Writing/Proofreading

Standard 3: Students communicate using standard English grammar, usage, sentence structure, punctuation, capitalization, spelling, and handwriting.

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

HYPHENS

GLE: 25a - Use standard English punctuation, including hyphens to separate syllables of words and compound adjectives
A hyphen is a punctuation mark that is used to:

· show the division of a word at the end of a line (coop-erate, pre-sentation).  The division is always between syllables.

· form compound numbers between 21 and 99 (twenty-one, ninety-nine).

· spell out fractions that act as modifiers (one-half cup, two-thirds full).

· form compound adjectives (well-groomed).  A compound adjective is hyphenated when it precedes the word it modifies (a well-groomed dog; a dog that is well groomed).

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

COMMAS & COORDINATING CONJUNCTIONS TO FORM 

COMPOUND SENTENCES
GLE: 25b - Use standard English punctuation, including commas and coordinating conjunctions to separate independent clauses in compound sentences

Use a comma and a coordinating conjunction to separate two independent clauses in a sentence.  An independent clause expresses a complete thought  and can stand alone as a sentence.  

INDEPENDENT CLAUSE = COMPLETE SENTENCE
A coordinating conjunction is a word that connects words or groups of words of equal importance in a sentence.  The coordinating conjunctions are:

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

F = for

A = and

N = nor

B = but

O = or

Y = yet
S = so
Rules for using a comma and a coordinating conjunction to form a compound sentence:

· a compound sentence requires both a comma and a coordinating conjunction
· in a compound sentence, the comma always precedes the coordinating conjunction
EXAMPLES:

I hate to waste a single drop of squid eyeball stew, for it is expensive 

and takes time to make.

I was looking for my notebook, but I couldn’t find it.

I looked under my bed, and I checked my desk drawer.

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

COLONS

GLE: 25c - Use standard English punctuation, including colons after salutation in business letters
A colon is a punctuation mark that:

· introduces a list
                         Bring the following: a tent, batteries, and a flashlight.

· Introduces a long quotation
                                Lincoln said: “Four score and seven years ago….”
· follows the salutation in a business letter
                         Dear Madam:

· separates certain numbers, such as in the time of day
                         4:43 P.M.

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

CAPITALIZATION

GLE: 26 - Capitalize names of companies, buildings, monuments, and geographical names
Capitalize proper nouns.  A proper noun is the name of a particular person, place, thing, or idea.  Students should capitalize:

· people’s names and initials

example:   John F. Kennedy
· personal titles and abbreviations of titles that are used before or after names
       example: 
President Jimmy Carter, Dr. Andrea Mitchell, Martin Luther King, Jr.
· words that indicate family relationships when they are used as part of the name or in direct address


example:
Aunt Birta
· the pronoun I
· names of ethnic groups, countries, languages, and nationalities



example:
Asian, Zimbabwe, English, Moroccan

· names of religions, sacred days and writings, and deities

example:
Judaism, Christmas, the Bible, Allah

Capitalize appropriate words in sentences, titles, and other parts of texts. Make sure to capitalize:

· the first word of a sentence

· the first word in every line of traditional poetry

· the first word in a quotation if it is a complete sentence

· the first word of both the greeting and the closing of a letter

· the first word and all other important words in the titles of literary works, magazines, newspapers, movies, television shows, and works of art (coordinating conjunctions, articles, or prepositions with fewer than five letters are not capitalized)

Capitalize the names of specific places, landmarks, and monuments.  Make sure to capitalize:

· the names of streets and roads 
example:
Michigan Avenue
· the names of cities, states, countries, continents, and planets



example:
Baton Rouge, Illinois, Brazil, South America, Mars

· the names of regions, bodies of water, and mountains



example:
New England, Lake Huron, Mount Everest

· the names of geographic features, landmarks, monuments, and parks



example:
the Grand Canyon, the Statue of Liberty, 





the Washington Monument, Central Park

Capitalize the names of organizations; historical events and documents; and months, days, and holidays.  Make sure to capitalize:

· all important words in the name of an organization or company 



example:
American Medical Association, Speedy Delivery Service

· abbreviations of the names of organizations and institutes



example:
AMA --- American Medical Assoiation





BC --- Boston College

· names of historical events, periods, and documents



example:
the French Revolution, the Roaring Twenties, the Constitution

· names of months, days, and holidays


example:
March, Tuesday, Labor Day

· names of special events and awards



example:
the Olympics, the Pulitzer Prize

· names of school subjects and classes only when they refer to numbered courses or to languages
example:
Algebra I, Spanish
--------------------------------------------------------------------

POSSESSIVE FORMS OF SINGULAR AND PLURAL NOUNS AND PRONOUNS

GLE: 27a - Write paragraphs and compositions following standard English structure and usage, including possessive forms of singular and plural nouns and pronouns

The possessive case of a noun or a pronoun shows ownership or possession.

examples:
Heidi’s comb

no one’s fault


his jacket

two weeks’ vacation


our dog

my stepbrother

To form the possessive case of a singular noun, add an apostrophe and an s.


examples:
a student’s grant
Tanaka’s store




the child’s toy

Tess’s painting


NOTE:  A proper noun ending in –s may take only an apostrophe to form the possessive 

   case if adding –‘s would make the name awkward to say.

examples:  the Netherlands’ climate


       Ms. Andrews’ class

To form the possessive case of a plural noun that does not end in s, add an apostrophe and an s.


examples:
geese’s feathers
men’s clothing




children’s books
feet’s bones

To form the possessive case of a plural noun ending in s, add only the apostrophe.


examples:
boxes’ lids

ten minutes’ time




beetles’ shells

the Ozawas’ address

NOTE:  In general, you should not use an apostrophe to form the plural of a noun.

