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English 10 Grammar Competencies 

Basic Review: 

Clause 

Consists of a subject (noun) +predicate (verb) 

There are two types: Independent clause: contains a subject and a predicate; a sentence with a complete idea 

Dick loves to play fetch with his dog Spot. 

Dependent clause: contains a subject or a predicate but is an incomplete idea that depends on the rest of the 
sentence for complete meaning 

Although Spot is too old to play fetch, . 

Phrase 

Lacks a subject (noun) or a predicate (verb) 


An incomplete thought that relies on the rest of the sentence for complete meaning 


Eating apples and bananas 


to go to the Laundromat 
 . 

.,,a beautiful girl .from New Richmond, 

I 
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birthday 

stayed Hyde estate, preferred 

Coordinating Conjunctions 

Function 

Joins words or groups of words 

KeyWords 

and but 

Punctuation Rule 

Use a comma before the 

Usage 

Use it to join simple sentences 
of the same kind or importance or nor conjunction when it joins two or ideas 

for so sentences (clauses) 
yet 

Examples: There are three methods of joining: words, phrases, clauses 

Eleanor and Franklin looked for sea shells by the sea shore. 
(words) 

John decided to buy a heavy-duty truc
(phrase) 

k after his 40'h but before his retirement. 
(phrase) 

Tim often at his 
(clause) 

Park but Ann 
(clause) 

her smaller house in New Richmond. 
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Although they very game, 

you not, 
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Adverb Clause 

Function KeyWords, Punctuation Rule Usage 

Used as an adverb to modifY 
(describe) a verb, adjective, or 
adverb 

Describes how, when, where, 
why, with what result, to what 
degree 

Introduced by a subordinating 
conjunction: 

when( ever) while 
after before 
smce as 
as soon as as if 
as thought until 
where wherever 
because smce 
so that that 
in order that although 
though even though 
if unless 
whether provided 
that than 

Use a comma after the adverb 
clause, but never before the 
adverb clause 

Adds complexity and 
description 

Allows you to show how or 
why two ideas are related 

Examples: 
were tired after the football they completed their English assignment. 

(adverb clause) 

They completed the English assignment before class started. 
(adverb clause) 

Whether like it or grammar is an important tool for success in any profession. 
(adverb clause) 
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consequently, 

however, 

Conjunctive Adverb 

Function KeyWords Punctuation Rule Usage 

Joins two independent clauses 
to indicate a relationship 
between two ideas 

therefore 
thus 
also 
besides 
meanwhile 
then 
in fact 

however 
nevertheless 
moreover 
consequent! y 
otherwise 
furthermore 
still 

Use a semicolon before the 
conjunctive adverb, then use a 
comma after the conjunctive 
adverb. 

Shows complexity, so use the 
conjunctive adverb that best 
communicates the idea 
relationship 

Examples: 

For early feminists, voting rights were the key to quality; these women focused on suffrage. 
(CA) 

John loves to go fishing on the St. Croix River; his girlfriend Rachel would rather see a movie staring Julia Roberts. 
(CA) 
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downtown, 

NRHS, 

Adjective Clause 

A nonrestrictive 

is widely admired for his washboard abs. 

Function KeyWords Punctuation Rule Usage 

Used as an adjective to modifY Introduced by a relative Nonrestrictive (nonessential) Adds complexity and 
(describe) a preceding noun or pronoun: clauses are set off with description by showing the 
pronoun commas. relationship of ideas 

who whose 
whom which Restrictive (essential) clauses When joining two ideas, put the 
that are not set off with commas. less important idea in the 

adjective clause 

Examples: There are two types of adjective clauses: nonrestrictive and restrictive 

Nonrestrictive adjective clause means that the information is not essential to the meaning of the sentence. In other words, 
you could take the entire clause out of the sentence and the sentence would still have the same meaning. 
clause usually begins with the words which, who, or whom and is separated with commas. 

Walgreens, which is sells candy. 
(adjective clause) 

Steele Remington, who is a senior at 
(adjective clause) 

Restrictive adjective clause means that the information is essential to the meaning of the sentence. It helps make the noun 
more specific and is not set off with commas. 

