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Follow Grammar Rules
Write Complete Sentences
 A complete sentence contains a subject (a noun that the sentence is about) and a predicate (a verb that tells about the subject). If a sentence is missing a subject or a predicate, it is called a fragment, or an incomplete sentence. If two or more sentences are joined incorrectly, the result is a run-on sentence. Fragments and run-ons should be avoided in formal writing.
	Fragment
	Landed on the flower.

	Complete Sentence
	A bumblebee landed on the flower.

	Run-on Sentence
	A bumblebee landed on the flower, it flew away when the rain started.

	Complete Sentence
	A bumblebee landed on the flower. It flew away when the rain started.


Correct Adjective Order
In a complete sentence, you may want to add a series of descriptive adjectives before a noun. When adding adjectives, you should follow this order: quantity, opinion, size, age, shape, color, origin, material, and purpose.
	Quantity
	two watches

	Opinion
	two stunning watches

	Size
	two stunning, big watches

	Age
	two stunning, big, new watches

	Shape
	two stunning, big, new, round watches

	Color
	two stunning, big, new, round, gray watches

	Origin
	two stunning, big, new, round, gray, Swiss watches

	Material
	two stunning, big, new, round, gray, Swiss, metal watches

	Purpose
	two stunning, big, new, round, gray, Swiss, metal, diving watches


Use Pronouns
To avoid repeating the same nouns over and over again, we use pronouns. A pronoun is a word that takes the place of a noun. One type of pronoun is a subjective pronoun, which functions as a subject of a verb. Another is an objective pronoun, which functions as the object of a verb or preposition. A possessive pronoun is used to describe nouns.
	Pronoun Case
	Examples

	Subjective (I, you, he, it, we, they)
	I went running.

	Objective (me, you, him, her, it, us, them)
	I went running with her.

	Possessive (my, your, his, her, its, our, their)
	We went running in our neighborhood.


Reflexive and intensive pronouns are in the –self form. A reflexive pronoun renames the subject as the object of a verb or preposition. An intensive pronoun is used to add emphasis to a sentence.

	Pronoun
	Examples

	Reflexive
	I gave that present to myself.

	Intensive
	I myself won an award that night.


Correct Pronoun Errors
A pronoun usually refers to an antecedent—an earlier noun, pronoun, phrase, or clause. A pronoun must agree with its antecedent in number and person. Number describes whether the pronoun is singular or plural. Person describes whether the pronoun is first person, second person, or third person.

	Pronoun Property
	Examples

	Singular
	The dog chewed its bone.

The board elected its new president.

	Plural
	The dogs played in their yard.

Ava and Lexie love their new bikes.

	First person
	I just ordered a coffee.

	Second person
	Do you want anything?

	Third person
	He is not home today.


Vague pronouns either have no clear antecedent or have multiple possible antecedents.
	Pronoun Error
	Examples

	No antecedent
	We ate at that lovely new restaurant. They treated us very nicely.

	Multiple possible antecedents
	Tiana met Elina when she was in college.


Use Relative Pronouns and Adverbs
Relative pronouns (who, whose, whom, which, and that) are used to introduce a clause that tells more information about a person or a thing in the main clause. If the clause provides nonessential information, it is framed with commas. Nonessential information is not necessary to understand the sentence. If the clause provides essential information to help readers identify which item is being described, no commas are used.

	where
	Person, subject pronoun
	My roommate, who gets up early, typically makes breakfast for me.

	whose
	Person, possessive
	The family whose house was flooded found shelter in a nearby church.

	whom
	Person, object pronoun
	The police officer who I worked with last year was just promoted.

	which
	Animal or thing, preferred for nonessential information
	The Renaissance Fair, which lasted for six weeks, concluded with a feast.

	that
	Animal or thing, preferred for essential information
	The sculpture that Juan carved is very large.


Relative adverbs (where, when, and why) are used to introduce a clause that tells more information (the place, time, or reason) about a nun in the main clause. The same comma rule applies here. Use commas with nonessential information. Do not use commas with essential or identifying information.

	where
	place
	Let’s eat lunch on this bench, where it is shady.

	when
	time
	Summer is the season when I go hiking in the Rocky Mountains.

	why
	reason
	I don’t know the reason why Sophia canceled the party.


Identify and Use Formal English
Standard—or formal—English follows all of the traditional grammar and usage rules. Colloquial English is conversational, or informal. The type of English you use will depend on what and to whom you are writing. In a text message to a friend, you can use informal English. In a cover letter to a possible employer, you should use formal English.

	Informal English
	Formal English

	I gotta write this paper today.
	I have to write this paper today.

	I am literally dying of boredom.
	I am extremely bored.

