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Do Things Right


When writing at a college level, you will need a solid foundation of grammar and usage.  The following should, hopefully, constitute a brief review of the principles of English you have learned through the years and present few new concepts.  It is in no way comprehensive, and we will add to it as the year progresses.  You are expected to adhere to these rules of grammar and incorporate these elements of style into your writing.  You should ALWAYS take note of the mistakes you have made on papers and read the instructor’s comments carefully—and hopefully limit the same mistakes in future papers.  When you are provided with the knowledge, it is up to you to do things right.
I.  Clauses (a brief review)

A clause is a group of related words containing a subject and a verb. A clause can be usefully distinguished from a phrase, which is a group of related words that does not contain a subject-verb relationship, such as "in the morning" or "running down the street" or "having grown used to this harassment."

On the most basic level, clauses are either independent or dependent. Independent clauses can stand by themselves as separate sentences, but dependent clauses cannot. Another term for dependent clause is subordinate clause: this means that the clause is subordinate to another element (the independent clause) and depends on that other element for its meaning.  An independent clause, "She is older than her brother" (which could be its own sentence), can be turned into a dependent or subordinate clause when the same group of words begins with a dependent word (or a subordinating conjunction in this case): "Because she is older than her brother, she tells him what to do."
Clauses are also classified as restrictive and nonrestrictive clauses. (The words essential and nonessential are sometimes used and mean the same thing as restrictive and nonrestrictive, respectively.) A nonrestrictive clause is not essential to the meaning of the sentence; it can be removed from the sentence without changing its basic meaning. Nonrestrictive clauses are often set apart from the rest of the sentence by a comma or a pair of commas (if it's in the middle of a sentence).  A nonrestrictive clause might look like this:


Professor Villa, who used to be a secretary for the President, can type 132 words a minute.
II. Types of Sentences

II.a  We can categorize sentences into four main types, depending on the number and type of clauses they contain:

1.  Simple (one independent clause): 

We drove from Connecticut to Tennessee in one day.

2.  Compound (more than one independent clause): 

We were exhausted, but we arrived in time for my father's birthday party.

3.  Complex (one independent clause and at least one dependent clause): 

Although he is now 79 years old, he still claims to be 65.

4.  Compound-complex (more than one independent clause and at least one dependent clause): 

After it was all over, my dad claimed he knew we were planning something, but we think he was really surprised.

II.b  In terms of style, you will also find that sentences are classified as periodic, cumulative, or balanced sentences. Periodic sentences begin with modifying phrases and clauses, sometimes piling them on, and then end with an independent clause.

If, instead of listening to the war-mongers of the military-industrial establishment, the politicians had only listened to what people had been writing in their letters and in the newspaper columns, if they had only listened to what the demonstrators had been shouting in the streets and on the campuses, if they had only listened to what was in their hearts, the war would have ended long ago. (The main independent clause of the sentence is underlined).

II.c  Cumulative sentences, on the other hand, begin with the independent clause and then finish with a flurry of modifying constructions.

I look forward to a great future for America, a future in which our country will match its military strength with our moral restraint, its wealth with our wisdom, its power with our purpose. I look forward to an America which will not be afraid of grace and beauty, which will protect the beauty of our natural environment, which will preserve the great old American houses and squares and parks of our national past, and which will build handsome and balanced cities for our future.

(The main independent clauses of the sentences are underlined).

II.d  A balanced sentence is one where the grammatical construction and the content form a parallel (or balance) between the two halves of the sentence.  Typically, two independent clauses will be balanced with a colon or semicolon, or a comma and a coordinating conjunction:

My fellow Americans, ask not what your country can do for you; ask what you can do for your country.
White chickens lay white eggs, and brown chickens lay brown eggs; so if white cows give white milk, do brown cows give chocolate milk?

The test of our progress is not whether we add more to the abundance of those who have much; it is whether we provide enough for those who have little.


III. Punctuation

III.a Commas
1.  Use a comma to separate clauses in compound sentences.  A comma precedes a coordinating conjunction (for, and, nor, but, or, yet, so) that joins two independent clauses in a compound sentence.


The title may sound important, but administrative assistant is only a euphemism for photocopier.

2.  Use commas to set of nonrestrictive elements.  Nonrestrictive elements are clauses, phrases, and words that do not limit (or restrict) the meaning of the words they modify—they can be left out of the sentence without altering its basic meaning.  Since such words are not essential to the meaning of the sentence, they should be set off from the rest of the sentence with commas.  

