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This guide has been developed for use by all teachers
and students in the preparation and presentation of
written work. The ideas for this stylebook came from
various sources.
The purpose of this handbook is to provide faculty
and students with a consistent foundation for
communicating ideas via composition.
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The Writing Process
The preparation of written communication follows a process. The process
consists of steps, which, if followed, will aid the writer in presenting his/her best
writing.

Step 1:

Prewriting

The prewriting step in the writing process provides the writer with thinking
time. This step encourages the writer to discuss and explore topics.
Prewriting is important because it allows the writer to work through the
composition before picking up a pencil to complete the rough draft. During
this step, the writer makes plans for the composition. Brainstorming,
listening, clustering, and outlining are all effective ways to develop a topic.

Step 2:

Drafting

Get it on paper! During this step of the process, the writer concerns
himself/herself with getting thoughts down on paper. The prewriting plan
must be utilized in this step.
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Step 3:

Revising

When the writer begins to revise, he/she shapes the rough draft. Revision
presents an opportunity for the writer to select the best words to express
his/her ideas. Is the meaning clear? Are the ideas just as the writer wants
them? During the revision process, the writer must read his/her paper aloud
to himself/herself. The writer then asks the following questions:
-Did I follow the assignment?
-Does the composition sound right?
-Is it easy to read?
-Have I checked for problems in the areas for which the paper will be
checked? (focus correction areas)
At this point in the process, the writer asks another person to read the paper
aloud. Hearing the composition read helps the writer make additional
revisions. The writer should not hesitate to alter the rough draft. Revisions
make the paper the best it can be.
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Step 4:

Proofreading

The proofreading step in the writing process asks the writer to look for errors
in spelling, punctuation, capitalization, etc. The errors or possible errors the
writer discovers demand correction in this step. (See pages 2-12 of the Form
Manual.)
The writer might try reading the paper from the end to the beginning to help
him/her spot spelling errors. Spelling, mechanics, and usage errors can
stand in the way of the writing being understood by the reader. The writer
must seize the opportunity to eliminate errors.

Step 5:

Preparing Final Copy

At this point in the process, the paper will be complete. The writer now
carefully follows directions that guide him/her in the writing of the paper in
acceptable form. The writer will find this step the easiest in the process, if the
instructions included in this booklet are followed. (See pages 14-15)
On the following pages, this handbook will take you, the writer, through the
five steps of the writing process. The procedure for each step will be
explained first, and then a sample writing of each step will be shown. If you
put forth the effort to go through these five steps each time you write, you can
present your finished copy in the best light and can be proud of your work.
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Prewriting

When doing the Prewriting steps, you should do the following:
-Choose a topic.
-List details concerning your topic as you think of them.
- Organize details in the order you will use them; cross out any you decide
not to use.
-State the purpose of your writing. Do you want to inform, to explain, to tell a
story, to describe, to express an opinion?
-Determine the audience for writing.
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Sample Rewriting Notes
1.

Possible topics
a trip to the zoo
the best television commercials
frightening moments
a pet I’ve always wanted

2.

Narrowed topic
my bicycle accident

3.

Specific details
1.

happened Friday morning

2.

got new bike for birthday in August
got a new look also
birthday party was at night

3.

unlocked bike and rode into street

4.

eating an apple as I rode

7.

came around corner, swerved to miss my friend

8.

lost control, flipped over handlebars

9.

landed on lawn and tore pants

12.

what my friend said about the accident

13.

spokes bent and hand breaks broken

10

bruised shoulder
dislocated my shoulder last year

11.

grass burns on knees

6.

late for school twice that week already

5.

peddling fast because I was late

Purpose
To describe the accident and to tell how it happened
Audience
Classmates
A.A.S.D. Writer’s Handbook
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organize details in chronological
order;
eliminate details not to be used

Drafting

The procedure for preparing a rough draft follows:
-Use ink or pencil to complete the rough draft.
-Use lined paper, leave ample margins, and write on every other line
-Provide room for understandable revision.
-Read your complete rough draft aloud to yourself.
-Have someone read your rough draft to you. Hearing your paper read can
reveal to you many necessary places for revision.
-Allow time, ideally a day or two, between the writing of the rough draft
and the revision process.
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Sample First Draft
A Frightening Moment

1.

Friday morning I unlocked my bike. I rode into the street.

2.

I got my bike in august for my birthday. I was eating

3.

an apple and I was peddling fast because I was late

4.

and I was late 2 times this week already. no cars

5.

at the intersection. I come around the corner I almost

6

ran into my freind and I swerved to miss him and my

7

tire slipped and I went over the handlebars and slid across

8

the lawn. Tore my pants. Bruised my clavicle

9

and had grass burns on my knees. My freind said it was

10.

cool but it wasn’t and my spokes were bent and the

11.

hand breaks were broken and I’ll never ride like that again.

*NOTE: FIRST DRAFTS WILL CONTAIN ERRORS.
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Revising

To revise your writing, you will again read the paper aloud. Ask yourself the
following questions:
-Did I make sure that I achieved my purpose for this writing?
-Is my paper easy to read?
-Did I use words and details suitable for my audience?
-Did I rewrite any confusing sentences and/or paragraphs?
-Did I make sure that my information is in logical order?
-Did I omit any unnecessary or unrelated words, phrases, or details?
-Did I add any necessary words, phrases, or details I had omitted?
-Did I avoid sentence fragments, run-on sentences, or other awkward
sentence structures?
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Sample First Draft Revision
A Frightening Moment

1.

Friday morning I unlocked my bike. I rode into the street.

