topic or subject of your essay.  It should be an issue or a topic that interests you – a topic that can be supported logically and enthusiastically.  Be specific, starting with your title. For example, instead of your topic being “School Voucher,” you might focus on “Why School Vouchers Won’t Work in Our Community.”  Your main argument is called your thesis.  A thesis is not a simple fact; it is an opinion argued by the author.

· Decide who your audience will be:  teacher?  peers?  a general audience?  Identifying an audience helps set the tone.

· Jot down ideas supporting your position.  Try to anticipate questions or arguments that others may have.  You may want to do some extra research.  Incorporate answers to those questions or objections into our essay.

· In writing the first draft, decide what you want to accomplish in the essay.  Are you trying to elicit a change, or are you simply trying to get the reader to understand or agree with your position?

· Start with an outline.  Your main point should be stated immediately, followed by your strongest argument in support of your position.  Make sure your argument proceeds clearly and logically.

· Your conclusion needs to be strong; it provides lasting impressions on your reader.  The conclusion can be a summary of your thesis, can include a quotation or an anecdote, or can provide a final “twist”:  a warning, a solution, a call to action, or a personal statement.

· When you are done with your first draft, read it carefully.  Have others read it.  Then revise.

Words that can be substituted for “says”

	acknowledges
	discloses
	claims

	suggests
	believes
	illustrates

	concludes
	explains
	designates

	insists
	summarizes
	proposes

	predicts
	finds
	speculates

	reports
	expresses
	indicates

	warns
	concurs
	reflects

	forebodes
	affirms
	reveals

	reasons
	implies
	points

	admits
	notes
	mentions

	observes
	comments
	marks


SURVIVING THE TIMED WRITING

Often standardized tests and classroom assessments require students to respond to a prompt in a specified period of time.  The writing process remains a helpful tool in timed writings.  The following timeline suggests the steps a student might take in preparing a timed prompt response.  Understand the time frame for completion.  This example has a sixty-minute time frame.

Have plenty of scrap paper on hand.

Read and analyze the prompt.  What type of writing does the prompt require?

10 Minutes
· Use this time to think and plan.  Review the prompt.  Brainstorm the possibilities.  Complete a list, map, or outline that will put your plan on paper.

30 Minutes
· Move from the plan to the writing of the essay.  Remember to state a thesis and to provide an introduction and conclusion.  Make sure to produce writing that addresses the type of prompt assigned.  Persuasion requires a different plan from narration or informational writing.

· Make sure you divide the writing into paragraphs.

15 Minutes
· Just as an artist or carpenter creates a rough product and must then craft the finished piece, the writing must now be crafted and refined.  Read the piece over, making sure that it reads well and says what you want it to say.

· Look at the sentences that make up the essay.  Are the sentences varied in structure?

· Identify the transitional devices used in the essay.  If transition is not evident, alter the writing to include transitional devices.

5 Minutes
· Read the essay very slowly, looking for marks of punctuation.  Do all of the marks belong?  Read the essay backwards, looking for spelling errors.

PROMPT ANALYSIS

Understanding what a prompt is asking is very important.  Too many students make the error of thinking that the best way to respond to a prompt is to write all that they know about a topic as quickly as they can.  This is not the best way to respond to a writing prompt.  The best way to respond to a prompt is to think carefully and to plan before you write.

The first step in planning your response to the prompt is to read the question several times or until you are sure you know what the question is asking.  As you read, you must pay special attention to the “key words” that are found in every prompt.  These key words will reveal the kind of thinking needed to answer the prompt correctly.  For example, if the prompt asks the writer to evaluate an event or idea, but the response simply explains, the prompt will not have been answered correctly.  The grade assigned to “mistaken writing” will be very disappointing to the writer.

The list that follows includes the common key words used in writing prompts.  Study the words carefully.  Use the information to respond accurately to the prompt assigned.

Classify:
When you are asked to classify, you must place people and things (especially plants and animals) together in a group because they are alike in some ways.  In science, there is an order which all groups follow when they are classified:  phylum (or division), class, order, family genus, species, and variety.

Compare:
To compare, you must use examples to show how two things are different.

Contrast:
To contrast, you must use examples to show how two things are different.

Define:
To define, you must tell what the word or subject in the question means.

Describe:
To describe, you must tell in “story” form how something or someone looks, feels, sounds, etc.  You should use enough vivid details to create a clear word picture of the subject.

Evaluate:
To evaluate, you must give your opinion (or an expert’s opinion) of the value or worth of the subject.  You must write about both the good points (advantages) and bad points (disadvantages).  

Explain:
To explain, you must tell how something happens or show how something works.  Use reasons, causes, or step-by-step details when you explain.

Identify:
To identify, you must answer the who, what, when, where, why, and how questions in an organized paragraph or essay.

List:
To list, you must include a specific number of examples, reasons, causes, or other details.  You will number your answer in some way:  first, second, finally, etc.

Outline:
To outline, you must organize your answer (facts and details) into main points and sub-points.  In some cases, you will use an actual outline to do this; other times, you will present your main points and sub-points in paragraph form.

Persuade:
To persuade, you must present reasons, opinions, and facts to convince the reader.

Prove:
To prove, you must present facts and details that show clearly that something is true.

Relate:
To relate, you must show how two or more things are connected.

Review:
To review, you must summarize the most important points about the subject.

State:
To state, you must present your ideas about the subject using sentences that are brief and to the point.

Summarize:
To summarize, you must present just the main points.  Details, illustrations, and examples are seldom included in a summary.

Trace: 
To trace, you must present (one step at a time) those details or events that show the history or progress of the subjects.

WHAT IS THE RAFTS SYSTEM?
The RAFTS system encourages the writer to consider and to address the issues that produce clear, focused writing.  It is also helpful to the student who is responding to a PSSA prompt.  By using the RAFTS system the student can analyze the prompt and design the writing to answer the prompt’s specific demands.

Do you want to be a better writer?  Build a RAFT!

The R.A.F.T.S. System is a simple way to think about the five main things that all writers have to consider.

Role of the Writer

Who are you as the writer?  Are you Abraham Lincoln?  A warrior?  A homeless person?  Are you writing as yourself?

Audience
To whom are writing?  Is your audience the American people?  A friend?  Your teacher?  Readers of a newspaper?

Format
What form will the writing take?  Is it a letter?  A classified ad?  A speech?

Topic
What’s the subject or point of this piece?  Is it to persuade a goddess to spare your life?  To please for a re-test?  To call for stricter regulations in the cafeteria?

Strong Verb
What is the key word in the prompt that helps you to understand exactly what the prompt is asking you to do?  Persuade?  Inform?  Define?  Explain?  Identify?  Summarize?  List?

HOW TO WIN ON THE PSSA

PSSA asks for three types of writing in response to prompts.  Please examine the following:

PSSA Reading Open-ended Response
1. Open-Ended Items:  Open-ended questions are also termed “constructed response,” as students construct their answers without being presented with any answer choices.  Such items allow students to provide individual responses to certain Assessment Anchors and ensure that a certain number of score points on the assessment cannot be obtained simply by guessing.  In the PSSA, all open-ended items can be answered in many different ways.  Students are awarded from zero to three points for the content and completeness of their response.  Please note that scores on the open-ended questions do not equate with student proficiency levels.

2. In an effort to make the expectations for responses to open-ended items clearer to students, the Department will continue to provide more explicit instructions for students.  For example, if a short response requires students to identify the reasons why something has occurred in a passage, the item will clarify how many reasons are needed for a complete answer, or a statement like “list at least two reasons why…” or “Use at least two examples/details from the text to support your answer…” will be provided.  This wording makes the expectation explicit so that students are clear about what they need to do to respond successfully to the item.

3. Compare AND Contrast:  In 2007, the approach to writing test questions changed to include “compare AND contrast.”  When a question is worded in this way, students are expected to provide both similarities AND differences in their response.

4. Include an interesting beginning:

· Startling fact

· Question

· Sound words

· Foreboding beginning

· Dialog

· Jump right in to the problem or mood

5. Fiction and nonfiction passages may be paired; poems may be paired with a passage or with another poem.
6. Open-ended items should take about 10 minutes to respond to and are written for both fiction and nonfiction passages.
7. Students should look at all parts of an item and be sure to answer each part of an item.
8. Students may look back to the passage when answering questions, particularly for context clue items. Students should know and understand why some words are underlined in the passage.
9. Explain, compare and evaluate are part of the meaning of the broader term “analyze.”
10. Students need to know to include a beginning, middle and end for summaries of passages, both fiction and non-fiction.
11. Students need to know how to use and how to include examples found in the passage as support and as an explanation for an answer to open-ended items.
12. Students need to know how to explain, describe and analyze parts of a passage, not just identify certain parts.
13. Students across all grades need to be able to identify and interpret examples of exaggeration in non-fiction texts.
14. Provide a definite conclusion.  Make the reader feel the stop.

15. Write neatly and clearly using only the space provided.

PSSA Mathematics Open-ended Response

· Plan before you write.  Make a brief list of the important parts of the process you will describe.

· Use complete sentences to describe the process.

· Use transition words to help you organize your response.

· Time/chronological transitions – first, next, final (lowest value)

· Passage of time transitions – five weeks later, through the year (higher value)

· Meaning transitions – bit, so, likewise, therefore, one reason.

· Clearly state the answer

· Write neatly and clearly using only the space provided.

PSSA Writing Open-ended Response
· Write a five-paragraph response.

· Have an interesting beginning.

· Startling fact

· Question

· Sound words

· Foreboding beginning

· Dialog

· Jump right in to the problem or mood

· Focus your writing

· Stay on topic

· Do what the task asks – persuade, inform, describe

· Make a point.  Don’t ramble; have something to say.

· Develop your content well.

· Develop ideas well

· Use relevant details

· Explanations

· Reasons/examples

· Opinions

· Anecdotes (use small stories that illustrate your point)

· Feelings

· Accurate facts/data

· Organize tightly.  Use logical groups and sequence of ideas to meet the task (Persuade, inform, describe)

· Time sequence

· Order of importance – Arrange according to most import to least important or least important to most important

· Cause and effect

· Problem/solution

· Point/counterpoint

· Compare/contrast

· Use transitions

· Lowest value transitions – time/chronological (first, next, final)

· Higher value transitions – passage of time (five weeks later, night fell, through the years, one summer, after awhile, next day)

· Meaning transitions (but, so, likewise, therefore, one reason)

· Write with style.

· Use dialog

· Voice-reveal personality through the essay.  Hear the writer.

· Use powerful words

· Use precise words.  (cabin not house, collie not dog, murmured not said)

· Use active verbs.  Avoid “to be” verbs

· Use vivid adjectives and adverbs (miserable, luminous, etc.)