	That shirt cost twenty bucks.
	That shirt cost twenty dollars.


Use Correct Sentence Structure
Use Conjunctions, Prepositions, and Interjections
Conjunctions connect sentences, clauses, or words within a clause. A preposition shows the relationship between an object and the words the object relates to. Interjections are similar to exclamations, and sometimes indicate strong feelings. Correlative conjunctions are used in pairs to relate elements of a sentence. A prepositional phrase consists of a preposition, its object, and any words that modify the object.
	Part of Speech
	Examples

	Conjunction
	and, but, for, if, or, since, so, though, yet

	Preposition
	at, by, for, from, in, of, on, to, with

	Interjection
	ah, hey, oh, ow, really, well

	Correlative Conjunction
	both…and, either . . . or, if. . . then, neither . . . nor

	Prepositional phrase
	at midnight, by the park, for our sister, from the west, in five days, of New York, on Tuesday, to the top, with brown eyes


Use Phrases and Clauses
Many sentences contain phrases. A phrase does not have a complete subject-verb pair. A verb phrase is the combination of an auxiliary (helping) verb and a principal (main) verb, as well as any modifying adverbs. A prepositional phrase consists of a preposition, its object, and any words that modify the object. An appositive phrase comes immediately after a noun or noun phrase to define or modify it. 

	Part of Speech
	Examples

	Verb phrase
	She will be leaving quietly.

	Prepositional phrase
	She will leave at midnight.

	Appositive phrase
	Ms. Fowler, the chair of the department, will leave soon.


	Part of Speech
	Examples

	Independent Clause
	She will be leaving quietly.

	Dependent Clause
	Because she left quietly, we didn’t notice she was gone until later.


A dangling or misplaced modifier is a phrase that does not correctly modify the subject closest to it. Modifiers need to be placed next to the nouns they modify.
Choose Different Types of Sentences
There are four different types of sentences. A simple sentence has on independent clause. A compound sentence has at least two independent clauses. A complex sentence has one independent clause and at least one dependent clause. A compound complex sentence has at least two independent clauses and at least one dependent clause. You can use a variety of these sentence types to express different relationships between ideas.
	Sentence Types
	Examples

	Simple
	The independent clause is a simple sentence.

	Compound
	This sentence contains two independent clauses, so it is a compound sentence

	Complex
	Because this sentence contains one independent clause and one dependent clause, it is a compound sentence.

	Compound-Complex
	While this is a dependent clause, this sentence also contains two independent clauses, so it is a compound-complex sentence.


To connect two independent clauses, use a coordinating conjunction (e.g., and, but, or so). To connect a dependent clause to an independent clause, use a subordinating conjunction (e.g., since, if, because). By connecting simple sentences into one sentence, you are showing a stronger relationship between the ideas in the clauses.
Form Verb Tenses
The three major verb tenses are past, present, and future. These tenses can also be broken down into progressive and perfect tenses.

The progressive verb tense consists of the conjugated form of be—which determines if it is past progressive (was), present progressive (am, is), or future progressive (will be)—and the verb’s present participle. The present participle is the –ing form of a verb.

The perfect verb tense consists of the conjugated form of have—which determines if it is past perfect (had), present perfect (have, has), or future perfect (will have)—and the verb’s past participle. The past participle is usually the –ed form of a verb.
	Verb Tense
	Examples
	Verb Tense
	Examples
	Verb Tense
	Examples

	Past
	I walked.
	Past Progressive
	I was walking.
	Past Perfect
	I had walked.

	Present
	I walk.
	Present Progressive
	I am walking. She is walking.
	Present Perfect
	I have walked. He has walked.

	Future
	I will walk.
	Future Progressive
	I will be walking.
	Future Perfect
	I will have walked.


Use Verbs Correctly
Explain Verbals:
Verbals are verb forms that function as nouns, adjectives, or adverbs. There are three types of verbals: gerunds, participles, and infinitives.

A gerund is a present participle (the –ing form of a verb) that acts as a noun.
	Functions
	Examples

	The subject of a verb
	Arriving early won’t make the train depart earlier than scheduled.

	The object of a verb
	I really love his singing.

	The subject complement of a verb
	My favorite pastime is reading.

	The object of a preposition
	We want to improve community health by increasing accessibility to doctors.


The present participle is the –ing form of a verb. The past participle is usually the –ed form of a verb. Both participles typically function as adjectives.
	Functions
	Examples

	An adjective modifying a noun or pronoun
	Blocked in on all sides, I was stuck in the traffic jam.

	An adverb modifying the predicate
	I escaped, blindly pushing through the crowd.