2.

I got my bike in august for my birthday. I was eating

3.

an apple and I was peddling fast because I was late

4.

and I was late 2 times this week already. no cars

5.

at the intersection. I come around the corner I almost

6

ran into my freind and I swerved to miss him and my

7

tire slipped and I went over the handlebars and slid across

8

the lawn. Tore my pants. Bruised my clavical

9

and had grass burns on my knees. My freind said it was

10.

cool but it wasn’t and my spokes were bent and the

11.

hand breaks were broken and I’ll never ride like that again.
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Sample Second Draft
A Frightening Moment

1.

Friday morning i unlocked my new, ten-speed bike and

2.

rode into the street. I was peddling fast because I was

3.

late for school, and I was eating an apple as I rode, There

4.

weren’t any cars at the innersection, but as I come around the

5.

corner I almost ran into my freind on his bicycle. I swerved

6.

to miss him and my front tire skidded. I flew over the handlebars

7.

and slid across the lawn. I tore my pants, bruised my

8.

shoulder, and had grass burns on my knees. My spokes were

9.

bent and the hand breaks were broken. My freind said my wreak

10.

was exciting, but to me it was just painful. I’ll never ride

11.

so carelessly again.
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Proofreading

Before you write the final copy, check your composition one last time. You
should make sure of the following:

1.

correct spelling

2.

standard usage

3.

proper capitalization

4.

correct punctuation

The composition should now be free of errors and ready for the final draft.
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Sample Second Draft Proofreading
A Frightening Moment

1.

Friday morning i unlocked my new, ten-speed bike and

2.

rode into the street. I was peddling fast because I was

3.

late for school, and I was eating an apple as I rode. There

4.

weren’t any cars at the innersection, but as I come around the

5.

corner I almost ran into my freind on his bicycle. I swerved

6.

to miss him and my front tire skidded. I flew over the handlebars

7.

and slid across the lawn. I tore my pants, bruised my

8.

shoulder, and had grass burns on my knees. My spokes were

9.

bent and the hand breaks were broken. My freind said my wreak

10.

was exciting, but to me it was just painful. I’ll never ride

11.

so carelessly again.
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Final Copy Preparation
(sample first sheet)
---------------------------------------------------------------------------------------------------------------According to the Write for College source, the inside heading is as follows:
(1)
(3)

(4)

Jason Jones, 4
Teacher’s Name
English 9
01 September, 2013
(6)

Our New Car
(7)

Taking a ride in our new car was the most thrilling experience we had
enjoyed for a long time.

---------------------------------------------------------------------------------------------------------------Form Conventions
1.

Keep one-inch margins on all four sides of the paper.

2.

Use blue or black ink, or type with double spacing
(If printing, do not use all capital letters).

3.

Use block format to square the student’s name, teacher’s name, class and
date as shown above.

4.

Use a comma to separate the name and class period.

5.

Spell out the month; DO NOT abbreviate it.

6.

Skip a line before and after the central title to make this information clear.

7.

Indent one inch at the beginning of each paragraph.

A.A.S.D. Writer’s Handbook
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8.

Do not use “&” or “+” for “and.”

9.

Control neatness. Avoid messy smudges and erasures.

10.

Consult a dictionary when dividing words between syllables at the end of the
lines.

11.

In formal written work, use only one side of the paper.

12.

Always use regulation size composition paper. Do not use paper ripped
from a spiral notebook.

13.

NO abbreviations are to be used throughout the paper.

14.

According to Write for College, consecutive pages beyond the first one are
titled as follows: ½ margin on the right hand side of the paper is to include
the last name of the student NO comma and the page number only. There is
no need to use a period, a circle, or parentheses with the page number
•

Always use the first line. Do not use the last line on the page.

•

When using a word processor or computer, use a 12-point font, Times
New Roman, Arial or a similar font. Do not use a “script” font.

•

Adhere to teacher’s instructions/directions for the title page format or title.
(Sample Second Sheet)
-----------------------------------------------------------------------------------------(14)

Jones 2
(7)

The powerful engine pulled us along with amazing ease. Our bodies were
cradled in foam rubber, and road shocks were reduced to a negligible, almost
imperceptible bounce.
-------------------------------------------------------------------------------------A.A.S.D. Writer’s Handbook
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Julie Jensen, 6
Teacher’s Name (Teacher discretion with the exception of a formal Research Paper/Senior Project)
English 9
01 September 2013

A Frightening Moment
Friday morning I unlocked my new, ten-speed bike and rode into the street
unaware that I was about to experience the most frightening moment of life. I was
pedaling fast because I was late for school; and, I was eating an apple as I rode.
There weren’t any cars at the intersection, but as I came around the corner, I almost
ran into my friend on his bicycle. I swerved to miss him and my front tire skidded. I
flew over the handlebars and slid across the lawn. I tore my pants, bruised my
shoulder, and skinned my knees. My spokes were bent and the hand brakes were
broken. My friend said my wreck was exciting, but to me it was just painful. I’ll
never ride so carelessly again.
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STANDARD CORRECTION SYMBOLS

Both you and your teacher may use the following standard correction symbols.
Familiarize yourself with them.
Symbol

Example

Meaning of Symbol

=

Maple High School
_

Capitalize a lowercase letter.

/

the F irst person

Lowercase a capital letter.

^

of
on the fourth^ May

^
^

_

¶

#

Insert a missing word, letter, or
punctuation mark.

a
sepȼ/rate
^

Change a letter

West

in the^ East

Replace a word

tell me the the plan

Leave out a word, letter, or punctuation
mark.