Students who do their homework always succeed in life. 
(adjective clause) 

!il I '!I 

' ' 
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English assignments 

Infinitive Phrase 

KeyWords Punctuation Rule Usage 

Acts as a An infinitive is the word None Avoid split infinitives. 
noun, adjective, adverb "to" + a verb For example: He wanted to 

every now and then call her. 
togo to eat 

Don't confuse with the 
An infinitive phrase is the preposition "to". For example: 
Infinitive + complement 

Jeb skipped to English class. 
to go skiing to eat candy 

Examples: 

To finish her shift without spilling another soda in a customer's lap is Michelle's goal. 
(infinitive phrase as noun) 

Michelle hopes to finish her shift before the bus load of freshmen students arrive. 
(infinitive phrase as an adverb) 

The best way to survive is to complete them with accuracy and enthusiasm. 
(infinitive phrase as an adjective) 
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Equipped 

using 

Running speed light, 

Riding bucking broncos, 

dangerous 
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Participial Phrase 

Function KeyWords Punctuation Rule Usage 

Used as an adjective to modifY 
(describe) a noun or pronoun 

A participle is a verb ending in 
-mg -ed -en -t 

riding jumped eaten 

A participial phrase is a 
participle + complement 

riding bucking broncos 
driven to succeed 

Use a comma after a participial 
phrase that begins a sentence. 

A participle is easy to confuse 
with a gerund. In order to be a 
participle, there must be a 
subject (noun) that is being 
described. 

Cindy 
quickly learned how to grunt. 
(participle) 

Riding bucking broncos is 
work. (gerund) 

Examples: 

with a modem, a computer can access the Internet. 
(participial phrase) 

A computer a modem can access the Internet. 
(participial phrase) 

at the of Tyler quickly darted out the back door the building. 
(participial phrase) 
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TrippinJ< 

Talking telephone 

seeing suspect. 

talking loudly. 

Arriving asking 

Gerund Phrase 

Function 

Used as a noun 

KeyWords 

A gerund is a verb ending in 
-ing which acts as a noun 
seeing talking surfing 

A gerund phrase is a 
Gerund + complement 

Punctuation rule 

None 

Usage 

The gerund can be the subject 
of the sentence, the object of a 
verb or preposition, or the 
complement of a linking verb. 
(see examples) 

Throwing chicken patties 
security alarms 

Examples: 

on the is a hobby for many students. (used as a subject) 
(gerund phrase) 

The police officer reported the (used as the object of a verb) 
(gerund phrase) 

The senior made his reputation by often and (used as the object of a preposition) 
(gerund phrase) 

late to class is for trouble. (used as a subject, used as a complement of a linking verb) 
(gerund phrase) (gerund phrase) 
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NRHS, 

White, princess by Disney 
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Appositive Phrase 

(appositive phrase) 

Function Key Words Punctuation Rule Usage 

A noun that closely follows None Use commas to set off the Adds complexity by adding 
another noun and renames or phrase from the sentence more specific information 
further identifies that noun 

Can be confused with an 
adjective clause because they 
have similar functions - if 
there's a relative pronoun, it's 
an adjective clause 

Examples: 

Suzy Snodgrass, the valedictorian at hopes to attend the University of Minnesota in the fall. 
(appositive phrase) 

Snow the made famous the Walt movie, actually lived during the Middle Ages. 
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yard, pounced balL 

Parallel Structure 


Function KeyWords Punctuation Rule 

Connects two or more similar None None 

expressions to show a 
relationship The grammatical structure used 

to create parallel structure must 
be consistently used throughout 
the sentence. 

Not Parallel 

Usage 

Adds complexity 

Shows the relationship of ideas 

Examples: 

Tourists come to see the city's museums, (infinitive phrase) 
it's skyscrapers, (noun) 
to hear the opera company. (infinitive phrase) 

Parallel 

Tourists come 	 to see the city's museums, 
to gawk at its skyscrapers, and (all infmitive phrases) 
to hear its opera company 

Tourists come to see the city for its 	 museums 

skyscrapers, and (all nouns) 
opera company. 

FiFi, a Pomeranian Poodle from Peru, bounded across the on the and trotted in circles. 
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KeyWords Usage 

IS 

(parallel structure - all verbs) 

To Be Verbs/Passive vs. Active 

We rely too heavily on these 
verbs; eliminate by using 
precise ideas and vocabulary 

Write sentences where the 
subject does the action (active) 
instead of the subject receiving 
the action (passive) 

Function 

To Be Verbs: 

Am 

Punctuation Rule 

Words that express doing or None 
being 

are 
Was were 
Be being been 

Helping Verbs 
. 

have has had 
do does did 
can could 
will would 
shall should 
may might must 

Examples: 

Passive: uses a helping verb or to be verb and a verb phrases 

The poem will be read by Alice Walker. 
The 1987 Pulitzer Prize in poetry was won by Rita Dove. 

