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PARTS OF SPEECH 
 

Noun – a word used to name a person, a place, a thing, or an idea. A noun has six functions: 
subject, object of a preposition, predicate nominative, direct object, indirect object, and 
appositive. 
 
Nouns can be common or proper. Bethany and Bremen are proper nouns and are capitalized; 
however, girl and town are common and are not capitalized. 
 
Some nouns are concrete; others are abstract.  A concrete noun names an object that occupies 
space or can be recognized by any of the senses:  guitar and music.  An abstract noun names an 
idea, a quality, or a characteristic:  peace and harmony. 
 
Collective nouns can be singular or plural, depending on their use in the sentence. Team, 
committee, jury, class, and faculty are examples of collective nouns. A collective noun is 
singular if it refers to the group as single unit; the collective noun is plural if it refers to the 
members as individuals. 

 Examples-- 
 Each morning during first block, the class recites the pledge of allegiance to the flag. 
 The class take their seats after the pledge to listen to morning announcements. 
 

 
Verb – (two types) An action verb tells what someone or something does, either physically or 
mentally (speak, sing, run, play). Linking verbs link the subject to another word in the sentence 
and include the forms of the verb “be” (is, am, are, was, has, etc.) and wells as appear, 
become, seem, grow, feel, look, remain, sound, smell, stay, taste. 
 
The forms of be are never action verbs; however, some of the other linking verbs may also act 
as action verbs depending on their use in the sentence.  

Examples— 
 She appeared sad at the retirement celebration. 
 She appeared out of nowhere! 
 
Auxiliary (helping) verbs help the main verb express time or shades of meaning. Auxiliary verbs 
include is, am, are, was, were, be, being, been, has, have, had, having, can, could, may, might, 
must, should, would, shall, will, do, does, did. 

Examples— 
 We have been driving all day. Driving is the main verb and have been are auxiliary verbs. 
 They will be late if they wait any longer. Be is the main verb and will is the auxiliary verb.  
 
Verb tenses show time:  
 
Present = now, at the present time 
 I like chocolate cake. 
Present Perfect = sometime before now, up to now 
 I have liked chocolate cake since I was three years old. 
Past = past time, not extending to the present 
 I liked Tina’s chocolate cake best. 
Past Perfect = before a specific time in the past 
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 I had liked your chocolate cake best, but I changed my mind after trying Tina’s. 
 
Future = at a future time, sometime after now  
 I will like chocolate cake until something better comes along. 
Future Perfect = before a specific time in the future 
 This year, I will have had chocolate cake for my birthday for fifteen years. 
 
Regular Verbs change form by adding d or ed:  walk, walked, has walked. 
Irregular Verbs change form by undergoing internal spelling changes: run, ran, has run. 
 
Voice—In formal writing, use active voice. Active voice emphasizes the doer and is clearer, 
more precise, and more concise than passive voice. Passive voice emphasizes the receiver of 
the action, minimizes the role of the doer, and creates wordier sentences. 
 
 Active voice—the subject is the doer of the action. 
  Example—The student made a perfect score on the writing test. 
 Passive voice—the subject is the receiver of the action. 
  Example—A perfect score on the writing test was made by the student. 
 
Action verbs can either be transitive or intransitive depending on how they function in the 
sentence.  
 
A verb is transitive if it directs action toward someone or something named in the same 
sentence A transitive verb always has a direct object. 

Example—He wrote an excellent paper.  
 
A verb is intransitive if it does not direct action toward someone or something named in the 
same sentence. (Linking verbs do not express action and are always intransitive.) An intransitive 
verb can be followed by an adverb or words functioning as an adverb. 

Example—He writes well.  
 
Verbals:  participles, gerunds, and infinitives are verbals.  A verbal is a word derived from a 
verb but used as a noun, an adjective, or an adverb.  
 
 A participle is a form of a verb used as an adjective.  
 Example—A devastating tornado destroyed parts of north Alabama. 
 A gerund is a form of a verb used as a noun. 
 Example—Swimming is good exercise for senior citizens. 
 An infinitive is a verb form that usually follows the word to and can be used as an 
adjective, an 

adverb, or a noun. 
Example—I like to read a good book by the fireplace during winter. 

 

 
Conjunction—a word that joins words or a group of words 
There are four types of conjunctions: 
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Coordinating Conjunctions: for, and, nor, but, or, yet, so (FANBOYS). Used to connect similar 
parts of speech or groups or words of equal grammatical weight and sentence 
meaning/content. 
 
Correlative Conjunctions:  both…and, either…or, neither…nor, not only…but also, 
whether…or. The five paired correlative conjunctions join elements of equal grammatical 
weight and MUST be used together.  
Subordinating Conjunctions:  join two complete ideas by making one of the ideas subordinate 
to or dependent upon the other.  Subordinating conjunctions introduce dependent (adverb) 
clauses. 
 

after 
although 
as 
as if 
as long as 
as much as 
as soon as 
 as though 

because 
before 
even if 
even though 
how  
if 
inasmuch as 
in order that 

lest  
now that 
provided 
since 
so that 
than 
that 
though 

till 
unless 
until 
when 
whenever 
where 
wherever 
while

 
The subordinate idea in a sentence always begins with a subordinating conjunction and makes 
up what is known as a subordinate clause. 
 
Conjunctive Adverbs:  act as a transition between complete ideas by indicating comparisons, 
contrasts, results, and other relationships. 
 
accordingly 
again 
also 
anyhow 
anyway 
as a result 
besides 
consequently 

finally 
first 
for example 
for instance 
furthermore 
further on 
hence 
however 

in addition 
incidentally 
in conclusion 
indeed 
in fact 
later 
likewise 
moreover 

namely 
nevertheless 
on the contrary 
otherwise 
still 
then 
therefore 
thus 

 
Punctuation is usually required both before and after conjunctive adverbs. 
 Example— 
 He also invented several types of hats; however, he will be remembered for the wireless 
telephone. 
 

 
Adjective—a word used to modify a noun or a pronoun (blue eyes, scary movie) 
Adjectives answer—Which one? What kind? How many? 
 
Demonstrative adjectives tell which one is particular—This, That, These, Those—and should be 
followed by a noun in formal writing. 
 
Articles or noun markers are also adjectives—A, An, The 
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Adverb—a word used to modify a verb, and adjective, or another adverb. (The cat meowed 
softly.) 
 
Adverbs tell how, when, where, or to what extent (how often or how much). 

Examples modifying verb— 
 The plant grew upward. (tells where) 
 She never raked the leaves. (tells when) 

 
Examples modifying adjective-- 

 It was an extremely loud concert. 
 The test was really easy. 
 

Example of an adverb modifying another adverb— 
 They worked very diligently. 
 
Discrete adverbs don’t modify each other; they operate independently. 
 

Example— 
Jack is slowly, methodically, and deliberately thinking. 

 
Note:  Most adverbs end in –ly, but some adverbs do not (example: quite, never, there) and 
some adjectives end in –ly (example:  ugly, nightly). 
 

 
Preposition—a word used to show the relationship of a noun or pronoun to some other word 
in the sentence. The noun or pronoun with a preposition is always called the object of the 
preposition. 
 

aboard 
about 
above 
according to 
across from 
across 
after 
against 
ahead of 
along 
alongside 
along with 
amid 
among 
apart from 
around 
as  
as for 

aside from 
as of 
at  
atop 
barring 
because of 
before 
behind 
below 
beneath 
beside 
besides 
between 
beyond 
but 
but for 
by  
by means of 

concerning 
considering 
contrary to 
despite 
down 
during 
except 
except for 
for 
from 
in 
in accordance with 
in addition to 
in back of 
in case of 
in charge of 
in front of 
in lieu of 

in place of 
in regard to 
inside 
in spite of 
instead of 
into 
in search of 
in view of 
like 
near 
nearby 
next to 
of  
off 
on 
on account of 
on behalf of 
onto 
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on top of 
opposite 
out 
out of 
outside 
over 
owing to 
past 

per 
prior to 
regarding 
round 
since 
thanks to 
through 
throughout 

till 
to 
together with 
toward 
under 
underneath 
until 
unto 

up 
upon 
up to 
with 
within 
without 

 

 
Pronoun—a word used in place of one or more nouns. There are seven types of pronouns:  
personal, interrogative, demonstrative, relative, reflexive, intensive, and indefinite. 
 
Personal pronouns refer to (1) the person speaking, (2) the person spoken to, or (3) the person, 
place, or thing spoken about.  
 
First person:  Singular—I, me, my, mine    Plural—we, us, our, ours 
Second person:  Singular—you, your, yours    Plural—you, your, yours 
Third person:  Singular—he, she, it, him, her, his, her, hers, its    Plural—they, them, their, theirs 
 
Pronoun case: Personal pronouns have three cases—Nominative, Objective, and Possessive. 
 
Nominative case pronouns are used as the subject of a verb and as a predicate nominative (I, 
you, he, she, it, we, they). 
 He had just finished the test when the bell rang. 
Objective case pronouns are used as direct objects, indirect objects, objects of prepositions, 
objects of verbals, or as subjects of infinitives (me, you, him, her, it, us, them). 
 The team gave her the game ball. 
Possessive case pronouns are used to show ownership (my, mine, your, yours, his, her, hers, 
its, our, ours, their, theirs.) 
 Those are her books on the coffee table. 
 
Interrogative pronouns are used to begin a direct or indirect question (which, what, who, 
whom, whose). 
 
 Direct question:  Who called me and didn’t leave a message? 
 Indirect question:  I had a choice to make. I asked myself what was more important—
going to 

the concert or taking the SAT. 
 
Demonstrative pronouns are used to point out a specific person, place, or thing and can 
indicate distance to the speaker (this, that, these, those). 
 
 That test was the easiest I’ve ever taken. 
 
Relative pronouns are used to begin a subordinate (dependent) clause and relate it to another 
idea in the sentence (that, which, who, whom, whose).  
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Next week we will read Wuthering Heights, which is my favorite classic. 
The award for Man of the Year was given to the pilot, to whom all the passengers 

aboard flight 
 107 owed their lives. 

 
Writing Reminder:  that vs. who 
As the subject of a relative clause, use that when referring to objects or animals. Use 

who when 
referring to people. 
 
Examples: 
This is the house that had great Christmas decorations. OR I told her it was the book 

that helped me 
 understand the concept.  
It took me some time to get used to people who eat popcorn during the movie. (NOT 
people that eat popcorn) OR The victim was the one who identified the thief. (NOT the 
one that identified) 

 
Reflexive pronouns are used to add information to a sentence by pointing back to a noun or 
pronoun near the beginning of the sentence.  They end in –self or –selves and do not 
immediately follow the word to which they refer. 
 
 Student teachers prepare themselves for classroom situations through their practicum 
experiences. 
 
Intensive pronouns are the same as reflexive pronouns, but they are used simply to add 
emphasis to a noun or pronoun. They, too, end in –self or –selves, but they immediately follow 
the noun or pronoun they emphasize. 
 
 Shanna herself realized that she had taken the wrong turn even before the GPS told her. 
 
Reflexive/Intensive pronouns:   
 
First person singular—myself    plural—ourselves 
Second person singular—yourself   plural—yourselves 
Third person singular—himself, herself, itself plural—themselves 
 
Indefinite pronouns are used to refer to persons, places, or things, often without specifying 
which ones or a specific number. 
 
 Everybody was required to go, but nobody wanted to attend. 
 
Singular indefinite pronouns:  each, either, neither, one, anyone, no one, everyone, someone, 
anything, nothing, everything, something, anybody, everybody, nobody, somebody 
Plural indefinite pronouns:  few, many, both, several 
Singular or plural indefinite pronouns (depending on use):  all, any, most, none, some 
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Interjection—a word that expresses emotion and has no grammatical relation to other words in 
the sentence and is followed by its own mark of punctuation. (Help! Ouch! Ah! Oh!) 
 
 
 
 
 
  
  
 
 
 
 
 
 

 
 
 
 

SENTENCE PARTS 
Subject 

● Part of the sentence about which something is being said 
● Must be a noun, pronoun, gerund, or infinitive 
● Can never be a prepositional phrase or within a prepositional phrase 
● “There” and “here” are never the subject of a sentence. 
● The subject can be an understood “you.” (Bring me your homework.) 

 
Verb 

● Be/Linking:  followed by a subject complement, an adjective or noun that refers back to 
the subject (known respectively as a predicate nominative or predicate adjective). The 
only exception is  a “be” verb followed by an adverb of time or place. 

● Intransitive:  followed ONLY by an optional adverbial (either an adverb or an adverbial 
prepositional phrase). 

● Transitive:  followed by a direct object, a noun, or a noun phrase that does NOT 
describe or rename the subject. Can also take an indirect object, which will always come 
before the direct object. 