· Use sensory images.  Appeal to sight, taste, smell, touch, and sound.

· Vary sentences

· Statements, questions, exclamations

· Simple, compound, complex

· Length – Vary length to give punch to what you say

· Variety in sentence beginnings – adverbial phrase, gerund, infinitive

· Purposeful repetition for effect

· Use figurative language

· Exaggeration

· Simile

· Metaphor

· Sound devices – sound words (kaboom), visual words (swiggle), alliteration

· Rhythm (parallel construction; repetition)

· Know your audience and write for the audience.

· Select the most effective point of view and be consistent.  (perspective; person – I, you, he, she, it)

· Set a mood or tone (sad, joyful, etc.).

· Use humor when appropriate to the topic.

· Strive to use literary language not typical language.  (There lived a quiet…  Evening unfolded to reveal…).

· Write a strong conclusion.

· Restate the thesis.

· Use transition.

· Review the plan of development.

· Write a clincher sentence.

· Surprise

· Question

· Resolution/conclusion

· Summary

· From that time on…

· Drive home the important point

· Call to action

· Leave the reader wondering/pondering

· Write neatly and clearly using only the space provided.
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DATE





WRITING RUBRIC

	
	FOCUS
	CONTENT
	ORANIZATION
	STYLE
	CONVENTIONS

	4
	Excellent focus on a single topic
	Excellent use of details to support reasons/ examples


	Excellent arrangement of content and use of transitions
	Excellent variety of words and sentence structure
	Excellent control of grammar, mechanics, spelling, and usage

	3
	Good focus on a single topic
	Good use of details to support reasons/ examples


	Good arrangement of content and use of transitions
	Good variety of words and sentence structure
	Good control of grammar, mechanics, spelling, and usage

	2
	No focus, but mentions topic
	Very little use of detail to support reasons/ examples


	Confusing arrangement of content and little use of transitions
	Little variety of words and sentence structure
	Little control of grammar, mechanics, spelling, and usage

	1
	Minimal mention of topic
	Almost no detail to support reasons/

examples


	Almost no arrangement of content and use of transitions
	Almost no variety of words and sentence structure
	Almost no control of grammar, mechanics, spelling, and usage


Sub-

total  ________       _________             _________               _________          _________








TOTAL OF ALL FIVE DOMAINS  













X 2

   


COMMENTS:

FORM MANUAL

The following material is presented to you, the writer, to help you proofread, to revise, and to present your written work.  If you have questions these pages cannot answer, consult you English book or ask your English teacher for help.

CAPITALIZATION
1. Capitalize the official title of organizations and institutions.

National Rifle Association


Do not capitalize such words as high school, college, or association unless they are used to indicate a specific institution or group.

2. Capitalize the names of a particular high school or college.

At the Penn State University

The sophomores defeated the juniors.


Do not capitalize the words, freshman, sophomore, junior, or senior when they designate a year in school rather than the name of a particular class.

3. Capitalize a noun or an adjective derived from a noun that designates a language, nationality, or race.


English literature


Black history


the study of French

Do not capitalize the name of school subjects except languages and course names followed by a number.


a study of science


arithmetic class


I take English, Biology I, and history.

4. Capitalize abbreviation for degrees.

B.A.

Ph.D.

D.D.S

5. Capitalize a noun or an abbreviation of a noun before a numeral indicating a place in a sequence.



Rm. 16
Part IV
Grades V and VI

6. Capitalize the names of departments.



Department of Interior

7. Capitalize the first word of a direct quotation.



Bill said, “That is a helpful book.”

8. Capitalize north, south, east, and west if they represent whole sections of the country.



The North fought the South in the Civil War.


Do not capitalize these words when they mean direction only.



We drove south.



The road led us east.

9. Capitalize words indicating titles or positions if the proper name follows:



General Grant



President Washington

10. Capitalize street, avenue, river, and mountain if they are used as port of a proper noun.



Fountain Street

Grand River



Fourth Avenue

Walton’s Mountain

11. Capitalize words referring to a deity, including pronouns.


God revealed Himself to His followers.

12. Capitalize first words and all nouns in salutations of a letter.



My dear Sir:

Dear Friend,

Dear John,

13. In your own poetry, it is customary to capitalize the first word of every line of poetry.  When quoting, follow the original precisely.  Use slash (/) to indicate a new line.



My favorite Emily Dickinson poem begins,



“Success is counted sweetest/By those who never succeed.”

PUNCTUATION

End Marks
· A period is used after the following:

· Every statement, command, or wish, except when it is exclamatory

· Every abbreviation or initial – The Hon. Wm. H. Taft

· All numbers and letters which indicate division in an outline

· A question mark should follow every direct question.

· An exclamation mark should follow an exclamatory sentence, exclamatory expression, forceful command, or strong interjection.

Apostrophes
· An apostrophe is used to indicate ownership, except in pronouns.

My father’s watch, not hers, keeps time.

“It’s” means “it is” and does not indicate ownership.

· An apostrophe is also used to indicate the omission of letters.

We haven’t seen the parade.

Commas
· A comma is used in the following ways:

· to separate the items of a series, unless all parts are joined by conjunctions

· to set off the name of a person to whom one is speaking

Are you the leader, Fred?

· around parenthetical expressions

The sea otter, to be sure, is almost extinct.

· after introductory words



Well, can’t we play a new game?

· separate items of dates and addresses

Daniel Boone was born February 11, 1735, in Bucks County, Pennsylvania

· to separate an introductory clause or phrase from the independent clause

After we played tennis, we ate.

· to set off a direct quotation

She answered, “I’d be delighted.”

· before the conjunctions and, but, or, nor, for, and yet when they join independent clauses of a compound sentence unless clauses are very short

The problems of conversations are many, but many people are interested in solving them.

· to indicate the omission of unnecessary words

The girls are to wear peasant costumes; the boys, blue jeans.

· A comma is used to set off words or groups of words that are explanatory:

· an appositive

Bob Stevens, our captain, is an all-around athlete.

· a non-essential clause

Mark Twain, whose real name was Samuel Clemens, was a famous writer.

· a non-essential participial phrase



The firemen, having responded to our call, saved the family.

Quotation Marks

· Quotation marks are used as follows:

· To enclose a direct quotation

William said, “Who will go?”

· At the beginning of each paragraph of a continuous quotation of several paragraphs only

· Single quotation marks are used for a quotation within a quotation.

· Mary reminded her sister, “You said Mother asked, ‘Did Mr. Engle call?’”

· Periods and commas always precede the quotation marks; colons and semicolons always follow the quotation marks.  Place questions marks and exclamation marks inside if the quotation is a question or an exclamation.  Otherwise, they are placed outside.

· When writing conversation, begin a new paragraph with each new speaker.

Colons and Semicolons
· A colon is used in the following ways:

· after as follows, the following, this, thus, and similar expressions when they introduce lists

For the play, we need the following items:  oil can, a symphonic record, and a kitten.

· after the salutation of a business letter

Dear Mr. Johns:

· A semicolon is used as follows:

· to separate the parts of a compound sentence when a coordinating conjunction is not used

In front of us a young doe paused; the next instant, she bounded off into the woods.

· to precede therefore, however, nevertheless, and other like expressions when they introduce a second independent clause

We had planned to have our assembly program in the morning; therefore, we were surprised to find that we could not.

· to separate items of a series of phrases or clauses when these are subdivided by commas

The main characters are William, who is nine; Aunt Millie, who is a kindly old woman; and Angela, who is the heroine.

Underlining/Italicize

· Italicize titles of books, periodicals, newspapers, works of art, ships, trains, spacecraft, etc.  When handwriting, underline.

Tess of the D’Urbervilles (book)
Time (periodical)
Altoona Mirror (newspaper)
the Mona Lisa (work of art)
the Titanic (ship)
Congressional Limited (train)
Apollo (spacecraft)
Top Gun (movie)
· Use italics (underlining) for words referred to as examples and for foreign words.

The Latin abbreviation et al. means and others.

TITLES
1. Capitalize the first word and all other words except prepositions, articles, and conjunctions in title of books, pamphlets, magazine articles, documents and their publications.

2. Italicize titles of books, magazines, and newspapers, book-length plays, movies, and poems.

The Call of the Wild

Paradise Lost

Romeo and Juliet


Newsweek



In mentioning titles of newspapers and magazines, do not treat the initial word the as part of the title except when the name is used separately as a source.

3. When citing a work, use quotation marks to indicate the titles of magazine articles, chapters of books, and short plays, short stories, essays, brief poems, and other short selections.

Shelley’s “To a Skylark”

O. Henry’s short story “The Gift of the Magi”

4. Quotation marks and italics are not used for the same title.

5. Do not use italics or quotation marks when listing the title of a paper on the title page or top of the written work.

ABBREVIATIONS
Informal writing, abbreviations are usually not acceptable.  
Abbreviations, however, may be used for titles before and after names.  They may also be used for government agencies and for time.



Titles before proper names:  Mr. Howard, Gen Patton



Title after proper names:  Henry James, Jr.



Government agencies:  NASA, FBI



Time:  63 B.C.

7:25 P.M.

A.D. 75

When time abbreviations are used with figures, they are often set in small capitals.  If small capitals cannot be used, then times of days may appear as lower case letters.  Year abbreviations appear as capital letters.




63 B.C.

7:25 p.m.

A.D. 75

Acronyms are letters that represent the name of an organization or phrases or technical expressions.  Acronyms provide a moderate way to represent multiple names, especially when those names are repeated.  The full name of the organization followed by the acronym in parenthesis should be given when the first time in the paper.



An electrocardiogram (EKG) is given to test for heart problems.

NUMBERS

1. Numbers from one to nine are usually written as words; all numbers 10 and over are usually written as numerals. [Pennsylvania Standards (PSSA) suggest that all numbers under 100 should be written words.]

Exception:  
If numbers are used infrequently in a piece of writing, you may spell out those that can be written in no more than two words.

Note:
Numbers being compared or contrasted should be kept in the same style.  (8 to 11 years old or eight to eleven years old)

2. Use numerals to express numbers in the following forms:  money, decimal, percentage, chapter page, address, telephone, ZIP Codes, dates, time, identification numbers, and statistics.

Exception:  
If numbers are used more infrequently in a piece of writing, you can spell out amounts of money and percentages when you can do so in two or three words.  (eight percent or thirty-five percent)

Note:
Always use numerals with abbreviations and symbols.

3. Use words to express numbers in the following constructions:

· Numbers that begin a sentence.

· Numbers that precede a compound modifier that includes a figure.  (The chef prepared two 10-foot sub sandwiches)

Note:
You may use a combination of words and numerals for very large numbers. (1.5 million)

COMMON WRITING PROBLEMS

Word Selection Usage
· Advice and advise
· I will not follow my doctor’s advice.