An infinitive is the stem form of the verb, preceded by to. The infinitive can function as an adjective, adverb, or noun. Uses “to” in it.
	Functions
	Examples

	The subject of a verb
	To stay in the shade is my plan for the hot day.

	The object of a verb
	I want to change schools.

	An adjective modifying a noun
	The easiest way to curl your hair is by using hot rollers.

	An adverb modifying the verb or a subject complement
	I am running to catch the 9:30 movie.


Use Verb Voice and Mood
The active voice of a verb indicates that the subject is acting, or performing the verb. The passive voice indicates that the subject is acted on, or is receiving the action of the verb.
Mood indicates the way in which the verb expresses an action or state of being. The indicative mood of a verb is used to express facts and opinions.  The imperative mood is used to express commands, direct requests, and permission. The subject of the verb is understood to be you. The interrogative mood is used to ask a question. The conditional mood is used to express things happening under certain conditions. The subjunctive mood is used to express hypothetical situations and to indicate demands and suggestions.
	Verb Property
	Examples

	Active voice
	Tia broke the branch.

The woman played the harp.

	Passive voice
	The branch was broken by Tia.

The harp was played by the woman.

	Indicative mood
	That book has a green cover.

My car runs well.

	Imperative mood
	Leave me alone.

Go to the corner.

	Interrogative mood
	Will you please leave me alone?

Do you want some sugar?

	Conditional mood
	If you open the door, mosquitoes might fly in.

I would move to California if I retired.

	Subjunctive mood
	If I were you, I’d choose the red one.

He suggested that the sofa be moved back to its earlier position.


Use Correct Punctuation
Capitalization Rules
When writing sentences, it is important to use correct capitalization. You might automatically follow some rules, such as capitalizing the first word of a sentence. Other rules might be harder to remember. Proper nouns, which name specific people, places, or things, are always capitalized. Be careful when deciding if something is a proper noun. The days of the week and months of the year are proper nouns, but the names of the seasons are common nouns, which name general people, places, and things. Also, terms like aunt and uncle are proper nouns when you are naming a specific member of the family (Uncle Jim), but not when you are talking in general terms (My uncle is coming to visit.).
	Capitalize
	Examples

	Personal names
	Mary; Mr. Brown

	Titles
	President Lincoln (but the president); Ambassador Smith (but the ambassador)

	Ethnic groups
	French citizens; Asian Americans

	Places
	California; Lake Michigan; Mars

	Organizations
	the U.S. Senate; the United Nations

	Historical terms
	the Treaty of Versailles; World War II

	Calendar names
	December; Tuesday; Thanksgiving


Write Titles of Works
Titles of works, such as books, journals, newspapers, websites, stories, poems, articles, and plays, must be properly formatted. Titles of books, newspapers, and magazines are italicized. Quotation marks are used around titles of articles, chapters, and stories.
	Format
	Examples

	Italics
	She read the book War and Peace last year.

He was reading The New York Times newspaper.

	Quotation Marks
	The article “The Bill of Rights Today” appeared in that magazine.

We have to rad the chapter “Adding Polynomials” for homework.

Gillian Flynn wrote the short story “The Grownup.”


Use Commas, Parentheses, and Dashes
A comma indicates a break in the structure of a sentence. It identifies a pause that helps readers understand the meaning. A comma is used in several situations:

· before a coordinating conjunction to separate complete thoughts in a compound sentence

· between items in a series

· after introductory elements

· to set off words and phrases that interrupt a thought
	Comma
	Examples

	Place a comma before a coordinating conjunction to separate independent clauses
	I wanted to buy an umbrella, so I went to the store.

	Place a comma between items in a series
	The recipe includes sugar, flour, water, and oil.

	Place a comma after introductory elements.
	If you want to arrive on time, we need to leave now.

	Place a comma to set off the words yes and no, to set off tag questions, and to indicate direct address.
	Yes, Dorie plans to get a job this summer.


The most common coordinating conjunctions used to separate independent clauses in a compound sentence are and, but, and so.
Commas, parentheses, and dashes can be used to break up a sentence. Commas separate phrases with short pauses. Parentheses and dashes separate sentences into distinct parts with longer pauses. All three types of punctuation can be used to set off nonrestrictive clauses, which are elements that are not essential to the meaning of the sentence.
Use Ellipses
Ellipses are a form of punctuation used for two different reasons:

· to show a long pause or trailing thought in a text

· to indicate where quoted material has been eliminated

Ellipses are always formed with three dots. If the ellipsis is placed at the end of a sentence, the period makes a fourth dot. For example:

· “Now let me think . . . ,” said Nari.
· “Can I have cake and . . . ice cream?” pleaded Henry.
· “Four score and seven years ago . . . ,” Lincoln’s address began.