 
Complement 

● Completes the meaning of the subject and verb. Types of complements: 
 

Direct Object: 
● is a noun or a pronoun 
● follows a transitive active verb 
● is never in a prepositional phrase 
● does NOT rename or describe the subject 
● answers whom or what after the verb 

I love books! (I love whom or what? Books is the direct object.) 
 
        Indirect Object: 
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● is a noun or pronoun 
● comes before a direct object 
● is never in a prepositional phrase 
● does NOT rename or describe the subject 
● answers to whom or for whom or to what or for what about the direct object 

I gave her my coupon. (I gave coupon to whom?  Her is the indirect 
object.) 

 
        Predicate Nominative: 

● is a noun or pronoun 
● follows a linking verb and renames the subject 
● answers what after a linking verb 

He is an ugly dog. (He is what? Dog is the predicate nominative.) 
 
        Predicate Adjective: 

● is an adjective 
● follows a linking verb and describes the subject 

She is so funny! (Funny is the predicate adjective.) 
 
 

PHRASES AND OBJECTS 
 

Phrase—a group of words that does not have a subject and a verb but functions as a unit. 
 
Appositive/Appositive Phrase 
 

● noun or pronoun that follows and renames another noun or pronoun  
● essential appositive phrase = no commas:  My sister Lynne raises horses. 
● nonessential appositive phrase = commas:  Tina, my sister, is a nurse practitioner. 

 
Prepositional Phrase 
 

● begins with a preposition and ends with a noun or pronoun 
● acts as an adjective (I want a house with many windows.) or as an adverb (My house is 

in the mountains.) 
 
Object of Preposition 

o follows preposition and completes its meaning (My phone is in my purse.) 
o no object means no preposition 

 
Infinitive Phrase 
 

● consists of an infinitive plus its modifiers and objects. (Jessi likes to eat Purina Cat 
Chow.) 

● used as an adjective, adverb, or noun 
 
Object of Infinitive 

● follows infinitive and tells what (In the example above, Purina Cat Chow is the object 
of the infinitive to eat.) 
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Gerund Phrase 
 

● consists of gerund plus its modifiers and objects and used as a noun (Singing in the rain 
can be fun.) 

 
Object of Gerund 

● follows a gerund and tells what (I like eating chocolate cake.) 
 
Participle Phrase 
 

● consists of participle plus its modifiers and objects (Balancing on the top of the ladder, I 
painted the ceiling.) 

 
Object of Participle 

● follows a participle and tells what (Holding the high pressure hose, I tried to stand 
still.) 

 
 
 
  

 
CLAUSES AND SENTENCE TYPES 

 
Clause—a group of words with a subject and a verb that functions as a unit. 
 
Types of Clauses— 
 

● Independent (main) Clause:   
o Every sentence must have at least one independent clause. 
o The independent clause can usually stand alone. 
o An independent clause does not start with a relative pronoun or 

subordinating conjunction.  
● Subordinate (dependent) Clause: 

o A subordinate clause can never stand alone. 
o A subordinate clause starts with a relative pronoun or subordinating 

conjunction. 
o Types: 

▪ Adverb Clause—usually starts with a subordinating conjunction; acts 
like an adverb. (When I get home from work, my cat starts to meow.) 

▪ Adjective Clause—usually starts with a relative pronoun; acts like an 
adjective. (I prefer to listen to music that is soothing and relaxing.) 

▪ Noun—usually starts with a relative pronoun; acts like a noun. (I 
learned that she would be able to attend the party.) 

 
 
Sentence Types— 
 

● Simple sentence—one independent clause 
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Brittney wanted to go to the game. 
 

● Compound sentence—two or more independent clauses 
Brittney wanted to go to the game, but she was scheduled to babysit for a neighbor. 
 

● Complex sentence—one independent clause + one or more independent clauses 
Although Brittney wanted to go to the game, she was scheduled to babysit for a 
neighbor. 
 

● Compound-complex sentence—two or more independent clauses + one or more 
dependent clauses 
Brittney wanted to go to the game, but she was scheduled to babysit for a neighbor, so 
Amy volunteered to babysit in her place.  
 
 
 
 
 
 
 
 
 
 
 

 
COMMAS 

 
1. Use commas in direct quotations.  Examples:  “I cannot drive to the game,” she said.  

“Well,” he replied, “You can ride with me.” 
 

2. Use a comma to separate the day from the year and the year from the rest of the 
sentence. If any part of the date is missing, do NOT use a comma.  Examples:  We were 
married on May 18, 1982, in Morgantown, Mississippi. We moved to Tennessee in June 
1983. 

 
3. Use a comma to separate the name of a city from the name of the state or country.  

Example:  One of my sisters lives in Johnstown, Colorado, and my other sister lives in 
Antlers, Oklahoma. 

 
4. Use commas to separate items in a series (Three or more items or names.) Example:  

Check the tires, the oil, and the battery. 
 

5. Use commas to separate more than one descriptive word. Example:  That was a firm, 
tart apple. 

 
6. Use commas to separate words or groups of words that interrupt the flow of the 

sentence. Example:  Justin Bieber, as you may know, is one of the highest paid teens in 
America. 
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7. Use a comma after transition words such as however, therefore, furthermore, etc.  
Example:  The Super Bowl is one of the most popular sporting events in the United 
States. Consequently, it attracts millions of viewers each year. This sentence could also 
be written as:  The Super Bowl is one of the most popular sporting events in the United 
States; consequently, it attracts millions of viewers each year. 

 
8. Use commas to separate an introductory word or group of words in a sentence.  

Example:  When Tony learned his math grade, he cheered for joy! 
 

9. Use commas to separate independent clauses joined by coordinating conjunctions 
(FANBOYS). (Note that the comma comes before the coordinating conjunction.) 
Example:  I needed to make brownies for the bake sale, so I skipped by yoga class. (Do 
NOT use commas when the coordinating conjunction simply joins parts of a sentence:  I 
skipped yoga and went home to cook brownies.) 

 
10. Use a comma in the salutation of an informal letter and in the closing of both informal 

and formal (business) letters.  Example:  Dear Jane, 
 
 

      Sincerely, 
      Phil Smith 

 
 
 
 
 
 
 

 
 

SEMICOLONS 
 

1. Use a semicolon to separate two or more independent clauses (that are related in 
ideas).  Example: No one will forget the Great Houdini’s feats of escape; he is often 
considered the predecessor of modern magicians. 
 

2. There is often a transition word following the semicolon.  Example:  No one will forget 
the Great Houdini’s feats of escape; furthermore, he is often considered the predecessor 
of modern magicians. 

  
3. Use semicolons to separate items in a series that include commas.  Example:  We will 

read works by Poe, which will include both poems and short stories; Longfellow, which 
will focus primarily on poetry; and Hawthorne, which will include short stories and a 
novel.  

 
 

COLONS 
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1. Use the colon after a complete sentence to introduce a list of items when introductory 
words such as namely, for example, or that is do not appear. 
 
Examples: 
 

o You may be required to bring many items:  sleeping bags, pans, and warm 
clothing. 

o I want the following items: butter, sugar, and flour. 
o I want an assistant who can do the following:  1) input data, 2) write reports, and 

3) complete tax forms. 
 

2. Use the colon to introduce a direct quotation that is more than four typewritten lines in 
length. Set off the quoted material by beginning a new line, indenting one inch (10 
spaces) from the left margin, and typing it double-spaced, without adding quotation 
marks. (If you quote only a single paragraph or part of one, do not indent the first line 
more than the rest. If you need to quote two or more paragraphs, indent the first line of 
each paragraph an additional quarter inch. If the first sentence quoted does not begin a 
paragraph in the source, however, do not indent it the additional amount. Indent only 
the first line of successive paragraphs.) 
 

3. Use the colon to follow the salutation of a business letter even when addressing 
someone by his/her first name. Never use a semicolon after a salutation. A comma is 
used after the salutation for personal correspondence.  
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Punctuating Titles 
 
Underlined (Handwritten)/Italicized (Typed) Titles: 
 

● published book   David Copperfield 
● play     As You Like It 
● long poem    The Waste Land 
● pamphlet    Georgia Department of Motor Vehicle Driver’s 

Manual 
● newspaper    Wall Street Journal 
● magazine    Time 
● film     The Help 
● television program   Modern Family 
● record album/CD   Tailgates and Tanlines 
● ballet     The Nutcracker 
● opera     Rigoletto 
● painting    Van Gogh’s Starry Night 
● sculpture    Rodin’s The Thinker 
● ship     SS Minnow  
● aircraft     Spirit of St. Louis 

 
Titles in Quotation Marks 
 

● article in a newspaper   “Sharp Rise in Unemployment” 
● article in a magazine   “Sources of Energy in the Twenty-First Century” 
● article in a scholarly journal  “The Writer’s Audience Is Always a Fiction” 
● encyclopedia article   “Etruscan” 
● essay in a book   “The Fiction of Langston Hughes” 
● short story    “Young Goodman Brown” 
● poem     ”Kubla Khan” 
● song     “Summertime” 
● chapter in a book   “Italian Literature before Dante” 
● episode of TV program  “The Trouble with Tribbles” (from Star Trek) 
● lecture     “Preparing for a Successful Interview” 

 
Exceptions:  (These are not underlined, italicized, or placed in quotation marks.) 
 

● sacred writings (including all books and versions of the Bible) 
● names of series, editions, and societies 
● descriptive words or phrases used instead of actual titles 
● names of courses 

 
 
 
 
 
 

 
SUBJECT-VERB AGREEMENT 
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In any sentence, the subject and the verb must agree. If the subject is singular, the verb form is 
singular, and if the subject is plural, the verb form is plural. The guidelines below are reminders 
of “trickier” cases of subject-verb agreement. 
 

1. In most cases, when a subject is compound (includes two or more elements), a plural 
verb is used. Example:  My brother and my cousin spend time in Hawaii each year.  
NOTE:  If two items are considered one, the verb is singular:  Peanut butter and jelly is 
my favorite sandwich. 
 

2. Indefinite pronouns ending in –one or –body take a singular verb; each takes a singular 
verb.  Example:  Nobody wants to stay for the meeting. 
 

3. The words either and neither (without or and nor) take singular verbs.  Examples:  Either 
tie goes well with that suit. NOTE:  With correlative conjunctions such as either. . . or 
and neither. . .nor, the verb agrees with what comes closer to the verb:  Either the coach 
or the players usually give the speech. Either the players or the coach usually gives the 
speech.  

 
4. Both takes a plural verb; all with a plural noun takes a plural form as well.  Examples:  

Both of the students prefer to read at home rather than in class. All the students prefer 
to watch video versions of the books.  

 
5. Pay attention to subjects followed by modifiers—the verb must agree with the subject, 

not the closest modifier.  Example:  The care with the two flat tires needs to be towed to 
the garage. NOTE:  Subjects followed by phrases beginning with as well as, with, 
together with, including, etc. determine the verb form as if they are without the 
phrase—consider the example:  The cabdriver as well as his passengers was startled by 
the horse in the street. 

 
6. A collective noun takes a singular word when the group is being referred to as a single 

unit; it takes a plural verb when the members of the group are being considered as a set 
of individuals.  Examples:  The jury is deliberating in the back room.  The jury are arguing 
among themselves about the final verdict. 

 
7. Words or names that are plural in form but singular in meaning take a singular verb.  

Examples:  Economics is my favorite subject. The news is something I’d rather avoid 
these days.  

 
8. When the verb comes before the subject of the sentence, make the verb agree with the 

subject.  Examples:  There is a better way to get there from here.  Beyond that field sit 
rows of abandoned houses.  
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PARALLEL STRUCTURE 
 
Parallel structure means using the same pattern of words to show that two or more ideas have 
the same level of importance.  The pattern can be words, phrases, or clauses.   
 

1.  Do not mix forms:  balance a noun with a noun, a verb with a verb, a phrase with a 
phrase, a clause with a clause, and so on. Not parallel:  The production manager was 
asked to write his report quickly, accurately, and in a detailed manner.  Parallel:  The 
production manager was asked to write his report quickly, accurately, and thoroughly.  

 
2. Pay special attention to sentences with a series of clauses—a parallel structure that 

starts with a clause much keep on with clauses. Changing to another word order pattern 
or changing the voice of the verb (from active to passive or vice-versa) will result in 
faulty parallelism.  Not parallel:  The coach told the players that they should get a lot of 
sleep, that they should not eat too much and to do some warm-up exercises before the 
game. Parallel:  The coach told the players that they should get a lot of sleep, that they 
should not eat too much, and that they should do some warm-up exercises before the 
game. (OR The coach told the players that they should get a lot of sleep, not eat too 
much, and do some warm-up exercises before the game.) 
 

3. Use parallel structure with correlative conjunctions as either. . .or, neither. . .nor, not 
only. . .but also, both. . .and.  Not parallel:  He was not only a great writer but he also 
had a lot of social connections.  Parallel:  He was not only a great writer but also an 
adept social connector. 
 