Active: makes the performer of the action the subject of the sentence 

Alice Walker will read the poem. 
Rita Dove won the Pulitzer Prize in 1987. 

11 
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Coorelative Conjunction 

Function KeyWords Punctuation Rule Usage 

To show the relationship 
between similar ideas 

either/or 
neither/nor 
both/and 
not only/but also 
whether/or 

None Must be used in pairs 

The grammatical structure in 
the second half must match the 
grammatical structure in the 
first half (each part must be 
parallel) 

Examples: 

I was advised either to change my flight or to take the train. 

The shutters were not only too long but also too wide. 
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English 9/10 

Revision/Essay Prep 

Revision 

1, 

2. 
3, Create a title page 

\' 4. Create a Works Cited Page 

Title Page 

INSERT THE REQUIRED GRAMMER STRUCTURES (see half sheet) 

Type the title of the essay entered 1/3 down the page. Titles are not simple topics, 

Choose the source type from the red arrow pull down menu (book, newspaper, 

Type your infonnation in the form prompts provided. Fill in as much as possible. 

Make changes in length fonnat, level of analysis, and use of support 

I, 	 Open a word document 
2, 

they are creative uses of language that reflect thoughtfulness 

3, 2/3 down the page type the following (centered, double spaced): 


a. YourName 

b, Instructor Name 

c. 	 Course Name (English I 0) 
d. 	 23 March, 2009 

Works Cited 
I. 	 Go to EasyBib.com 
2. 

webpage etc.) 
· 

3. 

4. 	 At the close of each entry, click on create citation. 
5. 	 Click on MS word (to upload to word document) 
6. 	 Follow the same procedure for every entry. 
7. 	 You should have at least 3 sources, make sure the final page is headed with Works 

Cited at the top and follows alphabetical order. 

1. 	 Go to google.com. Type in son of citation machine. 
2. 	 Click on the first link. 

Op the left hand side chose what type of source you are citing. (book, webpage, 
newspaper, etc.) 

4. 	 Fill in as much infonnation as possible. 
5. 	 Copy and paste into word document. 
6. 	 You should have at least 2 sources, make sure the final page is headed with Works 

Cited at the top and follows alphabetical order. 

http:google.com
http:EasyBib.com
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List of Connective Phrases and Transitions which signal: 