An unussual idea

Leave out and close up.

A water fall

Close up space.

recieve

Change the order of letters

“Help!” someone cried.

Begin a new paragraph on this line

Well what’s the news?

Add a comma.

recordkeeping

Add a space.
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APA and MLA Format Alterations

APA and MLA styles require some alteration from the standard manuscript
form required by the Altoona Area School District. The student must recognize that
the District Style, APA Style and MLA Style each feature different format
requirements. When preparing a paper, the student must ask the instructor which
format will be required for the project.

Page nineteen of this handbook provides the District title page format. Page
twenty is an Altoona Area School District sample title page
For more information see “Suggested Texts” in the last section of this
handbook.
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Center the title one-third of the way down the page (equivalent of (7 double space returns)

Center the student’s name and class information two-thirds of the way down the page
This is the equivalent of 8 double space returns
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Autism: Early Intervention

Steve Himes, 4
Mrs. Wing
English 10
01 September 2013
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Modes of Writing

•

Mode

Rationale

Suggested Writings

Informational

Informational

Informational

Shares knowledge and
conveys messages,
instructions or ideas by
making connections
between the familiar and
the unfamiliar

•

•

Serves as a common
writing strategy in
academic, personal, and
job-related areas
Spans a range of thinking
skills from recall to
analysis and evaluation

•
•
•
•
•
•
•
•
•
•
•

Narrative
•
•
•

Tells a story
Recalls an experience or
event
Requires writers to
closely observe, explore
and reflect upon a wide
range of experiences

Narrative
•
•

Persuasive
•
•

Moves the reader to take
action or to formulate an
opinion
Defends a position,
opinion or issue

Encourages writers to use
dialogue
Offers writers an
opportunity to understand
the emotions and actions
of themselves and others

Narrative
•
•
•
•
•
•
•
•

Autobiographical account
Personal narrative
Verifiable account
Eyewitness memoir
Fictional story
Sensory study
Descriptive writing
Reflective essay
Persuasive

•
•
•
•
•

Editorial
Letter
Proposal
Explanation
Defense/refutation of an
issue
Speech writing
Persuasive essay
Defense of a hypothesis
Public service
announcement
Personal viewpoint essay
Application/resume
Comparison/evaluation

Persuasive
•

•

Requires writers to think
critically and to take a
position on an issue of
importance in school, the
workplace, or the
community
Encourages writers to
carefully consider their
audience

•
•
•
•
•
•
•
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Letter
Biographical account
Definition
Summary of factual
information
Directions
Explanation of a process
Definition of abstract
concept
Cause and effect essay
Analysis
Comparison/contrast essay
Reviews/critiques

Informational writing is concerned mostly with making clear statements and
supporting the statements with facts, details, reasons and examples. Often
informational writing will lead to a conclusion that is the logical result of the
information given. Informational writing is used mostly to teach, tell, or inform.
Focus: Informational writing begins with a clear thesis statement. The thesis
statement is a sentence or two that announces your limited topic and your main, or
unifying, idea about it. A thesis statement works in a composition like a topic
sentence works in a paragraph.
Focus Caution:
When writing a thesis statement, be clear and specific. Avoid vague words
like interesting and important.
Content: Informational writing uses specific facts, details, reasons and examples
to develop the ideas of the writing piece. The writing of this piece must include a
clear introduction, body, and conclusion. The essay must be multi-paragraphed.
Organization: Informational writing may be organized in several ways to keep
information orderly and provide coherence within the writing. Consider the following
methods of organization when planning and writing.
A.A.S.D. Writer’s Handbook
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•

Chronological Order – order in time

•

Spatial Order- order of space and location

•

Order of Importance- a ranking of ideas by importance

•

Logical Importance- order established by relationship

Style: Appropriate vocabulary, varied sentence structures, the use of conversation
and quotations, and other devices will establish a tone and voice unique to the
writer.
Conventions: Correct use of grammar, mechanics, spelling, usage and sentence
structure is required in the essay. Sentence structures are a high priority. Make
sure proper punctuation is reflected in the sentence structures used. Although
proper spelling is important, using only small, safe, easily spelled words will weaken
the essay.
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Narrative writing is writing that describes changes in a subject over a period
of time. Writers use narration to tell stories, to explain a process, or to explain
causes and effects.
Focus: A narrative writing is focused by trimming the topic to a manageable size.
If asked to write about the general topic, “Storm,” the narrative story would be
trimmed by writing about a portion of the storm or a snapshot in time. Telling the
story from “bed to bed,” from waking to sleeping, makes the story unmanageable.
Narrative essays often relate a series of events. A high quality narrative
piece will relate the experience and explain the significance of this experience.
What did you learn from this experience? Why did you act the way you did? Why
was this experience important?
Content: Narrative essays need specific facts, details, reasons and examples to
develop ideas.
Organization: Narrative essays are usually organized chronologically. Essays
must be multi-paragraphed. Transitional devices are required in the essay to reflect
the progression of the story from one event to another or from one paragraph to
another.
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Style: Appropriate vocabulary, varied sentence structures, the use of conversation
and quotations, and other devices will establish a tone and voice unique to the
writer.
Conventions: Correct use of grammar, mechanics, spelling, usage and sentence
structure is required in the essay. Sentence structures are a high priority. Make
sure proper punctuation is reflected in the sentence structures used. Although
proper spelling is important, using only small, safe, easily spelled words will weaken
the essay.
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Persuasive writing expresses an opinion and tries to convince the reader that
the opinion is correct. Often persuasive writing issues a request or call for action to
the reader. Reasons, opinions, and facts are used to convince the reader.
Focus: In a persuasive essay a clear statement of opinion is important. State the
opinion and provide a reason for discussing the topic. State the opinion clearly; but
avoid an announcement: “In this essay I will…”
Content: The persuasive essay will have ideas developed through facts,
examples, anecdotes, details, opinions, statistics, reasons, and/or explanations.
The following is one way of organizing a persuasive essay
Introduction
Attention grabber* Background* Statement of opinion
Body
Reason with explanation and evidence
Emotional appeal (if appropriate)
Reason with explanation and evidence
Emotional appeal (if appropriate)
Possibly more reason with explanations and evidence
More emotional appeals