4. When indicating a list after a colon, be sure to keep all the elements in the same form. 
Not parallel:  The dictionary can be used for several useful tasks:  to find word 
meanings, pronunciations, correct spellings, and looking up irregular verbs.  Parallel:  
The dictionary can be used for several useful tasks:  to find word meanings, accurate 
pronunciations, correct spellings, and irregular verb forms. 
 

Proofreading Strategies: 
 

● When you see and or or in your paper, check on each side of these words to see 
whether the items joined are parallel. 

● Place items in a list in a column to see if they are parallel in structure. 
● Read aloud the items in a list; question whether the rhythm repeated (i.e. if there is a 

series of –ing words, are they all the same form). 
 
 
 
 
 
 



19 
 

 
 
 
 

 
CAPITALIZATION 

 
1.  Capitalize the first letter of the first word in a sentence and the first word of a quoted 

sentence.  Examples:  Accidents happen when we aren’t paying attention.  She 
screamed, “Look out!” as the car backed into them. 
 

2. Capitalize the pronoun I and the initials of a person’s name.  Example:  In case T.J. does 
not show up, I’ll cover for you.  

 
3. Capitalize place names, street names, persons’ names, organization names, languages, 

specific course names (followed by a number), the deity.  Examples:  Georgia, Jimmy 
Carter, Forty-second Street, Knights of Columbus, God, History 101. 

 
4. Capitalize the names of important historical events, documents, and ages.  Examples:  

World War II, the Declaration of Independence, the Renaissance. 
 
5. Capitalize the days of the weeks, months, and special holidays. Do NOT capitalize the 

seasons. Examples:  Wednesday, February, Memorial Day; I love spring weather.  
 

6. Capitalize east, west, north, and south when they refer to sections of the country, NOT 
when they are used in directions. Examples: Rob lived in the East for ten years. Go east 
on Highway 27. 

 
7. In a title of a movie, play, book, poem, or magazine, capitalize the first word of each 

important word (NOT words like a, and, the unless they start the title). Examples: Two 
and a Half Men. 

 
8. Capitalize a person’s title when it is used as part of his or her name, in direct address, or 

after the person’s name on the signature of a letter.  Examples:  Senator Jones, Doctor 
Phillips, Ms. Hayes, Chairperson 

 
 

MISPLACED AND DANGLING MODIFIERS 
 

A modifier is a word or group of words that describes or explains another word or group of 
words in a sentence. A modifier is misplaced when it could refer to more than one word in the 
sentence or when it is not placed appropriately in the sentence. Examples:  His teacher told him 
frequently to study. I almost ate all of the vegetables. A dangling modifier does not have a clear 
referent in the sentence. Examples:  Without knowing his name, it was difficult to introduce 
him. 
 
Tips for avoiding misplaced and dangling modifiers: 
 

1. Place a modifier as close as possible to the word or words it modifies.  
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2. Avoid placing a modifier between two words when its explanation can apply to either 

word. Example:  His teacher told him frequently to study.          His teacher frequently 
told him to study. OR His teacher told him to study frequently. 

 
3. Pay particular attention to the placement of words like almost, even, hardly, merely, 

nearly, only.  Example:  I almost ate all of the vegetables.                I ate almost all of the 
vegetables.  
 

 
4. A sentence starting with an –ing form (or that has an –ing form in it) must refer clearly 

to the subject of the sentence. Example:  Without knowing his name, it was difficult to 
introduce him.           Without knowing his name, I had difficulty introducing him. 
 

5. Infinitive modifiers at the beginning of a sentence should also refer to the subject. 
Example:  To see Jupiter, a telescope is necessary.            To see Jupiter, one must use a 
telescope. 
 

 

POSSESSIVES  
 

1. The possessive case of singular nouns is formed by adding an apostrophe and an s to the 
end of the noun. Even when the singular noun is proper and happens to end in -s, one 
should add an apostrophe and an s to the noun.  Examples:  the boy’s jacket, the press’s 
coverage, the audience’s reaction to the evening’s performance, Mrs. Jones’s garden, 
Mia’s book, Charles’s car, Dickens’s novel. 
 

2. There is an exception to the above rule of adding an apostrophe and an s to the end of 
the proper singular nouns that end in -s. The possessive forms of singular classical and 
biblical names that end in- s only require an apostrophe. Examples:  Odysseus’ journey, 
Aristophanes’ plays, Jesus’ teachings, Moses’ law. 

 
3. Plural nouns ending in -s require only an apostrophe for the possessive form. Examples:  

the girls’ game, the babies’ cries, the audiences’ reactions around the country, the 
Joneses’ house. 

 
4. The possessive case of indefinite pronouns, abbreviations, and acronyms is formed by 

adding an apostrophe and an s. Examples: anyone’s guess, someone’s book bag, the 
FBI’s finest moments, BHS’s first year.  Some indefinite pronouns require a prepositional 
phrase beginning with of. Examples:  the rights of each, the satisfaction of all. 

 
5. Possessive pronouns do NOT include apostrophes. Examples:  hers, yours, its, theirs. 

 
6. The possessive form of compound nouns is created by adding s to the last word of the 

compound.  Examples:  her sister-in-law’s gift = singular, her sisters-in-law’s gifts = 
plural. 
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7. The possessive form is required when a noun appears before a gerund. Example:  
Mark’s writing a bestseller was his chief goal in life.  

 
 
 
 
 
 
 
 
 

 
 
 

EASILY CONFUSED AND MISUSED WORDS 
 
accept (v.) to take what is offered or given 
except (prep.) leaving out; other than 
 They will accept everyone into the club except him.   
 
affect (v.) to influence, to change 
effect (n.) a result, a consequence 
 The student government hopes this meeting will affect school rules. We think our 
suggestions will 

 have a good effect on student life.  
 
allusion (n.) a mention or suggestion made indirectly or in passing 
illusion (n.) a false or misleading idea or belief; an unreal image 
 Are you making an allusion to The Wizard of Oz with your red shoes, or are they just an 
illusion. 
 
anxious (adj.) upset, unhappy 
eager (adj.) pleased and restless 
 I cannot understand why you are so nervous and anxious about John’s arrival; you 
should be happy 

and eager to see him. 
 
among (prep.) used to refer to a more general relationship with an unspecified number of 
others 
between (prep.) used to describe any relation of two or more parties that is individual and 
distinct 
 I wanted to be among the French speakers who discussed negotiations between the five 
front-line 

nations. 
 
browse (v.) to read casually 
peruse (v.) to read closely and attentively 
 You can browse when you pick up a magazine, but your teacher expects you to peruse 
your 
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homework assignment.  
 
depraved (adj.) morally corrupt 
deprived (adj.) taken away from 
 The depraved criminal was deprived of many freedoms once he was locked away in jail. 
 
elusive (adj.) physically hard to grasp; hard to understand 
illusive (adj.) deceptive 
 The criminal was elusive, so it took years for the police to capture him; moreover, 
although there 

was clear evidence, he was so illusive while on the stand that he was found innocent by 
the jury. 
 
emigrate (v.) to go out of one country to live in another 
immigrate (v.) to enter a country to live there 
 I will emigrate from Italy so I can immigrate into the United States. 
 
eminent (adj.) outstanding, notable; distinguished above all others 
imminent (adj.) about to happen; threatening 
 The eminent teacher is award of an imminent disaster if she doesn’t hand the essays 
back before 

vacation. 
 
 
empathy (n.) the experience of another’s feelings or experiences 
sympathy (n.) the understanding of another’s feelings or experiences 
 Being a doctor myself, I have great empathy for other doctors whose patients die, but I 
have never 

lost anyone close to me, so I can only sympathize with grieving families. 
 
farther (adv.) at a greater physical distance 
further (adj.) additional; to a more advanced point 
 I will have to travel farther to make further progress on my research. 
 
fewer (adj.) not as many; use with a plural number of identifiable things that can be counted 
less (adj.) not as much; use with distances, amounts, and uncountable things 
 I would be smarter for me to buy fewer, efficient machines because they will waste less 
time and 

energy.  
 
good (adj.) 
well (adv.) 
 Good job! You played well today. 
 
ingenious (adj.) brilliant, cleaver 
ingenuous (adj.) naïve, simple 
 The ingenious man invented the bicycle, although he was though ingenuous when he 
was a boy and  

could not read.  
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its possessive form of it 
it’s contraction of it is 
 Although it’s late, the band is still playing its best. 
 
lay (vt.) to put something down (always followed by a direct object) 
lie (vi.) to be or to place oneself in a reclining position (never followed by a direct object) 
 Do not lay your head on the ground when you lie on the grass. 
 
set (vt.) to put something in a place (always followed by a direct object) 
sit (vi.) to rest the lower body with the weight off the feet (never followed by a direct object) 
 Set down your packages and sit for a while.  
 
that (pron.) used to introduce a clause that is essential 
which (pron.) used to introduce a clause that is nonessential 
 The computer that is on that desk is old. 
 The computer, which is old, is on the desk. 
 
that (pron.) used to introduce a clause that refers to things 
who (pron.) used to introduce a clause that refers to people 
 The desk that is in the corner is broken. 
 The boy who threw the rock is over there. 
 
their possessive pronoun 
there (adv.) 
they’re contraction of they are 

They’re putting their hats over there. 
 
then (adv.) at that time 
than (conj.) in comparison to 
 She stuck her tongue out at him, and then he said that he was smarter than she was. 
 
thorough (adj.) all that is needed; complete 
through (prep.) from one end to the other 
 Sherlock Holmes conducted a thorough investigation of the crime by searching through 
every desk 

in the place. 
 
your possessive pronoun 
you’re contraction of you are 
 You’re going to hurt your hand if you’re not careful. 
 
 
 
 
 
 
 
 



24 
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WRITING  
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What Makes Writing So Important? 
 

● Writing is the primary basis upon which your work, your learning, and your intellect will 
be judged—in college, in the workplace, and in the community. 

● Writing expresses who you are as a person. 
● Writing is portable and permanent. It makes your thinking visible. 
● Writing helps you move easily among facts, inferences, and opinions without getting 

confused—and without confusing your reader. 
● Writing promotes your ability to pose worthwhile questions. 
● Writing fosters your ability to explain a complex position to readers and to yourself. 
● Writing helps others give you feedback. 
● Writing helps you refine your ideas when you give others feedback. 
● Writing requires that you anticipate your readers’ needs. Your ability to do so 

demonstrates your intellectual flexibility and maturity. 
● Writing ideas down preserves them so that you can reflect upon them later. 
● Writing out your ideas permits you to evaluate the adequacy of your argument. 
● Writing stimulates you to extend a line of though beyond your first impressions or gut 

responses. 
● Writing helps you understand how truth is established in a given discipline. 
● Writing equips you with the communication and thinking skills you need to participate 

effectively in democracy. 
● Writing is an essential job skill. 

 
Writing Can Take Many Forms: 

 
adventure stories 
anecdotes 
animal fiction 
animal nonfiction 
apologies 
autobiography 
biography 
book reviews 
brochures 
cartoons 
character sketches 
comic strips 
complaints 
cumulative stories 
descriptions 
diaries 
editorials 
encyclopedia entries 
endings 
espionage 
essays 
eulogies 
explanations 
fables 
fairy tales 
fantasies 
fashion articles 
fiction 

folklore 
ghost stories 
how-to-do-it articles 
humorous stories 
information 
interviews 
jokes and riddles 
journals 
jump rope rhymes 
legends 
letters 
lists 
magazine articles 
memoirs 
monologues 
mysteries 
myths 
news articles 
nonfiction 
opinions 
pamphlets 
parodies 
personal experiences 
persuasive letters 
picture books 
plays 
poems 
proposals 

reactions 
realistic fiction 
reports 
resumes 
retellings 
reviews 
revisions 
satires 
scary stories 
short story 
science articles 
science fiction 
sequels 
songs 
speeches 
spoofs 
sports articles 
sports stories 
spy stories 
TV commercials 
tall tales 
testimonials 
thank you notes 
tongue twisters 
travel brochure 
want ads 
wanted posters 
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Definitions of Modes (Methods) of Development of Writing 
 

Definition:  To define is to state the precise meaning of something. How does the dictionary define X? 
How do I define X? What category does X fall into? How is X different from other items in that category? 
 
Description:  To describe is to convey by words a mental image or impression of something. How does X 
appear to the senses (sight, smell, hearing, touch, taste)? What words contribute to a concrete 
representation of X? 
 
Explanation:  To explain is to make a statement and then to provide information that makes that 
statement credible. What statement can be made about his subject? What information makes that 
statement credible? 
 
Narration:  To narrate is to relate in chronological order, to tell a story. What are the events? What is 
the culmination of these events? 
 
Summary:  To summarize is to state in condensed form the substance of something, to state the 
important points of something. What is the organizing idea (thesis statement)? What are the main ideas 
that support this organizing idea? 
 