INCORRECT:  Two boy’s left their books here.

CORRECT:       Two boys left their books here.

Possessive personal pronouns:  my, mine, our, ours, your, yours, her, hers, his its, their, and 

  theirs

Do not use an apostrophe with possessive personal pronouns.


examples:
Is this pencil yours or mine?




Our apartment is smaller than theirs.




Her enchiladas are spicier than his.

To form the possessive case of many indefinite pronouns, add an apostrophe and an s.


examples:
either’s topic




everyone’s favorite



somebody’s notebook
--------------------------------------------------------------------

REGULAR AND IRREGULAR VERB TENSES

GLE: 27b - Write paragraphs and compositions following standard English structure and usage, including regular and irregular verb tenses

A regular verb forms its past and past participle by adding –d or –ed to the base form.

	Base Form
	Present Participle
	Past
	Past Participle

	wash
	[is] washing
	washed
	[have] washed

	hop
	[is] hopping
	hopped
	[have] hopped

	use
	[is] using
	used
	[have] used


NOTE:  Most regular verbs that end in –e drop the –e before adding –ing.  Some regular 

               verbs double the final consonant before adding –ing or –ed.




examples:
cause

causing

caused






drop

dropping

dropped

An irregular verb forms its past and past participle in some other way than by adding –d or –ed to the base form.  

An irregular verb forms its past and past participle in one of the following ways:

· changing vowels

	Base Form
	Past
	Past Participle

	win
	Won
	[have] won

	sing
	Sang
	[have] sung

	hold
	Held
	[have] held


· changing consonants

	Base Form
	Past
	Past Participle

	make
	Made
	[have] made

	lend
	Lent
	[have] lent

	Hear
	Heard
	[have] heard


· changing vowels and consonants

	Base Form
	Past
	Past Participle

	catch
	Caught
	[have] caught

	draw
	Drew
	[have] drawn

	tear
	Tore
	[have] torn


· making no change

	Base Form
	Past
	Past Participle

	burst
	Burst
	[have] burnt

	cut
	Cut
	[have] cut

	hurt
	Hurt
	[have] hurt


NOTE:  If you are not sure about the principal parts of a verb, look up the verb in a current 

               dictionary.  Entries for irregular verbs list the principal parts of the verb.
Common Irregular Verbs

	Base Form
	Present Participle
	Past
	Past Participle

	become
	[is] becoming
	became
	[have] become

	begin
	[is] beginning
	began
	[have] begun

	blow
	[is] blowing
	blew
	[have] blown

	break
	[is] breaking
	broke
	[have] broken

	bring
	[is] bringing
	brought
	[have] brought

	buy
	[is] buying
	bought
	[have] bought

	choose
	[is] choosing
	chose
	[have] chosen

	come
	[is] coming
	came
	[have] come

	do
	[is] doing
	did
	[have] done

	drink
	[is] drinking
	drank
	[have] drunk

	drive
	[is] driving
	drove
	[have] driven

	eat
	[is] eating
	ate
	[have] eaten

	fall
	[is] falling
	fell
	[have] fallen

	feel
	[is] feeling
	felt
	[have] felt

	find
	[is] finding
	found
	[have] found

	freeze
	[is] freezing
	froze
	[have] frozen

	get
	[is] getting
	got
	[have] gotten or got

	give
	[is] giving
	gave
	[have] given

	go
	[is] going
	went
	[have] gone

	grow
	[is] growing
	grew
	[have] grown

	have
	[is] having
	had
	[have] had

	hear
	[is] hearing
	heard
	[have] heard

	hit
	[is] hitting
	hit
	[have] hit

	hold
	[is] holding
	held
	[have] held

	keep
	[is] keeping
	kept
	[have] kept

	know
	[is] knowing
	knew
	[have] known


--------------------------------------------------------------------
HOMOPHONES

GLE: 27c - Write paragraphs and compositions following standard English structure and usage, including homophones
Homophones are words that sound alike but have different meanings and (usually) spelling.
Homophone Reference List 

to too  two 

meet meat 

eight ate 

threw through 

ceiling sealing 

piece peace 

side sighed 

herd heard 

hire higher 

weather whether 

pair pear 

bare bear 

cent sent 

there they’re their 

be bee 

break brake 

due dew do 

hall haul 

know no 

made maid 

nose knows 

flew flu  

flower flour 



cereal serial 

hour our 

lesson lessen 

die dye 

blew blue 

mail male 

minor miner 

dear deer 

feet feat 

pause paws 

wait weight 

whole hole 

tale tail 

sees seas 

steel steal 

some sum 

pale pail 

seen scene 

waste waist 

sale sail 

right write

road rode

--------------------------------------------------------------------
PREPOSITIONAL PHRASES

GLE: 28a - Apply knowledge of parts of speech in writing, including prepositional phrases

A preposition is a word that shows the relationship between a noun or a pronoun and another word in the sentence.


examples:
Your math book is underneath your coat, Allen.