Conclusion
Restatement of opinion* Call for action (possibly)
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Organization:

The essay must be divided into paragraphs and use transitional

devices. Make sure the writing has an introduction and conclusion. Avoid using
announcements in the introduction. “I am going to tell you what I believe and why.”
This is a poor beginning to an essay. Give the reader something to think about as
the essay comes to an end.

Style: Appropriate vocabulary, varied sentence structures, the use of conversation
and quotations, and other devices will establish a tone and voice unique to the
writer.

Conventions: Correct use of grammar, mechanics, spelling, usage and sentence
structure is required in the essay. Sentence structures are a high priority. Make
sure proper punctuation is reflected in the sentence structures used. Although
proper spelling is important, using only small, safe, easily spelled words will weaken
the essay.

Writing the Persuasive Essay
Decide on the topic or subject of your essay. It should be an issue or a topic that
interests you – a topic that can be supported logically and enthusiastically. Be
specific, starting with your title; for example, instead of your topic being “School
Vouchers,” you might focus on “Why School Vouchers Won’t Work in Our
Community.” Your main argument is called your thesis. A thesis isn’t a simple fact;
it is an opinion argued by the author.
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 Decide who your audience will be: Teacher? Peers? A general audience? This
helps set your tone.
 Jot down ideas supporting your position. Try to anticipate questions or
arguments that those who disagree or don’t know much about the issue might
ask. You may want to do some extra research. Incorporate answers to those
questions or objections into your essay.
 In writing the first draft, decide what you want to accomplish in the essay. Are
you trying to do some extra action, or are you simply trying to get the reader to
understand or agree with your position?
 Start with an outline. Your main point should be stated right away, followed by
your strongest argument in support of your position. Make sure your argument
proceeds in clear and logical steps.
 Your conclusion needs to be strong; it provides lasting impressions on your
reader. The conclusion can be a summary of your thesis, can include a
quotation or an anecdote, or can provide a final “twist”: a warning, a solution, a
call to action, or a personal statement.
 When you are done with your first draft, read it carefully. Have others read it.
Then revise.
Words that can be used for the word, “says”.
acknowledges
suggests
concludes
insists
predicts
reports
warns
forebodes
reasons

admits
observes
discloses
believes
explains
summarizes
finds
expresses
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affirms
implies
notes
comments
claims
illustrates
designates
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proposes
speculates
indicates
reflects
reveals
points
mentions
marks

Often standardized tests and classroom assessments require the students to
respond to a prompt in a specified period of time. The writing process remains a
helpful tool in timed writings. The following timeline suggests the steps a student
might take in preparing a prompt response that is timed.
Understand the time frame for completion. This example has a sixty-minute time
frame.
Have plenty of scrap paper on hand.
Read and analyze the prompt. What type of writing does the prompt require?
10 minutes
Use this time to think and plan. Review the prompt. Brainstorm the
possibilities. Complete a list, map, or outline that will put your plan on
paper.
30 minutes
Move from the plan to the writing of the essay. Remember to state a thesis,
provide an introduction, and conclusion. Make sure to produce writing
that addresses the type of prompt assigned. Persuasion requires a
different plan from narration, or informational writing.
Make sure you divide the writing into paragraphs.
15 minutes
Just as an artist or carpenter creates a rough product and must then craft the
finished piece, the writing must now be crafted and refined. Read the
piece over making sure it reads well and says what you want it to say.
Look at the sentences that make up the essay. Do the sentences vary in
structure?
Identify the transitonal devices used in the essay. If transition is not evident,
alter the writing to include transitional devices.
5 minutes
Read the essay very slowly looking for marks of punctuation. Do all the
marks belong? Read the essay backwards looking for spelling errors.
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Understanding what a prompt is asking is very important. Too many students
make the error of thinking that the best way to respond to a prompt is to write
everything they can think of about the topic as fast as they can. This is not the best
way to respond to a writing prompt. The best way to respond to a prompt is to think
carefully and plan before you write.
The first step in planning your response to the prompt is to read the question
several times or until you are sure you know what the question is asking. As you
read, you must pay special attention to the “key words” that are found in every
prompt. These key words will reveal the kind of thinking needed to answer the
prompt correctly. For example, if the prompt asks the writer to evaluate an event or
idea, but the response simply explains, the prompt will not have been answered
correctly. The grade assigned to ‘mistaken writing’ will be very disappointing to the
writer.
The list that follows includes the most common key words used in writing
prompts. Study the words carefully. Use the information to respond accurately to
the prompt assigned.
Classify:

Compare:
Contrast:
Define:

When you are asked to classify, you must place people and
things (especially plants and animals) together in a group
because they are alike in some ways. In science there is an
order which all groups follow when they are classified: phylum
(or division), class, order, family, genus, species and variety.
To compare, you must use examples to show how two things
are alike.
To contrast, you must use examples to show how two things are
different.
To define, you must tell what the word or subject in the question
means.