Illustration:  To illustrate is to clarify something using examples. What generalization can be made about 
the subject? What specific information serves as an illustration or example of that generalization? 
 
Analysis:  To analyze is to separate into parts and to examine them in order to determine the nature of 
the whole. What are the most important parts of X? What principle unites these parts into a whole? 
 
Cause/Effect or Effect/Cause:  To perceive cause and effect is to determine the reason(s) for an event or 
events or the result(s) of an event or events. What is/are the cause(s)? What is/are the effect(s)?  OR 
What is/are the effect(s)? What is/are the cause(s)? 
 
Classification:  To classify is to separate something into parts and then to arrange those parts into 
categories based on shared characteristics. What elements can the subject be divided into? Does the 
classification include all elements? 
 
Comparison:  To compare is to note similarities and the differences between two (or more) things. What 
category do X and Y fall into? In what ways is X similar to Y? In what ways is X different from Y? 
 
Process Analysis:  To analyze a process is to perceive steps or stages and the culmination of those steps 
or stages. What are the stages or steps? What is accomplished when these steps are ordered? 
 
Synthesis:  To synthesize is to combine parts to form a new, more complex whole. What are the parts of 
two or more subjects? What do these parts have in common? What is the basic principle that unites all 
of the parts? 
 
Argument:  To argue is to take a stand and to defend that stand against other possible stands. Given 
your subject, what stand can be defended? On what grounds can that stand be defended? Why are your 
grounds of defense better than other grounds? 
 
Evaluation:  To evaluate is to assess something according to fixed standards. What characteristics 
enable you to make judgments about the subject(s)? Given these characteristics, what claims can be 
made about the subject(s)? 
 



28 
 

Problem/Solution:  To pose a problem and present a solution entails defining the problem, presenting 
the solution, and defending that solution. What goal(s) might be achieved? Is the problem clearly 
defined? Is/are workable solutions presented? Is/are the consequence(s) of each solution addressed? 
Is/are the best solution(s) selected? 
 

BHS English Department Writing Rules 

● Skip lines, do not write on back. 
● Ink only—NO PENCIL 
● Use one-inch margins all around. 
● No second person (you, your) 
● No contractions 
● Do not use “tired” words:  “thing,” “stuff,” “a lot,” “very,” “good,” “bad,”  etc.  
● Pages numbered upper right-hand corner (Smith 1) 
● Name and info: upper left hand order 

 
Your Name 

Course, Block 

Date 

Assignment 

● Do not end a paragraph with a quote or question. 
● Avoid excessive use of “that.” 
● Do not string prepositions together:  “all of” “here at.” 
● Do not begin sentences with conjunctive adverbs:  however, therefore, consequently, 

etc. 
● No slang; no “texting” language/spelling 
● Words ending in “one” or “body” are SINGULAR! 
● NO! “I think” “I feel” or “I believe”—no editorializing 
● Do not begin a sentence with an unclear subject:  This is, That was, Those are, These 

were. 
● Do not use abbreviations. 
● When using an acronym (NASA), you must initially spell out the entire word (National 

Aeronautical Space Administration) then place the acronym in parentheses. After the 
initial word use, you may then use the acronym in the remainder of the piece. 

● Correctly use author’s (or prominent people’s) names.  
● When writing about literature, always use the literary present in verb tense. 
● Always title pieces of writing. 
● No he/she or him/her – pick a gender and stick with it. 
● Never use “In conclusion,” “In closure,” or “In this essay (paragraph, paper). 
● Cannot is one word. 
● All right is two words. 
● To make your piece of writing effective, use the active voice, not the passive voice. 
● Undo auto-spacing between paragraphs when typing a paper. 
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Annotation Acronyms for Analyzing a Text 
 

D.U.C.A.T.S. – The “6 gold pieces” of writer’s voice 
 
 Diction refers to a writer’s word choice with the following considerations: 

● denotation/connotation of a word 
● degree of difficulty or complexity of a word 
● level of formality of a word 
● tone of a word (the emotional charge a word carries) 
● the above will often create a subtext for the work 

 
Unity refers to the idea that all of the ideas in a written piece are relevant and appropriate to the focus.  
Some considerations: 

● each claim (assertion, topic sentence) supports the thesis 
● each piece of evidence is important and relevant to the focus of the paragraph or the piece of 

writing as a whole 
● occasionally, a writer may choose to purposely violate the element of unity for a specific effect 

(some humorists/satirists will sometimes consciously do this) 
● it is important to consider what has been omitted from a piece and examine the writer’s intent in 

doing so 
 

Coherence refers to the organization and logic of a piece of writing; some considerations include: 
● precision and clarity in a thesis and supportive arguments 
● the arguments ordered in the most effective way for the writer’s intent 
● the sentences and paragraphs “flow smoothly” for the reader’ there should not be any abrupt 

leaps or gaps in the presentation of the ideas or story (unless the writer makes a conscious 
choice for a specific and appropriate effect) 

 
Audience refers to the writer’s awareness of who will be reading his or her piece of writing; some 
considerations are 

● Who are the targeted readers? 
● How well informed are they on the subject? What does the writer want the reader to learn as a 

result of this piece? 
● What first impression is created for the reader and how does the author’s voice shape this first 

impression? 
● How interested and attentive are they likely to be? Will they resist any of the ideas? 
● What is the relationship between the writer and the reader? Employee to supervisor? Citizen to 

citizen? Expert to novice? Scholar to scholar? Student to teacher? Student to student? 
● How much time will the reader be willing to spend reading? 
● How sophisticated are the readers in regard to vocabulary and syntax? 

 
Tone refers to a writer’s ability to create an attitude toward the subject matter of a piece of writing; the 
tools a writer uses to create tone: 

● Diction, Figurative Language, Characterization, Plot, Theme 
 

Syntax refers to the arrangement – the ordering, grouping, and placement – of words within a phrase, 
clause or sentence. Some considerations: 

● Type of sentence 
● Length of sentence 
● Subtle shifts or abrupt changes in sentence length or patterns 
● Punctuation use 
● Use of repetition 
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● Language patterns/rhythms/cadence 
● How all of the above factors contribute to narrative pace 
● The use of active and/or passive voice 

 
 
 
 
D.I.T.S. – The elements of tone 
 
 Diction refers to a writer’s (or speaker’s) word choice; besides the dictionary definition of a word (its 
denotation) a 

word can have an emotional charge or association that creates a secondary meaning (its connotation). 
“The  

difference between the right word and almost the right word is the difference between lightning and a 
lightning  

bug.”  Mark Twain 
 
Imagery refers to mental pictures or sensations that a writer evokes in a reader. Look carefully at the 
pictures that a writer creates; note his/her descriptive details in the setting such as colors, objects, 
weather, seasons, use of light or darkness; look at any symbols and what feelings they may suggest. 
 
Theme refers to the author’s message or to the overarching idea that the text leads the reader to 
consider. Think about the author’s message; what attitude comes through in his/her main point? 
 
Style refers to the writer’s use of language; is it formal, informal, technical? What details did the writer 
choose to include or omit? Examine the various elements of characterization; assess what messages the 
writer is sending through his characters’ actions, reactions, thoughts, speech, physical description or other 
character’s comments. What feelings are created by the writer’s plot? What feelings are created by the 
conflict and how it is solved or resolved? 

 
S.O.A.P.S.Tone – Analyzing point of view 
 
 Speaker:  Is there someone identified as the speaker? Can you make some assumptions about this 
person? What 

class does the author come from? What political bias can be inferred? What gender? 
 
Occasion:  What may have prompted the author to write this piece? What event led to its publication or 
development? 
 
Audience:  Does the speaker identify an audience? What assumptions can you make about the audience? 

Is it a 
mix in terms of race, politics, gender, social class, religion, etc.? Who was the document created for? Does 

the  speaker use language that is specific for a unique audience? Does the speaker evoke: Nation? Liberty? 
God?  History? Hell? Does the speaker allude to any particular time in history: Ancient Times? Industrial 
Revolution?  World Wars? Vietnam? 

 
Subject:  What is the subject of the piece? How do you know this? How has the author selected and 
presented the subject?  
 
Tone:  What is the author’s attitude toward the subject? How is the writer’s attitude revealed?  

 
D.I.D.L.S. – A mnemonic for literary analysis 
 
 Diction:  the denotation and connotative meanings of words 

● different words for the same thing often suggest different attitudes (e.g., happy vs. content) 
● denotative vs. connotative (e.g., dead vs. passed away) 
● concrete vs. abstract (e.g., able to perceive with 5 senses, tangible vs. intangible) 
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● cacophonous vs. euphonious (e.g., harsh sounding, raucous, croak vs. pleasant sounding, languid, 
murmur) 

 
Images:  Vivid appeals to understanding through the five senses 
 
Details:  Facts that are included or those that are omitted 
 
Language:  The overall use of language such as formal, clinical, informal, slang, syntactical structure 
 
Sentence Structure:  How the author’s use of sentence structure affects the reader. 
 
 

T.A.P.S. – General literary analysis 
 
 Topic:  What is the topic of the text? 
 Audience:  To whom is the message directed? 
 Purpose:  What is the writer’s goal? 
 Speaker:  What can be inferred about the speaker’s attitude toward the topic or the audience? 
 
S.O.L.L.I.D.D.D – Analyzing rhetorical elements and author’s style 
 
 Syntax:  Sentence structure 
 
 Organization:  The structure of sections within a passage and as a whole 
 
 Literary Devices:  Metaphor, simile, personification, irony (situational, verbal, and dramatic), hyperbole, 
allusion, 

alliteration, etc. 
 
Levels of Discourse:  Cultural levels of language act with attendant traits (Does the narrator’s voice 

represent a  
particular social, political, or cultural viewpoint or perspective?) 

 
 Imagery:  Deliberate appeals to the audience’s five senses 
 
 Diction:  Word choice and its denotative and connotative significance   
 
 Detail:  Descriptive items selected for inclusion 
 
 Dialogue:  Spoken exchange selected for inclusion 
 
S.M.E.L.L. – Evaluating argumentation and persuasion (with rhetorical appeals) 
 
 Sender/receiver relationship:  Who is the speaker? Who is the audience? What is the tone directed from 
one to 

the other? 
 
Message:  What is the content and/or claim? 
 
Evidence:  What kind of evidence is given and to what extent? 
 
Logic:  What is the quality of the reasoning? What types of appeals are being used? 
 
Language:  What stylistic and rhetorical devices are being employed? 
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Correct Formatting of Quotations 
 
Direct Quotations:  You must place an author’s exact words in quotation marks and include in 
parentheses, after the quotations, the number of the page where the quote is found in the text. 
 
TEXT:   page 830:  There would be work on Sunday afternoons as well. This work was 
strictly 

voluntary, but any animal who absented himself from it would have his rations 
reduced by half.  

 
YOUR WORK:  Napoleon’s descent into corruption is graphically illustrated when he announces 
that 

Sunday work will be “voluntary, but any animal who absent[s] himself from it 
[will] have 

 his rations reduced by half” (830). 

______________________________________________________________________________
______ 
 
TEXT:     page 174:  It was too late to turn back for we had both wandered too far into a 
net of 

expectations and had left no crumbs behind. 
 
YOUR WORK:  Freely acknowledging the hopelessness of his plan, Hurst’s narrator makes clear 
his 

defeat when he says of Doodle and of himself, “It was too late to turn back for 
we had 

both wandered too far into a net of expectations and had left no crumbs 
behind” (174).  

______________________________________________________________________________
______ 
 
TEXT (poem):  lines 2-3       Does it dry up 
     like a raisin in the sun? 
 
YOUR WORK:  Langston Hughes’s series of rhetorical questions about what happens when a 
person’s 

dream must be postponed begins with the query, “Does it dry up/ like a raisin in 
the 

sun?” (2-3).  
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TEXT (play):  Act III, Scene 1, lines 96-97     

Ask for  
me tomorrow and you shall find me a grave man. 

 
YOUR WORK:    Even as he is dying, Mercutio cannot resist going for a laugh, as is evident when 
he says, 

“Ask for /  me tomorrow, and you shall find me a grave man” (3.1.96-97). 
 

 
Indirect (Summary) Quotation:  If you don’t use the author’s exact words but summarize their words or 
ideas, you need to cite where you found the information. 
 
Never use a quotation in isolation.  
 
For example, do NOT write something like this: 
 
 Even after the hens had to sacrifice their babies, Boxer still could not see any evil in Napoleon. 
“It must 

be due to some fault in ourselves” (837). 
 
Instead, combine the sentences to remove the isolated quotation: 
  

Even after the hens had to sacrifice their babies, Boxer still could not see any evil in Napoleon, 
insisting  

instead that the tragedy, must be due to some fault in ourselves” (837).  
 

