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Delete Contraction: Don’t use contractions in essays or formal writing. A contraction is a 
shortened form of one or two words (one of which is usually a verb). An apostrophe takes the 
place of a missing letter(s) at the beginning, middle, or end of the word.  
Examples: They shouldn’t talk when they don’t understand the subject.  
Revision: They should not talk when they do not understand the subject.  
Narratives often include contractions, especially in dialogue.  
 
Delete Abbreviation: Don’t use abbreviations in essays or formal writing. An abbreviation uses 
a period to shorten a word or words.  
Examples: So. Dakota is in the U.S.   
Revision: South Dakota is in the United States.  
However, common acronyms may be used in essays or formal writing. An acronym is any 
abbreviation formed from the first letters of each word in a phrase. Frequently used acronyms 
do not require periods.  
Example: They copied the HTML (Hyper Text Markup Language) code.  
 
Positive Word Choice Comment: Accurate and creative word choice are the keys to 
successful writing. You have taken the effort to select words, which mean what you want them 
to communicate and which provide interest and readability in your writing.  
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Nouns, Pronouns, Adjectives 
 
Use Concrete Noun: Avoid using abstract nouns which cannot be perceived by the senses. 
Example: I read the news about the hunger problem in Africa. Instead, use specific, concrete 
nouns which can be perceived by senses. Often strong nouns do not need adjectives. 
Example: I read the article in the Sacramento Bee about the famine and mass starvation in 
Liberia, Africa. 
 
Revise with Noun Phrase or Clause: Revise this section, using a noun phrase or noun clause. 
A noun phrase consists of a noun with any related words.  
Example: The calm and decisive prince served his subjects well.  
A noun clause is a dependent clause that usually begins with if, how, however, that, the “wh” 
words: what, when, where, which, who, whom, whose, why, or the “wh”-ever words: whatever, 
whenever, wherever, whichever, who(m)ever.  
Example: Whatever she told you to do, you should do.  
  
Revise with Gerund: Revise this section, using a gerund or a gerund phrase. A gerund is an 
_ing verb that is used as a noun.  
Example: Driving has become a necessary skill these days. A gerund phrase is an _ing verb, 
connected to related words, and is used as a noun.  
Example: Driving a car has become a necessary skill these days.  
 
Reduce Pronoun Usage: Too many pronouns in a sentence or paragraph create confusion for 
the reader. Replace some of the pronouns with concrete and specific nouns. 
Example: She told her that he got his from them. 
 
Needs Subject Case Pronoun: Revise with a subject case pronoun. Use the subject case 
pronouns: I, you, he, she, and it (singular) or we, you, and they (plural) for these functions: 
▪ The subject of the sentence. A subject case pronoun that is part of a compound subject is 
placed last.  
Examples: Abel and she attended the concert.  
Substitution Trick: Drop other nouns or pronouns in a compound subject to check if the 
remaining pronoun sounds right.  
Example: John and I play video games. Drop and check‒I play video games. 
▪ A predicate nominative, which identifies a subject following a “to be” verb (is, am, are, was, 
were, be, being, been).  
Example: The man who got into trouble is he.  
Substitution Trick: Rephrase the sentence to check if the pronoun sounds right.  
Example: The last one to arrive was he or him. Rephrase‒He, not Him, was the last one to 
arrive. 
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Needs Object Case Pronoun: Revise with an object case pronoun. Use the object case 
pronouns: me, you, him, her, it (singular) or us, you, and them (plural) for these functions:  
▪ A direct object, answering What? or Whom? in response to the verb.  
Example: She hit him.  
▪ Place the object case pronoun last in compound objects.  
Example: The friend gave Kathy and us a bag of chips.  
Substitution Trick: Drop other nouns or pronouns in a compound object to check if the 
remaining pronoun sounds right.  
Example: She gave it to John and me or I. Drop and check‒She gave it to me, not I.  
▪ As the object of a prepositional phrase. 
Example: They smiled at me.  
▪ An indirect object, answering For What? or For Whom? in response to the verb. The indirect 
object is usually placed before the direct object in a sentence.  
Example: He gave her a pen.  
▪ As an object connected to an infinitive (to + the base form of a verb).  
Example: She wants to give them money.  
 
Pronoun Re-statement Error: Don’t restate the subject twice with a pronoun in the same 
sentence. The subject is the “do-er” of the sentence. 
Examples: That dog, which is friendly, he was easy to train.  
Revision: That dog, who is friendly, was easy to train. 
 
Revise Pronoun Antecedent Issue: An antecedent is the word, phrase, or clause to which a 
pronoun refers. Use these revision strategies to clarify the connection between the pronoun and 
its antecedent: 
▪ Place the pronoun close to its antecedent. 
Example: John, just like Peter, enjoyed his sports. 
Revision: John enjoyed his sports, just like Peter.  
▪ Change either the pronoun or antecedent to be more specific.  
Example: He gave the dog his bone.  
Revision: He gave Fido the dog bone.  
▪ Don’t use a pronoun that refers to the object of a preposition. The preposition shows a 
relationship between a word which signals location, position, or time and its object. The 
preposition asks “What?” or “Whom?” and the object follows with the answer.  
Example: In Twain’s Tom Sawyer, he uses political humor.  
Revision: Twain uses political humor in Tom Sawyer.  
▪ Use a singular pronoun to refer to the antecedent when the antecedent is uncountable.  
Example: All of the salt fell out of their bag.  
Revision: All of the salt fell out of its bag.  
▪ Don’t have a pronoun refer to a possessive antecedent.  
Examples: In San Diego’s zoo, they treat their animals well.  
Revision: San Diego Zoo trainers treat their animals well.  
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Correct Relative Pronoun: You used the wrong relative pronoun. Of the relative pronouns: 
that, which, who, whom, and whose, the pronoun that can refer to people or things in general. 
Use which for specific things and who, whom, and whose for specific people, animals, and 
characters.  
Who and Whom Trick: Who is in the subject case and acts upon a verb. Substitute he or they, 
rearrange the sentence to make sense, and check if it sounds right. Whom is in the object case  
and receives the action of the verb. Substitute him or them and check if it sounds right. 
Example: She knows whom she should ask. Substitute, rearrange, and check: She knows she 
should ask him. Him sounds right, so whom is correct.  
 