A.A.S.D. Writer’s Handbook
Revised: 05/2013

30

Describe:

Evaluate:

Explain:

Identify:
List:

Outline:

Persuade:
Prove:
Relate:
Review:
State:
Summarize:
Trace:

To describe, you must tell in “story” form how something or
someone looks, feels, sounds, etc. You should use enough
vivid details to create a clear word picture of the subject.
To evaluate, you must give your opinion (or an expert’s opinion)
of the value or worth of the subject. You must write about both
the good points (advantages) and bad points (disadvantages).
To explain, you must tell how something happens or show how
something works. Use reasons, causes, or step-by-step details
when you explain.
To identify, you must answer the who, what, when, where, why
and how questions in an organized paragraph or essay.
To list, you must include a specific number of examples,
reasons, causes, or other details. You will number your answer
in some way: first, second, finally, etc.
To outline, you must organize your answer (facts and details)
into main points and sub-points. In some cases, you will use an
actual outline to do this; other times, you will present your main
points and sub-points in paragraph form.
To persuade, you must present reasons, opinions, and facts to
convince the reader.
To prove, you must present facts and details that show clearly
that something is true.
To relate, you must show how two or more things are
connected.
To review, you must summarize the most important points
about the subject.
To state, you must present your ideas about the subject using
sentences which are brief and to the point.
To summarize, you must present just the main points. Details,
illustrations, and examples are seldom included in a summary.
To trace, you must present (one step at a time) those details or
events which show the history or progress of the subjects.
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The RAFTS system is helpful to the writer in that it encourages the writer to consider
and address the issues that produce clear, focused writing. It is also helpful to the
student who is responding to a PSSA prompt. By using the RAFTS system the
prompt can be analyzed, and the writing can be designed to answer the specific
demands of the prompt.
Do you want to be a better writer? Build a RAFT!
The R.A.F.T.S. System is a simple way to think about the five
main things that all writers have to consider.

R
A
F
T
S

Role of the Writer
Who are you as the writer? Are you Abraham Lincoln? A
warrior? A homeless person? Are you writing as yourself?
Audience
To whom are you writing? Is your audience the American
people? A friend? Your teacher? Readers of a newspaper?
Format
What form will the writing take? Is it a letter? A classified ad?
A speech?
Topic
What’s the subject or point of this piece? Is it to persuade a
goddess to spare your life? To plead for a re-test? To call for
stricter regulations in the cafeteria?
Strong Verb
What is the key word in the prompt that helps you to
understand exactly what the prompt is asking you to do?
Persuade? Inform? Define? Explain? Identify? Summarize?
List?

A.A.S.D. Writer’s Handbook
Revised: 05/2013

32

Know what kind of writing you are expected to do during the testing situation. PSSA asks
for three types of writing in response to prompts

PSSA Reading Open-ended Response
* Include an interesting beginning.
-Startling fact
-Question
-Sound words
-Foreboding
beginning
-Dialog
-Jump right-in to the problem or mood
*Reflect at least two facts from the text. Make sure the information is accurate.
*Tell how the article applies to you.
*Give the article a larger context. How does it apply to other people or something
else?
*Provide a definite conclusion. Make the reader feel the stop.
*Write neatly and clearly using only the space provided.

PSSA Mathematics Open-ended Response
*Plan before you write. Make a brief list of the important parts of the process you will
describe.
*Use complete sentences to describe the process.
*Use transition words to help you organize your response.
-time/chronological transitions- first, next, final (lowest value)
-passage of time transitions- five weeks later, through the year (higher value)
-meaning transitions- but, so, likewise, therefore, one reason
*Clearly state the answer.
*Write neatly and clearly using only the space provided.
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PSSA Writing Open-ended Response
*Write a five-paragraph response.
*Have an interesting beginning.
-Startling fact
-Question
-Sound words
-Foreboding beginning
-Dialog
-Jump right-in to the problem or mood.
* Focus your writing.
-Stay on topic.
-Do what the task asks—persuade, inform, describe.
-Make a point. Don’t ramble; have something to say.
*Develop your content well.
-Develop ideas well
-Use relevant details
-Explanations
-Reasons/examples
-Opinions
-Anecdotes (small stories that illustrate your point)
-Feelings
-Accurate facts/data
*Organize tightly. Logical groups and sequence of ideas to meet the task (persuade,
inform, describe)
-Time sequence
-Order of importance
most important to least important
least important to most important
-Cause and effect
-Problem/solution
-Point/counterpoint
-Compare/contrast
-Use transitions
lowest value transitions- time/chronological (first, next, final)
higher value transitions- passage of time (five weeks later, night fell,
through the years, one summer, after awhile, next day)
meaning transitions (but, so, likewise, therefore, one reason)
*Write with style.
-Use dialog.
-Voice- reveal personality through the essay. Hear the writer.
-Use powerful words.
Use precise words. (cabin not house, collie not dog, murmured not
said)
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Use active verbs. Avoid “be” verbs.
Use vivid adjectives and adverbs (miserable, luminous, etc.)
Sensory images. Appeal to sight, taste, smell, touch, and sound.
-Vary Sentences
statements, questions, exclamations
simple, compound, complex
length- vary length to give punch to what you say
variety in sentence beginnings- adverbial phrase, gerund, infinitive
purposeful repetition for effect
-Use figurative language
exaggeration
simile
metaphor
sound devices- sound words (kaboom), visual words (swiggle),
alliteration
rhythm (parallel construction; repetition)
-Know your audience and write for the audience.
-Select the most effective point of view and be consistent (perspective;
person- I, you, he, she, it)
-Set a mood or tone (sad, joyful, etc.).
-Use humor when appropriate to the topic.
-Strive to use literary language not typical language. (There lived a quiet. . .
Evening unfolded to reveal. . . )
*Write a strong conclusion.
-Restate the thesis.
-Use transition.
-Review the plan of development.
-Write a clincher sentence.
Surprise
Question
Resolution/conclusion
Summary
From that time on. . .
Drive home the important point.
Call to action.
Leave the reader wondering/pondering.
*Write neatly and clearly using only the space provided.
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FORM MANUAL

The following material is presented to you, the writer, to help you proofread,
revise, and present your written work. If you have questions these pages
cannot answer, consult your English book or ask your English teacher for help.
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CAPITALIZATION
1.