Five Ways to Use a Quotation in Literary Analysis 
 
 

Providing evidence to support their thesis statements is one of the most important things good writers 
do. Direct quotations from a primary source can be effective evidence when used correctly.  
 
 

1. Analyze a word and/or image from a quotation. Explain how the word’s denotation and 
connotation reveal or reinforce the meaning of the passage. Explain how the image’s sensory 
details reveal or reinforce the point the quotation illustrates.    
 
Example:  Nick looks back on Gatsby’s life and says, “It is what preyed on Gatsby, what foul dust 
floated in the wake of his dreams” (Fitzgerald 6). The use of the word “preyed” indicates Nick 
sees Gatsby as being under attack and helpless. The “dust” that surrounds Gatsby prevents him 
from being seen for what he really is. 

 
2. Explain how the information in the quotation relates to a significant action, characterization, or 

idea from the text. You are pointing out an important connection the reader might not have 
noticed. 

 
Example:  Nick notes Gatsby’s displays in front of Daisy:  “He took out a pile of shirts and began 
throwing them one by one before us…” (Fitzgerald 97). With this action, Gatsby proves 
successful in impressing Daisy with his possessions. The beauty that Daisy sees in a pile of shirts 
shows the value she places on wealth. 
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3. Sometimes what a quotation doesn’t say is more important than its surface details. Explain how 

the information the quotation lacks relates to a significant action, characterization, or idea from 
the text. 

 
Example:  In Death of a Salesman, Willy Loman describes a colleague’s death and says, “When 
he died, hundreds of salesmen and buyers were at his funeral” (Miller 81). Loman aspires to be 
like that salesman, but fails to see, however, the negative parts of that man’s life. When Willy 
dies on the job, no family or friends attend his funeral, only business acquaintances.  

 
4. Discuss the symbolism of an object mentioned in the quotation. 

 
Example:  In describing Gatsby’s obsession with Daisy, Nick says, “He had committed himself to 
the following of a grail” (Fitzgerald 156). Much like the followers of the Holy Grail, Gatsby 
desperately searches for Daisy. Must like the followers of the Grail, Gatsby ends up dying trying 
to attain his magic cup (Daisy) to fill the emotional void in his life. 

 
5. Explain the irony of the quotation. Discuss both the literal level of the quotation and its ironic 

implications.  
 
Example:  Gatsby’s funeral is a great disappointment:  “The minister glanced several times at his 
watch, so I took him aside and asked to wait for half an hour. But it wasn’t any use. Nobody 
came” (Fitzgerald 182). Gatsby threw enormous parties with multitudes of people, but ironically 
not one of those people showed up at his funeral. In achieving the American Dream, Gatsby had 
forfeited true friends.  
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Using Quoted Material Correctly 
 
Use relevant quotations from your source to lend credibility and support to your own assertions and 
opinions, but be selective. Excessive quoting indicates that writers have not been able to understand 
the material that they have read well enough that they can put it into their own words. 
 
The following guidelines should help you with the special problems that occur when using quoted 
material. 
  
The lead-in (or attribution)—Who said it? So what? Who is he? 
All quotations must have a lead-in. NEVER just drop a quotation into a sentence or paragraph without 
a proper lead-in that does two things: 

1. relates the quote to the context which surrounds it & 
2. gives the identity and “qualification” of the speaker. 

 
Not this: 
Simon was different from the other boys. He understood the truth about the beast. In his bower in the 
jungle, he had arrived at the realization that the beast was really the evil that lived inside each one of 
them. “You knew didn’t you? I’m part of you?” 
 
But this: 
Simon was different from the other boys. He understood the truth about the beast. In his bower in the 
jungle, he thought he could hear the lord of the flies tell him, “You knew didn’t you? I’m part of you?” 
(143). Simon had arrived at the realization that the beast was really the evil that lived inside each one of 
them. 
 
There are three basic kinds of lead-in: the simple “somebody said” lead-in, the “blended” lead-in, and 
the “full sentence” lead-in. 
 
Assume that this is the quote you want to use in your essay: 
 
“The theme is an attempt to trace the defects of society back to the defects of human nature.” 
  William Golding (author of Lord of the Flies)  page 204 
 

1.  The simple “somebody said’ lead-in is very common. Begin with the identity of the speaker, 
and then give the quote. 
 

Example: 

William Golding, author of Lord of the Flies, stated, “The theme is an attempt to trace the defects of 

society back to the defects of human nature” (204). 

 
2.  The “blended” lead-in provides more flexibility.  In this kind of lead-in, some of the quoted 

material is left out or summarized/paraphrased, and what is retained is blended right in with 
your own sentence. A comma before the quotation is not needed unless the structure of the 
sentence normally calls for one. The sentence must, however, read as a complete sentence 
without awkwardness.  Capitalization and punctuation of the original quotation may be changed 
to fit the grammatical construction of your sentence.   

 
Example: 
According to William Golding, author of Lord of the Flies, the theme of his novel is his effort to relate the 

evil in society “back to the defects of human nature” (204). 
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3.  The sentence lead-in is another effective technique.  This type of lead-in is a complete sentence 

that contains the identifying and connecting information followed by a colon. 
 
Example: 
In his novel, Lord of the Flies, author William Golding theorizes that man is inherently evil:  “The theme is 

an attempt to trace the defects of society back to the defects of human nature” (204). 

 
BLOCK QUOTATIONS 
Long quotations (more than four typewritten lines) are treated differently. Because the quotation marks 
seem to disappear in a quotation of such size, academic guidelines provide for an alternative method of 
indicating that the passage is a quote. Indent ten spaces (tab over twice) and create an indented left 
margin just for the quote. DO NOT USE QUOTATION MARKS. The indentation serves as the quotation 
marks. Place a colon after the lead-in. At the end of the quotation, resume the original margin to finish 
the paragraph. 
 
Example: 
 Many writers have struggled with the question of whether man is inherently good or inherently 

evil. The nature of man has been a topic of literary works for centuries. In notes about his novel Lord of 

the Flies, William Golding states: 

The theme is an attempt to trace the defects of society back to the defects of 

human nature. The moral is that the shape of a society must depend on the ethical 

nature of the individual and not on any political system however apparently logical or  

respectable. The whole book is symbolic in nature except the rescue in the end where 

adult life appears, dignified and capable, but in reality enmeshed in the same evil as the 

symbolic life of the children on the island. (204) 

ALTERATION OF QUOTED MATERIAL 
 

1.  Ellipsis is sometimes used to omit some of the original quote. The writer uses three spaced 
periods to represent the missing material (or four spaced periods, if it happens to occur at the 
end of a sentence). Be sure that the omission does not alter the meaning of the original quote.  

 
Original full quote: 
“Robert Frost created something like an academic cliché when he once said that writing free verse is like 
playing tennis with the net down.” 
Example with ellipsis: 
“Robert Frost . . . once said that writing free verse is like playing tennis with the net down.” 
Faulty example with ellipsis: 
“Robert Frost . . . like playing tennis with the net down.” 
 

2.  Interpolations allow the writer to insert comments or explanations into the quoted material. 
The most common use for an interpolation is to provide an antecedent for a personal pronoun 
that will not be clear without it. Brackets [ ] must be used for this. 

 
Original quote: 
“More than any other romantic poet, he believed in the freedom of the individual.”  --Scottish poet 
Robert Byron 
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Example with interpolation: 
“More than any other romantic poet, he [Byron] believed in the freedom of the individual.”  
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Writing an Essay:  A Step-By-Step Plan 
 

1. Prewriting:   
● Choose and limit your topic. 
● Make notes for your essay. 

o mapping 
o jot list 
o clustering 
o any method that works for you 

2. Writing: 
● Compose a thesis statement. 

o ONE sentence 
o usually works best as a compound or complex sentence 
o should be the controlling idea of the entire essay 
o in the introduction (may be the last sentence of the intro.) 

● Compose a blueprint. 
o summarizes the topic sentence of each body paragraph 
o tells your reader briefly how you plan to develop your argument 
o part of the introductory paragraph 
o used in combination with thesis statement; tells reader both what you intend to discuss and 

how you will support your opinions 
3. Prewriting: 

● Make an outline. 
o plots out individual parts of your essay 
o makes your topic outline easier to structure 
o may be written as a sentence outline or a topic outline 
o first step in the structural planning of your essay 

4. Writing: 
● Write the body paragraphs. 

o easy if you’ve constructed workable outline 
o include strong topic sentence in each paragraph 
o provide effective supporting details with clear reasons and examples 
o make sure supporting sentences are in logical order 

● Write the concluding paragraph. 
o reword thesis statement to remind reader of the main point of the  essay 
o use a “clincher” sentence—provides a sense of closure 

5. Revising: 
● Looks again an entire rough draft 

o examine the way sentences and paragraphs fit together 
o cut out and throw away anything that does not belong 
o check for transitions between sentences and paragraphs to indicate 

▪ time 
▪ examples 
▪ results 
▪ relationships 

6. Revising/Proofreading:  
● Look for and correct errors of convention:  spelling, punctuation, capitalization, grammar, and other 

usage concerns. 
7. Writing: 

● Write your “final” copy. 
o In standard blue or black ink 
o Skip lines / double space 
o On front of paper only 
o No frizzy, spiral edges 
o MLA format (whether handwritten or typed) 
o Neatly written 
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A Revision and Proofreading Checklist 
 

Sentences: 
_____ Do your sentences have correct punctuation and complete thoughts to avoid sentence 
fragments? 
_____ Have you punctuated correctly to avoid run-on sentences? 
_____ Have you punctuated correctly to avoid comma splices? 
 
Modifiers: 
_____ Have you placed modifiers near the word modified to avoid misplaced modifiers? 
_____ Do your sentences name the thing modified to avoid dangling modifiers? 
_____ Have you voided double comparisons (more rarer), double negatives (don’t never), and illogical 

comparisons? 
_____ When using modifiers with special problems, have you used the correct one (this/these, 
that/those,  them/those, bad/badly, good/well)? 
 
Verbs: 
_____ Have you used the correct verb tense for the action you are describing? 
_____ Have you avoided unneeded shifts in verb tense? 
_____ When using commonly confused verbs have you used the correct one (lie/lay, rise/raise, sit/set)? 
 
Agreement:  
_____ Do your subjects and verbs agree in number? 
_____ Do your pronouns and their antecedents agree in number and gender? 
 
Pronoun Usage: 
_____ Do you have clear antecedents for any pronoun reference? 
_____ Have you avoided using form of you (second person)? 
_____ If you have used I (first person), is it appropriate for this paper? 
 
Mechanics: 
_____ Have you capitalized correctly and where needed? 
_____ Have you used appropriate end punctuation? 
_____ Have you used correct internal punctuation when needed (commas, semicolons, colons, 
             dashes, hyphens, ellipses, parentheses, apostrophes, quotation marks)? 
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Plagiarism 

 
Using someone else’s ideas or phrasing and representing those ideas or phrasing as our own, either on purpose 
or through carelessness, is a serious offense known as plagiarism. 
 
 “Ideas or phrasing” includes written or spoken material, of course—from whole papers and paragraphs to 
sentences, and, indeed, phrases—but it also includes statistics, lab results, art work, etc. “Someone else” can mean 
a professional source, such as a published writer or critic in a book, magazine, encyclopedia, or journal; an 
electronic resource such as material we discover on the Internet; another student at our school or anywhere else; 
a paper-writing “service” (online or otherwise) which offers to sell written papers for a fee.  
 
Let us suppose, for example, that we are doing a paper for Music Appreciation on the child prodigy years of the 
composer and pianist Franz Liszt and that we have read about the development of the young artist in several 
sources. In Alan Walker’s book Franz Liszt:  The Virtuoso Years (Ithaca: 1983), we read that Liszt’s father 
encouraged him, at age six, to play the piano from memory, to sight-read music and, above all, to improvise. We 
can report in our paper (and in our own words) that Liszt was probably the most gifted of the child prodigies 
making their mark in Europe in the mid-nineteenth century—because that is the kind of information we would 
have gotten from a number of sources. It has become what we call common knowledge; however, if we report on 
the boy’s father’s role in the prodigy’s development, we should give proper credit to Alan Walker.  
 
We could write, for instance, the following:  Franz Liszt’s father encouraged him, as early as age six, to practice 
skills which later served him as an internationally recognized prodigy (Walker 59). Or, we could write something 
like this:  Alan Walker notes that, under the tutelage of his father, Franz Liszt began work in earnest on his piano 
playing at the age of six (59).  
 
Not to give Walker credit for this important information is plagiarism.  

 

 
SOME MORE EXAMPLES 
 
Here is our original text from Elaine Tyler May’s “Myths and Realities of the American Family”: 
 

Because women’s wages often continue to reflect the fiction that men earn the family wage, single 
 mothers rarely earn enough to support themselves and their children adequately. And because work is 
still  
organized around the assumption that mothers stay home with children, even though few mothers can 
afford  
to do so, child-care facilities in the United States remain woefully inadequate. 