Correct This, That, These, or Those: You used the wrong demonstrative pronoun or adjective 
here. The words, this and these, refer to nouns or pronouns close to the writer while that and 
those refer to nouns or pronouns away from the speaker or writer.  
Examples: This right here and that by the window (demonstrative pronouns) are heavier than 
these desks in front of me and those tables by the door (demonstrative adjectives).  
 
Correct Possessive Pronoun: The possessive pronouns: my, our, your, his, her, its and their 
must connect to nouns. They are called determiners, because they determine whom belongs to 
the noun.  
Example: Your friend. Your determines whose friend it is. 
Other possessive pronouns: mine, ours, yours, his, hers, and theirs stand on their own and do 
not connect to nouns. 
Example: The pillow is mine.  
Only possessive pronoun determiners can also connect to a gerund (a verb form ending in _ing 
that serve as a sentence subject).  
Examples: His (not Him) cooking is not the best. Their (not Theirs) housekeeping is not the 
best.  
 
Correct Reflexive Pronoun: Reflexive pronouns end in “self” or “selves” and must refer to the 
subject (the “do-er”) of the sentence. These pronouns are necessary to the meaning of the 
sentence: myself, ourselves, yourself, yourselves, himself, herself, itself, and themselves.  
▪ Don’t use a reflexive pronoun as the object of a prepositional phrase without reference to the 
sentence subject. The preposition shows a relationship between a word which signals location, 
position, or time and its object. The preposition asks “What?” or “Whom?” and the object follows 
with the answer. 
Examples: It was done by yourself.  
Revision: You did it by yourself.  
▪ Don’t use a reflexive pronoun as the sentence subject.  
Examples: Joe and myself are playing cards.  
Revision: Joe and I are playing cards.  
▪ Don’t use an object case pronoun (me, you, him, her, it, us, you, them) as a reflexive pronoun.  
Example: I got me a sandwich.  
Revision: I got myself a sandwich. I got a sandwich.  
 

Correct Intensive Pronoun: Intensive pronouns (myself, ourselves, yourself, yourselves, 
himself, herself, itself, and themselves) follow a noun or pronoun to add emphasis. They are 
unnecessary to the meaning of the sentence. Never use ownself (as in my ownself), ourself, or 
hisself, and don’t use commas before or after the intensive pronoun. 
Example: He won hisself the game.  
Revision: He himself won the game. 
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Revise Gender Pronoun Issue: Make both the pronoun and its antecedent (the word, phrase, 
or clause to which a pronoun refers) plural when gender (male or female) does not need to be 
specified.  
Example: Everyone needs his rest.  
Revision: All need their rest.  
 

Revise Adjective Order: An adjective is placed before the noun it modifies (describes, 
identifies, defines, or limits) and answers Which one? How many? or What kind? of the noun. 
Avoid using adjectives that do not add meaning to a sentence, such as interesting, beautiful, 
nice, and exciting. Multiple adjectives follow the Which one? How many? or What kind? order.  
Examples: She saw these (Which one?) two (How many?) handsome (What kind?) men.  
 

Correct Predicate Adjective: A predicate adjective follows a linking verb to modify (describe, 
identify, define, or limit) the noun or pronoun before it. Linking verbs include “to be” verbs: is, 
am, are, was, were, be, being, and been and other state of being verbs, such as become, seem, 
look, feel, smell, and appear. Don’t add the _ly onto the end of a predicate adjective.  
Example: I feel proudly.  
Revision: I feel proud. 
  
Correct Article: An article (a, an, the) is an adjective used before a noun or other adjective. 
The a comes before a consonant sound; the an comes before a vowel sound. Both a and an 
indicate unspecific things, while the is specific.  
Examples: He wanted an egg or a tomato, but I gave him the toast.  
 

Correct Participle: A participle is a verb form that serves as an adjective. Present participles 
end in _ing.  
Example: I hear running water. Past participles end in _d, _ed, or _en; however, some have 
irregular forms, many of which end in _t.  
Examples: said, frightened, given, built 
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Verbs 

Use a More Specific Verb: A verb is a mental or physical action (think, act) or links to the 
subject to create a state of being (is, appears). Using strong and specific verbs often do not 
require adverbs. 
Example: Pedro runs fast toward the end zone. 
Revision: Pedro sprints toward the end zone.  
 
Correct Noun Subject-Verb Agreement: The verb does not match the subject noun (the “do-
er” of the sentence). Follow these rules to match a verb to its noun subject:  
▪ A singular noun subject makes the main verb end in s. A plural noun subject makes the main 
verb not end in s. 
Examples: John walks. John and Marci walk. The children walk. 
▪ If matching a verb to a compound subject (two or more “do-ers” of the sentence) which does 
not include and, match the verb to the last noun in the compound subject.  
Examples: The tigers or the lion roars each day. Neither Tom nor Elena swims.  
▪ Collective nouns that refer to a group of individuals are usually singular.  
Examples: The team works together, but the class does not.  
How to Identify the Subject: To identify the subject noun, first eliminate all prepositional 
phrases and dependent clauses. Next, look for the main verb and then ask “Who?” or “What?” 
The answer is the subject. 
Example: The flavors of his snow cones (prepositional phrase) which he developed last 
summer, (dependent clause) excite my taste buds. The main verb is excite. “Who?” or “What?” 
The answer is the subject: flavors. Because flavors is a plural subject, it determines that the 
verb, excite, must not end in s. 
 