· I advise him to follow his doctor’s advice.

· Affect and effect
· Lack of preparation affected performance on the test. (verb)

· The effect of lack of study is poor performance.  (noun)

· Ain’t is non-standard. Do not use it.

· All ready and already
· Dinner was all ready when I came home.

· The theatre was already full before curtain time.

· All right means all are correct or satisfactory.  Do not use alright.

· Allude and elude
· Allude – Refer to indirectly

· Elude – To avoid or escape from a person or thing


The detectives alluded to budget cuts by saying “conditions beyond our control allowed the suspect to elude us.”

· Allusion and illusion
· Allusion – An indirect reference

He made an allusion from which one would conclude that he was guilty of theft.

· Illusion – An unreal image or false impression


The illusion seemed to him to be real.

· A lot is written as two words.  

· Among and between
· Among – Implies more than two; a group

She passed the candy among her classmates.

· Between – Implies at least two


Divide the cake between Mary and John.

· Amount and number
· Amount – Refers to things in bulk or mass which cannot be counted

A large amount of rice is consumed in China.

· Number – Refers to the countable


A large number of strikers barred the entrance of the school.

· Are and our
· Are is a verb.

· Our is a plural possessive pronoun.

· “Be sure and” – Formal English requires “be sure to”

· Be sure to consult a sociologist before writing the final paper.

· Because and cause
· Cause refers to the “reason” behind some event.

· Because is a conjunction.

· “being as,” “being that” – Nonstandard English for since or because

Incorrect:  Being that I might fail, I refuse to study at all.

Correct:  Since I might fail, I refuse to study at all.

· Beside and besides
· Beside – by the side of

He sat beside the window and nostalgically lamented his loss.

· Besides – In addition to


Henry has income besides his regular salary.

· Between you and me
· The pronoun, me is used after the preposition, between.  When the proposition between is used, the personal pronoun me is said or written last.

· Breath and breathe
· His breath reeked of onions.

· It is impossible for humans to breathe in the absence of oxygen.

· “can’t hardly” – a double negative – ITS USE IS TO BE AVOIDED

Incorrect:  I can’t hardly wait for the party to begin.

Correct:  I can hardly wait for the party to begin.

· Choose and chose
· I find it difficult to choose and maintain any course of action.

· I chose and maintained a decisive course of action.

· Clothes (garments) and cloths (pieces of fabric)

· Joe changed his clothes before leaving.

· Mother has a drawer full of dusting cloths.

· Costume (a suit or dress) and custom (the usual course of action)

· Helen wore a gypsy costume to the masquerade ball.

· It is our custom to tip waiters.

· “could of” – is an incorrect use of could have.

· Desert and dessert 
· I do not like to desert those who are in need.

· The Sahara Desert is in North Central Africa.

· Apple Pie is a typical American dessert.

· Except and accept are antonyms (opposites).

· “accept” means to receive or to obtain

· “except” means to omit or leave out

· Further and farther
· Further – expresses additional time, degree, or quantity

Will there be further improvements in city planning?

· Farther – expresses geographic distance


Denver is farther north than Dallas.

· Fewer and less
· Fewer – refers to number; refers to the countable

Due to modern technology, women spend fewer hours in the kitchen than they did years ago.

· Less – refers to value, degree or amount


Due to modern technology, women spend less time in the kitchen.

· Hanged and hung
· Hanged – refers to executions

The thieves were hanged.

· Hung – refers to objects


The Chinese Art was hung on the north wall.

· “irregardless” – Nonstandard English for regardless.  AVOID ITS USE.


Regardless of the facts, I will conclude that he is innocent.

· Its and it’s 
· It’s going to rain today. (means it is)

· Return the chair to its proper place.  (third person possessive pronoun)

· Know and now 
· Know means “to understand”; it is a verb.

· Now means “at this time”; it is an adverb.

· Later, latter, and ladder 
· Children always promise to do their chores later.

· Bob has both a Rolls Royce and a Jaguar XKE; the latter is a very expensive sports car.

· Dad needed the ladder to paint the house.

· Loose, Lose, and Loss 
· It is apparent that there are some loose wires in this machine.

· Joe said, “Lose the accent,” to the Valley girl.

· The fire resulted in great financial loss to all of the businesses.

· Moral and morale 
· What is the moral of the story?

· The soldier’s morale was very low after they lost the battle.

· Quiet and quite 
· One should be quiet when in a library.

· One should be quite quiet when in a library.

· Reason – because – An informal redundancy – AVOID ITS USE

Incorrect:  The reason why is because…..


The reason he missed his class was because he was playing cards.

Correct:  
The reason why is that…..


The reason he missed his class was that he was playing cards.

· Saw and seen
· Saw – does not need a helping verb; it is the past tense of seen.

I saw the deer come through the window.

· Seen – requires a helping verb; it is the past participle of see.


You should have seen the car coming in your direction.

· “Should of” – is an incorrect use of should have and should’ve.

· There, their, and they’re 
· There are several causes of the Civil War.

· The students wanted to go there to study.  (indicates where)

· Their goal in life was to attain greatness.  (possession)

· They’re planning on going to college. (contraction-they are)

· Then and than 
· He temporarily fixed the flat tire then drove to the care repair for a new tire. (time when something happened)

· He is taller than I.  (comparison)

· To, two, and too 
· We plan to visit Penn State.  (infinitive to visit – verb form)

· After you go to the store, return here.  (preposition, shows where)

· There are two reasons why I like to get up early in the morning. (number)

· The pool was too cold. (very)

· I was surprised by the vote results, too. (also)

· Were, we’re, and where 
· They were going to the basketball game after they had dinner. (past tense of “to be”)

· We’re planning a trip to Europe. (contraction for we are)

· Where is the most southern part of the United States?  (refers to location)

· Who’s and whose 
· Who’s planning to go to the game?  (contraction for who is)

· Whose laptop computer was left in the library?  (possessive pronoun)

Sentence Usage
· Agreement within a sentence:

· Things referring to a plural word must also be plural.

Incorrect:  The five kittens drink its mill and fall asleep.

Incorrect:  The five kittens drinks their milk and falls asleep.

Correct:  
The five kittens drink their milk and fall asleep.

· Maintain verb tense within paragraphs

Incorrect:  The girl went to the baseball game.  Then, she returns to her home.

Correct:  
The girl went to the baseball game.  Then she returned to her home.

· Parallel structure

· When writing a long sentence, make sure that the subject remains the same.

Incorrect:  The girl played with the doll and it was lost.

Correct:  
The girl played with her doll and she lost it.

· Use the same verb form when you list things.

Incorrect:  Young children like to play games, to hug pets, and singing.

Correct:  
Young children like to play games, to hug pets, and to sing.

· Adjectives should be paralleled by adjectives, nouns by nouns, dependent clauses by dependent clauses, etc.

Correct:  
The lesson was stimulating and challenging.

Incorrect:  The lesson was stimulating and a challenge.

Correct:  
The teacher has already started using the new techniques and producing higher achievement.

Incorrect:  The teacher has already started using the new techniques and to produce higher achievement.

· Run-ons and Fragments

· Sentences express a complete thought.  A sentence should have a clear subject doing one clear thing.

Incorrect:  When the next game began (Fragment)

Correct:  
When the next game began, he was prepared.

Incorrect:  Scientists have made much progress they still have a way to go. (Run-on)

Correct:  
Scientists have made much progress, but they still have a way to go.

Incorrect:  The dog ate the stuffed animal, but saved the tail for later and then went outside to chase cats.  (Going out is not related to the other verbs – eating the animal and saving the tail) (Run-on)

Correct:  
The dog ate the stuffed animal but saved the tail for later.  Then he went outside to chase cats.

· A complete sentence contains a subject part and a predicate part.  The subject part names who or what does the action.  The predicate part tells what the subject is or is like.

Incorrect:  The personal computer on the desk. (no action - Fragment)

Correct:  
The personal computer on the desk serves a multitude of purposes.

Style Issues:

· Write with a command of the stylistic aspects of composition.

· Use precise language

· Make effective word choices

· Use a variety of sentence structures, types, and lengths.

· Develop and maintain consistent voice and tone.

· Use the Writing Process.

· Do not start written work with “In this paper (essay, paragraph, report) I will…” Introduce the paragraph.

· A variety of sentence types provides freshness to written work.

· A simple sentence has one complete subject and one complete predicate.

· A compound sentence consists of two simple sentences (independent clauses) that are usually joined by a coordinating conjunction.

· A complex sentence contains one independent clause and one dependent clause.

· Use the third person in formal writing (“he,” “she,” “it,” “they,” or nothing).  The first person use of I and me is acceptable in some formal situations and often in informal writing.  Avoid the second person (you) in all writing.

· Do not begin a sentence with “and,” “so” (meaning therefore), or “but” (meaning however).

· Avoid using contractions in formal writing.

· Do not trust the computer to check your spelling or grammar.

· Use transitional words or phrases that bridge ideas smoothly.

· Do not make general statements.

· General:  All students enjoy football.

· General:  Students always enjoy football.

· Correct:  Many students enjoy football.  (This allows for those who may not like football.)

· Show not tell:

· Show a character’s personality (character traits, specific incidents)

· Show a scene or a place (details describing setting, details to create mood)

· Show a problem or solutions (facts, examples, anecdotes, reasons)

· Show why (supporting statements that show truth, important information)

· Follow directions.

GREAT GRAMMAR RESOURCE GUIDE

Parts of speech

· Noun  
person, place, thing, idea



Bill, Pittsburgh, notebook, freedom

· Pronoun  
takes the place of a noun


he, them, you, mine yourselves

· Adjective  
describes (modifies) a noun


busy dentist, several days, five dollars

· Articles  
A, An, The

· Verb 
action word or “BE”


pounce, consider, nibble, is, has been

· Adverb 
describes (modifies) a verb, adjective, or another adverb


Mom and dad often drive us to the lake on weekends.

· Preposition 
shows relationships; such as place, direction, or time


Berlin, the capital of Germany, is located in the east.

· Conjunction 
connecting word



FANBOYS – for, and, nor, but, or, yet, so

· Interjection 

expresses emotion



WOW!  Look at those fireworks!

Similar Words
· its/it’s

· their/they’re/there

· to/too/two

· than/then

· accept/except

· affect/effect

Transition Words
however 
otherwise

therefore
moreover

consequently
furthermore

as a result
in addition

thus
also

hence
besides

nevertheless
in fact

nonetheless
first of all, second of all

still
finally

on the contrary
in conclusion

· Transitions can not connect two independent clauses.

· When a transition word begins a clause, a period, or semi-colon is necessary before the transition word.