Capitalize the official titles of organizations and institutions.
National Rifle Association
Do not capitalize such words as high school, college or association unless
they are used to indicate a specific institution or group.

2.

Capitalize the names of a particular high school or college.
At the Pennsylvania State University
the sophomores defeated the juniors
Do not capitalize the words, freshman, sophomore, junior, or senior when
they designate a year in school rather than the name of a particular class.

3.

Capitalize a noun or an adjective derived from a noun that designates a
language, nationality or race.
English literature

Black history

the study of French
Do not capitalize the name of school subjects except languages and course
names followed by a number.
a study of science

arithmetic class

I take English, Biology I, and history.
4.

Capitalize abbreviation for degrees.
B.A.

5

Ph.D.

D.D.S.

Capitalize a noun or an abbreviation of a noun before a numeral indicating a
place in a sequence.
Rm. 16

6.

Part IV

Capitalize the names of departments.
Department of Interior
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Grades V and VI

7.

Capitalize the first word of a direct quotation.
Bill said, “That is a helpful book.”

8.

Capitalize north, south, east and west if they represent whole sections of the
country.
The North fought the South in the Civil War.
Do not capitalize these words when they mean direction only.
We drove south.
The road led us east.

9.

Capitalize words indicating titles or positions if the proper name follows:
General Grant
President Washington

10.

Capitalize street, avenue, river and mountain if they are used as part of a
proper noun.

11.

Fountain Street

Fourth Avenue

Grand River

Walton’s Mountain

Capitalize words referring to a deity, including pronouns.
God revealed Himself to His followers.

12.

Capitalize first words and all nouns in salutations of a letter.
My dear Sir:

13.

Dear Friend,

Dear John,

In your own poetry, it is customary to capitalize the first word of every line of
poetry. When quoting, follow the original precisely. Use slash (/) to indicate
a new line.
My favorite Emily Dickinson poem begins,
“Success is counted sweetest/ By those who never succeed.”
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PUNCTUATION
I.

End Marks
A.

A period is used after the following:
1.

every statement, command, or wish, except when it is
exclamatory

2.

every abbreviation or initial
The Hon. Wm. H. Taft

3.

all numbers and letters which indicate divisions in an outline

B.

A question mark should follow every direct question.

C.

An exclamation mark should follow an exclamatory sentence,
exclamatory expression, forceful command, or strong interjection.

II.

Apostrophes
A.

An apostrophe is used to indicate ownership, except in pronouns.
My father’s watch, not hers, keeps time.
“It’s” means “it is” and does not indicate ownership.

B.

An apostrophe also is used to indicate the omission of letters.
We haven’t seen the parade.

III.

Commas
A.

A comma is used in the following ways:
1.

to separate the items of a series unless all parts are joined by
conjunctions

2.

to set off a name of a person to whom one is speaking
Are you the leader, Fred?

3.

around parenthetical expressions
The sea otter, to be sure, is almost extinct.

4.

after introductory words
Well, can’t we play a new game?
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5.

Separate items of dates and addresses
Daniel Boone was born February 11, 1735, in Bucks
County, Pennsylvania.

6.

to separate an introductory clause or phrase from the
independent clause
After we played tennis, we ate.

7.

to set off a direct quotation
She answered, “I’d be delighted.”

8.

before the conjunctions and, but, or, nor, for, and yet when they
join independent clauses of a compound sentence unless
clauses are very short
The problems of conversations are many, but many
people are interested in solving them.

B.

A comma is used to set off words or groups of words that are
explanatory:
1.

an appositive
Bob Stevens, our captain, is an all-around athlete.

2.

a non-essential clause
Mark Twain, whose real name was Samuel Clemens,
was a famous writer.

3.

a non-essential participial phrase
The firemen, having responded to our call, saved the
family.

IV.

Quotation Marks
A.

Quotation marks are used as follows:
1.

to enclose a direct quotation
William said, “Who will go?”
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2.

at the beginning of each paragraph of a continuous quotation
of several paragraphs only

B.

Single quotation marks are used for a quotation within a quotation.
Mary reminded her sister, “You said Mother asked, ‘Did
Mr. Engle call?’”

C.

Periods and commas always precede the quotation marks; colons and
semicolons always follow the quotation marks. Place question marks
and exclamation marks inside if the quotation is a question or an
exclamation. Otherwise, they are placed outside.

D.

When writing conversation, begin a new paragraph with each new
speaker.

V.

Colons and Semicolons
A.

A colon is used in the following ways:
1.

after as follows, the following, this, thus and similar
expressions when they introduce lists
For the play, we need the following items: oil can, a
symphonic record, and a kitten.

2.

after the salutation of a business letter
Dear Mr. Jones:

B.