Correct Pronoun Subject-Verb Agreement: The verb does not match the subject pronoun . 
Follow these rules to match a verb to its pronoun subject: 
▪ A singular pronoun subject makes the main verb end in s. A plural pronoun subject makes the 
main verb not end in s. 
Examples: He walks. John and she walk. They walk.  
▪ The first and second person subject case pronouns: I, we, and you match verbs that do not 
end in s.  
Examples: I like it; we love it; but you hate it. 
▪ The third person subject case pronouns: he, she, it, and they match verbs that do end in s. 
Examples: He likes it; she loves it. It pleases everyone and they ask for it. 
▪ An indefinite singular pronoun matches a verb that ends in s.  
Examples: Anybody, Anyone, Anything, Each, Either, Everybody, Everyone, Everything, 
Neither, Nobody, Nothing, No one, One, Somebody, Someone, Something seems loud, not 
seem loud.  
▪ An indefinite plural pronoun matches a verb that does not end in s.  
Examples: Both, Few, Many, Several grow quickly, not grows quickly. 
▪ Indefinite number pronouns: all, any, half, more, most, none, other, and some may be singular 
or plural depending upon the surrounding word clues.  
Examples: None of this helps, but more of these types may do so.  
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Correct Helping Verb: Helping verbs are added before main verbs to indicate present or past 
tense. They suggest an ongoing action, not a one-time event. Use the proper form of these 
verbs: 
▪ The “to do” verbs: do, does, and did connect to infinitives (base forms of the verbs). 
Examples: They do help; Marta does help; Jaime and Luis did help.  
▪ The “to have” verbs: have, has, and had suggest an ongoing action for a specific amount of 
time and connect to past participles (verb forms ending in _d, _ed, or _en and irregular forms, 
many of which end in _t).  
Examples: They have said; Marta has frightened; Jaime and Luis had given  
▪ The “to be” verbs: is, am, are, was, be, being, and been connect to present participles (verb 
forms ending _ing).  
Examples: They are helping; Marta is helping; Jaime and Luis were helping.  
Don’t add more than one word between the helping verb and main verb. 
 
Correct Modal: Modals are verbs which are added before infinitives (base forms of the verbs) 
to indicate a condition in which there are alternative possibilities. The modals: can, could, may, 
might, must, shall, should, will, and would do not change the tense of the verb.  
Examples: They could help (not helped) the teacher if they wanted.  
Modals are often placed before helping verbs, in which case the “to have” and “to be” verbs do 
change the verb endings.  
Examples: They could have helped the teacher if they would have been listening.  
Don’t substitute of for the have after a modal.  
Example: They should of have helped.  
Revision: They should have helped.  
 
Correct Linking Verb: A linking verb follows a subject (the “do-er” of the sentence) and links to 
another word which it modifies (describe, identify, define, or limit). Linking verbs include the “to 
be” verbs: is, am, are, was, were, be, being, been and become, feel, look, seem, smell, sound, 
taste.  
Example: Lori is strong.  
▪ Don’t substitute be or been for is or was.  
Example: He be funny.  
Don’t use the non-standard use of the “do be” or “don’t be” patterns.   
Examples: Do be listening and don’t be talking.  
▪ Don’t use the non-standard was and were.  
Examples: We was friends and it were nice.  
Revision: We were friends and it was nice. 
▪ Don’t drop linking verbs.  
Examples: She nice, but I been nice to her first.  
Revision: She is (was) nice, but I had been nice to her first.  
 
Transitive Verb Error: This transitive verb needs an object. A transitive verb is a mental or 
physical action that acts upon a direct object. The direct object answers Whom? or What? from 
the verb.                     
Example: Lewis gave (transitive verb) a wonderful gift (direct object).  
An intransitive verb is a mental or physical action that acts without an object. Linking verbs are 
all intransitive verbs.  
Example: The baby screams (intransitive verb) loudly.  
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Correct Verb Tense: Don’t mix verb tenses. English has three basic verb tenses to show time. 
▪ The past verb tense adds “_d” or “_ed” at the end of the infinitive (base form of the verb) and 
does the past physical or mental action of the subject (the “do-er” of the sentence). These 
actions are one-time events that took place at a specific time.  
Examples: I asked for it. You appeared interested.  
▪ The present tense does the present physical or mental action. The present verb tense is the 
infinitive (base form of the verb). A singular subject makes the present tense verb end in s 
(except I, we, and you), but a plural subject matches a verb which does not end in s. 
Examples: He swims. Mandy and Mark swim. 
▪ The present tense can be used to generalize or to show repeated action.  
Examples: Everyone knows that wearing helmets prevents injuries. I wake up every morning at 
6:00 a.m.  
▪ The present tense is used to discuss literature, art, movies, theater, and music (even if  
the content is set in the past or the creator is no longer alive).  
Examples: Shakespeare gives his characters unusual problems. Rebecca is an old movie 
classic.  
▪ The future tense is formed with will or shall + the infinitive (base form of the verb) to describe a 
physical or mental action in the future. Traditionally, shall has been used to match the I and we 
pronouns.  
Examples: He will stay, but I shall go.  
Past, present, and future verb tenses are also determined by helping verbs: did and had (past), 
do, does, have, and has (present), will do, will have, and shall (future), and the “to be” verbs: 
was, were, and been (past), is, am, be, and are (present), and will be and shall be (future). 
 
Correct Irregular Verb: An irregular verb does not form its past tense and past participle by 
adding a _d, _ed, or _en ending onto the infinitive (base form of the verb). The most frequent 
irregular verb ending is _t.  
Examples: bent, bit, bought, felt, fought, got, kept, left, sent, shot, wrote 
 
Correct Past Progressive Verb: The past progressive is a verb form that adds an _ing onto 
the infinitive (base form of the verb) and is placed after was or were to describe an ongoing past 
action. Frequently, the word while is used in connection with the past progressive.  
Example: I was day-dreaming while you talked.  
 
Correct Present Progressive Verb Form: The present progressive is a verb form that adds an 
_ing onto the infinitive (base form of the verb) and is placed after is, am, or are to describe an 
ongoing action happening or existing now.  
Example: I am walking to the store. Some verbs can’t use the present progressive form: to be, 
to belong, to care, to cost, to exist, to envy, to fear, to hate, to like, to love, to mind, to need, to 
owe, to want.  
Example: I be fearing it.  
Revision: I fear it.  
 