Adverb Clause Words

because
whereas
after

since
while
before

now that
if
until

even though
unless
as long as

although
when
as soon as

though
by the time
as

· Adverb clause words begin dependent adverb clauses.

· They must be attached to an independent clause.

· If the adverb clause is before the independent clause, a comma is needed after it.

· If the adverb clause is after the independent clause, there is no comma needed.

Adverb Clause Examples

Because he got a flat tire on his way to school, he was late for class.

He was late for class because he got a flat time on his way to school. (no comma)

4 Essential Comma Rules
1. After each word in a series of three or more.  We’ve traveled to Tokyo, Madrid, Cairo, and Bangkok.  I couldn’t wait to change my clothes, sit back, and relax.
2. Before a conjunction (FANBOYS) when it connects two independent clauses.  I often go shopping, but my sister stays home.
3. After introductory information.  After we learn about commas, we never make any errors.
4. Before and after interrupters (extra information).  This sweater belongs to my husband, who is the light of my life.  My husband, Mike, loves the sweater that I bought him for his birthday.
Comma Splice
A comma splice is two sentences connected incorrectly by a comma instead of appropriate end punctuation or a conjunction.  Two separate sentences cannot be connected (or “spliced”) by a comma alone.

I hate spinach, however, I eat it because I know it is good for me.

A comma is not enough to connect these two sentences with “however.”  A period is needed.  This is called a “comma splice.”

Run-on Sentences
A run-on sentence is actually two sentences smashed together without any end punctuation or connector (one of the conjunctions, an adverb clause word, etc.).  Correct punctuation or a connector needs to be added make it correct.

Examples

He’s in his room sleeping he should wake up soon.

I’ll see you tomorrow you can return my book then.

My teacher and I talked about the assignment I was less confused.

Fragments
A fragment is part of a sentence.  It has no independent clause.  It could be a dependent clause, a prepositional phrase, or another group of words without a subject or verb.  It needs to be completed or connected to another sentence with an independent clause.

Examples

In his room sleeping

When I see you tomorrow

Because I talked to my professor about the homework

Possessives
Add ’s to all singular nouns.  The girl’s book; Elizabeth’s class

Add ’s to plural nouns that do not end in an –s.  The men’s department; the children’s toys.

No possessive pronouns have apostrophes.  Its pages; the book is theirs.

Subject-Verb Agreement
To make sure your subject and verb agree, remove any prepositional phrases or identifying information after your subject.  A group (of students) has been causing problems in the cafeteria.  The book (that I read about commas) is interesting.

Clauses
· Independent

· Simple Sentence

· Compound Sentence

· Dependent

· Complex Sentence

· Compound – Complex Sentence

Types of Sentences
· A clause is a group of words that contains a subject and a verb.

· An independent clause can be a sentence by itself, or it can connect with another clause to form a compound or complex sentence.

· A dependent clause can NOT be a sentence by itself.  It needs to be connected to an independent clause to be a complete sentence.

	Type
	# of Independent Clauses
	# of Dependent Clauses

	Simple
	1
	0

	Compound
	2 or more
	0

	Complex
	1
	1 or more

	Compound-Complex
	2 or more
	1 or more


FIVE PARAGRAPH STORY FORMAT

Narrative Writing

Beginning
· The opening section of the story must contain an interesting, enticing opening that will pull the reader into the story.
· The writer must establish a sense of setting and mood for the story.
· The beginning must reveal or hint at the problem of the story.
Middle

· This section of the story must be at least three paragraphs in length.  Consider the action of the story and divide that action into three logically selected parts.
· In this section use a transitional word or device in the first sentence of each paragraph.
· Introduce and describe characters.  Characters may be described physically as well as by thought and deed.
· Develop the problem of the story having the story reach a climax, turning point, or point of decision.
End
· The conclusion sums up the action and provides a definite end to the story.  A moral statement may be included in the conclusion.  The story does not just dribble to an end and stop.  The story’s problem is revealed.

Dialogue
Dialogue is an important tool of narrative writers.  Dialogue, through the way it is written, should reveal something about the speaker of the dialogue.  Synonyms for the word “said” help express the mood or expression of the speaker (murmur, exclaim, gasp, whisper, etc.).  Attention to the mechanics and paragraphing required by dialogue is important.  Always begin a new paragraph when a change of speakers is observed.  Use quotation marks to enclose direct quotations.

FIVE PARAGRPAH FORMAT

Informative and Persuasive Writing

Introduction
The introduction contains four elements:

1. Interesting Beginning – Grab your reader’s attention.

2. Topic Sentence – This sentence must contain both the topic and the writer’s attitude or opinion about the topic.

3. Thesis Sentence – This sentence contains the writer’s purpose for writing the essay.

4. Plan of Development Sentence – This sentence contains the three (or more) elements of support the writer plans to use in the essay to support his or her thesis sentence.

Paragraph Two
Use a transitional word or device anywhere in the first sentence of this paragraph to link the paragraphs.

This paragraph develops the first element of support that the writer stated in his or her plan of development sentence.  The writer uses a least four to five sentences of support for this point (Five to nine sentence paragraphs are expected).

Paragraph Three
Use a transitional word or device anywhere in the first sentence of this paragraph to link paragraphs.

This paragraph develops the second element of support that the writer stated in his or her plan of development sentence.  The writer uses at least four or five sentences of support for this point.  (Five to nine sentence paragraphs are expected).

Paragraph Four

Use a transitional word or device anywhere in the first sentence of this paragraph to link paragraphs.

This paragraph develops the third element of support that the writer stated in his or her plan of development sentence.  The writer uses at least four or five sentences of support for this point.  (Five to nine sentence paragraphs are expected).

Paragraph Five
Use a transitional word or device anywhere in the first sentence of this paragraph to link paragraphs.  Do not use finally or in conclusion as transitions.  Avoid common, overused words.

The first sentence of the conclusion restates the thesis sentence in different words.

In this paragraph give at least one summary sentence for each element of support used.

Close with a kicker sentence.  This may be a question, a quotation, or a point to ponder.  When writing a persuasive piece, call for action from your reader.  Leave the reader satisfied that the thesis sentence has been proven in this essay.

A MODEL ESSAY – Everything is double spaced

Name

Class

Date

My Apple Plant Job

	Introductory Paragraph
	     In the course of working my way through school, I have taken many jobs I would rather forget.  I have spent nine hours lifting heavy automobile and truck batteries off the end of an assembly belt.  I have risked the loss of eyes and fingers working a punch press in a textile factory.  I have served as a ward aide in the mental hospital, helping care for brain damaged men who would break into violent fits at unexpected moments.  But none of these jobs was as dreadful as my job in the apple plant.  The work there was physically hard, the pay was poor, and most of all, the working condition were dismal.

	First Supporting Paragraph
	     First of all, the job made enormous demands on my strength and energy.  For ten hours a night, I took cartons that rolled down a metal track and stacked them onto wooden skids in a tractor-trailer.  Each carton contained twelve heavy cans or bottles of apple juice.  A carton shot down the track about every fifteen seconds.  I once figured out that I was lifting an average of twelve tons of apple juice every night.  When the truck as almost filled, my partner or I had to drag fourteen bulky wooden skids into the empty trailer nearby and the set up added sections of the heavy metal track so that we could start routing cartons to the back of the empty van.  While one of us did that, the other performed the stacking of two men.

	Second Supporting Paragraph
	     I would not have minded the difficulty of the work so much if the pay had not been so poor.  I was paid the minimum wage of that time, two dollars an hour, plus the minimum of a nickel extra for working the night shift.  Because of the low salary,  I felt completed to get as much overtime as possible.  Everything over eight hours a night was time-and-a half, so I typically worked twelve hours a night.  On Friday, I would sometimes work straight through until Saturday at noon – eighteen hours.  I averaged over sixty hours a week; yet, I still did not take home much more than one hundred dollars.

	Third Supporting Paragraph
	     But, Even more than the low pay, what upset me most about my apple plant job was the working conditions.  Our humorless supervisor cared only about his production record for each night and tried to keep the assembly line moving at a breakneck pace.  During work, I was limited to two ten-minute breaks and an unpaid half hour for lunch.  Most of my time was spent outside on the truck loading dock in near zero-degree temperatures.  The steel floors o f the trucks were like ice; the quickly penetrating cold made my feet feel like stone.  I had no shared interests with the man I loaded cartons with, and so I had to work without job companionship.  And, after the production line shut down and most people left, I had to spend two hours alone scrubbing clean the apple vats, which were coated with sticky residue.

	Concluding Paragraph
	     I stayed on the job for ten months, hating all the while the difficulty of the work, the poor money, and the conditions under which I worked.  By time I quit, I was determined never to do such degrading work again.


This sample was provided by Andrea Martine (Pennsylvania Department of Education).

Five-paragraph Essay:  An Informational Essay

Name

Class

Date

	Title is centered without underling or quotations
	My Best

	(A) Interesting Beginning

(B) Topic Sentence

(C) Thesis Sentence

(D) Plan of Development Sentence
	     (A)Is standing in front of a lot of people and leading a group and easy task?  I know from personal experience that being in front of a crowd, especially of one’s peers, is a difficult task.  I am the drum major for my junior high school’s marching band.  (B)Directing a school marching band is a hard job that requires one to stand in front of peers and direct music.  (C)Being drum major is a difficult job that has many responsibilities, yet it is satisfying knowing that one can help make wonderful music and accomplish one’s goal of performing well.  (D)I am happy to share my experience with those who do not know what it is like to be a leader.  Learning to direct music, taking charge of the band, and being in performances are all responsibilities of a drum major.

	(E) Transition in First Sentence

First point from plan of development sentence is developed
	     The (E) first obstacle of being a drum major is learning the basics of directing.  This is a very important because the band depends on the motion of the director’s arms and hands in order to know when to play.  The drum major must learn to set speeds for each individual song because different songs have different tempos.  Also, the songs are written in different times, which means that they have a different beat per measure.  All of this information is imperative for the drum major to know by heart.  One must be able to direct a song at the correct speed and with the correct counts in each measure.  Although it is hard to believe, the drum major must be strong willed, determined, and at times, even stubborn.  This determination and stubbornness will force the drum major to keep the beat he or she set at the beginning of the song no matter how much the band pushes to change the tempo.  These basic skills and characteristics define a drum major from any other ordinary instrumentalist.