The two drivers involved in the accident, who have been convicted of drunken driving, lost their licenses.  They, however, did not have to serve jail time.  [Notice “however” is nonessential here; it is not a conjunctive adverb in this case because it does not connect two independent clauses.]
3.  Use commas to separate three or more items in a series.  Remember to use a comma before the and at the end of the series (this is called the Oxford comma).


History is preoccupied with politics, ideas, and movements.

4.  Use a comma to separate coordinate adjectives. You could think of this as "That tall, distinguished, good looking fellow" rule (as opposed to "the little old lady"). If you can put an and or a but between the adjectives, a comma probably belongs there. For instance, you could say, "He is a tall and distinguished man" or "I live in a very old and run-down house." So you would write, "He is a tall, distinguished man" and "I live in a very old, run-down house." But you would probably not say, "She is a little and old lady," or "I live in a big and purple house," so commas would not appear between little and old or between big and purple.

5.  Use to set off quotations you introduce with a verb (says, indicates, declares, etc.).  


A German proverb warns, “Go to law for a sheep and lose your cow.”


“All I know about grammar,” notes Joan Dideon, “is its infinite power.”

6. Use a comma to set off introductory elements.  It is permissible to omit the comma after a brief introductory element if the omission does not result in confusion or hesitancy in reading. If there is ever any doubt, use the comma, as it is always correct.

Running toward third base, he suddenly realized how stupid he looked.

If you really think about it, grammar should be second nature by now.

7.  Use commas to set off direct address.


James, you may sit there.


Please begin, Hermione.

8.  Use a comma or a set of commas for typographical reasons: between a city and a state [Hartford, Connecticut], a date and the year [June 15, 1997], a name and a title when the title comes after the name [Bob Downey, Professor of English], in long numbers [5,456,783 and $14,682], etc. In writing dates, use a set of commas to make the year parenthetical when the date of the month is included.  Without the date itself, however, the comma disappears:


July 4, 1776, is regarded as the birth date of American liberty.


July 1776 was one of the most eventful months in our history.

Eliminate unnecessary commas!  A common mistake students make is to place a comma anywhere they pause or draw breath (which is different for each reader, and therefore arbitrary).  Try not to use a comma unless you can apply a specific rule to do so.


- Do not use a comma when you introduce a quotation with that.


- Do not use a comma before indirect quotations (one that does not use the speaker’s exact words). 
- Do not use a comma after a question mark or exclamation mark.


- Do not use a comma when before a predicate that begins with because [I missed class because I 
  
was sick.]

III.b  Comma Splice (run-on sentence) 

The comma splice is a very common error that immature writers make because they do not understand when one independent clause ends and another begins.  When two independent clauses are connected by only a comma, they constitute a run-on sentence that is called a comma splice. When you use a comma to connect two independent clauses, it must be accompanied by a coordinating conjunction (for, and, nor, but, or, yet, so [the fanboys]).
Comma Splice:  
The sun is high, put on some sunscreen.

Correct:  
The sun is high, so put on some sunscreen.

Run-on sentences happen typically under the following circumstances:

1) A run-on is created when two independent clauses are connected by a transitional expression (conjunctive adverb) such as however, moreover, nevertheless. The following sentence is a run-on:

Mr. Nguyen has sent his four children to ivy-league colleges, however, he has sacrificed his health working day and night in that dusty bakery.
2) A run-on is created when the second of two independent clauses contains a pronoun that connects it to the first independent clause.  The following sentence is a run-on:



This computer doesn't make sense to me, it came without a manual.

3) A run-on is created when an independent clause gives an order or directive based on what was said in the prior independent clause.  The following sentence is a run-on:

This next chapter has a lot of difficult information in it, you should start studying right away.

The comma splice is easily corrected in one of three ways: use a period to make two sentences, use a coordinating conjunction with the comma to properly join the clauses, or use a semicolon instead of a comma.  The following sentences are correct:

Mr. Nguyen has sent his four children to ivy-league colleges.  However, he has sacrificed his health working day and night in that dusty bakery.


This computer doesn't make sense to me, and it came without a manual.



This next chapter has a lot of difficult information in it; you should start studying right

away.