Correct Future Progressive Verb: The future progressive is a verb form that adds an _ing 
onto the infinitive (base form of the verb) and is placed after a will or shall + be to describe an 
ongoing action that will take place over a period of time in the future (while another action takes 
place) or to describe an ongoing future action that will be briefly interrupted by an action of less 
importance.  
Examples: She will be eating while we play cards. We shall be playing after the junior varsity.  
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Correct Past Perfect Tense Verb: The past perfect is formed with had + the past participle (a 
verb ending in _d, _ed, _en or sometimes an irregular form, such as _t) to describe an action 
that was completed before a specific time or another specific action in the past.  
Example: They had tried to compromise, until the opposition walked out.  
 
Correct Present Perfect Tense Verb: The present perfect verb tense is formed with has or 
have + the past participle (a verb ending in _d, _ed, _en or sometimes an irregular form, such 
as _t) and is used to describe an action that took place at some unidentified time in the past that 
relates to the present.  
Example: He has talked a lot.  
 
Correct Future Perfect Tense Verb: The future perfect tense is formed with will or shall + have 
+ a past participle (a verb ending in _d, _ed, _en or sometimes an irregular form, such as _t) to 
describe an action that will be completed before a specific time or another action in the future. 
Example: The kids will have practiced for ten years by then.  
Don’t use the future perfect tense to begin clauses with when, while, before, after, by the time, 
as soon as, if, unless. Use the present perfect tense instead.  
Example: While you will have acted badly, I never would  
Revision: While you have acted badly, I never would. 
 
Correct Past Perfect Progressive Verb: The past perfect progressive form connects had been 
+ a present participle (a verb ending in _ing) to describe a past continuous action that began in 
the past and continued until another time or event.   
Example: Because I had not been studying, I failed. 
 
Correct Present Perfect Progressive Verb: The present perfect progressive form connects 
has or have + been to a present participle (a verb ending in _ing) to describe an action that 
began in the past, continues in the present, and may continue into the future.  
Example: I have been eating.  
 
Correct Future Perfect Progressive Verb: The future progressive form can connect will have 
been + a present participle (a verb ending in _ing) for an ongoing future action interrupted by 
another action.  
Example: She will have been waiting for one hour when the bus arrives.  
 
Change to Active Voice: In the active voice, the subject (the “do-er” of the sentence) performs 
the action of the main verb. In the passive voice, the subject receives the action. Use the active 
in essays and narratives unless the subject is unknown or unimportant.  
Example: It was said by me.  
Revision: I said it. 
  
Change to Passive Voice In the passive voice, the subject (the “do-er” of the sentence) 

receives the action of the main verb. Use the passive voice when the subject is unknown or 
unimportant. Also use the passive voice in scientific writing to focus on objective data, not the 
sentence subject.  
Example: About 25% received the pill in the research group. Not… I gave the pill to about 25% 
of the research group. 
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Modifiers, Adverbs, Prepositions, Conjunctions 

Correct Comparative Modifier: A comparative modifier is an adjective or adverb that modifies 
two things. Follow these rules to use comparative modifiers correctly: 
▪ Use the suffix “_er” for a one-syllable modifier.  
Example: She is short-er than I.  
▪ Use “_er” or more (less) for a two-syllable modifier.  
Example: He seems more help-ful than they.  
▪ Use more or less for a three-syllable (or longer) modifier.  
Example: Frank was more gen-er-ous than Keith.  
Example: Frank was more gen-er-ous than Keith.  
▪ Use more or less for all adverbs ending in “_ly.”  
Examples: She apologized more con-vin-cing-ly than did her friend.   
 
Correct Superlative Modifier: A superlative modifier is an adjective or adverb that modifies 
three or more things Follow these rules to use superlative modifiers correctly: 
▪ Use the suffix “_est” for a one-syllable modifier.    
Example: Of Rachel, Tim, and Sam, Rachel is the smart-est.  
▪ Use “_est,” most, or least for a two-syllable modifier. 
Example: Of Rachel, Tim, and Sam, Rachel has the most tal-ent).  
▪ Use most (least) for a three-syllable or longer modifier.  
Example: Of the five contestants, Jane spoke most care-ful-ly.  
 
Revise Misplaced Modifier: This modifier is misplaced. A modifier should be placed, whenever 
possible, next to the word it modifies (describes, identifies, defines, or limits).  
Example: The modifier in the following sentences is only: She only requested two appetizers. 
Revision: She requested only two appetizers.  
 
Revise Dangling Modifier: Revise this dangling modifier. A dangling modifier is an adjective or 
adverb which is not directly connected to the subject and so creates confusion for the reader.  
Example: Wanted: Someone to care for an old elephant who does not smoke or drink liquor. 
Explanation: The modifier, “who does not smoke or drink liquor” is not directly connected to 
“Someone” and appears to be connected to “an old elephant.” Obviously, elephants do not 
smoke or drink liquor, but the sentence unintentionally suggests that they do.  
 
Revise Adverb Order: An adverb modifies (describes, identifies, defines, or limits) a verb, an 
adjective, or an adverb by answering How? When? Where? or What Degree? The adverb may 
be found before or after the word or words that it modifies (describes, identifies, defines, or 
limits). Follow these rules to use adverbs correctly: 
▪ Multiple adverbs follow the How? When? Where? or What Degree? order.  
Examples: Carefully, you soon may walk where tigers mostly roam.  
▪ As a matter of good writing style, place shorter adverbial phrases in front of longer ones.  
Example: The family walks around the block after every Thanksgiving Dinner.  
Explanation: The phrase around the block is shorter than after every Thanksgiving.  
▪ As a matter of good writing style, place specific adverbs before general ones.  
Example: It should be exactly where I described, next to the desk, or somewhere over there. 
Explanation: The specific adverbs exactly where and next come before somewhere over there.  
▪ Avoid overusing such adverbs as very that add little meaning to a sentence.  
Example: That is a very interesting idea.  
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Correct Hyphenated Modifier: Both adjectives, which modify (describe, identify, define, or 
limit) nouns and answer Which one? How many? or What kind?, and adverbs, which modify a 
verb, an adjective, or an adverb and answer How? When? Where? or What Degree?, may be 
combined with hyphens (-) to form compound modifiers. 
▪ Use a hyphen to join a compound adjective to modify a single noun or pronoun. Don’t use a 
hyphen if you can use the word and between the two adjectives. 
Examples: world-famous hot dogs; warm, comfortable coat (warm and comfortable, not warm-
comfortable)  
▪ Use a hyphen to join a compound adverb when used before nouns.  
Example: The much-requested song.  
When the compound adverb is after the noun, don’t hyphenate.  
Example: Her wishes were always well known.  
 