	(F) Transition in First Sentence

Second point from plan of development sentence is developed
	     (F)Another task a drum major must accomplish is the conquering of any fear he or she may have of being in front of people.  Knowing how to direct is not enough if one is too nervous to perform.  It is extremely difficult to take charge of the band, and one cannot be afraid of one’s peers.  To show direction, one must learn to bring the band to attention using a whistle and voice command, and then to put the band into an at-ease position.  These positions are used to get the band quiet and to call the band to attention for the director.  While directing, one will make mistakes and the drum major must always won up to his or her actions, setting an example for everyone else.  It can be unbelievable difficult to direct the band.  When things go wrong it is very tempting to become angry or embarrassed.  At these stressful times, it is best to remain calm, because in the end the little mistakes will mean nothing at all.  Being in charge of one’s peers is very hard, and at times I have even thought of returning to my instrument and place in the band line.  Often people do not respect the duties of the drum major, making the job extremely stressful and frustrating.  Whenever I feel like this, I remember that my friends and peers know the person behind the drum major’s appearance and trust they will respect my effort at being a good drum major.

	(G) Transition in the First Sentence

Third point from the plan of development sentence is developed
	     (G)Performing is the last and final step of the drum major procedure.  Football games are the main event in which a drum major must direct several songs played by the band.  All of the skills learned are narrowed down and applied to the few crucial minutes during the pre-game and the halftime shows.  It is always helpful to calm the mind before marching out onto the field.  The best way to do this is by taking several deep, stress relieving breaths.  One will then lead the band onto the field and step onto the podium from which the drum major will direct.  The few minutes of actual playing time represent everything the drum major and the band have worked so hard to complete.  The drum major brings the band to attention, signals the drums, and starts to direct an amazing piece of music.  Standing on the podium and realizing that one is actually directing such wonderful music is an amazing feeling.  It makes all the hardships worthwhile, which is why performing is absolutely the best part of being a drum major.

	(H) Transition in First Sentence

(I) Restatement of Thesis using different words

(J) Summary Sentence for First Body Paragraph

(K) Summary Sentence for Second Body Paragraph

(L) Summary Sentence for Third Body Paragraph

(M) Kicker Sentence
	     (H)All in all, (I)the drum major has to deal with a lot of pressure and responsibilities on his or her way to successful direction and the creation of an excellent performance.  (J)Keeping a beat, using arm motions, and showing command are skills a capable drum major must possess.  (K)Even though nerves play a large role during performances, a person must calm himself or herself in order to do his or her best.  (L)All skills come into play during the football games and performances, and that is when the band needs its leader the most.  (M)No matter how difficult or stressful being a drum major may be, the music of the band, the respect from classmates, and the joyful performances are worth all of the trouble.


Many thanks to Megan Lowery for permission to share her writing.

THE ISSUE OF COHERENCE AND TRANSITION

Narrative, Informative, and Persuasive Writing

The writing of essays and stories challenges the writer to communicate clearly to the reader.  Two devices assist the writer in composing clear, readable work.  The ordering of ideas and the use of transition words and devices will improve a writer’s communications.

Order of Ideas

The reader will better comprehend a piece of writing if the writer has arranged the ideas of a paragraph in an orderly fashion.  The following orders are available to writers:

1. Chronological Order – This is the order of time.  It works well when describing a series of actions or events.  Often the use of this order reveals cause and effect relationships.

2. Spatial Order – This is the order of space or location.  Spatial order is arrangement by ordering details according to how they are spaced nearest to farthest, left to right, or any other reasonable arrangement.

3. Order of Importance – This prioritizes the information in a paragraph.  It may be used to indicate movement from most to least important or from least to most important.

4. Logical Order – Something that is logical makes sense.  Sometimes in writing it makes sense to group or arrange ideas together to show how they are related.

USEFUL TRANSITIONS

Arranging ideas in an order that makes sense helps to make paragraphs coherent, but direct references and transitional words and expressions can also help.  These words and phrases act as connectors between and among ideas so that the paragraph is clear to readers.

Words and phrases that make a transition from one idea to another are called transitional expressions.

Direct References refer to the following situations:

· Using a noun or pronoun that refers to a noun or pronoun used earlier

· Repeating a word used earlier

· Using a word or phrase that means the same thing as one used earlier

To show location, use one of the following transitions:

	· above
	· among
	· beneath
	· in front of
	· on top of

	· across
	· around
	· beside
	· inside
	· outside

	· against
	· away from
	· between
	· into
	· over

	· along
	· back of
	· beyond
	· near
	· throughout

	· alongside
	· behind
	· by
	· off
	· to the right

	· amid
	· below
	· down
	· onto
	· under


To show time, use one of the following transitions:

	· about
	· first
	· until
	· next week
	· finally

	· after
	· second
	· meanwhile
	· soon
	· then

	· at
	· third
	· today
	· later
	· next

	· before
	· prior to
	· tomorrow
	· afterward
	· as soon as

	· during
	· till
	· yesterday
	· immediately
	· when

	
	
	
	
	· in the meantime


To compare two things, use one of the following transitions:

	· in the same way
	
	· likewise
	
	· as

	· also
	
	· like
	
	· similarly


To make a contrast (show differences), use the following transitions:

	· but
	
	· nevertheless
	
	· even though

	· however
	
	· on the other hand
	
	· conversely

	· even so
	
	· still
	
	· otherwise

	· yet
	
	· on the contrary
	
	· counter to

	· in the meantime
	
	· although
	
	· as opposed


To emphasize a point, use one of the following transitions:

	· again
	
	· with this in mind
	
	· truly

	· to repeat
	
	· for this reason
	
	· to emphasize

	· indeed
	
	· in fact
	
	


To conclude, to summarize, use one of the following transitions:

	· as a result
	
	· thus
	
	· in short

	· finally
	
	· therefore
	
	· to sum up

	· in conclusion
	
	· accordingly
	
	· all in all

	· consequently
	
	· due to
	
	· in summary


To add information, use one of the following transitions:

	· again
	· and
	· likewise
	· as well

	· also
	· besides
	· moreover
	· together with

	· additionally
	· for example
	· further
	· along with

	· in addition
	· for instance
	· next
	· equally important

	· another
	· furthermore
	· finally
	


To clarify, use one of the following transitions:

	· that is
	
	· in other words
	
	· put another way

	· stated differently
	
	· to clarify
	
	· for instance


RESEARCH WRITING MANUAL

The following material provides information to assist when writing a research essay.  If you have questions these pages cannot answer, consult your English book or ask your English teacher for help.

PLAGIARISM

If someone steals your big screen TV or your car, the theft would be a very reportable offense.  Authorities would seek to find the thief and charge that person with theft.  If someone were to steal your grandma’s secret recipe to sell it to a major food manufacturer, the money gained by that person would not be gained honestly.  If a person’s business is words, the words the person uses and the thoughts the person has are the valuables that person will wish to protect.  Taking someone else’s words or thoughts and not giving them credit for thinking or developing the thoughts is theft know as plagiarism.

People who read another’s ideas and use those ideas to write about the topic must give credit to the person who originated the thoughts.  The following guidelines will help the student avoid plagiarism:

1. Always acknowledge the material borrowed by introducing the quotation or paraphrase by using the name of the authority.  This technique will always mark the beginning of borrowed materials.

2. Place all directly quoted materials in quotation marks.

3. If the writer will paraphrase the work of another, the paraphrased language must be the language of the writer not of the originator.  Simply rearranging the original words is not enough.  The writer’s own voice and style must be reflected.

4. Use MLA or APA style recommendations to document sources within the text correctly.

5. Cite every reference reflected in the paper on the Works Cited page.

6. If a source is not used and marked by a parenthetical reference within the paper, do not list the source on the Works Cited page.

7. Common knowledge or facts that are reflected as general information and repeated in many sources need no documentation.  For example, if the biographical information about former President George Bush is repeated in several sources, then no specific reference is required.

8. Theory, interpretation, or opinion about the facts requires documentation.

Students often have difficulty understanding the difference between genuine research writing and plagiarism.  The samples that follow demonstrate acceptable and unacceptable reflection of material.

Original Material

The Internet explosion has had little impact on the nation’s classrooms.  Schools are failing in two areas.  First, schools have been slow to embrace the technology and provide Internet access for all students.  Second, a comprehensive program of education in Internet use, content, ownership, and organization does not exist in this nation’s schools.  Educators are giving elementary students a peanut butter sandwich and setting students afloat in the Internet Ocean known for troubled waters fraught with peril.  Students are not prepared to use or understand the Internet. –Dennis Strong, “Setting Sail on the Internet,” Educational Issues 23 (1999):  345.

Schools fall short of preparing students for a future in which computer, Internet, and distance learning use will dominate learning systems virtually replacing print as a major source of information delivery and storage. –Strong 566.

Student Writing A
The explosion of the Internet hasn’t had much of an impact on our nation’s schools.  Schools have been slow to accept the Internet and make it available to students.  Schools do not have educational programs that teach students about use, ownership, and the organization of the Internet.  Schools send unprepared elementary students to the Internet where the student can have problems.

This writing clearly plagiarizes the original text.  Obviously, the writer has stolen ideas from the original text.  Some of the wording in this version is even the same as the original.  The writer has given no credit to the original source for the thoughts and information included.

Student Writing B

The Internet is an important tool in the educational future of students.  Will schools prepare students to use the Internet?  Our schools are not doing a good job getting students ready for the future.  Schools have not provided enough access for each of the students to the Internet.  Schools don’t have courses that teach students to use the Internet.  Students don’t know who owns the Internet or what it contains.  Students are not prepared to use or understand the Internet (Strong 345).

This version uses more of the writer’s own language, but the ideas included in the original article clearly are reflected here.  The last sentence in the paragraph is exactly as it appeared in the original version.  This sentence should be in quotations.  Additionally, by placing the citation at the close of the paragraph the reader really cannot tell if the whole paragraph or the last sentence of the paragraph is being cited.

Student Writing C
The Internet has exploded in the nation’s schools.  Students are using the Internet in researching and networking.  Telephones, televisions, and encyclopedias have been replaced by modems and computer screens.  Since the Internet is an important tool in modern classrooms, access to the Internet becomes a major issue.  David Strong sees the nation’s schools as failing in the preparation of students in understanding and using the Internet (345).  Strong asserts, “Schools fall short of preparing students for a future in which computer, Internet, and distance learning will dominate learning systems virtually replacing print as a major source of information delivery and storage” (566).

This version avoids plagiarism by announcing the beginning of the borrowed material by providing the author’s name.  A page reference is provided indicating paraphrased material.  A direct quotation is given using quotation marks and citing the page number on which the quote is found in the original material.

Honestly is always the best policy in the use of another’s writing or thinking.  Take the time to cite references as material is borrowed.  DON’T BE A WORD OR AN IDEA THIEF!

AVOIDING PLAGIARISM BY CITING SOURCES
Plagiarism 

Any plagiarism, failure to give proper credit to source, merits a failing grade.  The most blatant form of plagiarism is to repeat, as your own, someone else’s sentences word for word.  Less blatant plagiarism occurs when ideas or expressions are borrowed.  When using another’s ideas or expressions, the writer must acknowledge the source.