 
Here are some possible uses of this text. As you read through each version, try to decide if it is a 
legitimate use of May’s text or a plagiarism. 
 
Version A: 
 
Since women’s wages often continue to reflect the mistaken notion that men are the main wage earners in the 
family, single mothers rarely make enough to support themselves and their children very well. Also, because work 
is still based on the assumption that mothers stay home with children, facilities for child care remain woefully 
inadequate in the United States. 
 
Plagiarism in Version A:  There is too much direct borrowing in sentence structure and wording. The writer 
changes some words, drops one phrase, and adds some new language, but the overall text closely resembles 
May’s. Even with a citation, the writer is still plagiarizing because the lack of quotation marks indicates that 
Version A is a paraphrase, and should thus be in the writer’s own language. 

_____________________________________________________________________________________
_____ 
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Version B:   
 
As Elaine Tyler May points out, “women’s wages often continue to reflect the fiction that men earn the family 
wage” (588). Thus many single mothers cannot support themselves and their children adequately. Furthermore, 
since work is based on the assumption that mothers stay home with children, facilities for day care in this country 
are still “woefully inadequate” (589). 
 
Plagiarism in Version B:  The writer now cites May, so we’re closer to telling the truth about our text’s relationship 
to the source, but this text continues to borrow too much language. 
 

Version C:  
 
By and large, our economy still operates on the mistaken notion that men are the main breadwinners in the family. 
Thus women continue to earn lower wages than men. This means, in effect, that many single mothers can not earn 
a decent living. Furthermore, adequate day care is not available in the United States because of the mistaken 
assumption that mothers remain at home with their children.  
 
Plagiarism in Version C: Version C shows god paraphrasing of wording and sentence structure, but May’s original 
ideas are not acknowledged. Some of May’s points are common knowledge (women earn less than men, many 
single mothers live in poverty), but May uses this common knowledge to make a specific and original point and her 
original conception of this idea is not acknowledged. 
 

Version D: 
 
Women today still earn less than men—so much less that many single mothers and their children live near or 
below the poverty line. Elaine Tyler May argues that this situation stems in part from “the fiction that men earn 
the family wage” (588). May further suggests that the American workplace still operates on the assumption that 
mothers with children stay home to care for them. (589). This assumption, in my opinion, does not have the force 
it once did. More and more businesses offer in-house day-care facilities. . . .  
 
No Plagiarism in Version D:  The writer makes use of the common knowledge in May’s work, but acknowledges 
May’s original conclusion and does not try to pass it off as his or her own. The quotation is properly cited, as is a 
later paraphrase of another of May’s ideas.  
 
_____________________________________________________________________________________________
________ 
 

Penalty for Plagiarism 
 
The penalty for plagiarism is usually determined by the instructor teaching the course involved. In many 
schools and colleges, it could involve failure for the paper. It could mean failure for the entire course 
and even expulsion from school. Ignorance of the rules about plagiarism is no excuse, and carelessness 
is just as bad as purposeful violation.  
 
At the very least, however, students who plagiarize have cheated themselves out of the experience of 
being responsible members of the academic community and have cheated their classmates by 
pretending to contribute something original, which is, in fact, a cheap copy.  
 
Students who do not thoroughly understand the concept of plagiarism and methods of proper 
documentation should request assistance from their teacher and from librarians.  
 



42 
 

 
 
 
 
 

The Literary Present 
 
The basic rule is—use the past tense when discussing historical events; use the literary present tense 
when discussing fictional events. 
 
Literary works, painting, films, and other artistic creations are assumed to exist in an eternal present. 
When you are writing about writers or artists as they express themselves in their work, stay in present 
tense. Here are some examples: 
 

● Aeschylus’ drama is concerned with what happens to Orestes after he has killed his mother. 
● In Michelangelo’s painting, Christ judges the world. 
● Johnson’s characters journey to Cairo. 
● Plato argues without much conviction. 
● Paul writes about the hardships he has endured. 

 
But when you are writing about a certain historical event (even the creation of a literary or artistic 
work), use the past tense. Some examples: 
 

● Paul wrote in the first century. 
● Picasso then produced a series of sculptures. 

 
Sometimes a sentence must employ both present and past tense. For example: 
  

● The first part of the poem, which she completed in 1804, describes the effects of isolation 
from society. 

 
Examine your changes of tense very carefully, however, and see if there is a logical reason for them. 
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Ninth Grade Essay Rubric 
 
Mode of Writing: Literary Analysis, Expository, Persuasive, Descriptive, Narrative, Research, Creative, 
Technical 
 
Essay Evaluation/Rubric 
 
Ideas (Approx. 30 points) 
Focus _____    Reasons, details, examples _____ 
Thesis _____    No redundancy _____ 
Supporting ideas _____                             Ideas Total 
______ 
 
Organization (Approx. 20 points) 
Introduction _____  Thesis _____   Appropriately arranged _____ 
Ideas logical, coherent, unified _____ Closure _____ 
Effective, varied transitions _____              Organization Total 
______ 
 
Style (Approx. 20 points) 
Sentence beginnings _____  Diction vivid _____ No slang/informal _____ 
Variety of sentences _____  No editorializing _____ 
Audience awareness _____  No 2nd person _____ 
Writer’s voice _____                              Style Total 
______ 
 
Conventions (Approx. 20 points) 
Capitalization _____   Indefinite reference _____ 
Punctuation _____   Contractions _____ 
Spelling _____    Active voice _____ 
Agreement: S/V _____ P/A _____ Verb tense _____ Tense shift _____ 
Sentence Structure: Frag. _____ CS _____ FS _____   Usage _____         Conventions Total 
______ 
 
Manuscript Form and Following Directions (Approx. 10 points) 
Rough draft w/edit _____  Correct margins _____   
Pages correct order _____  Double-spaced _____ 
MLA heading _____   TNR-12 (when typed) _____ 
MLA pagination _____   Title _____ 
Works Cited _____   Paragraphs correctly indented _____     
Parenthetical doc. ______  Lead-ins _______ Quotes _____ 
Technical:   
Min. length requirement ______   Format effective/correct ______ 

         Manuscript Total 
______ 
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                 Total Points Deducted 
__________ 
Teacher Commentary:  
 
 
 
 
 
 
 
 
 
 
Essay Evaluation—Student Copy for Notebook 
 
Ideas (30 points) 

● Fully focused on assigned topic and purpose 
● Effective controlling idea (thesis) 
● Supporting ideas and elaboration relevant to argument and audience 
● Supporting ideas fully elaborated with logical examples, reasons, and details 
● No needless repetition (redundancy) 

 
Organization (20 points) 

● Introduction engages reader; includes strong thesis statement 
● Body logically organized, coherent, unified 
● Effective and varied transitions between paragraphs and throughout paper 
● Ideas sequenced logically and appropriately within paragraphs and throughout paper 
● Organization appropriate to author’s purpose 

 
Style (20 points) 

● Sentence beginnings:  no conjunctive adverbs, no unclear subjects, NTSSWTSW 
● Variety of sentence structures (simple, compound, complex, compound-complex) 
● Sustained awareness of audience 
● Writer’s voice strong and sustained throughout paper 
● Effective word choice (diction):  vivid, precise language; no slang or informal language (thing, a lot, good, 

bad, very, etc.) 
● No editorializing (I think, feel, believe.) 
● No 2

nd
 person 

 
Conventions (20 points) 

● Punctuation correct at end and within sentences 
● Capitalization 
● Spelling 
● Agreement:  Subject/Verb and Pronoun/Antecedent 
● Sentence structure:  No fragments, comma splices, or fused sentences 
● No indefinite reference pronouns (especially it) 
● Verb tense:  Literary present for literary analysis; no unnecessary verb tense shift 
● Usage 
● Contractions  

 
Manuscript Form and Following Directions (10 points) 

● Rough draft with edit attached to BACK of final copy  
● Pages in correct order 
● MLA heading and pagination 
● Effective lead-ins and quotations 
● Correct margins 
● Paragraphs indented 
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● Double spaced; TNR-12 
● Parenthetical documentation 
● Title (effective) 
● Works Cited page included and correct (when required) 
● Technical 

o Minimum length requirement met 
o Format effect and correct 
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American Literature and Composition Five-Paragraph Essay Rubric 

Category 4 = Exceeds the 

Standard 

3 = Meets the 

Standard 

2 = Partially Meets 

Standard 

1 = Does not meet 

Standard 

0 = Not Attempted Score 

Introduction There is a well-focused 

Thesis Statement that 

introduces the essay and 

clearly addresses all 

elements of the writing 

prompt.  

Introduction 

clearly states the 

main topic, 

adequately 

addressing the 

writing prompt  

Introduction is 

somewhat clear, but 

only partially 

addresses the 

writing prompt  

Introduction does 

not address the 

writing prompt.  

 

No introduction is 

present  

 

Support for 

Thesis 

(Concrete 

Details) 

Each body paragraph 

contains a topic sentence 

and relevant, telling, 

quality concrete details 

that give the reader 

important information 

that goes beyond the 

obvious or predictable. 

All supporting details 

serve to substantiate the 

thesis statement. 

Each body 

paragraph 

contains a topic 

sentence that is 

adequately 

supported by 

relevant concrete 

details Most 

supporting 

details serve to 

substantiate the 

thesis statement.  

Topic sentence is 

stated in some body 

paragraphs. 

Supporting details 

are relevant, but 

some key issues are 

unsupported. 

Support for the 

thesis statement is 

weak.  

Topic sentence is 

weak. Supporting 

details and 

information are 

typically unclear 

or not related to 

the topic. There is 

a seemingly 

random collection 

of information 

Thesis statement 

lacks proof  

No topic sentence is 

present OR no concrete 

details are present. The 

paragraph contains no 

facts, details, or 

examples.  

 

Commentary 

 

Essay contains 

explanation, analysis, 

discussion, comparison 
and/or contrast that 

demonstrate mastery and 

depth of understanding.  

Essay contains 

explanation, 

analysis, 

discussion, 

comparison 

and/or contrast 

that logically 

supports the 

concrete details  

Essay contains 

explanation, 

analysis, discussion, 

comparison and/or 

contrast that is 

weak, incomplete, 

or partially 

illogical.  

Essay contains 

explanation, 

analysis, 

discussion, 

comparison and/or 

contrast that is off 

topic or 

completely 

illogical.  

No commentary is 

present. The paragraph 

contains no attempt to 

explain, discuss, 

analyze, evaluate, 

compare and/or 

contrast the factual 

information (concrete 

details) it presents.  

 

Conclusion 

 

The conclusion is strong 

and logical; provides a 

clear answer to the 

question, “So what?”  

The conclusion is 

logical and 

adequately 

answers the 

question, “So 

what?”  

The conclusion is 

logical, but does not 

answer the 

question, “So 

what?”  

Conclusion is 

illogical  

There is no clear 

conclusion, the paper 

just ends.  

 

Conventions 

Grammar, 

Usage & 

Sentence 

Structure 

 

The essay contains no 

errors in grammar, word 

usage or sentence 

structure.  

The essay 

contains 1 or 2 

errors in 

grammar, word 

usage or sentence 

structure.  

The essay contains 

3 or 4 errors in 

grammar, word 

usage or sentence 

structure.  

The essay is 

readable, but 

contains 5 or more 

errors in grammar, 

word usage or 

sentence structure.  

The essay is unreadable 

because of errors in 

grammar, word usage 

or sentence structure. 

 

Conventions 

Spelling & 

Punctuation 

 

 

Essay contains no errors 

in spelling, 

capitalization or 

punctuation.  

Essay contains 1 

or 2 errors in 

spelling, 

capitalization or 

punctuation.  

Essay contains 3 or 

4 errors in spelling, 

capitalization or 

punctuation,  

The essay is 

readable, but 

contains 5 or more 

errors in spelling, 

capitalization or 

punctuation  

The essay is unreadable 

because of errors in 

spelling, capitalization 

or punctuation.  
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British Lit. Sample Rubric 
 

Frankenstein Character Analysis Essay 
Due Date: 

 
Directions: For this assignment, you will analyze one major character from the novel Frankenstein.  You 
should incorporate three (3) quotes from the text that back up the claims made about the character.  In 
this character analysis, you should answer the following questions: 
 

● Who is this character? (Include details that reveal personal traits.) 
 

● What is this character’s role in the story? 
 

● What is this character’s relationship with other characters? 
 

● What does this character represent or symbolize? 
 

● What changes does this character undergo throughout the course of the story? 
 

● What are your personal opinions of this character? 
 