ADDITIONAL FACTS SERIES OF 

again 
also 
and 
another 
besides 
but also 
equally important 

SERIES 

initially 
first 
first of all 
to begin with 

COMPARISON 

as 
as with· 
as though 

CONTRAST CHANGE 

although 
anyhow 
anyway 
at the same time 
but 
by contrast 
despite 

PLACE/LOCATION 

above 
across 
among 
adjacent 

finally 
first 
further 
furthermore 
in addition 
initially 
in the first place 

when out the 

second 
secondly 
third 
thirdly 

also 
by comparison 
in the like manner 

either 
even though 
for all that 
however 
if 
in any event 
in contrast 

below· beyond 
beneath farther 
beside here 
between in 

CAUSE OR PURPOSE 
for this purpose 

all things considered if 
because· in order to 

last 
lastly 
likewise 
moreover 
next 
plus 
secondly 

of 

next 
after that 
afterwards 
to conclude 

in the same way 
likewise 
or 

in spite of 
instead 
nevertheless 
neither 
nonetheless 
nor 
notwithstanding 

into 
nearby 
nearer 
opposite 

since 

to begin with 
then too 
thirdly 
too 

in conclusion 
finally 

similarly 

on the contrary 
on the other hand 
or 
otherwise 
still 
unless 
yet 

over 
there 
under 

toward this end 

for with this object in mind 



SPECIFIC 

RESULT 

accordingly 
as a result 
because 

REPETITION 

all of this means · 

as has been noted 

as has been stated 
finally 

EXAMPLES 

a few of these are 

especially 
for example 

EMPHASIS 

basically
essentially 

TIME 

after 
afterward 
at last 
at length 
as soon as 

AMOUNT 

all 
few 
fewer than 

consequently 
for this reason 
hence 

in brief 
in conclusion 
In essence 
in other words 

for instance 
In particular 
let us consider an example 

certainly 
In fact 

at present 
before 
currently 
finally 
immediately 
in the meantime 

greater 
less than 
more than 

most 
none 
over 

. -· 

thenobviously 
thereforesince 
thusso 

to summarize in short 
on the whole 
that is to say 
to conclude 

the following will illustrate 
to illustrate 
specifically 

then 
until 
when 
whenever 
while 

of course 
truly 

later 
meanwhile 
now 
not long after 
since 
soon 

some 

several 
smaller 

under 
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Some people feel that instant messaging threatens youth 
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:ember 2003 

Instant Messaging: The Language of Youth Literacy 
The English Language is under attack. At least, that is 
r people would have you be_lieve. From coricerned parents 
Librarians, everybody seems to have a negci'tive comment o 

tate of youth Literacy today, and many pin the blame on 
1ology, saying that teaChers often must struggle with 
refuse to use 

of Wendy Leibowitz quo 
Birkerts of Mount Holyoke CoUeg  as saying that students 

J-mine what they read" ing 
ts, in tum, produ "'quickly generated, casual prose" (A ). 

habits and discourages students from ndard literacy 
skills. However, the critics' arguments don't ho up. In fact. IM 
seems to be a beneficial force in the develop t of youth literacy 
because it promotes regular contact with words nd the use of a 
written medium fur communication. 

•

Regardless of one's views on IM, parents an;,ducators appear 
to be right about the decline in youth literacy. Ac. rding to a study 
from the United States Department of Education's. Center for 

between 1998 and 200Z (Persky, Daane. and Jin 
is occurring while 1M usage is on the rise. 

a d American Life Project, 54 percent 
of American youths aged twelve to seventeen have used 1M (qtd. in 
Lenhart and Lewis 20). This figure translates to a pool of SO(IIe 

girls who are avid IM users. Figure 1 graphs how often they used 
certain phonetic replacements and abbreviations. The  plots 
fiequency of replacement.- compafing the number of tim  a word or 
phlilse is used in IM language with the total number of times that it is 
communicated. The x-axis lists specific IM words and phrases. 

My research shows that the Texan girls used the first ten 
phonetic replacements or abbreviations at least 50 percent of the 
time in their normal 1M writing. For example.- for every time one of 

·them wrote  there was a parallel time when was used in its 
place. It appears that the populilr IM culture contains at least some 
elements of its own language. Much of this language seems new; 

_no formal dictionary yet identifies the most common IM words and 
phrases. 

While messaging is widespread and does seem to have its own 

vocabulary, these two factors alone do not mean it h!J-S a damaging 


aging (IM}, which coincides with new computer tech ology. 
thirteen mlllion young instant messagers. Of this group, Pew reports, influence On youth literacy. However, some people claim that the 
half send instant messages every time they go Online. American new technology is a threat to the English Language: 

Instant messaging aUows two individuals to engage i real-time, youths appaiently spend, at a minimum, nearly three miqion hours .. Abbreviations commonly used in online instant 
.en communication; however, many messagers disregar standard per day on IM. Whafs mo . they seem to be using a new vocabulary. messages are creeping into formal essays that 
ng conventions. For example, here is part of an IM con To estab!,ish the existence of an IM language, I analyzed 11,341 students write for credit/ said [sixth-grade teacher] rsation 

Lines of text from IM conversations between U.S. residents aged twelve Debbie frost. "' don't get cohesive thoughts, I . • . 

to seventeen. Young messagers voluntarily sent me chat logs. I went don't get sentences, they don't caPitalize, and they Teen One: sony im talkinto like 10 ppl at a time 
Teen Two: u izzyful person through aU. o  the Logs, recording the number of times I.M Language was 
Teen Two: kwel used in place of conventional English. During the course Of m¥ study, I 

100% 
Teen One: hey i g2g identified fuur I)/pes of IM language: phonetic replacements. acronyms, 

soaloabbreviations, and inanities. An example of phonetic replacement is 
nunicate via IM, but their words do not have to be in using !![for  Another popular type of IM language is the 
ufessional English. acronym; a common one is 121. for Abbreviations are 

 60"/ou 

e 40"/o
-

also common in IM, but I discovered that typical abbreviations, such as ZO"t. 