Citing Sources
Credit can be given to an author for thoughts and words by selecting one of three methods of citing sources.  Each system has established a method of citation that follows rules.  Be consistent when documenting sources, and follow the rules of the method of citation required by the teacher.

Teachers will require or suggest the best method of citation for use on the assigned research project.  MLA (Modern Language Association) is often used to accomplish and cite research projects in English and social studies.  This system uses in-text citations called parenthetical references and a works cited page.  Some teachers also require a bibliography page that lists all cited references and those consulted but no cited.   APA (American Psychological Association) is often used to cite math and science research.  APA also uses in-text citations.  It, however, uses a bibliography page rather than a works cited page.  Chicago Turabian is a system using footnotes, endnotes, and a bibliography to document sources.  These three systems are the most popular systems of citation.

TAKING NOTES

1. Start with a fresh pack of research note cards.  Large, lined cards are probably best, especially if you want to make your own detailed personal notes.  Also consider color-coding your cards by topic to keep your paper organized from the start.
2. Devote an entire note card to each idea or note.  Don’t try to fit two sources (quotes and notes) on one card.  No sharing space!
3. Gather more than you need.  Use the library and the Internet to find potential sources for your research paper.  You should continue to research until you have quite a few potential sources – about three times as many as your teacher recommends.
4. Narrow down your sources.  As you read your potential sources, you will find that some are helpful, others are not, and some will repeat the same information you already have.  This is how you narrow your list down to include the most solid sources.
5. Record as you go.  From each source, write down any notes or quotes that could be useful in your paper.  As you take notes, try to paraphrase all information.  This reduces the chances of committing accidental plagiarism.
Remember to include a slug at the top of the notecard.

6. Include everything.  For each note you will need to record:
a. Author’s name

b. Title of reference (book, article, interview, etc.)

c. Reference publication information, to include publisher, date, place, year, issue, volume.

d. Page number

e. Your own personal comments

7. Create your own system and stick to it.  For instance, you may want to pre-mark each card with spaces for each category, just to make sure you don’t leave anything out.
8. Be exact.  If at any time you write down information word for word, be sure to include all punctuation marks, capitalization, and breaks exactly as they appear in the source.  Before you leave any source, double-check your notes for accuracy.
9. If you think it might be useful, write it down.  Don’t ever, ever pass over information because you’re just not sure whether it will be useful!  This is a very common and costly mistake in research.  More often than not, you find that the passed-over tidbit is critical to your paper, and then you won’t find it again.
10. Avoid using abbreviations and code words as you record notes.  Especially if you plan to quote, your own writing can look completely foreign to you later.  It’s true!  You may not be able to understand your own clever codes after a day or two, either.
STANDARD OUTLINE FORM

Outline Form
The final outline of a critical or research paper should provide the reader with an efficient overview of the major divisions and key points of the paper.  It should be typed on a separate sheet, preceding the final draft.  Begin each entry with a capital letter, but do not capitalize other words unless they are proper nouns or proper adjectives.  Do not use terminal punctuation.  There must never be a long sub-topic.

Sample Outline

The Hotel Industry as a Career

I. Variety of skilled an unskilled occupations

A. Front of the house

1. Management

2. Office staff

3. Accounting and sales

B. Back of the house

1. Housekeeping

2. Food preparation

3. Engineering and security

II. Training for the job

A. Short on-the-job training

1. Entry level positions

2. Part-time work

B. Special training

1. Internship training

2. Vocational education

III. Benefits of hotel careers

A. Flexible schedules

B. Many locations

C. Potential promotion

Levi i

Outline 

THESIS:  
Unless the risks of cell phones are shown to outweigh the benefits, we should not restrict their use in moving vehicles; instead, we should educate the public about the dangers of driving while phoning and prosecute irresponsible phone users under laws on negligent and reckless driving.

I. Scientific studies haven’t proved a link between use of cell phones and traffic accidents.

A. A study by Redelmier and Tibshirani was not conclusive, as the researchers themselves have admitted.

B. Most states do not keep records on accidents caused by driver distractions.

C. In a survey of research on cell phones and driving, Cain and Burris report that results so far have been inconclusive.

II. The risks of using cell phones while driving should be weighed against the benefits.

A. At the Harvard Center for Risk Analysis, researchers found that the risks of driving while phoning were small compared with other driving risks.

B. There are safety, business, and personal benefits to using cell phones on the road.

III. We need to educate drivers on using cell phones responsibly and enforce laws on negligent and reckless driving.

A. Educating drivers can work.

B. It is possible to enforce laws against negligent and reckless driving; in states that do not do an adequate job of enforcement, the public can lobby for improvement.

Source:  Diana Hacker (Boston:  Bedford/St.Martin’s, 2006).

SIGNAL PHRASES

It is necessary not only to cite all sources but also to make clear which information comes from you and which comes from a source.  Signal phrases help to introduce material borrowed from a reference.  One word, a phrase, or a full sentence might be used to introduce the borrowed material.  You can choose signal words to introduce a quotation, paraphrase, or summary, keeping in mind that your word or phrasing choice can help to guide the reader into the idea of your source.  For example, material paraphrased from a science journal might be introduced using the word reports:  Morgan reported that genetic material could be relocated.

Signal phrases often incorporate verbs or verb phrases.  The verb needs to fit the context, such as whether the source claims, argues, observes, concludes, refutes, or states.  A list of verbs follows to assist you with thinking about possibilities for your own writing; should you use any of these words, be sure your selection fits the context.

	Acknowledges
	Defines
	Points out

	Adds
	Delineates
	Posits

	Admits
	Denies
	Presents

	Advances
	Discloses
	Proposes

	Affirms
	Discounts
	Purports

	Agrees
	Disputes
	Reasons

	Alludes
	Documents
	Recounts

	Argues
	Explains
	Reflects

	Asserts
	Expresses
	Refutes

	Attests
	Extrapolates
	Reiterates

	Characterizes
	Grants 
	Relates

	Chronicles
	Highlights
	Remarks

	Claims
	Hypothesizes
	Replies

	Comments
	Illustrates
	Reports

	Compares
	Implies
	Responds

	Concludes
	Indicates
	Reveals

	Concurs
	Insists
	States

	Confirms
	Maintains
	Submits

	Contends
	Narrates
	Suggests

	Contrasts
	Negates
	Supports

	Creates
	Notes
	Theorizes

	Declares
	Observes
	Writes

	Emphasizes
	Refers
	Verifies 
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A Call to Action:

Regulate Use of Cell Phones on the Road


When a cell phone goes off in a classroom or at a concert, we are irritated, but at least our lives are not endangered.  When we are on the road, however, irresponsible cell phone users are more than irritating:  They are putting our lives at risk.  Many of us have witnessed drivers so distracted by dialing and chatting that they resemble drunk drivers, weaving between lanes, for example, or nearly running down pedestrians in crosswalks.  A number of bills to regulate use of cell phones on the road have been introduced in state legislatures, and the time has come to push for their passage.  Regulation is needed because drivers using phone are seriously impaired and because laws on negligent and reckless driving are not sufficient to punish offenders.


No one can deny that cell phones have caused traffic deaths and injuries.  Cell phones were implicated in three fatal accidents in November 1999 alone.  Early in November, two-year-old Morgan Pena was killed by a driver distracted by his cell phone.  Morgan’s mother, Patti Pena, reports that the driver “ran a stop sign at 45 mph, broadsided my vehicle and killed Morgan as she sat in her car seat.”  A week later, 

Daly 2

corrections officer Shannon Smith, who was guarding prisoners by the side of the road, was killed by a woman distracted by a phone call (Besthoff).  On Thanksgiving weekend that same month, John and Carole Hall were killed when a Naval Academy midshipman crashed into their parked car.  The driver said in court that when he looked up from the cell phone he was dialing, he was three feet from the car and had no time to stop (Stockwell B8).


Expert testimony, public opinion, and even cartoons suggest that driving while phoning is dangerous.  Frances Bents, and expert on the relation between cell phones and accidents, estimates that between 450 and 1,000 crashes a year have some connections to cell phone use (Layton C9).  In a survey published by Farmers Insurance Group, 87% of those polled said that cell phones affect a driver’s ability, and 40% reported having close calls with drivers distracted by phones.  Many cartoons have depicted the very real dangers of driving while distracted (see Fig. 1).


Scientific research confirms the dangers of using phones while on the road.  In 1997 an important study appeared in the New England Journal of Medicine.  The authors, Donald Redelmeier and Robert Tibshirani, studied 699 volunteers who made their cell phone bills available in order to confirm the times when they had placed calls.  The participants agreed to report any nonfatal collision in which they were involved.  By comparing the time of a collision with the phone records, 
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the researchers assessed the dangers of driving while phoning.  The results are unsettling:

We found that using a cellular telephone was associated with a risk of having a motor vehicle collision that was about four times as high as that among the same drivers when they were not using their cellular telephones.  This relative risk is similar to the hazard associated with driving with a blood alcohol level at the legal limit. (456)

The news media often exaggerated the latter claim (“similar to” is not “equal to”); nonetheless, the comparison with drunk driving suggests the extent to which cell phone use while driving can impair judgment.


A 1998 study focused on Oklahoma, one of the few states to keep records on fatal accidents involving cell phones.  Using police records, John M. Violanti of the Rochester Institute of Technology investigated the relation between traffic fatalities in Oklahoma and the use or presence of a cell phone.  He found a ninefold increase in the risk of fatality if a phone was being used and a doubled risk simply when a phone was present in a vehicle (522-23).  The latter statistic is interesting, for it suggest that those who carry phones in their cars may tend to be more negligent (or prone to distractions of all kinds) than those who do not.


Some groups have argued that state traffic laws make legislation regulating cell phone use unnecessary.  Sadly, this is not true.  Laws on traffic safety vary from state to state, and drivers distracted by cell 
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phones can get off with light punishment even when they cause fatal accidents.  For example, although the midshipman mentioned earlier was charged with vehicular manslaughter for the deaths of John and Carole Hall, the judge was unable to issue a verdict of guilty.  Under Maryland law, he could only find the defendant guilty of negligent driving and impose a $500 fine (Layton C1).  Such a light sentence is not unusual.  The driver who killed Morgan Pena in Pennsylvania received two tickets and a $50 fine – and retained his driving privileges (Pena).  In Georgia, a young woman distracted by her phone ran down and killed a two-year-old; her sentence was ninety days in boot camp and five hundred hours of community service (Ippolito J1).  The families of the victims are understandably distressed by laws that lead to such light sentences.