 
 

Frankenstein Character Analysis Rubric 
 

Length and Format: 400-500 words, blue, black ink or typed, 
Dates included and cited correctly, follows MLA and Style Manual  
guidelines. (20 points possible)       ______ 
  
Content: The essay must exhaustively analyze one major character 
from the text using the parameters given. (35)     ______ 
 
Quotes: The essay must contain valid quotes that emphasize points 
about the character being analyzed.  These quotes must be cited  
correctly according to MLA guidelines. (25)     ______ 
 
Grammar and Punctuation: The essay should be free of grammatical 
and punctuation errors.  Common errors found in essays include comma 
splices, misspelled words, subject verb agreement problems, run-on 
sentences, awkward wording, and incorrect paragraph breaks. (20)   ______ 
 
         

Total ______ 
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Senior English Essay Rubric 

 

Essay Rules Evaluation  

 

CONTENT: (Approx. 50 points) 

 Introduction___________ Thesis___________ 

 Body_______ 

  Incoherence______ 

  Repetition_______ 

  Supporting Sentences_____ 

  Details_______ 

  Organization_______ 

 Transitions______ 

 Conclusion _______ 

 Editorializing ______ 

 Verb Tense Shifts______ 

 Incorrect Works Cited Page _______   Content total_______ 

STYLE: (Approx. 20 points) 

 Sentence beginnings______ 

 Variety of sentences _______ 

 Pronoun/Antecedent Agreement______ 

 Effective Word Choices_______ 

 Use of second person ________ 

 Unclear Subjects_________ 

 Ending w/quote or question______ 

 Internal Documentation Problems______  Style total ________ 

MECHANICS: (Approx. 10 points) 

 Punctuation________   Spelling________ 

 Vague Pronoun Usage________ Contractions________ 

 Incorrect Verb Usage________ Paragraphing Off________ 

 Capitalization________   Slang________ 

 Stringing Prepositions________           Mechanics total_______ 

SENTENCE STRUCTURE: (Approx. 10 points) 

 Run-ons_____ Fragments____Comma Splices___   Sen.Struc. total _______ 

FOLLOWED DIRECTIONS: (Approx. 10 points) 

 Rough draft w/edit________  Correct title________ 

 Pages numbered________  Pages in correct order________ 

 Incorrect font size________             Ink/Typing combined________                        

Directions total________    

 

 

COMMENTS:          GRAND TOTAL;__________ 
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FIVE PARAGRAPH ESSAY FORMAT (A Formula for Emerging Writers) 
 

Anyone can write an essay. One formula for writing an essay is as follows: 
 

1) Introductory paragraph—contains 3 parts 
a. Hook (attention grabber)—a statement to arouse the interest of the reader. 
b. A general statement (statement of fact) about the topic of the essay. 
c. A thesis statement (one sentence) that contains three things you will prove in your 

essay. 
2) Paragraph 2—Body paragraph that explains point #1 (from your thesis). 
3) Paragraph 3—Body paragraph that explains point #2 (from your thesis). 
4) Paragraph 4—Body paragraph that explains point #3 (from your thesis). 
5) Paragraph 5—Concluding paragraph. (Summarize the main ideas from your introduction, but do 

not simply copy.) 
a. Restate main idea. 
b. Restate thesis. 

 
Length requirement:  (Not a hard-and-fast rule, but some people want guidelines.) 
 Introduction—minimum of three (3) sentences 
 First body paragraph—minimum of five (5) sentences 
 Second body paragraph-- minimum of five (5) sentences 
 Third body paragraph-- minimum of five (5) sentences 
 Conclusion—minimum of two (2) sentences 
 
EXAMPLES OF INTRODUCTORY PARAGRAPHS (Three-part thesis statements are underlined.) 
 
 What do the names Sunbonnet Sue, Turkey Tracks, Dresden Plate, and Double Wedding Ring all 
have in common? They are all names of quilt patterns! Quilting is a traditional craft that is experiencing 
an amazing rebirth in America. Many men and women are eager to learn the art of quilting because a 
quilt is a beautiful, creative project, a quilt is practical, and the process of quilting brings people 
together. 
 
 
 Shoplifting has become one of the nation’s leading crimes. Different methods are used by 
merchants in order to prevent shoplifting. The most effective methods include the use of floorwalkers, 
hidden cameras, and door guards. 
 
 
 Citizens of Bremen spend their leisure time in many ways. One of the most popular ways is 
watching Dixie Youth Baseball. Many people believe this program is a complete waste of time and 
money and believe the program should be abolished; however, this program has so many advantages 
that it should never be abolished. The Dixie Youth Baseball program brings families closer together; it 
gives the people of the community some place to go on Saturdays; and it gives young children the 
chance to develop into good athletes. 
 
 
 “To be or not to be” –is that the question? It is if one enjoys being an actor. Participation in 
dramatic productions adds spice to life. Acting on stage and working in productions gives one a chance 
for self-expression, offers a true knowledge of the theater, and allows an opportunity to meet many 
different kinds of people.  
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Sample Five Paragraph Essay: 
 

The Amazing Realm of Acting 
 
 “To be or not to be” –is that the question? It is if one enjoys being an actor. Participation in  

dramatic productions adds spice to life. Acting on stage and working in productions gives one a chance 

for self-expression, offers a true knowledge of the theater, and allows an opportunity to meet many 

different kinds of people.  

 Many times in life people are afraid to open their innermost feelings to anyone. All of their 

frustrations, joys, sorrows, and hostilities stay locked inside, unable to be set free. In acting, one is able 

to come on stage and, many times, express some of those feelings through another character’s state of 

being. Two people usually do not portray the same character in the exact same way because each has 

his own thoughts and feelings to take into consideration. 

 Acting also unfolds a wonderful world of knowledge. Deep and sometimes complicated 

literature, like that written by Shakespeare, is portrayed by characters on stage. Theater can offer a 

great variety of comedy, tragedy, laughter, and music. When working on productions, one may also 

learn a great deal about make-up application, costuming, set design, light engineering, and in the case of 

a musical, orchestral and vocal arrangements. 

 Finally, one of the most enjoyable parts of acting is being able to meet many interesting people. 

After working on a play every day for a few months, one learns to know and love all the people in the 

cast and crew. The cast members begin to feel more like one big family struggling for a common goal 

instead of individuals working alone for success. Being in a play enables a person to become more 

comfortable with people from all walks of life. 

 Acting gives life a little bit of spice and icing. Without the extras such as acting, life would be less 

exciting and much too routine. Being able to express oneself creatively, learning a true knowledge of 

theater, and  having an opportunity to meet a variety of people are just a sample of the wonderful 

assets of the world of theater.  
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EFFECTIVE LEADS   
 

The lead is the beginning of any piece and is in the introductory paragraph of the essay or narrative.  

Leads may also be referred to as the “sentence to arouse the interest of the reader,” “the “grabber,” 

“the attention getter,” etc.  The lead is one of the most important aspects of writing.  Every lead must 

“hook” the reader immediately. Students should write three or four leads and then pick the best one. 

A good lead— 
1. captures the reader’s interest, 
2. introduces the subject or problem, and  
3. carries the reader to the following material. 

 

TYPES OF LEADS: 

Writers may choose one or more options for the leads in their introductory paragraphs: 

A. direct question 
B. quotation 
C. figurative language 
D. startling fact   
E. statistic 
F. anecdote 

 

For an expository essay: 

● State a problem. 
● Use an interesting quotation. 
● Ask the reader a direct question. 
● Offer an interesting or unusual fact. 
● Offer an alarming or surprising statistic. 
● Relate a compelling anecdote, or a joke. 
● Offer an exaggeration of a common situation. 

 

For a narrative: 

● Show a problem or conflict characters have. 
● Show action (in which a character is performing a task) that is related to the problem. 
● Start with dialogue in which characters are talking about a problem. 
● Create a sense of foreboding; something important (the problem) is about to happen. 
● Depict a humorous situation. 
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EFFECTIVE TRANSITIONS 
Transitions are words and phrases that link ideas or focal points.  They help writing to flow and carry the reader from one 
focal point to another.  Without transitions, writing becomes choppy and rough without a connection from one point to 
another. The writing is abrupt and lacks coherence and unity.  Effective transitions smooth out the roughness and present 
a smooth, logical progression for the reader. 
 
Frequently used transitions according to relationship established: 
 
1. Alternative, addition, sequence: 
 or   nor   and   and then 
 moreover  further   furthermore  besides 
 likewise   also   too   again 
 in addition  next   first   even more important 
 second   third   finally   in the first place 
 last   then   when   while 
 as soon as  during   after   before 
 until   thereafter  immediately  simultaneously 
 subsequently  at that time 
 
2.  Comparison: 
 similarly   likewise   in like manner 
 
3.  Contrast: 
 but,   yet   or   and yet 
 however   still   nevertheless  on the other hand 
 on the contrary  conversely  even so   notwithstanding 
 for all that  in contrast  at the same time  otherwise 
 nonetheless  although 
 
4.  Place: 
 here   beyond   nearby   opposite to 
 adjacent to  on the opposite side 
 
5.  Purpose: 
 to this end  for this purpose  with this object 
 
6.  Result, cause: 
 so   for   hence   therefore 
 accordingly  consequently  thus   thereupon 
 as a result  then   because 
 
7.  Summary, repetition: 
 to sum up  in brief   on the whole  in sum 
 in short   in other words  that is    as one can see 
 to be sure  for example  for instance   in any event 
 in fact   indeed   to tell the truth  finally 
 in summary  consequently  therefore    
    
8.  Time: 
 meanwhile  at length  soon   after a few days 
 in the meantime  afterward  later   now 
 then   in the past  while 
 
9.  Cause and Effect 
 since    due to   because   because of 
 consequently  therefore  thus   so 
 if—then   caused by  as a result  for this reason 
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WORD LISTS FOR IMAGERY 

 
Taste and Smell Words:  Words that relate to taste and smell often can apply to both senses. For this 
reason, they are combined here. 
 
acid 
acidic 
acrid 
alkaline 
aromatic 
biting 
bitter 
bland 
burnt 
buttery 
cold 
crisp 
crusty 

doughy 
earthy 
fishy 
floury 
flowery 
fresh 
fruity 
gamey 
garlicky 
hearty 
hot 
lemony 
medicinal 

mellow 
mildewed 
minty 
moist 
moldy 
musky 
musty 
oily 
perfumed 
pickled 
piney 
plastic 
pungent 

putrid 
rancid 
rank 
raw 
rich 
rotten 
rubbery 
salty 
scented 
sharp 
sour 
spicy 
spoiled 

stagnant 
stale 
sugary 
sweaty 
sweet 
tangy 
tasteless 
tough 
vile 
vinegary 
 
 

 
 
Sight Words:  Words that relate mainly to seeing—the appearance of something. 
 
angular 
ashen 
attractive 
beautiful 
boiling 
bright 
brilliant 
bubbling 
bulky 
bumpy 
burning 
bushy 
clean 
clear 
cluttered 
coarse 
colorless 
curved 
dark 
dazzling 
dim 
dotted 
downy 
drenched 
dripping 

dull 
dusty 
elegant 
feathery 
fiery 
fine 
flat 
fluffy 
flushed 
foamy 
foggy 
fragile 
furry 
fuzzy 
gigantic 
glassy 
glimmering 
gorgeous 
grainy 
graceful 
greasy 
hairy 
handsome 
hard 
hazy 

hideous 
huge 
immense 
jutting 
keen 
knobbed 
lacy 
large 
lean 
leathery 
light 
lit 
long 
lopsided 
lovely 
matted 
messy 
metallic 
muddy 
muscular 
mushy 
narrow 
neat 
nondescript 
oily 

pale 
pocked 
pointed 
powdered 
prickly 
pulpy 
rocky 
rough 
round 
ruffled 
sandy 
scummy 
shaggy 
sharp 
shimmering 
shiny 
short 
silky 
slimy 
small 
smooth 
sooty 
sparkling 
spiky 
splintered 

spongy 
spotted 
square 
steamy 
stubbly 
stunning 
swollen 
tall 
tangled 
thick 
thin 
tidy 
translucent 
transparent 
twinkling 
ugly 
wavy 
waxy 
wet 
wide 
wiry 
wrinkled 
wooly 
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Touch Words:  Suggest the sense of touch or the texture of something. 
 
abrasive 
biting 
boiling 
bubbly 
bulky 
bumpy 
burning 
bushy 
clammy 
coarse 
cool 
cottony 
crisp 
cushioned 
damp 
downy 
drenched 
dripping 
dry 
dusty 

feathery 
fine 
fluffy 
foamy 
freezing 
furry 
glassy 
gluey 
grainy 
greasy 
gritty 
gushy 
hairy 
hard 
heavy 
hot 
humid 
icy 
keen 
knobbed 

lacy 
leathery 
light 
lukewarm 
matted 
metallic 
moist 
mushy 
numbing 
oily 
piercing 
plastic 
pocked 
pointed 
prickly 
pulpy 
rocky 
rough 
rubbery 
sandy 

scalding 
scorching 
scratchy 
scummy 
shaggy 
sharp 
silky 
slick 
slimy 
slippery 
sloppy 
smooth 
smothering 
soapy 
soft 
sopping 
soupy 
spiky 
splintered 
spongy 

steamy 
steely 
sticky 
stifled 
stinging 
stony 
stubby 
tangled 
tender 
tepid 
thick 
tickling 
tough 
velvety 
warm waxy 
wet 
wiry 
wooly 