0"/.use it creates and compounds undesirable reading and  are not new to the English language. Finally, uinanities" include 
completely new expressions and nonsensical variations of other words. ...

'!!', 
.- tr.mscript of an IM conversation was collected on 20 Nov. 2003. In the hat transcripts that I analyzed. the best display of typical 

' 1gers names are concealed to protect privacy. IM lingo came from conversations between two thirteen-year-old Texan 
· Instance;;s-'" 

Fig. 1. Usage af phonetic replacements and abbreviations in IM• 
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metalinguistics 

Hyckleberrv Finn. 

t: 
l{ 

Ten-Year SAT Sc:on 

Indicates Increased Emphasis on Math Yielding Results: 
Reading a.nd Writing Are Cau;es for Co c:ern. 

4nquage Play. 

Higher Education 

Teenage Online: 
the Instant-Message Generation the Internet's Impact 
friendshios and Family Relationships. 

The ReF 
Card· Writing 2002. 

Assodated 
Wire 

The critics of instant messaging are numerous. Scholars of 
netalinguistics. on the other hand, support the claim that 1M -is not 
:famaging to those who use it. One of the most prominent components 
)f 1M language is phonetic replacement. in which a word such as 

 becomes - This t;ype of wordplay has a spedal 
mportance in the development of an advanced Literacy. According to 
la d Qystal, an internationally recognized scholar of Linguistics, as 
1DUng children lecirn haw words string together to express ideas. they 
10 through many phases of language play. The rhymes and nonsensical 
hants of preschoolers are vital to their learning language. and a 
realt:hy appetite for wordplay leads to a better command of language 
1ter in tife (182). 

Crystal uses to refer to the ability to "step back"' 
nd analyze how language works. 1f we are good at stepping back." 
e says6 "at thinking in a more abstract way about what we hear and 
•hat we say6 then we are more likely to be good at acquiring those 
<iUs which depend on just such a stepping bade. in order to be 
Jccessful--and this means, chiefly. reading and writing • .  · • .  [T]he 
reater our ab lity to play with language, . . •  the more advanced will  our command of language as a whole" (181). 

Metalinguistics also inVolves our ability to write in a variety of 
tinct styles and tones. Many critics assume that  1M .Q[ 

:ademic literacy will eventually win out and that the two modes 
111not exist side b  side. However, human beings ordinarily develop 
large range of language abilities, from the formal to the relaxed. 
uk Twain, for example. employed local speech when writing 
alogue for Yet few people would argue that 
tain's knowledge of this form of English had a negative impact on s ability to write in standard English. 

\ 

·'"""'"- · 

0 bedfonlsbnartins.comleasywriter To read this essay in its entirety, eli£ 

Craig 4 Craig  Works Cited have a lot of misspellings and bad grammar. H she 
in any setting. The anonymous owner of the language Web site The Carnahan, Kristin, and Chiara Coletti. Trend in said. -with a[ those glaring mistakes, it"s hard to 
Discouraging Word backs up this idea: Issee the content.., ("Young Messagers, .. par. 2) 

What is necessary, we feeL is that students learn how to 

shift between different styles of writing-that. in other 
words, the abbreviations and shortcuts of IM should be 
USI!d online ... but that they should not be used in an 
essay submitted to a teacher . • . .  1M might even be 
considered . • .  a different way of reading and writing. one 
that requires specific and unique skills shared by certain 
communities. 

The analytical ability necessary for writers to choose an 
appropriate tone and style in their writin9 is me linguistic in nature 
because it involves the comparison of language systems. Thus, young 
people who possess both IM and traditional skills stand to be better 
off than their peers who have been trained only in traditional or 
conventional systems. 

Youth literacy does seem to be declining. But the possibility of 
instant messaging causing the decline seems unlikely when there is 
evidence of other possible causes. According to the College Board, 
which cou.e  data from its test takers, enrollment in English 
composition and graJ�u·�, r classes has decreased in the l.ast decade 
by 14 percent ( amahan a·nd Coletti 11). Simply put. schOols in the 
United StateS are not teaching English as much as they used to. 
Rather than blaming IM alone for the decline in Literacy and test 
scores, we must look toward our schools" lack of focus on the 
teaching of conventional English skills. 