[The preposition underneath shows the relationship of coat to book.]




The one behind us honked his horn. [The preposition behind shows the 

relationship of us to one.]

Commonly Used Prepositions

	aboard
	by
	past

	about
	down
	since

	above
	during
	through

	across
	except
	throughout

	after
	for
	to

	against
	from
	toward

	along
	in
	under

	among
	inside
	underneath

	around
	into
	until

	at
	like
	up

	before
	near
	upon

	behind
	of
	with

	below
	off
	within

	beneath
	on
	Without

	beside
	out
	

	between
	outside
	

	beyond
	over
	


A preposition always has at letast one noun or pronoun as an object.  This noun or pronoun is called the object of the preposition.  The preposition, its object, and any modifiers of the object make up a prepositional phrase.  Generally, the object of the preposition follows the preposition.


example:
The pile of dry leaves had grown much larger.




[The preposition of relates its object, leaves, to pile.  The adjective dry 
modifies leaves.]

A preposition may have more than one object.


example:
The flea collar is for cats and dogs.

[The preposition for has the two objects cats and dogs.]

--------------------------------------------------------------------
INTERJECTIONS FOR EMPHASIS

GLE: 28b - Apply knowledge of parts of speech in writing, including interjections for emphasis

An interjection is a word that expresses emotion.

An interjection has no grammatical relation to the rest of the sentence.

Often, an interjection is followed by an exclamation point.

examples:
Aha! I knew you were hiding there.



Oops! I punched in the wrong numbers.




Is that a wasp?  Ouch!

Sometimes an interjection is set off by a comma or a pair of commas.

examples:
Well, what do you think?



The fish weighed, oh, about three pounds.



It’s time to go, alas.

Common Interjections

	aha
	hey
	ouch
	whew

	alas
	hooray
	ow
	wow

	aw
	oh
	ugh
	yikes

	goodness
	oops
	well
	yippee


--------------------------------------------------------------------
CONJUNCTIONS AND TRANSITIONS TO CONNECT IDEAS

GLE: 28c - Apply knowledge of parts of speech in writing, including conjunctions and transitions to connect ideas
A conjunction is a word that joins words or groups of words.

A coordinating conjunction joins words or word groups that are used in the same way.

Coordinating Conjunctions

and    but    for    nor    or    so    yet

          Conjunctions Joining Words:

examples:
beans and rice


movies or television



sad but true


Egypt, Italy, and Spain

          Conjunctions Joining Phrases:

examples:
go for a walk or read a book



after breakfast but before lunch




cooking dinner and fixing breakfast

          Conjunctions Joining Clauses:

examples:
I wanted to call, but it was late.



The deer ran, for they smelled smoke.



We knocked on the door, and they answered.


NOTE: The word for can be used either as a conjunction or as a preposition.



Conjunction:  
The zebra turned toward the watering hole, for it was getting thirsty.





[For joins the two sentences.]



Preposition:
The zebra lay down in the shade for a nap.





[For shows the relationship between the object nap and the verb lay.]

Correlative conjunctions are pairs of conjunctions that join words or word groups that are used in the same way.
Correlative Conjunctions

both………..and              not only………..but also

either………..or               whether………..or

neither………..nor

examples:
Both Michael Jordan and David Robinson planned to play in the charity 

softball game. [two nouns]



Chris turned neither to the west nor to the east.



[two prepositional phrases]



Not only did Babe Didrikson Zaharias set world records in track and field, 

but she also won more than fifty golf tournaments. [two independent 

clauses]

Transitions - Words That Connect Ideas 

     Carefully arranged ideas help make a paragraph coherent.  Sometimes it is easy to tell how ideas are related.  In a story, for example, one event usually follows another.  This order helps you understand what happens in the story.

     Sometimes, though, the reader needs help to see how ideas are arranged.  Special words help show how ideas are related.  These words are called transitional words and phrases.  They are connectors that tie one idea to another, one sentence to another, or one paragraph to another.  The following chart lists some common transitional words and phrases.

Transitional Words and Phrases

Showing Similarities:

also                      another

in addition           too

and                      like

Showing Differences:

although              however

but                       instead

Showing Causes and Effects:

as a result            since

because               so

Showing Time:

after                    next

before                 second

finally                 then

first                     when

Showing Place:

above                 here

around               nearby

across                there

behind               under

Showing Importance:

first                    mainly

last                     most important