III.c  Colons

Use a colon [ : ] before a list or an explanation that is preceded by an independent clause (one that can stand by itself). 

The charter review committee now includes the following people: the mayor, the chief of police, the fire chief, and the chair of the town council.

Writers of researched papers will often use a colon to separate an independent clause from a quotation (often of a rather formal nature) that the clause introduces:

The acting director often used her favorite quotation from Shakespeare's Tempest: "We are such stuff as dreams are made on; and our little life is rounded with a sleep."

It might be useful to say, also, when we do not use a colon. Remember that the clause that precedes the mark ought to be able to stand on its own as an independent clause. Its purpose might be strictly to introduce the clause that follows, so it might feel rather incomplete by itself, but grammatically it will have both a subject and a predicate. In other words, we would not use a colon in situations like the following:

Her recipe for gunpowder included saltpeter, dry oatmeal, and ground-up charcoal briquettes. (no 

colon after "included")


His favorite breakfast cereals were Rice Krispies, Cheerios, and Wheaties. (no colon after "were")

One of the most frequently asked questions about colons is whether or not to begin an independent clause that comes after a colon with a capital letter. If the independent clause coming after the colon is a formal quotation which forms a complete sentence, begin that quoted language with a capital letter. See above.  If the explanatory statement coming after a colon consists of more than one sentence, begin the independent clause immediately after the colon with a capital letter:

There were two reasons for a drop in attendance at NBA games this season: First, there was no superstar to take the place of Michael Jordan. Second, fans were disillusioned about the misbehavior of several prominent players.

Otherwise, no capital letter is necessary.

III.d  Semicolons

Use a semicolon [ ; ] between list items that contain commas:

There were citizens from Bangor, Maine; Hartford, Connecticut; Boston, Massachusetts; and Newport, Rhode Island. 

Use a semicolon to separate closely related independent clauses:

My grandmother seldom goes to bed this early; she's afraid she'll miss out on something.

The semicolon allows the writer to imply a relationship between nicely balanced ideas without actually stating that relationship. (Instead of saying because my grandmother is afraid she'll miss out on something, we have implied the because. Thus the reader is involved in the development of an idea—a clever, subliminal way of engaging the reader's attention.).  

When using a semicolon to separate independent clauses in which you need to indicate the relationship between the clauses, do not use coordinating or subordinating conjunctions.  Instead, use conjunctive adverbs such as however, moreover, nevertheless, consequently, as a result, and so on to indicate the relationships between the ideas in the two clauses. “Because” is NOT a conjunctive adverb.

David is doing poorly in school; as a result, his parents have put him on restriction.

Christina received a “B” in AP English Language; nevertheless, her weighted grade-point-average is still a 4.0.

III.e  Dash
A dash is created by typing two hyphens without a space after the word before the dash, without a space in between the hyphens, and without a space after the two hyphens.  Today’s word processors will automatically join the two hyphens to form the dash.

Use a dash to emphasize supplemental or amplifying material:


Strongman Louis Cyr once lifted 588 pounds of the floor—using one finger.

Use a dash to set off interrupting or additional material that is not grammatically connected to the rest of the sentence:

Yellowstone Park’s geyser, Old Faithful, has erupted faithfully—every hour on the hour—for more than eighty years.

Until 1998, only two men—Babe Ruth and Roger Maris—ever hit sixty or more homeruns in a season.

Use a dash to signal an abrupt change in thought within the sentence:

It does not interest me—do I dare say it?—to spend my whole life cooking and cleaning and caring for a sickly old man.

A dash is used similar to commas to set off non-restrictive elements; however, the dash creates more of a pause for the reader and thus draws greater attention to the elements being set off.  Use this sparingly to avoid a choppy feel to your writing.

III.f  Ellipses
An ellipsis [  . . .  ] is used when you are quoting material and you want to omit some words. The ellipsis consists of three evenly spaced dots (periods with spaces in between) with spaces between the ellipsis and surrounding letters or other marks.  Again, an ellipsis is not dot-dot-dot.  It is created by typing a space-dot-space-dot-space-dot-space.  