I found that the use of instant messaging does not threaten the 
development or maintenance of formal language skills. The current 
decline in youth literacy is not due to the rise of instant messaging; 
rather, fewer young students seem to be receiving an adequate 

·education in the use of £0nventional English. Unfortunately, it may 
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Student Writing.. 
always be fashionable to blame new toots for old problems, but in 

Of course, just as Mark Twain used djalects carefully in dialogue, the case of instant messaging, that blame is not warranted. Although 
iters ·must pay careful attention to the kind of language they use IM may expose literacy problems, it does not create them. 

_ ..._\<

. _

· . .. _. ...... - - -

http:jwww.Lexis-nexis.com


··· · --- -- ·-"---- ----"'�"·w=--1 · ·,. · ·""] 
I 
I 
 

 " 

J 
 

I 
l 
 

1 2 

I 
 
l 
1 

Maughan's 

---

 
 

 
 

"'-"''""'-" "'""""'-"'"'-'"""-'"""'"""'<""•'"-""'--><".:.""' :  

()_V'f\
-L 

l '" 

v..  I \ 
A·v-

Ir-- ·- .. 
fij..'f iJ:. 

'; 

Sources are 

listed in 

alphabetical 

order. 

The second 

and third 

lines are 

indented. 

Web address 

Is given for 

an electronic 

source. 

! 
;j 

" 
' 
; 

_1
"._R)" '<!.'.,•-V= ,.,,, _,"-.< -  ,,,.,_; .<:•>"-'''""'·'"''' ·''" """U'"""''"' ·N --"lf"'•'""'"'--"'  '"'-'''-'''-''·'· "'""• .... 

. 
-8 

Works Cited 

Askins, Renee. "Releasing Wolves from Symbolism." 

Harpers April 1995: 15-17, 

Begley, Sharon, with Daniel Glick, "The Return of the 

Native." Newsweek 23 Jan. 1995: 53. 

Bergman, Charles, WUd Echoes: Encounters with the Most 

Endangered Animals in North America, New York: 

McGraw-H111, 1990. 

Carpenter, Betsy. "A Precarious Return of the Wolf." U.S. 

News and World Report 16 Jan. 1995: 15. 

Cranford, Marcella. Personal interview. 30 Nov, 1995. 

Endangered Species Act of 1973. Pub, L. 93·205. 28 Dec. 

1973. Stat, 87.884. Sec, 1631. 

Friends of the. Forest. Ketchum, Idaho: Wolf 

Education and Research Center, 1993. 

Johnson, Mark. 11Dual Citizenship Awarded to 

Transported Wolves." International Wolf 5.2 

(1995): )7. 

Maughan, Ralph. "Rose Creek Up_�J: te." Ralph 

Wolf Reports, 27 Nov. 1995, 6 Dec. 1995 

<http: //www.srv.net/ -jjmrin/rosecreekll ·95, htm>. 

Neimeyer, Carter. "Precapture' Operation-,Snaring and 

Radio Collaring of 'Judas' Wolves." International 

Wolf 5.2 (1995): 13, 

Richardson, Valerie. "Decrying Wolves." National Review 

20 Mar. 1995: 28-30. 

_.,.· 

I 
I 


E 1(1. 
OaLU"'' J. 

[I 

<!.."l<M 
Sr"u.' 

http:www.srv.net


only Text 

Method #1 

Vary Your Quote Introductions http ://www2. i vcc.edu/ptasnik/ENG _I 002/vary _your_ quote,_i ntroduct... 

Vary Your Quote Introductions 

Vary your introduction verbs. Don't rely on "says" 

Benjamin explains, 

Benjamin states, 

Benjamin admits, 


In the right context, other words can be appropriate: 

Benjamin argues, 

Benjamin responds, 

Benjamin comments, 

Benjamin repeats, But, don't go crazy: 

Benjamin replies, 

Benjamin answers, 

Benjamin demands, Benjamin warbles, 


Benjamin stutters, 
suggests Benjamin yodels, 
claims Benjamin hoots, 
points out Benjamin verbalizes, 
insists Benjamin gasps, 
demonstrates 
concludes 
observes 
counters 
notes 
implies 
reveals 

Method #2 

Use a complete sentence and a colon 

Instead of: 

Benjamin and his parents briefly discuss his anxieties about the future. He says, "I want it to 

be different" (Graduate), 


Think about using: 

Benjamin and his parents briefly discuss his anxieties. He says that he worries about his 

future: "I want it to be different" (Graduate). 