When certain kinds of driver behavior are shown to be especially dangerous, we wisely draft special laws making them illegal and impose specific punishments.  Running red lights, failing to stop for a school bus, and drunk driving are obvious examples; using a phone in a moving vehicle should be no exception.  Unlike more general laws covering negligent driving, specific laws leave little ambiguity for law officers and for judges and juries imposing punishments.  Such laws have another important benefit:  They leave no ambiguity for drivers.  Currently, drivers can tease themselves into thinking they are using their car phones responsibly because the definition of “negligent driving” is vague.
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As of December 2000, twenty countries were restricting use of cell phones in moving vehicles (Sundeen 8).  In the United States, it is highly unlikely that legislation could be passed on the national level, since traffic safety is considered a state and local issue.  To date, only a few counties and towns have passed traffic laws restricting cell phone use.  For example, in Suffolk County, New York, it is illegal for drivers to use a handheld phone for anything but an emergency call while on the road (Haughney A8).  The first town to restrict use of handheld phones was Brooklyn, Ohio (Layton C9).  Brooklyn, the first community in the country to pass a seat belt law, has once again shown its concern for traffic safety.


Laws passed by counties and towns have had some effect, but it makes more sense to legislate at the state level.  Local laws are not likely to have the impact of state laws, and keeping track of a wide variety of local ordinances is confusing for drivers.  Even a spokesperson for Verizon Wireless has said that statewide bans are preferable to a “crazy patchwork quilt of ordinances” (qtd. in Haughney A8).  Unfortunately, although a number of bills have been introduced in state legislatures, as of early 2001 no state law seriously restricting use of the phones had passed – largely because of effective lobbying form the wireless industry.


Despite the claims of some lobbyists, tough laws regulating phone use can make our roads safer.  In Japan, for example, accidents linked to cell phones fell by 75% just a month after the country prohibited using 
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a handheld phone while driving (Haughney A8).  Research suggests and common sense tells us that it is not possible to drive an automobile at high speeds, dial numbers, and carry on conversations without significant risks.  When such behavior is regulated, obviously our roads will be safer.


Because of mounting public awareness of the dangers of driving distracted by phones, state legislators must begin to take the problem seriously.  “It’s definitely an issue that is gaining steam around the country,” says Matt Sundee of the National Conference of State Legislatures (qtd. in Layton C9).  Lon Anderson of the American Automobile Association agrees:  “There is momentum building,” he says, “to pass laws” (qtd. in Layton C9).  The time has come for states to adopt legislation restricting the use of cell phones in moving vehicles.
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MLA CITATION GUIDELINES

· No More Underlining!  Underlining is no more.  MLA now recommends italicizing the title of independently published works (books, periodicals, films, etc.).

· No more URLs!  While website entries will still include authors, article names, and website names, when available, MLA no longer requires URLs.  Writers are, however, encouraged to provide a URL if the citation information does not lead readers to find the source easily.

· Continuous Pagination?  Who Cares?  You no longer have to worry about whether scholarly publications employ continuous pagination or not.  For all such entries, both volume and issue numbers are required, regardless of pagination.

· Publication Medium.  Every entry receives a medium of publication marker.  Most entries will be listed as Print or Web, but other possibilities include Performance, DVD, or TV.  Most of these markers will appear at the end of entries; however, markers for Web sources are followed by the date of access.

· New Abbreviations.  Many web source entries now require a publisher name, a date of publication, and/or page numbers.  When no publisher name appears on the website, write N.p. for no publisher given.  When sites omit a date of publication, write n.d. for no date.  For online journals that appear only online (no print version) or on databases that do not provide pagination, write n. pag. for no pagination.

Book
Book citations remain largely the same except for the addition of the medium of publication, Print, at the end of the entry.


Carre, John le.  The Tailor of Panama.  New York:  Alfred A. Knopf, 1996.  Print.

Scholarly Publication (Journal)
Regardless of pagination, all scholarly publication citations include both volume and issue numbers.  End citations with the medium of publication, Print.


Aldrich, Frederick A. and Margueritte L. Marks.  “Wyman Reed Green, American Biologist.”  Bios 23.1 (1952):  26-35. Print.

Online Scholarly Project
Online scholarly projects appear italicized.  Difficult-to-find projects may be listed in quotation marks with the website name and domain in italics.  Publication location and date follows.  Web medium of publication and date of access end the entry.


Kline, Daniel T., ed. Geoffrey Chaucer Online:  The Electronic Canterbury Tales.  U of Alaska Anchorage, 30 Jul. 2007.  Web.  2 Dec.  2008.

Online Periodical 
Online periodicals include both the name of the website in italics and the website publisher.  Note that some sites will have different names than their print formats, such as ones that include a domain name like .com or .org.  If no publisher is listed, use N.p. to denote no publisher name given.  Follow with date of publication, Web as medium of publication, and date of access.


Lubell, Sam. “Of the Sea and Air and Sky.” New York Times.  New York Times, 26 Nov. 2008.  Web.  1 Dec.  2008.


Cohen, Elizabeth.  “Five Ways to Avoid Germs While Traveling.”  CNN.com.  CNN, 27 Nov.  2008.  Web. 28 Nov. 2008.

Online Database Scholarly Journal Article
Cite online journal articles from an online database as you would a print one.  Provide the database name in italics.  Library information is no longer required.  List the medium of publication as Web and end with the date of access.


Berger, James D. and Helmut J. Schmidt.  “Regulation of Macronuclear DNA Content in Paramecium Tetraurelia.”   The Journal of Cell Biology 76.1 (1978):  116-1126.  JSTPR.  Web. 20 Nov. 2008.

Online-only Publication
For articles that appear in an online-only format or in databases that do not provide a page number, use the abbreviation n.pag. for no pagination.  End the citation with the medium of publication, Web, and the date of access.


Kessl, Fabian, and Nadia Kutsche.  “Rationalities, Practices, and Resistance in Post-Welfarism.  A comment on Kevin Stenson.”  Social Work & Society 6.1 (2008):  n. pag. Web. 10 Oct. 2008.

Adapted from www.purdueowl.com

MLA PARENTHETICAL REFERENCES

Single author named in parentheses


The tendency to come to terms with difficult experiences is referred to as a “purification process” whereby “threatening or painful dissonances are warded off to preserve intact a clear and articulated image of oneself and one’s place in the world” (Sennet 11).

Single author named in a signal phrase

Social historian Richard Sennett names the tendency to come to terms with difficult experiences a “Purification process” whereby “threatening or painful dissonances are warded off to preserve intact a clear and articulated image of oneself on one’s place in the world” (11).

Two or more authors

Certain literacy theorists have gone so far as to declare that “the most significant elements of human culture are undoubtedly channeled through words, and reside in the particular range of meanings and attitudes which members of any society attaché to their verbal symbols” (Goody and Watt 323).

Corporate author (organization, association, etc)

The federal government has funded research concerning consumer protection and consumer transactions with online pharmacies (Food and Drug Administration 125).

Works with no author

Several critics of the concept of the transparent society ask if a large society would be able to handle the complete loss of privacy (“Surveillance Society” 115).

Two or more works by the same author


In his investigation of social identity, The Uses of Disorder, Sennett defines adulthood as a stage where people “learn to tolerate painful ambiguity and uncertainty” (108).


In a surprising move, Richard Sennett combines the idea of power with that of virtue:  “the idea of strength is complex in ordinary life because of what might be called the element of its integrity” (Authority 19).

Work found in an anthology or edited collection
For an essay, short story, or other document included in an anthology or edited collection, use the name of the author of the work, not the editor of the anthology or collection, but use the page numbers from the anthology or collection.


Lawrence Rosenfield analyzes the way in which New York’s Central Park held a socializing function for nineteenth-century residents similar to that of traditional republican civic oratory (222).

Bible Passage

Unfortunately, the president could not recall the truism that “Wisdom is a fountain to one who has it, but folly is the punishment of fools” (New Oxford Annotated Bible, Prov. 20-22).

Secondary source of a quotation (someone quoted within the text of another author)


As Erickson reminds us, the early psychoanalysts focused on a single objective:  “introspective honesty in the service of self enlightenment” (qtd. in Weiland 42).

Web Page

Abraham Lincoln’s birthplace was designated as a National Historical Site in 1959 (National Park Service).

Adapted from dianahacker.com

BUSINESS WRITING

Format for Interoffice Memorandum
1. An interoffice memorandum, or “memo,” is used for written messages within a company.

2. Use 2-inch top margin and 1-inch left and right margins or default margins.

3. Key the guidewords (TO, FROM, DATE, and SUBJECT) beginning at the left margin in all caps.  Tab twice after the colon following the guidewords except only one after subject.  Double-space (DS) the line of information.  Double space (DS) after the last line.

4. Key the lines of the body using single spacing (SS).  Double space (DS) between the paragraphs.

5. Key the typist’s initials a double space (DS) after the body.  The typist’s initials should be keyed in lowercase letters.

6. Key the Attachment notation a double space (DS) below the typists’ initials.  You only have this if something is attaché to the memorandum.

7. Use 12 pt. Font Times New Roman.

Example of a Memorandum
TO:

All Employees





(DS)  (2 returns or 1 blank line)

FROM:
Personnel Department





(DS)  (2 returns or 1 blank line)

DATE:
Current Date





(DS)  (2 returns or 1 blank line)

SUBJECT:
Awards Banquet





(DS)  (2 returns or 1 blank line)

Our annual awards banquet will be held on Tuesday, May 22, in the Grand Ballroom of the Chatham House.  Dinner will be served at 7 p.m.  The awards ceremony will begin at 8:30 p.m.





(DS)  (2 returns or 1 blank line)

If you plan to attend this banquet, please complete the attached reservation form.  As an employee, you are entitled to a complimentary ticket to the banquet.  Please return reservation forms to Molly Evans in the Personnel Department by May 15.





(DS)  (2 returns or 1 blank line)

xxx





(DS)  (2 returns or 1 blank line)

Attachment

E-mail Etiquette
E-mail has evolved as an important means of communicating with others.  Listed below are some tips that will enhance e-mail correspondence.

· Do not say anything in e-mail that you would not want others to know.  Electronic glitches occur.  Your message may reach someone for whom it was not intended.

· Consider the tone of your message.  In all written correspondence, words can be misinterpreted more readily than spoken words.  A request might be read as a demand.  A casual remark may be interpreted as being insulting, and a supposition may be interpreted as a fact.

· Do not type in all caps in e-mail messages.  Capital letters connote shouting.

· Provide sufficient information and detail in your messages to explain your point clearly and briefly.  Get to the point.  Be specific about requests and actions you want from your reader.

· Avoid wasting the reader’s time.  Do not send silly messages that may squander the reader’s time on the Internet.

· Do not replace personal contact with e-mail.  Face to face and/or telephone communication allows a dialogue that enhances understanding.

· Remember basic etiquette.  Use words such as “please” and “thank you” when appropriate.  These words add warmth and caring to your correspondence.