You should try to avoid using ellipses altogether except for in-class writing that is rushed, but if you must, then only use an ellipsis when omitting words from the middle of a quoted sentence.  When words at the beginning of a quoted sentence are omitted, it is not necessary to use an ellipsis to indicate that words have been left out when you phrase your sentence so that the fragment can fit into the flow of your text.  If words are left off at the end of a quoted sentence, do the same—word the sentence so that the ellipsis is not necessary.  If it is obvious that the quoted sentence/material trails off and there should be more there, indicate this with an ellipses and a period (four dots).  If the need arises to omit one or more whole sentences in the middle of a quotation, you also indicate this with a period and an ellipsis contained in square brackets [.. . . . ].

III.g  Italics, Underlining, and Quotation Marks

Use italics and underlining to distinguish certain words from others within the text. These typographical devices mean the same thing; therefore, it would be unusual to use both within the same text and it would certainly be unwise to italicize an underlined word.  When you write freehand you should underline; however, most word processors are capable of italics, and you should use them over underlining when you type.  Another way to set off text is to enclose it in quotation marks.  Below you will find guidelines for when to use which method:

Titles:  The general rule is to underline or italicize long/major works that stand by themselves.  Shorter or minor works, or works that are a part of something larger, generally go in quotation marks:

Underline or Italicize


Quotation Marks
Books




Chapter titles

Plays




Act titles in a play

Epic Poems



Individual poem titles

TV show or movie title


Episode of a TV show

Magazine title



Article in a magazine

Newspaper title



Article in a newspaper

Names of vehicles (ships, spacecraft, etc.) 
Short stories

Speeches




Song titles

Artwork
Do not use quotation marks in an attempt to emphasize a word or to indicate irony.  When irony or special effect is intended, skillful preparation can take the place of using these quotes. The best writing does not rely on apologetic quotation marks.  If you must, underline or italicize that word instead, or better yet eliminate it or rephrase the sentence to provide its own emphasis.

Punctuation and quotation marks:

In the United States, periods and commas go inside quotation marks regardless of logic.  The placement of marks other than periods and commas follows the logic that quotation marks should accompany (be right next to) the text being quoted or set apart as a title.  Thus,

My father always said, "Be careful what you wish for."
What do you think of Robert Frost's poem "Design"? 

I love "Design"; however, my favorite poem was written by Emily Dickinson.

Occasionally, you may come across a sentence that seems to demand one kind of punctuation mark within quotation marks and another kind of punctuation mark outside the quotation marks. A kind of pecking order of punctuation marks takes over: other marks are stronger than a period and an exclamation mark is usually stronger than a question mark. If a statement ends in a quoted question, allow the question mark within the quotation marks suffice to end the sentence:

Malcolm X had the courage to ask the younger generation of American blacks, "What did we do, who preceded you?"

On the other hand, if a question ends with a quoted statement that is not a question, the question mark will go outside the closing quotation mark:

Who said, "Fame means when your computer modem is broken, the repair guy comes out to your house a little faster"?

If a question ends with a quotation containing an exclamation mark, the exclamation mark will supersede the question and suffice to end the sentence:

Wasn't it Malcolm X who declared, "Why, that's the most hypocritical government since the world began!"
In the United States, we use single quotation marks [ ‘

"'Design' is my favorite poem," he said.

Ralph Ellison recalls the Golden Age of Jazz this way: "It was itself a texture of fragments, repetitive, nervous, not fully formed; its melodic lines underground, secret and taunting; its riffs jeering—'Salt peanuts! Salt peanuts!'"

III.h  Brackets
Use square brackets [  ] to include explanatory words or phrases within quoted language:

Lew Perkins, the Director of Athletic Programs, said that “Pumita Espinoza, the new soccer coach [at Notre Dame Academy] is going to be a real winner.”

If you are quoting material and you've had to change the capitalization of a word or change a pronoun to make the material fit into your sentence, enclose that changed letter or word(s) within brackets:


Espinoza charged her former employer with "falsification of [her] coaching record."

Also within quotations, you could enclose [sic] within brackets (italicize but never underline the word sic) to show that misspelled words or inappropriately used words are not your own errors but are part of an accurately rendered quotation:


Reporters found “three mispelings [sic] in the report” (342).
IV.  Style
IV.a  Active/Passive Voice 

Verbs are said to be either active (The executive committee approved the new policy) or passive (The new policy was approved by the executive committee) in voice. In the active voice, the subject does the action (verb) of the sentence. In the passive voice, the subject of the sentence is neither a do-er or a be-er, but is acted upon. There is nothing inherently wrong with the passive voice, but if you can say the same thing in the active mode, do so (see exceptions below). Your text will have more authority or be more direct, and typically it will be clearer.