Revise Preposition Issue: A preposition is always part of a prepositional phrase. The 
preposition shows a relationship between a word indicating location, position, or time and its 
object. The preposition asks “What?” or “Whom?” and the object follows with the answer. 
Example: He ran up the road.  
Explanation: The preposition, up, asks, “What?” and the object, the road, provides the answer. 
Follow these rules to use prepositions properly: 
▪ Don’t string together more than two prepositional phrases.  
Example: Peter Rabbit ran through the field, under the fence, into the garden.  
Revision: Peter Rabbit ran through the field. Afterwards, he ran under the fence and into the garden.  
▪ Don’t add the of or on prepositions when unnecessary.  
Examples: Get off of my couch. Don’t blame on me for that.  
▪ Avoid ending sentences with awkward prepositions.  
Example: The cook did not know what the pie was made of.  
Revision: The cook did not know the ingredients in the pie.  
 
Needs Coordinating Conjunction: Coordinating conjunctions join words, phrases, or clauses 
of equal importance.  
Examples: I need one or two. He also brought along two water bottles, yet he did not know why. 
Memory Trick (to remember the coordinating conjunctions): FANBOYS (For-And-Nor-But-
Or-Yet-So)  
 
Needs Correlative Conjunction: Correlative conjunctions are pairs of conjunctions which join 
words, phrases, or clauses. The pairs include both-and, not only-but also, either-or, whether-or, 
neither-nor.  
Example: Both Jake and Kenny went to college.  
 
Needs Subordinating Conjunction: A subordinating conjunction begins an adverbial clause to 
indicate time (when), cause-effect (if), or exception (although). The adverbial clause is a 
dependent clause (a noun and a connected verb that does not express a complete thought) that 
is subordinate to (of less importance than) the connected independent clause (a noun and 
connected verb which expresses a complete thought). The subordinating conjunction signals 
that dependent and subordinate position.  
Example: Unless you give me permission, I will not act.  
Explanation: Unless signals that the rest of the clause: “you give me permission” is dependent 
upon and subordinate to the independent clause: “I will not act.”  
AAAWWUBBIS Memory Trick (to remember the subordinating conjunctions): Most 
dependent clauses begin with these words: After, Although, As, When, While, Until, Because, 
Before, If, or Since. 
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Punctuation, Capitalization, Quotation Rules 
 
Correct Speaker Tag Comma: Follow these rules for comma placement with speaker tags (the 
speakers and speech-related verbs) in dialogue: 
▪ Place commas after a beginning speaker tag to the left of the quotation marks.  
Example: He said, “I shouldn’t listen to what you say.”  
▪ Place commas before and after a middle speaker tag to the left of both quotation marks.  
Example: “But if you don’t, he shouted, “you will never win.”  
▪ Place commas before an ending speaker tag to the left of the quotation marks.  
Example: “Okay. I will give you another chance,” he responded.  
Question marks and exclamation points are placed in the same positions as commas.  
 
Correct Direct Address Comma: Follow these rules for comma placement with nouns of direct 
address (the character spoken to) in dialogue: 
▪ If the noun of direct address is placed at the beginning of the sentence, place a comma after 
that noun.  
Examples: Kristen, leave some for your sister. Officer Daniels, I need your help.  
▪ If the noun of direct address is placed in the middle of the sentence, place commas before and 
after that noun.  
Examples: If you insist, Dad, I will. If you insist, Your Honor, I will.  
▪ If the noun of direct address is placed at the end of the sentence, place a comma before that 
noun.  
Examples: Just leave a little bit, honey. Just leave a little bit, you selfish monster.  
 
Correct Commas with Abbreviations: Follow these comma rules with abbreviations: Place 
commas before and after degree or job title, and family title, and Latin abbreviations unless the 
abbreviation ends the sentence.  
▪ Educational degrees and job titles which follow peoples’ last names. Job titles which precede 
names don’t have commas.  
Examples: Maureen Johnson, M.D., became a medical doctor in 2019. Lacy Smith, C.E.O., 
was the first chief executive officer of that corporation. Sgt. O’Rourke became a sergeant and 
Dr. Lang became a doctor in 2018. 
▪ Family titles which follow peoples’ last names. Family titles which follow first names don’t have 
commas.  
Examples: Maurice Small, IV, was listening to John Jr. and John Sr.  
▪ Latin abbreviations 
Example: He likes them all: cake, cookies, etc. (means and so on) 
Example: I love ice cream, e.g., vanilla. (means for example) 
Example: He is goofy, i.e., silly. (means that is or in other words)  
 
Correct Commas in Series: Place commas after each item in lists, except the last one. 
Newspapers, web articles, and some magazines eliminate the last comma; however, most style 
manuals still require the last comma.  
Example: John, Jane, and Jose left early.  
 
Needs Introductory Word(s) Comma: Place commas after introductory words or phrases 
which have special emphasis. Place a comma after introductory prepositional phrases with 
more than four words. 
Examples: First, listen to me. Throughout the rest of the book, the characters do not change. 
From there they went to the party.  
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Correct Comma with Geography: Place commas between related geographical place names 
and after the last place name unless it appears the end of a sentence. When the place name is 
a possessive, this rule does not apply.  
Examples: She lived in Rome, Italy, for a year. Rome, Italy’s traffic is congested.  
 
Correct Comma with Dates: Place commas between the number date and its year and after 
the year unless it appears at the end of the sentence.  
Example: We left town on May 4, 1999, before the storm arrived. 
 