Method #3 
Introduce the idea after the quote 

Instead of: 

Benjamin sees life as a game, but he does not understand the rules. He says, "Nobody makes 

them up. They make themselves up" (Graduate). 


Think about using: 

Benjamin sees life as a game, but he does not understand the rules. "Nobody makes them up. 

They make themselves up," he says (Graduate). 
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Method #4 
"Weave" several small parts of a quote into sentence, blending them seamlessly into the sentence structure 

Instead of: 

Glaspell describes the Wright's kitchen as "gloomy" (1090). There are many old items, such as 

an "old-fashioned black iron stove," "old iron sink" and "old wooden rocker" (I 090). Mr. 

Wright must have been too tight-fisted to replace or update them. There is also a "uncurtained 

window" and "unpainted table" (I 090). 


Think about using: 

What Glaspell describes as the "gloomy kitchen" demonstrates Mr. Wright's tight-fisted 

nature, as the ''old-fashioned black iron stove," "old iron sink" and "old wooden rocker" have 

not been replaced or updated, and the window and table remain "uncurtained" and 

"unpainted" (I 090). 


Method #5 
Modify and use one of these models: 

"Quotation," character says, suggesting that . . .  

"These are all our good friends, Ben," Mr. Braddock says, suggesting that Ben 
does not have any of his own friends at the party (Graduate). 

"Incomplete quotation." character says, "Finish quotation." 

"Ben," Mr. McGuire says, "I just want to say one word to you --just one word" 
(Graduate). 

When this character says, "Quotation," this character replies, "Quotation." 

When Benjamin says, "Mrs. Robinson, you're trying to seduce me," Mrs. 
Robinson replies, "No, I hadn't thought of it" (Graduate). 

Character shows XYZ when he says, "Quotation." 

Benjamin shows that he does not want to go to the Taft Hotel when he says, 
"Listen, Elaine, it seems to me that there isn't a bar in here" (Graduate). 

When this character says. "Quotation," we can see XYZ. 

When Benjamin says, "All we ever do is come up here and throw off the clothes 
and leap into bed together," we can see that the affair has become tiresome to him 
(Graduate). 

The character does this. saying. "Quotation." 

Mrs. Robinson forbids Benjamin from seeing her daughter, saying, "Listen to me 
very carefully, Benjamin. You are not to see Elaine again. Ever" (Graduate). 

Remember: Double-check your new quote introduction 

Is your quote physically part of a sentence containing your own words? 

Have you used the appropriate punctuation mark? 

According to the University of Toronto's Writing Center web page, "Never sacrifice precision 

of phrasing for the sake of variety." Have you gotten too fancy? Is the introduction awkward? 
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MLA Title Page Format 

Note: 

1. 	 The title is not just a listing of the subject/topic but instead reflects the entire scope of the 

essay. 

2. 	 An effective title often includes a colon which shows the connection between the first part of 

the title (the topic) and the second part of the title (a conclusion about the topic). 

3. 	 Create spaces that look just like the sample. 

4. 	 Write the date as shown in the sample. 

Darwin's Theory of Evolution: 

A Challenge to Christian Beliefs 


Elizabeth Smith 

Humanities 1 03 

Prof. T. Wilson 

March 5, 2005 
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Space and Punctuate Dialogue Correctly 

Writers who fail to punctuate dialogue correctly confuse readers and draw attention to their 
inexperience. So basic is proper punctuation that an editor is unlikely to read past the first page if 
dialogue is handled incorrectly. 

Almost all new writers make mistakes when they punctuate dialogue, whether it is in spacing or 
capitalization, but the rules for all three are few and simple. 

Commas and Periods 

A comma separates dialogue from its dialogue tag, and periods and commas ALWAYS go inside 
the quotation marks. 

Incorrect: "You should be proud of your name", Lin said. 

• 

Correct: "You should be proud of your name, " Lin said. 


The same is true of periods: 


Incorrect: "You should be proud of your name". Lin turned her back on him before she could say 

something she might regret. 


Correct: "You should be proud of your name." Lin turned her back on him ... etc. 


To punctuate dialogue divided by a dialogue tag, place a second comma after the tag, and after 

any words that come between the tag and the continuation of the sentence. 