[Rhetoric note]: We find an overabundance of the passive voice in sentences created by self-protective business interests and bombastic government writers who use the passive voice to avoid responsibility for actions taken. Thus the passive "Cigarette ads were designed to appeal especially to children" places the burden on the ads, as opposed to the active "We designed the cigarette ads to appeal especially to children," in which "we" accepts responsibility. At a White House press briefing we might hear (again, in passive voice) that "the President was advised that certain members of Congress were being audited" rather than (in active voice) "the Head of the Internal Revenue service advised the President that his agency was auditing certain members of Congress" because the passive construction avoids responsibility for advising and for auditing.  Look for a by phrase or a situation where you could include a by phrase.  In passive construction, something is done to the subject by something or someone.  The by phrase may not be stated in the sentence, but if you can fill one in there is a good chance that the sentence is passive.  In the passive example above, “Cigarette ads were designed (by ________ ) to appeal to children.”

The passive voice does exist for a reason, however, and its presence is not always to be despised. The passive is particularly useful (even recommended) in a few situations:

When it is more important to draw our attention to the person or thing acted upon: The unidentified victim was apparently struck during the early morning hours.

When the actor in the situation is not important: The aurora borealis can be observed in the early morning hours.

When we wish to shift emphasis from what was the object in a first sentence to what becomes the subject in subsequent sentences: The executive committee approved an entirely new policy for dealing with academic suspension and withdrawal. The policy had been written by a subcommittee on student behavior. If students withdraw from course work before suspension can take effect, the policy states, a mark of "IW" . . ..

IV.b  Transitions

Transitions are the words that link ideas together.  They signal to the reader how to read your paper—or how the ideas fit together.  You need to use transitions between ideas in paragraphs as well as between paragraphs themselves.  However, remember that paragraph transitions should be incorporated into the topic sentence of a paragraph.  Do not attempt to transition to (or hint at) the next paragraph’s idea at the end of a paragraph.

Transitional expressions run the gamut from the most simple — the coordinating conjunctions (for, and, nor, but, or, yet, so) — to more complex signals that ideas are somehow connected — the conjunctive adverbs and transitional expressions such as however, moreover, nevertheless, on the other hand.  The question whether one can begin a sentence with a coordinating conjunction often arises.  While some old-school grammarians will balk at the idea, often the initial conjunction calls attention to the sentence in an effective way, and that's just what you want. Over-used, beginning a sentence with a conjunction can be distracting, but the device can add a refreshing dash to a sentence and speed the narrative flow of your text. 

Make a habit of incorporating transitions like these into your sentences: again, also, and, and then, besides, equally important, finally, first, further, furthermore, in addition, in the first place, last, moreover, next, second, still, too, also, in the same way, likewise, similarly, granted, naturally, of course, although, and yet, at the same time, but at the same time, despite that, even so, even though, for all that, however, in contrast, in spite of, instead, nevertheless, notwithstanding, on the contrary, on the other hand, otherwise, regardless, still, though, yet certainly, indeed, in fact, of course, after all, as an illustration, even, for example, for instance, in conclusion, indeed, in fact, in other words, in short, it is true, of course, namely, specifically, that is, to illustrate, thus, truly, all in all, altogether, as has been said, finally, in brief, in conclusion, in other words, in particular, in short, in simpler terms, in summary, on the whole, that is, therefore, to put it differently, to summarize, after a while, afterward, again, also, and then, as long as, at last, at length, at that time, before, besides, earlier, eventually, finally, formerly, further, furthermore, in addition, in the first place, in the past, last, lately, meanwhile, moreover, next, now, presently, second, shortly, simultaneously, since, so far, soon, still, subsequently, then, thereafter, too, until, until now, when . . . (and many more).

Transitions such as first, second, third and so on are boring and simplistic—strive for better.  Transitions such as firstly, secondly, thirdly are not proper English and should never be used (even though you will hear them on TV and see them in the newspaper). 

IV.c  Abbreviations
Typically, you want to avoid using abbreviations in formal academic writing, with the exception of very common abbreviations such as titles (Mr., Mrs., Ph.D.,) long, common phrases (such as IQ, rpm, mph), or words used with numbers (2:00 a.m., 520 B.C.).  You should write out the words versus and et cetera in a formal paper, and avoid using symbols such as (%) or (#).  When in doubt, write it out.