Correct Commas with Adjectives: Place commas to separate coordinate adjectives. 
Coordinate adjectives are two or more adjectives that modify (describe, identify, define, or limit) 
a noun or pronoun in the same way. If you can add and between the adjectives and reverse 
their order, commas must separate them.  
Examples: A friendly, kind man visited us.  
Explanation: A friendly and kind man. A kind, friendly man. Both make sense, so commas are 
required between the coordinate adjectives. 
Don’t use commas to separate cumulative adjectives. Cumulative adjectives are two or more 
adjectives that modify (describe) a noun or pronoun in different ways. If you can’t add and 
between the adjectives and reverse their order, don’t separate them with commas.  
Examples: It’s a big green bug.  
Explanation: It’s a big and green bug. It’s a green big bug. Neither makes sense, so don’t use 
commas between the cumulative adjectives. 
 
Correct Comma with Compound Sentence: Place commas before coordinating conjunctions 
(for, and, nor, but, or, yet, so) to join two long independent clauses. An independent clause is a 
noun and connected verb which tells a complete thought. If one or both of the independent 
clauses is less than five words, no comma is necessary. 
Examples: I liked her so much, and she liked me more than I thought. I love him and he loves 
me. 
▪ Don’t join two independent clauses with a comma. This is known as a comma splice.  
Example: They say they know what they are doing, they really have no idea how to proceed. 
Revision: They say they know what they are doing, but they really have no idea how to 
proceed.  
▪ Use commas before the second of the paired correlative conjunctions to join two independent 
clauses. 
Example: Either he must go, or you must go.  
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Correct Comma with Dependent Clause: A dependent clause includes a noun and connected 
verb, but it does not tell a complete thought. Follow these rules to place commas with 
dependent clauses: 
▪ If a dependent clause begins a sentence, place a comma after the clause.  
Example: When he asked me, I told him. 
▪ If the dependent clause is in the middle of the sentence, place commas before and after the 
clause.  
Example: Jonna was sure, since she had checked, that she had turned the lights off.  
▪ If a dependent clause ends the sentence, don’t begin with a comma.  
Example: She left after I did. 
▪ Place commas before and after (unless it ends the sentence) a dependent clause that begins 
with which, who, whom, or whose if it simply adds information and doesn’t limit the meaning of 
the connected independent clause (a noun and connected verb which tells a complete thought).  
Example: The jacket, which mom wore yesterday, was green.  
▪ Don’t use commas before and after (unless it ends the sentence) a dependent clause that 
begins with which that, who, whom, or whose if it limits the meaning of the connected 
independent clause (a noun and connected verb which tells a complete thought).  
Example: The student who wins the most votes will be elected Student Council President. 
 
Correct Commas with Parenthetical Expression: Place commas before and after words that 
interrupt the flow of the sentence.  
Examples: The best way to see the game, if you can afford it, is in person.  
Place commas to set apart appositives. An appositive is a noun or pronoun placed next to 
another noun or pronoun to identify, define, or describe it. The appositive can be a word, 
phrase, or clause.  
Example: That man, the one with the hat, left town quickly.  
  
 Correct Colon: Follow these rules to use colons properly: 
▪ Use a colon following a noun to signal a list. Don’t capitalize the first word in the list unless it is 
a proper noun.  
Examples: Bring home these items: tortillas, sugar, and milk. Text these people: James, Paul, 
and your mother. 
▪ Use a colon to show a relationship between numbers.  
Example: At 8:02 p.m. the ratio of girls to boys at the dance was 3:1.  
▪ Use a colon to show a relationship within titles. 
Example: Many people are familiar with “Psalm 23” and refer to it as “The Lord is My Shepherd: 
Psalm 23.”  
▪ Use a colon after business letter greetings.  
Example: To Whom It May Concern: Thank you for your employment application.  
 
Correct Semicolon: Use semicolons to join independent clauses (nouns and connected verbs 
which express complete thoughts) with or without conjunctions.  
Examples: Anna showed up late; Louise didn’t at all. Anna showed up late; however, Louise 
didn’t at all.  
Semicolons combine related phrases or dependent clauses.  
Example: The children enjoy jumping into puddles; they love climbing trees; they also like 
making mud pies.  
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Correct Exclamation Point: Use one exclamation point to show strong emotion or surprise at 
the end of intentional fragments (parts of sentences) and exclamatory sentences. Don’t use 
exclamation points in essays or formal writing. 
Examples: Wow! How amazing! The decision really shocked me!  
 
Correct Apostrophe with a Singular Possessive Noun: A possessive is a noun or pronoun 
that serves as an adjective to show ownership. Follow these rules to use singular possessives 
properly: 
▪ When ending in an s having a /z/ sound, place an apostrophe, then an s, or simply end with an 
apostrophe.  
Examples: Charles’s friend or Charles’ friend is fun.  
▪ A singular possessive noun can connect to gerunds (verb forms ending in “ing” that serve as 
sentence subjects).  
Example: Joe’s cooking is not the best.  
▪ Place the apostrophe before the s for singular indefinite pronouns used as possessives. 
Examples: Now it is anybody’s, everybody’s, somebody’s, somebody else’s, either’s ballgame.  
▪ Don’t use an apostrophe with a possessive pronoun (yours, his, hers, ours, yours, its, theirs). 
Examples: That plate is your’s.  
Revision: That plate is yours.  
  
Correct Apostrophe with a Plural Possessive Noun: A possessive is a noun or pronoun that 
serves as an adjective to show ownership. Follow these rules to use plural possessives 
properly.  
▪ For a plural possessive of a singular word that doesn’t end in s, place the apostrophe after the 
s. If the singular and plural forms are spelled differently, place the apostrophe before the s. 
Examples: The girls’ team is good, but the women’s team isn’t.  
▪ For a plural possessive of a singular word that does end in s, add “es” and then the 
apostrophe.  
Example: Our stove worked better than the Thomases’ stove.  
▪ When two or more words share joint ownership, the possessive form is used only for the last 
word.  
Example: Matt and Suzanne’s wedding was the social event of the season.  
▪ When two or more words are combined to show individual ownership of something, the 
possessive form is used for each of the words.  
Examples: Linda’s, Christie’s, and Wendy’s dresses were each individually designed.  
 