A semicolon is used as follows:
1.

to separate the parts of a compound sentence when a
coordinating conjunction is not used
In front of us a young doe paused; the next instant, she
bounded off into the woods.

2.

to precede therefore, however, nevertheless, and other like
expressions when they introduce a second independent
clause
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We had planned to have our assembly program in the
morning; therefore, we were surprised to find that we
could not.
3.

to separate items of a series of phrases or clauses when these
are subdivided by commas
The main characters are William, who is nine; Aunt Millie,
who is a kindly old woman; and Angela, who is the
heroine.

VI.

Underlining
A.

Use the underline for all items italicized in print: titles of books,
periodicals, newspapers, works of art, ship, trains, spacecraft, etc.
Tess of the D’Urbervilles (book)
Time (periodical)
Altoona Mirror (newspaper)
the Mona Lisa (work of art)
the Titanic (ship)
Congressional Limited (train)
Apollo (spacecraft)
Top Gun (movie)

B.

Use underlining (italics) for words referred to as examples and for
foreign words.
The Latin abbreviation et al. means and others.
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TITLES

1.

Capitalize the first word and all other words except prepositions, articles,
and conjunctions in titles of books, pamphlets, magazine articles, documents
and their publications.

2.

Underline or italicize the titles of books, magazines, and newspapers.
Underline book-length plays, movies, and poems.
The Call of the Wild

Paradise Lost

Romeo and Juliet

Newsweek

In mentioning titles of newspapers and magazines, do not treat the initial
word the as part of the title except when the name is used separately as a
source.
3.

When citing a work, use quotation marks to indicate the titles of magazine
articles, chapters of books, and short plays, short stories, essays, brief
poems, and other short selections.
Shelley’s “To a Skylark”
O. Henry’s short story “The Gift of the Magi”

4.

Quotation marks and underlining are not used for the same title.

5.

Do not use underlining or quotations when listing the title of a paper on the
title page or top of the written work.
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ABBREVIATIONS

In formal writing, abbreviations are usually not acceptable.
Abbreviations, however, may be used for titles before and after names.
They may also be used for government agencies and for time.

Titles before proper names: Mr. Howard, Gen. Patton
Titles after proper names: Henry James, Jr.
Government agencies: NASA, FBI
7:25 P.M.
A.D. 75
Time: 63 B.C.
When time abbreviations are used with figures they are often
set in small capitals. If small capitals can not be used then
times of days may appear as lower case letters. Year
abbreviations appear as capital letters.
63 B. C.

7:25 p.m.

A.D. 75

Acronyms are letters that represent the name of an organization or
phrases or technical expressions. Acronyms provide a moderate way to
represent multiple names, especially when those names are repeated. The
full name of the organization followed by the acronym in parenthesis
should be given when used the first time in the paper.
An electrocardiogram (EKG) is given to test for heart problems.
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NUMBERS

1.

Numbers from one to nine are usually written as words; all numbers 10 and
over are usually written as numerals. [Pennsylvania Standards (PSSA)
suggest that all numbers under 100 should be written words.]
Exception: If numbers are used infrequently in a piece of writing
you may spell out those that can be written in no more than
two words.
Note: Numbers being compared or contrasted should be kept in the
same style. (8 to 11 years old or eight to eleven years old.

2.

Use numerals to express numbers in the following forms: money,
decimal, percentage, chapter page, address, telephone, ZIP code,
dates, time, identification numbers and statistics.
Exception: If numbers are used more infrequently in a piece of
writing, you can spell out amounts of money and percentages
when you can do so in two or three words. (eight percent or
thirty-five percent)
Note: Always use numerals with abbreviations and symbols.

3.

Use words to express numbers in the following constructions:
a.

Numbers that begin a sentence.

b.

Numbers that precede a compound modifier that includes
a figure. (The chef prepared two 10-foot sub sandwiches.)

Note: You may use a combination of words and numerals for very
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large numbers. (1.5 million)

COMMON WRITING PROBLEMS

1.

Word Selection Usage
•

•

advice and advise


I will not follow my doctor's advice.



I advise him to follow his doctor's advice.

affect and effect
 Lack of preparation affected performance on the test. (verb)
 The effect of lack of study is poor performance. (noun)

•

Ain’t is non-standard. Do not use it.

•

All ready and already
 Dinner was all ready when I came home.
 The theatre was already full before curtain time.

•

All right means all are correct or satisfactory. Do not use alright.

•

Allude and elude
Allude - Refer to indirectly
Elude - To avoid or escape from a person or thing
 The detectives alluded to budget cuts by saying "conditions beyond
our control allowed the suspect to elude us."

•

allusion and illusion
Allusion - An indirect reference
 He made an allusion from which one would conclude that he was
guilty of theft.
Illusion - An unreal image or false impression
 The illusion seemed to him to be real.

•

A lot is written as two words.
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•

Among and between
Among - Implies more than two; a group
 She passed the candy among her classmates.
Between - Implies at least two
 Divide the cake between Mary and John.

•

amount and number
Amount - Refers to things in bulk or mass which cannot be counted
 A large amount of rice is consumed in China.
Number - Refers to the countable
 A large number of strikers barred the entrance of the school.

•

Are and our
 Are is a verb
 Our is a plural possessive pronoun.

•

"Be sure and" - Formal English requires "be sure to"
 Be sure to consult a sociologist before writing the final paper.

•

because and cause
 Cause refers to the “reason” behind some event.
 Because is a conjunction.

•

"being as," "being that" - Nonstandard English for since or because
Incorrect:
 Being that I might fail, I refuse to study at all.
Correct:
 Since I might fail, I refuse to study at all.