When you are writing a paper which would necessitate the repetition of a long or awkward name, such as the National Aeronautical Space Administration, and you would like to use an abbreviation to make writing and reading easier, the first time you use the name write it out fully and designate the abbreviation you will use in parentheses after it. You have thus assigned that abbreviation to the word, and the reader will then know to what you are referring when you use that abbreviation.  For example:

The National Aeronautical Space Administration (NASA) is scaling back its space shuttle launches.  Jenny Bergstrom, a NASA flight coordinator, notes, “blah, blah, blah . . ..”

IV.d  Contractions
In formal or academic writing (analysis papers, for e.g.) you should avoid using contractions, opting instead to write out both words.  

It’s = it is

don’t = do not

can’t = cannot

I’ll = I will

This does not apply when you are quoting someone else’s words—repeat quoted words exactly as you found them.  In original or less formal papers (expository writing), your intended style should dictate your choice to use contractions or not.  For in-class timed writings when you are rushed, contractions are acceptable but should be kept to a minimum when possible.

IV.e  Things and Stuff
Not many Advanced Placement students would find themselves using the word stuff in a formal paper, but the same should apply for the vague and general things they wish to address.  Thing is about the most random, vague expression in the English language.  It can mean anything, therefore signifying nothing.  As a rule, when you find yourself wanting to use thing, try to define if for yourself—then write the more specific definition you arrived at instead of thing.

IV.f  Numbers
The ages-old rule for numbers is to spell-out numbers zero through nine.  For anything greater, use the Arabic numerals (10, 11, 12, ( are Arabic numerals).  Spell-out any numeral that begins a sentence; in any sentence (or sometimes paragraph) that would contain a mixture of spelled-out numbers and Arabic numerals try to be consistent.  In a paper laden with numbers (your subject involves many percentages or a lot of math), use the Arabic numerals except when beginning a sentence.

Webb’s Guideline: If your paper is not math-heavy or laden with numbers, spell-out any number you can express in one or two words (seventy-nine, one hundred, fifteen million, etc.).

IV.g  Point of View 

You should decide on an appropriate point of view for your essay and stick to it throughout the essay.  The point of view is usually linked to the level of formality or your intended purpose in the paper.  For analysis papers and formal writing, the third person objective point of view is required.  For informal or other expository writing, decide when first person is preferred.  See below for second person.

One sign of an immature writer is an unnecessary dependence on the first person—the phrases “I think” or “I feel” or “In my opinion” should be wiped from your vocabulary when writing, especially in persuasive or argumentative writing.  By placing your name on the title page you are alerting the reader that the contents are indeed your thoughts on the matter—to remind him of it throughout is not only unnecessary, it weakens your stance.  Consider which of the following is stronger:


I feel Michael Jackson is guilty, and he should have been convicted.


Michael Jackson is guilty, and he should have been convicted.

All someone needs to do to thwart the first statement is question your credibility to evaluate legal decisions.  The second is stated universally as though it were a fact—a stronger stance.  

You will rarely find the occasion to use the second-person point of view in academic writing.  This is a very familiar form of address and typically not suited for analysis or formal papers.  In narrative or other expository writing, you may find a need for it.  In a situation when you are referring to the reader specifically, you is appropriate.  However, avoid using it in a general sense to mean people or one.  

V.  Other

V.a  Essay Formatting

Any essay done outside of class should be typed (word-processed) in a 12-point Times style serif font (such as the one used for this handout).  Double-space your work and use the standard one-inch margins that most computer programs and typewriters default to.  Do not try to lengthen a paper by altering either of these—it will stand out against the other seventy papers collected.  Use clean, white paper and only black ink.  Print on only one side of the paper.

Because printers tend to run out of ink/paper inconveniently on the night before a paper is due, purchase a back-up cartridge and ream of paper to keep in your desk drawer.  Otherwise, Kinko’s is open all night every night.

V.b  Title Pages

A properly formatted title page should include an original title for your essay, your first and last name, and your instructor’s name/the course and period/the date of submission.  All of this information should be centered, with the title appearing about 2-3 inches from the top of the page, your name in the center, and the course information at the bottom.  