Correct Parentheses: Use parentheses following words to identify, explain, or define the 
preceding (before) word, phrase, or clause. 
Examples: That shade of lipstick (the red) goes perfectly with her hair color.  
Ending punctuation is placed outside of words or phrases within parentheses, but inside when 
the parenthetical remark stands on its own as a complete sentence.  
Examples: I want that Popsicle® (the orange one). He was crazy. (He didn’t even know what 
day it was.)  
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Correct Capitalization: Follow these capitalization rules:  
▪ Capitalize proper nouns: named people, places, and things (including titles). Do not capitalize 
an article (a, an, the) that is part of the noun phrase unless it begins the phrase.  
Examples: Alex the Great was honored (person) at U.S. Memorial Auditorium (place) with the 
Smith-Lee Award (thing).  
▪ If the noun is hyphenated, capitalize both words before and after the hyphen when the nouns 
or adjectives have equal importance.  
Example: The Twentieth-Century was haunted by two world wars.  
However, don’t capitalize the word after a hyphen if both words make up a single word or if the 
second word is a participle modifying the first word.  
Examples: Top Twenty Plus-size Models and English-language Arts  
▪ Do not capitalize common nouns: unnamed people, places, things, and ideas.  
Examples: It takes self-control (idea) for a teenager (person) to drive to school (place) in a 
sports car (thing).  
 
Correct Title Punctuation: As a general rule, use quotation marks before and after titles of 
short texts; titles which are parts of a whole; or titles of things that cannot be picked up from a 
desk.  
Examples: articles, television episodes, acts in a play, videos, short stories, reports.  
As a general rule, use italics for titles of long texts; titles of whole things; or titles of things that 
can be picked up from a desk.  
Examples: magazines, newspapers, long narrative poems, movies, albums, television shows, 
plays 
 
Correct Dialogue Quotation: Remember that a change in speaker requires a new paragraph. 
Capitalize the first word in a quoted sentence. Don’t capitalize the first word of a continuing 
quote that was interrupted by a speaker tag.              
Examples: She said, “You are crazy. However,” she paused, “it is crazy to be in love with you.”  
Include quotation marks before and after the speaker’s words. Place commas and periods 
inside (to the left) of the closing quotation marks. 
Examples:  
 “I think you’re wrong,” said Victor. 
 Sal replied, “I know I’m right.”  
When dialogue is interrupted by comments or speaker tags, and then continues in the same 
sentence, begin the rest of the dialogue with a lower case letter.  
Examples: “I realize,” she paused to reconsider, “that I may have been mistaken.” “You are 
crazy. However,” she paused, “it is crazy to be in love with you.”  
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Correct Direct Quotation: Follow these rules for direct quotations: 
▪ When using the exact words of an author, this is known as a direct quotation. Include 
quotation marks before and after the author’s exact words. The citation of the author or title and 
page number are placed within parentheses following the quotation and end with a period. 
Examples: The author stated, “Over 90% of Americans support the law” (Shetler 32). 
▪ Don’t use dropped quotations. A dropped quotation is a direct quotation used without an 
introduction. Always use a signal phrase to introduce a direct quotation. 
Signal Phrase Examples: The author suggests (adds, argues, asserts, cites, claims, 
describes, discusses, emphasizes, lists illustrates, notes, observes, reports, states)  
▪ Place question marks and exclamation points inside (to the left) of quotation marks, if part of 
the quoted sentence, but outside (to the right) if not.  
Examples: Dr. Mosely comments, “What if the studies are proven wrong?” (Shetler 33). Did Dr. 
Mosely mean “studies are proven wrong”? (Shetler 33). 
▪ Colons and semicolons go outside the closing quotation marks.  
Examples: “Ask not what your country can do for you. Ask what you can do for your country” 
(Kennedy): these words were President John F. Kennedy’s most memorable. Kennedy 
explained, "We shall pay any price, bear any burden, meet any hardship, support any friend, 
oppose any foe to assure the survival and success of liberty"; however, he continued, “All this 
will not be completed within the first one hundred days” (Kennedy). 

 
Correct Indirect Quotation: An indirect quotation uses the author’s idea, but not the exact 
words, so no quotation marks are used. The paraphrase must be accurately to preserve the 
source’s ideas. Use only your own words to paraphrase.  
Example: The author said that the species was endangered (Johns 45). 
 
Correct Quotation within a Quotation: Use single quotation marks inside a quotation for a 
quotation or a title in quotation marks within a quotation.  
Example: He asked, “What did Dr. King mean by ‘free at last’ in his famous speech?”  
 
Revising a Direct Quotation: This quotation is too long and can be made more concise (brief) 
without changing the author’s point.  
▪ Remove words from a direct quotation by using the ellipsis (…) inside the quotation marks. 
Only remove information that is irrelevant (that which does not directly apply) from the quotation. 
Example: The author suggests that “Rural counties… face challenges that urban counties do 
not” (Abner 35). 
▪ You may also choose to substitute an unfamiliar word with a better word choice by surrounding 
the new word choice with brackets.  
Example: The rapper sang, “Don’t talk [nonsense] if you don’t wanna hear.” 
▪ Additionally, indicate a spelling or grammatical error by including [sic] following the error.  
Example: The mayor texted, “Why don’t they teach speling [sic] anymore?”  
   
Needs Block Quote Citation: For any quotation of more than four lines, indent one-half inch 
from the margin and double space without quotation marks. If the quotation has more than one 
paragraph, indent the first line of the second paragraph an extra 1/4 inch. 
  
 
 
 
 
 
 

https://penningtonpublishing.com/


     Grades 6−9 e-Comments                                      

Grades 6−9 e-Comments ©2019 Pennington Publishing. Visit Pennington Publishing for ELA instructional programs.  34 

 

Spelling Rules 
 
i before e Spelling Rule Error: Usually spell i before e (believe), but spell e before i after a c 
(receive) and when the letters are pronounced as a long /a/ sound (neighbor). The rule only 
applies to the i and e spelling combination within one syllable, so the rule does not apply to 
words such as sci-ence. The rule doesn't apply to plurals of words ending in "cy."  
Examples: delicacies, frequencies, vacancies.  
Exceptions: neither, either, weird, forfeit, caffeine, height  
  
Final y Rule Spelling Rule Error: Keep the y when adding an ending if the word ends in a 
vowel, then a y (delay-delayed), or if the ending begins with an i (copy-copying). Change the y 
to i if the word ends in a consonant, then a y (pretty-prettiest).  
Examples: employ−employed, baby−babying, lovely−lovelier 
Exceptions: dryly, dryness, shyly, shyness, slyly, and slyness.  
  