Purpose of a Cover Letter
The purpose of a cover letter is to initiate communication with the potential employer.  The final objective is a personal meeting.

Here are some tips to consider when writing an attention-getting cover letter.

1. Write to a specific person – not a company.

· Call the company.

· Ask for the name of the appropriate person.

· Get the title and mailing address.

· Always check spellings.

2. Use the “Triple Play” for the perfect cover letter.

· Three paragraphs

a. Three sentences per paragraph maximum

b. Three point to communicate:

· Introduce yourself—state your objective and how you learned about the job opening.

· Spark the employer’s interest—highlight specific skills and qualifications you can offer.

· Communicate your interest—ask for the interview.

3. Type your cover letter on the same kind of paper you used for your resume.

Example of a Cover Letter
Ms. Carol Smith

100 Main Street

Anytown, PA  16601

Current Date

Mr. John Smith

Director of Personnel

COMPU-CO

10 Wood Street

Altoona, PA  16602

Dear Mr. Smith:


This letter is in response to your advertisement in the June 9, 2009 edition of the Altoona Mirror.  Please consider me for the Date Entry Clerk position.

My high school instructors and employers have always recognized me as a dependable, hardworking person.  Last year, I received special commendation for my involvement in the creation of a student record database for Anytown High School.  As a data entry clerk, I can contribute to your company’s success.  I am an achievement-oriented individual and always strive to do my best.

Enclosed is my resume that outlines my qualifications.  I would like to meet with you to discuss my qualifications as they apply to the position with COMPU-CO.  You may contact me at (814) 946-2641 daily after 2 p.m.  I appreciate your time and consideration and look forward to meeting with you.

Sincerely,

Carol Smith

ds

Enclosure:  Resume


Example of a Thank-you Letter

Ms. Carol Smith

100 Main Street

Anytown, PA  16601

Current Date

Mr. John Smith

Director of Personnel

COMPU-CO

10 Wood Street

Altoona, PA  16602

Dear Mr. Smith:

Thank you for meeting with me on Monday, June 8, 2009, to explain the requirements of the Data Entry clerk position.  The time you spent with me sharing information about COMPU-CO is very much appreciated.

I am excited about the opportunity to work for your company.  I know that I can perform to your expectations and hope to hear from you soon.

Sincerely,

Carol Smith 



TIPS FOR CREATING A RESUME

Your resume is a reflection of you, so it must be perfect.  Keep in mind that your resume does not get you jobs – it gets you interviews.  Your resume must project the message that you will be a valuable employee and that it will be to an employer’s advantage to see you.

“Musts” for a good resume

· Know your readers—use vocabulary and information to which they can relate.

· Highlight your most important accomplishments and skills and show what results you have produced.

· Begin sentences with power verbs (example – organized, managed, designed, implemented, directed).

· Pick the proper format.

· Draft it first.

· Eliminate extraneous information (example – hobbies, height and weight, salary requirements).

· Limit it to one page.

· Critique it; have two or three other people proofread it.

· The paper should match the cover letter.  Use high quality paper in white, cream, or light gray, 20 lb. paper stock.

Qualifications Brief
A qualifications brief is a concise method of outlining one’s credentials in place of a tradition resume.  Often, a high school student does not have the appropriate information to write a resume that will catch an employer’s eye, so writing a qualifications brief is the answer.  Information that supports the student’s job objective is written on the page directly after the objective.  This can include activities, completed projects, or actual high school courses.

The following is an example of an actual resume with references to be used as a guide, not as a format.

First Name Last Name

6 Elm Avenue, Johnstown, PA  15904

Home:  111.111.1111  Cell:  111.111.1111

petals@flowershop.com

OBJECTIVE

Interested in a paid summer camp working up to 15 hours per week.

SPECIAL SKILLS & INTERESTS

· Love to work with children

· Can create attractive posters and flyers using graphic software

· Able to follow written instructions

· Good with Microsoft Word, Excel, and PowerPoint

· Can do internet research using MS Explorer and FireFox

· Enjoy biographies of famous people and plays

· Enjoy traveling with family

· Manage family recycling assignments

VOLUNTEER & COMMUNITY SERVICE

Stocklerbridge Hospital, Altoona, PA  Ongoing

Pediatric Ward Volunteer

· Read, watch television or play games with children

· Make sure the play area is neat and toys are put away after use

· Run errands or do assignment from staff

Sidman Recreation Department, Summer 2007

Volunteer Camp Counselor

· Led arts, crafts, sports, games, camping and hobby workshops for groups of 8-10 year olds

· Monitored groups of up to seven children on weekly field trips to the zoo, to water parks, and on walking tours

· Made sure campers were dropped off and picked up safely

EDUCATION

Forest Hills High School, Sidman, PA

High School Diploma anticipated in May 2010

Sophomore, GPA 3.84

Electives:  Art, Culture & Foods, Independent Living, Family Advocacy

Activities:  Band and Stage Crew

GOALS

Planning to study psychology or music as a major in college

Join the Pep Squad in Junior year

First Last Name

Street Address

City, State, Zip

Phone (Cell/Home)

Email Address

Objective:

To obtain knowledge of the day-to-day work of a business through a part time job, summer internship in an urban area.

Education:

Main St. High School, Philadelphia, PA

Selected Courses:

Early Childhood Development (2006) – Freshman Year

Urban Education (2007) – Sophomore Year

Urban Education – Psychology (2007-08) – Junior Year

Urban Education – Instructional Internship (2008-09) – Senior Year

Volunteer Work and Job History:

Beacon Program, summer (2009)

Philadelphia, PA

Urban Renewal Camp, summer (2008)

Philadelphia, PA

Murray’s Food Market (2008)

Philadelphia, PA

McDonald’s Fast Food Restaurant (2006)

Philadelphia, PA

Boutique, summer (2006)

Philadelphia, PA

Skills and Languages:

· Spanish – Beginner’s level

· French – Beginner’s level

· Communication skills

· Experience in child caring – intermediate

· Researching and resource skills

· Art and dance skills

References available upon request

References 

Of

Jane Doe

Mr. Justin Case

Forest Hills School District 

PO Box 158

Sidman, PA  15955

(814) 487-7613

Mr. Will E. Makit

Forest Hills School District 

Language Arts Department

PO Box 158

Sidman, PA  15955

(814) 487-7613

Ms. Betty Wont

Forest Hills School District 

Social Studies Department

PO Box 158

Sidman, PA  15955

(814) 487-7613

TIPS FOR COMPLETING AN EMPLOYMENT APPLICATION

1. Bring several good pens – black or blue ink.

2. Print neatly!

· If an application in not filled out legibly, it will end up in the wastebasket.

3. Answer every question.

· This shows that you have read the application thoroughly.  If the question does not apply to you, write N/A (not applicable).

4. If the application asks for salary requirements, write, “Open.”

5. Remember your social security number or write it down!

6. It will be easier for you to remember dates if you bring a copy of your resume with you.

7. You should provide three references.

· Know their names, addresses, business phone numbers, companies, and occupations.

TIPS FOR THE INTERVIEW

· Be prepared.

· Appear confident.  Dress neatly.  Be well groomed.

· Turn off electronic devices.  Leave them in vehicle, if possible.

· Arrive 15 minutes before your interview.

· Be honest, and be yourself.

· Be courteous and attentive.  Show that you are a good listener.

· Maintain poise and posture.

· Wait to be seated until directed by the interviewer.

· Greet the interviewer with a smile and a firm handshake.

· Do not chew gum.

· Speak in complete sentences.  Explain your answers.

· Look the interviewer in the eye.

· Think before you speak.  Use formal language.

· Demonstrate interest in the company and in the position.

· Express appreciation for the interviewer’s time.

· Ask specific questions about the interviewer’s company and your responsibilities.  Do not mention salary unless prompted by interviewer.

· Remain confident.

· Let the interviewer know before you leave that you are interested in the job.

· Smile and thank the interviewer with a strong handshake when leaving.

· Mail a thank-you letter to the interviewer that same day.

MOST FREQUENTLY ASKED INTERVIEW QUESTIONS

Research your company before the interview:  salary scale, benefits, positions, hours, and mission statement.

· Tell me something about yourself.

· What made you choose the _______ field  (the particular field of study you chose)?

· What are your future career goals?

· In what school activities did you participate?  What made you select them?

· Which did you enjoy the most?

· What is it that makes you think you might like to work for our company?

· What do you know about our company?

· What do you know about the position?

· Why do you feel that you are qualified for the position?

· What personal characteristics do you feel are necessary for success?

· What are your own special strong points?

· What is your major weakness?  What are you doing to overcome it?

· Do you feel you have done the best scholastic work you can?

· What previous jobs have you held?  What did you learn from them?

· What kind of recommendations would you receive from previous employers?

· What would your teachers have to say about you?

· How long do you expect to work?

· What would make you choose one job over another?

· What do you expect to get from this job?

· What salary do you expect?

· What is the earliest date you can start?

· Why should I hire you?

Organize details in chronological order; eliminate details not to be used.





Focus Caution:  When writing a thesis statement, be clear and specific.  Avoid vague words like interesting and important.
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Outline pages are numbered with small roman numerals.





Outline is written in complete sentences.





Writer’s name and page number are typed ½” from top of each page.





Title is centered.





Opening sentences catch readers’ attention.





Thesis asserts Angela Daly’s main point.





Daly uses a clear topic sentence.





Signal phrase names the author of the quotation to follow.





No page number is available for this Web source.  Author’s name is given in parentheses.





Page number is given when available.





Clear topic sentences, like this one, are used throughout the paper.





Summary and long quotation are introduced with a signal phrase naming the authors.





Long quotation is set off from the text; quotation marks are omitted.





Summary begins with a signal phrase naming the author and ends with pate numbers in parentheses.





Daly counters an opposing argument.





Facts are documented with in-text citations:  authors’ names and page numbers (if available) in parentheses.





Daly uses an analogy to justify passing a special law.





Daly explains why US laws need to be passed on the state level.





Transition helps readers move form one paragraph to the next.





Daly cites an individual source; words quoted in another source.





Daly counters a claim made by some opponents.





For variety Daly places a signal phrase after a brief quotation.





The paper ends with Daly’s stand on the issue.





Heading is centered.





List is alphabetized by authors’ last names (or by title when a work has no author).





First line of each entry is at the left margin; extra lines are indented ½” (or five spaces).





Double-spacing is used throughout.





The URL is broken after a slash.  No hyphen is inserted.





This letter is typed in block-style – all lines begin at left margin.


This letter is typed using mixed punctuation – colon after salutation and comma after complimentary close.





This letter is typed in block-style – all lines begin at left margin.


This letter is typed using mixed punctuation – colon after salutation and comma after complimentary close.