Do not use the title of the text you analyze as your title.  To Kill a Mockingbird was written by Harper Lee, not you; it is not an appropriate title for an essay you wrote.  Do not italicize, underline, or place quotation marks around your title; instead, simply capitalize all the major words.  

All information on the title page should be printed in the same 12-point Times style serif font as the rest of the paper.  Do not enlarge your title or enhance it with boldface type.  At no point should you try to embellish the title page with graphics or clipart, nor should you submit your essay in any type of folder or binder unless specifically requested to do so—one staple in the upper left corner is all you need.

A Sample title page:

V.c  Headers and Footers

At the top of each page of this packet you see my name and the title of the course and packet.  These are placed in a header (meaning they come at the head of the page).  The page numbers at the bottom are placed in a footer (meaning they come at the foot of the page).  These headers and footers are outside the standard one-inch margins of the page.  

Typically, you may access the header and footer function from the view menu at the top of your word processor.  If it is not located there on your particular word processor use your Help menu to locate it (it will be there somewhere). Whatever you type for a header/footer will appear on every page of the document.  If you wish to paginate your paper as I have, you cannot simply enter a “1” for your footer on page one, or you will get a “1” on the bottom of every page of the document.  Instead, click the “#” button for insert page number and it will automatically number your pages for you.  You will have to type title pages in a separate document to avoid the header/footer information and page numbers from appearing on it. 

V.d  Hyperlinks

A hyperlink is a link to hyperspace—the Internet—in the text of your paper.  If you are typing the works cited page for a research paper and you enter the web address for a website from which you cited information, your word processor will shrink the font by .5, turn the web address blue and underline it, and the turn the mouse pointer into a hand when you move over it.  It is now a hyperlink, meaning you can click on it and jump to the actual website.  This may be great in some situations, but it is inappropriate for a finished paper you will be handing in.  You need to remove the hyperlink.

Do not try to hide the hyperlink by removing the underlining and changing the font color to black, and do not simply print the document in black and white to cover it up.  Instead, right-click your mouse on the hyperlink.  At the bottom of the menu that pops up you will see the word hyperlink.  By moving your mouse over this word hyperlink another menu will pop up, at the bottom of which you will see remove hyperlink.  Left-click this and your hyperlink will become text, just as you intended when you typed it.  If this does not work, consult your Help menu for information on removing hyperlinks.

V.e  Common Errors

In both casual speech and formal writing, we frequently have to choose between the adjective good and the adverb well. With most verbs, there is no contest: when modifying a verb, use the adverb. 

He swims well. 

He knows only too well who the murderer is. 

However, when using a linking verb or a verb that has to do with the five human senses, you want to use the adjective instead. 

How are you? I'm feeling good, thank you. 

After a bath, the baby smells so good. 

Even after my careful paint job, this room doesn't look good. 

Many careful writers, however, will use well after linking verbs relating to health, and this is perfectly all right. In fact, to say that you are good or that you feel good usually implies not only that you're OK physically but also that your spirits are high. 

"How are you?" 

"I am well, thank you."

When your cat died (assuming you loved your cat), did you feel bad or badly? Applying the same rule that applies to good versus well, use the adjective form after verbs that have to do with human feelings. You felt bad. If you said you felt badly, it would mean that something was wrong with your faculties for feeling.

When making a comparison between quantities we often have to make a choice between the words fewer and less. Generally, when we're talking about countable entities, we use the word fewer; when we're talking about measurable quantities that we cannot count, we use the word less. "She had fewer chores, but she also had less energy."  She could have two chores or three chores, but she could not have two energies or three energies. The managers at one local grocery store seem to have mastered this: they've changed the signs at the so-called express lanes from "Twelve Items or Less" to "Twelve Items or Fewer." 

We do, however, use less when referring to statistical or numerical expressions:

It's less than twenty miles to Dallas.


He's less than six feet tall.


Your essay should be a thousand words or less.


We spent less than forty dollars on our trip.

The indefinite pronouns (everybody/anybody/somebody/all/each/every/some/none/one) do not substitute for specific nouns but function themselves as nouns (Everyone is wondering if any is left.)  They are always singular.  A Pronoun/Antecedent Agreement error is one that students frequently make.  

Much of the content for this handout was taken from “The Guide to Grammar and Writing” which is sponsored by the Capital Community College Foundation.









How to Excel in AP Language














By


Joe Student




















Mr. Webb


AP Language and Composition


July 26, 2005









1