Silent e Rule Spelling Rule Error: Drop the silent e at the end of a root when adding a suffix if 
that suffix begins with a vowel (have-having). Some British spellings drop the silent final e when 
the suffix begins with a consonant.  
Examples: judgment and argument.  
Keep the silent e when the ending begins with a consonant (close-closely), has a soft /c/ or /g/ 
sound-then an “ous” (gorgeous) or “able” (peaceable), or if it ends in “ee”, “oe”, or “ye” (freedom, 
shoeing, eyeing).  
 
Double the Consonant Rule Spelling Rule Error: Follow these rules for double consonant 
spellings: 
▪ Double the ending consonant of a root, when adding a suffix (permitted) if all three of these 
conditions are met: 1. The last syllable has the accent (per / mit) 2. The last syllable ends in a 
vowel, then a consonant (permit). 3. The suffix begins with a vowel (ed).  
Examples: admittance, commitment 
▪ Don’t double the ending consonant of a root when adding a suffix if the root ends in k, w, x, y, 
or z.  
Examples: locked, knowing, boxed, saying, lazier  
▪ Don’t double the ending consonant of a root when adding a suffix if the root ends in a vowel 
team followed by a consonant.  
Examples: hauling, howling, appealed  
 
“an” or “en” Suffix Rule Spelling Rule Error: End a word with “ance”, “ancy”, or “ant” if the 
root before has a hard /c/ or /g/ sound (vacancy, arrogance) or if the root ends with “ear” or “ure” 
(clearance, insurance). End a word with “ence”, “ency”, or “ent” if the root before has a soft /c/ or 
/g/ sound (magnificent, emergency), after “id” (residence), or if the root ends with “ere” 
(reverence).  
  
“able” or “ible” Spelling Rule Error: End a word with “able” if the root before has a hard /c/ or 
/g/ sound (despicable, navigable), after a complete root word (teachable), or after a silent e 
(likeable). End a word with “ible” if the root has a soft /c/ or /g/ sound (reducible, legible), after 
an “ss” (admissible), or after an incomplete root word (audible).  
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“ion” Spelling Rule Error: Follow these rules for /ion/ sound spellings: 
▪ Spell “sion” (illusion) for the final zyun sound or the final shun sound (expulsion, compassion) if 
after an l or s. _sion 
▪ Spell “cian” for the final shun sound suffix to indicate a person who does the task of the root 
(musician, magician) and “tion” (condition) in most all other cases. _cian 
▪ Spell “tion” (condition) for the final shun unless after an l or s sound (“_sion”) or unless the 
suffix indicates a person (“_cian”). _tion 
 
Plurals Spelling Rule Error: Follow these rules for plural spellings: 
▪ To form plurals, add s onto the end of most nouns (dog-dogs), even those that end in y (day-
days) or those that end in a vowel, then an o (stereo-stereos).  
▪ To form a plural when a noun ends in these sounds: /s/, /x/, /z/, /ch/, or /sh/, add “es” (loss-
losses, fox-foxes, box-boxes, buzz-buzzes, march-marches, marsh-marshes). To form plurals 
when words end in a consonant, then an o, add “es” (potato-potatoes).  
▪ To form a plural when a noun ends in a consonant, then a y, change the final y to i and add 
“es” (ferry-ferries).  
▪ To form a plural when a noun ends in “fe” or “lf,” change these spellings to “ves” (knife-knives, 
shelf-shelves).  
▪ To form a plural of a name ending in s, add “es.”  
Examples: Jones forms the plural Joneses and Chris forms Chrises.  
▪ Some singular nouns do not change spellings when forming plurals.  
Examples: aircraft, bison, deer, moose, salmon, sheep, swine, fish, and trout.  
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End Comments 
 
Potential: This first draft has real potential. For your second draft, focus your revisions on X 
 
Revisions: The revisions on your first draft have significantly improved this second draft. You 
can continue to develop your writing by X 
 
Chief Strength: The chief strength of this writing is X Use this as a model and do more of this 
throughout X. 
 
Connections: You make a strong connection between X and X. Make more of these 
connections to improve your writing. 
 
Planning: Your writing shows a tremendous amount of careful planning. My key suggestion 
would be X 
 
Research: You have spent a considerable amount of time and made the effort to research this 
topic thoroughly. One more suggestion would be to X 
 
Originality: Your writing demonstrates a significant amount of original thought. To improve your 
final draft, focus on X 
 
Writing Style: Your writing style is consistent and original. I would suggest X 
 
Content: The content and ideas presented throughout are impressive. Consider X 
 
Audience: You have been especially considerate to your audience throughout your writing. 
Think about adding the following: X 
 
Argument: You have built a convincing argument throughout this essay to support your claim. 
To make your argument even more conclusive, try X 
 
Controlling Idea: You have maintained the controlling idea of your thesis statement throughout 
this essay. What you need to do now is X 
 
Characterization: Your character development is creative and thorough in this story. However, 
X 
 
Exposition: The exposition (basic situation) is creatively established at the beginning of your 
story. To move the story along, you might consider X 
 
Plot Development: Your plot development includes all the essential elements of effective story-
telling. For additional revision, you might X 
 
Dialogue: Your use of dialogue is authentic, and you use a variety of speaker tags. You might X 
 
Edit and Complete Final Draft: Spell check and ask others to edit by suggestion additions, 
deletions, corrections, and substitutions. Afterwards, complete your final edit, resolve the 
comments, click the “Editing” tab in the upper right corner of your Google doc and select the 
“Viewing” dropdown to re-read. If satisfied that this is your best work, share your document. I 
look forward to reading your final draft.  
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