Incorrect: "If you try," he said his smile persuasive. "You'll find it's easier than it looks." 


Correct: "If you try," he said, his smile persuasive, "you'll find it's easier than it looks." 


When a character takes action after speaking, the action usually begins a new sentence and 

should not be punctuated with a comma, as if it is a dialogue tag. 


Incorrect: "Let's proceed, shall we," Roberta coughed, shuttling her papers. 


Correct: "Let's proceed, shall we?" Roberta coughed and shuttled her papers. 


(Note also that it's preferable to remove the "ing" participial phrase and replace it with the 

conjunction "and" to join the two actions of coughing and shuttling papers.) 

Question Marks and Exclamation Marks 

Both question marks and exclamation marks take the place of commas and periods; they are not 
used in addition to them. Also note that unlike the previous example, a period is correctly placed 
after the dialogue tag because the tag does not divide a single sentence but separates two 
distinct sentences. 

Incorrect: "Watch out!" She yelled. "Do you want to get hurt?" 

Correct: "Watch out!" she yelled. "Do you want to get hurt? 
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Dashes and Ellipses 

To punctuate dialogue correctly, sashes indicate where a sentence breaks off, such as when one 

character interrupts another. Ellipses indicate that the dialogue trails off, such as when one 

character is unsure, or does not want to finish the sentence. 


Incorrect: "I told him we would break his ..." 

"Quiet," he said. "You don't know who's listening." 


Correct: "I told him we would break his-" 

"Quiet." He said. "You don't know who's listening, or even worse ... " 


Spacing 

If indentations are used in the text, indent the first line of dialogue. When one character stops 

speaking and the focus moves to another character's speech or actions begin a new paragraph. 


Incorrect: "Watch out!," She yelled. "Do you want to get hurt?" He shrugged and made a face. 

"Not really." 


Correct: "Watch out!" she yelled. "Do you want to get hurt?" 

He shrugged and made a face. "Not really." 


Keep each character's response and descriptive material with his or her dialogue. 


Incorrect: His eyes dropped to her chest, lingered there, and then moved back up to her face. 

"Pretty locket." 

What nerve! He had deliberately stared at her breasts. Her voice took on a frostier edge. 

"Is there something I can do for you?" 


Correct: His eyes dropped to her chest, lingered there, and then moved back up to her face. 

"Pretty locket." 

What nerve! He had deliberately stared at her breasts. Her voice took on a frostier edge. "Is 

there something I can do for you?" 


Capitalization 

The first word of dialogue is always capitalized. 


Incorrect: He said, "we can be there by morning." 


Correct: He said, "We can be there by morning." 


When dialogue is divided by a speaker attribution, begin the second half of the sentence with a 

lowercase letter, not an uppercase one. 


Incorrect: "We can be there by morning," he said, "If we get started right away." 


Correct: "We can be there by morning," he said, "if we get started right away." 


Never capitalize the dialogue tag. A lowercase letter follows the punctuated dialogue. 


Incorrect: "Yes, it's mine," Said the woman. 




• 

. .. 

Correct: "Yes, it's mine," said the woman. 

More Than One Paragraph of Dialogue 

. 	 When a character has more than one paragraph of dialogue, use closing quotation marks at the 
end of the final paragraph in the sequence only. Omit quotation marks at the end of any 
paragraph directly followed by more dialogue from the same character. 

Incorrect: He said, "We can be there by morning, if the weather holds. It will be all six of us, the 

three kids and Tiny, the St. Bernard." 

"If Charles says anything about the dog, tell him to stuff it." 


Correct: He said, "We can be there by morning, if the weather holds. It will be all six of us, the 

three kids and Tiny, the St. Bernard. If Charles says anything about the dog, tell him to stuff it." 


Punctuate Dialogue: Final tips 

And two fmal tips to help you punctuate dialogue correctly: 


Standard use of quotation marks uses double quotation marks for regular dialogue and single 

quotation marks for anything quoted by a character: 

"When I arrived, he already had her terrified. 'Never again,' I heard him say. 'You've had your 

last chance."' 


Avoid placing quotation marks around thoughts. Written correctly, thoughts need neither 

quotation marks nor italics: Jud slid a registration form across the counter and took advantage of 

the woman's preoccupation to size her up. She said she'd be gone as soon as possible. So 

she was no tourist, but what, then? A real estate agent? That would fit with her business 

attire. 
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