 
 
Sound Words:  Appeal mainly to the sense of hearing. Notice that many of the sound words in the 
following list are verb forms that end in –ing. In such a form, words usually function as adjectives, 
adverbs, or parts of verbs. 
 
banging 
barking 
bawling 
belching 
blaring 
booming 
burping 
buzzing 
chattering 
chiming 
chirping 
clanging 
clapping 
clicking 
clinking 
cooing 
coughing 
 
 
 
 
 
 
 

 
crackling 
crashing 
croaking 
crunching 
crying 
dripping 
exploding 
fizzing 
gagging 
gasping 
giggling 
grating 
growling 
grunting 
gurgling 
hissing 
honking 
 
 
 
 
 
 

 
 
hushing 
jangling 
jingling 
laughing 
moaning 
mooing 
mumbling 
murmuring 
muttering 
noisy 
peeping 
piercing 
pinging 
plopping 
popping 
quacking 
quiet 
 
 
 
 
 

 
 
 
rapping 
rasping 
rattling 
ringing 
ripping 
rumbling 
rustling 
scratching 
screaming 
screeching 
singing 
slamming 
shouting 
silent 
splashing 
squawking 
snapping 
 
 
 
 

 
 
 
 
snarling 
snoring 
stuttering 
tapping 
tearing 
tinkling 
thudding 
thumping 
ticking 
twittering 
warbling 
wheezing 
whimpering 
whining 
whispering 
whizzing 
whooping 
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Setting Descriptions 

1. ancient – belonging to times long ago, in an ancient city. 

2. antique – old-fashioned, out of date, an antique chair. 

3. arid – dry, barren.  Desert lands are arid. 

4. bleak – dreary, dismal, swept by winds, bare; bleak and rocky peaks. 

5. churning – moving violently; the churning water. 

6. cluttered – with litter, confusion, disorder; the cluttered room. 

7. cramped – confined, small, limited; a cramped space. 

8. dank – unpleasantly damp, most, wet.  The cave was dank and chilly. 

9. dense – packed closely together, thick; dense fog. 

10. desolate – laid waste, not lived in, dreary, dismal, lonely. 

11. exotic – wondrous and exciting in a foreign way. 

12. humid – most, damp.  The air is very humid near the sea. 

13. jagged – with sharp points sticking out.  The cliff was rough and jagged. 

14. majestic – grand, noble, imposing.  The mountains looked majestic against the sky. 

15. meandering – following a winding or wandering course. 

16. muggy – warm and humid 

17. murky – dark, unclear; murky water. 

18. neglected – disregarded, little care or attention given to it. 

19. oppressive – hard to bear.  The tropical freezing weather felt oppressive. 

20. pastoral – simple or naturally beautiful, like a rural area or the country. 

21. placid – calm, peaceful, quiet; a placid lake 

22. polluted – dirty, defiled, not cared for; polluted water, air, etc. 

23. rustic – simple, plain, made of branches with the bark still on them. 

24. serene – clear, bright, not cloudy, peaceful. 

25. shimmering – gleaming softly. 

26. sinister – evil, unlucky, bad; threatening evil or disaster.  There was a sinister feeling about 

the place; sinister weather. 

27. vast – very great, large, immense; a vast field. 

28. verdant – green and fresh. 

29. weathered – changed in color or condition by being exposed to the weather.  The 

weathered fence. 

30. wooded – covered with trees. 
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Character Descriptions 

 
able 
adequate 
adroit 
adventuresome 
affectionate 
aggressive 
agony 
alone 
ambivalent 
angry 
annoyed 
anxious 
ashamed 
bad 
beautiful 
bedraggled 
betrayed 
bitter 
bold 
bored 
brave 
brilliant 
burdened 
calm 
capable 
charming 
cheated 
cheerful 
childish 
clear 
clever 
clumsy 
colorful 
competitive 
condemned 
confused 
confident 
concerned 
crushed 
comfortable 
cynical 
dashing 

deceitful 
delicate 
delighted 
demure 
despair 
destructive 
determined 
devout 
different 
distracted 
disturbed 
dynamic 
eager 
eccentric 
empty 
enchanted 
enchanting 
energetic 
enjoy 
enthusiastic 
envious 
erudite 
excited 
exhausted 
faithful 
fascinated 
fearful 
flirtatious 
foolish 
frantic 
frolicsome 
frustrated 
frightened 
frightening 
free 
furious 
furrowed 
gallant 
gentle 
glad 
glamorous 
good 

gnarled 
graceful 
greedy 
groovy 
guilty 
handsome 
happy 
hateful 
helpful 
helpless 
high 
homesick 
honored 
horrible 
humble 
hurt 
hysterical 
hostile 
ignored 
imposed on 
impressed 
infatuated 
infuriated 
inspired 
intimidated 
isolated 
indifferent 
innocent 
jealousy 
joyous 
joyful 
jumpy 
kind 
lanky 
lazy 
left out 
lonely 
longing 
loving 
low  
mad 
mean 

merry 
mischievous 
miserable 
muscular 
musical 
naughty 
nervous 
nice 
nutty 
neglected 
obnoxious 
obsessed 
odd old 
opposed 
optimistic 
overwhelmed 
pain 
panicked 
patient 
peaceful 
pessimistic 
petrified 
pleased 
pressured 
proud 
quaint 
queer 
quick 
rage 
refreshed 
rejected 
relieved 
restless 
sad 
scared 
sensitive 
serene 
shocked 
short 
shy 
skillful 
slovenly 

sly 
somber 
spiteful 
spiritual 
startled 
stately 
strange 
strong 
studious 
stupid 
tall 
tempted 
tense 
terrible 
threatened 
tired 
thoughtful 
trapped 
troubled 
ugly 
unscrupulous 
uneasy 
unkempt 
used 
violent 
vulnerable 
valuable 
versatile 
wicked 
willowy 
wonderful 
weak 
weepy 
wise 
worried 
wrinkled 
vulgar 
youthful 
zapped
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Checklist:  Elements of Literary Style 
 

1. Syntax/Sentence 
Structure 

Are the sentences long or short? Simple, compound, complex? Do 
they contain many subordinate clauses, or are they often 
fragments? Are there any digressions or interruptions? Is the 
word-order straightforward or unconventional? 

2.  Pace Is the writing heavily descriptive, with emphasis on setting and 
atmosphere, or does it focus on action and plot movement? 

3.  Diction Is the writing tight and efficient, or elaborate and long-winded? 
Does the author use unusual words and dialect, or common, 
traditional language? Are the words simple or fancy? Are they 
technical, flowery, colloquial, cerebral, punning, obscure, etc.? 

4.  Figures of speech Are there any metaphors, similes, symbols, personification, 
hyperbole, imagery? 

5. Use of dialogue  How often does dialogue tell the story? Do we see a whole 
conversation or just fragments? Does the conversation use much 
slang or is it formal? Does it appear natural or contrived? Does 
the dialogue give a sense of pacing, or pauses, of the unsaid? 
How much does it substitute for narration? 

6. Tone What is the author’s attitude/ What is the mood of the story? 
Does the author seem sarcastic? aggressive? wistful? pessimistic? 
in love? objective? non-judgmental? detached? hopeful? ironic? 
bitter? Whatever the tone, where is it visible in the narrative? 

7.  Character 
development 

How does the author introduce characters, and how do we see 
their evolution in the story? What is their function and 
motivation? What kinds of characters are they? Round? 
Flat/Stock? Dynamic? Static? Stereotypes? Caricatures? 

8.  Time sequencing/ 
Chronology 

How has the author organized the chronology of events? Does 
the plot move forward chronologically? Is it told in flashback? 
How does the sequencing affect the story? What is the work’s 
natural “rhythm”?  

9.  Point of view First, third, omniscient, limited? What is the effect on the story? 

10. Allusions Does the author refer to other texts, myths, symbols, famous 
figures, historical events, quotations, and so on? 
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Words to Use When Describing Tone/Mood 
  
Remember, the tone of an essay, poem, or work of fiction may change as the work progresses. 
 

1. admiring, worshipping, approving 
2. strident, harsh, acerbic, angry 
3. disliking, abhorring, contemptuous 
4. simple, straightforward, direct, unambiguous 
5. complicated, complex, difficult 
6. forceful, powerful, confident, self-assured 
7. ironic, sardonic, sarcastic, mocking, sly 
8. indirect, subdued, understated, evasive 
9. bitter, grim, cynical 
10. sympathetic, interested 
11. indifferent, unconcerned, apathetic, detached 
12. humorous, playful, flippant 
13. resigned, calm, tranquil 
14. melancholy, despairing 
15. solemn, serious, somber 
16. pensive, thoughtful 
17. reverent, respectful 
18. excited, exhilarated 
19. happy, contented, ecstatic 
20. incredulous, questioning, skeptical 
21. insistent, urgent 
22. commanding, demanding 
23. self-deprecating 
24. bemused, wry 
25. whimsical 
26. reassuring, comforting 
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A FINAL NOTE— 

 
One of the most important skills freshmen need at the high school level, especially in the English 
Department, is the ability to meet deadlines. To foster a greater sense of responsibility, the BHS English 
Department established a late work policy for major assignments, such as essays and projects. The point 
deductions increase as students progress from year to year: 
 
 Freshmen – 10 percent per day late 
 Sophomores – 15 percent per day late 
 Juniors – 20 percent per day late 
 Seniors – 25 percent per day late 
 
This expectation is particularly challenging for freshmen, many of whom struggle to turn in work on 
time. All students should understand that being absent the day a major assignment is due—even if the 
absence is excused—does not excuse the assignment from having late points deducted. When absent, 
students should email the work or have someone trusted and responsible turn in the work for them. 
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Pronoun Antecedent Agreement 
 
An antecedent is the noun to which a pronoun refers or that a pronoun replaces. All pronouns 
must agree with their antecedents in number, gender, and person. 
 

1. Number (singular or plural) and Gender (masculine, feminine, or neuter):   
a. Walt Whitman is one of the greatest poets of his era. (singular masculine 

pronoun) 
b. Emily Dickinson wrote her poems on scrap paper. (singular feminine pronoun) 
c. Walt Whitman and Emily Dickinson are famous for their poetry. (plural 

pronoun) 
d. This poetry book, despite its tattered cover, is valuable. (singular neuter 

pronoun) 
 

2. Traditionally, a masculine pronoun was used when the gender of an antecedent was not 
known or could be either masculine or feminine. When reading literature written before 
the 1970s, remember that his may mean his, it may mean her, or it may mean his or 
her. Today we prefer the use of gender-neutral language. The preferred way to correct 
this error is to either  

a. make the antecedent plural and use a plural pronoun, (Authors must capture 
their readers’ interest.) 

b. or eliminate the pronoun entirely, (Authors much capture readers’ interest.) 
 

3. Agreement with collective nouns:   
a. The orchestra played its last song of the concert.  (The collective noun orchestra 

conveys the singular sense of one unit; therefore, the singular pronoun its is 
used.  

b. The orchestra carried their instruments off stage. (The collective noun orchestra 
conveys the plural sense of several people performing separate acts; therefore, 
the plural pronoun their is used.) 
 

4. Agreement in person: 
a. Sue and Jim are going to visit the Everglades, where you can see alligators.  

POOR 
b. Sue and Jim are going to visit the Everglades, where they can see alligators. 

BETTER 
c. Sue and Jim are going to visit the Everglades, where tourists can see alligators. 

BETTER 
d. They often visit the Centerville Fruit Farm, where you can pick your own 

strawberries. 
e. They often visit the Centerville Fruit Farm, where they can pick their own 

strawberries. 
 

5. Agreement with indefinite pronouns:  See page 9 of handbook for a list. 
 

6. Clear pronoun reference:   
a. Vague pronoun reference: 
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i. Amy is a wonderful singer, and this was evident in last night’s show. 
(What was evident? Her talent was wonderful, but the word talent is 
not used.) 

ii. Amy is a wonderful singer, and her talent was evident in last night’s 
show. 

b. Unclear and indefinite pronoun reference: 
i. After the tickets slipped between the reports, they were lost. (The tickets 

or the reports were lost?) 
ii. The tickets were lost when they slipped between the reports.  

iii. In Hemingway’s novel The Old Man and the Sea, he creates a character of 
courage, endurance, and honor. (What word is the antecedent of he?) 

iv. In Hemingway’s novel The Old Man and the Sea, the author creates a 
character of courage, endurance, and honor. 