•

beside and besides
Beside - by the side of
 He sat beside the window and nostalgically lamented his loss.
Besides - in addition to
 Henry has income besides his regular salary.
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•

between you and me
 The pronoun, me is used after the preposition, between. When the
preposition, between is used, the personal pronoun me is said or
written last.

•

breath and breathe
 His breath reeked of onions.
 It is impossible for humans to breathe in the absence of oxygen.

•

"can't hardly" - A double negative - ITS USE IS TO BE AVOIDED
Incorrect:
 I can't hardly wait for the party to begin.
Correct:
 I can hardly wait for the party to begin.

•

choose and chose
 I find it difficult to choose and maintain any course of action.
 I chose and maintained a decisive course of action.

•

clothes (garments, apparel) and cloths (pieces of fabric)
 Joe changed his clothes before leaving.
 Mother has a drawer full of dusting cloths.

•

costume (a suit or dress) and custom (the usual course of action)
 Helen wore a gypsy costume to the masquerade ball.
 It is our custom to tip waiters.

•

“Could of” is an incorrect use of could have.

•

desert and dessert
 I do not like to desert those who are in need.
 The Sahara Desert is in North Central Africa
 Apple Pie is a typical American dessert.

•

except and accept are antonyms (opposites).
 “accept” means to receive or to obtain
 “except” means to omit or leave out
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•

further and farther
"further" expresses additional time, degree or quantity
 Will there be further improvements in city planning?
"farther" expresses geographic distance
 Denver is farther north than Dallas.

•

fewer and less
"fewer" - refers to number; refers to the countable
 Due to modern technology, women spend fewer hours in the
kitchen than they did years ago.
"less" - refers to value, degree or amount
 Due to modern technology, women spend less time in the kitchen.

•

hanged and hung
"hanged" - refers to executions
 The thieves were hanged.
"hung" - refers to objects
 The Chinese Art was hung on the north wall.

•

"irregardless" - Nonstandard English for regardless. AVOID ITS USE.
 Regardless of the facts, I will conclude that he is innocent.

•

its and it’s
 It’s going to rain today. (means it is)
 Return the chair to its proper place. (third person possessive pronoun)

•

know and now
 Know means “to understand”; it is a verb.
 Now means “at this time”; it is an adverb.

•

later, latter, and ladder
 Children always promise to do their chores later.
 Bob has both a Rolls Royce and a Jaguar XKE; the latter is a very
expensive sports car.
 Dad needed the ladder to paint the house.
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•

loose, lose, and loss
 It is apparent that there are some loose wires in this machine.
 Joe said, "Lose the accent," to the Valley girl.
 The fire resulted in great financial loss to all of the businesses.

•

moral and morale
 What is the moral of the story?
 The soldier's morale was very low after they lost the battle.

•

quiet and quite
 One should be quiet when in a library.
 One should be quite quiet when in a library.

•

reason - because - An informed redundancy - AVOID ITS USE
Incorrect: The reason why is because ………
 The reason he missed his class was because he was playing
cards.
Correct:

The reason why is that ……..

 The reason he missed his class was that he was playing cards.
•

saw and seen
Saw does not need a helping verb; it is the past tense of seen.
 I saw the deer come through the window.
Seen requires a helping verb; it is the past participle of see.
 You should have seen the car coming in your direction.

•

“Should of” is an incorrect use of should have and should’ve.

•

there, their and they’re
 There are several causes of the Civil War.
 The students wanted to go there to study. (indicates where)
 Their goal in life was to attain greatness. (possession)
 They’re planning on going to college. (contraction-they are)
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•

then and than
 He temporarily fixed the flat tire then drove to the car repair for a
new tire. (time when something happened)
 He is taller than I. (comparison)

•

to, two, and too
 We plan to visit Penn State. (infinitive to visit -verb form)
 After you go to the store, return here. (preposition, shows where)
 There are two reasons why I like to get up early in the morning.
(number)
 The pool was too cold. (very)
 I was surprised by the vote results, too. (also)

•

were, we’re and where
 They were going to the basketball game after they had dinner.
(past tense of “to be”)
 We’re planning a trip to Europe. (contraction for we are)
 Where is the most southern part of the United States? (refers to
location)

•

Who’s and whose
 Who’s planning to go to the game? (contraction for who is)
 Whose laptop computer was left in the library? (possessive
pronoun)

2. Sentence Usage
•

Agreement within a sentence:
 Things referring to a plural word must also be plural.
Incorrect: The five kittens drink its milk and fall asleep.
Incorrect: The five kittens drinks their milk and falls asleep
Correct: The five kittens drink their milk and fall asleep.
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 Maintain verb tense within paragraphs
Incorrect: The girl went to the baseball game. Then, she
returns to her home.
Correct: The girl went to the baseball game. Then, she
returned to her home.
•

Parallel structure:
 When writing a long sentence make sure that the subject remains
the same.
Incorrect: The girl played with the doll and it was lost.
Correct: The girl played with her doll and she lost it.
 Use the same verb form when you list things.
Incorrect: Young children like to play games, to hug pets, and
singing.
Correct: Young children like to play games, to hug pets, and to
sing.
 Adjectives should be paralleled by adjectives, nouns by nouns,
dependent clauses by dependent clauses, etc.
Correct: The lesson was stimulating and challenging.
Incorrect: The lesson was stimulating and a challenge.
Correct: The teacher has already started using the new
techniques and producing higher achievement.
Incorrect: The teacher has already started using the new
techniques and to produce higher achievement.

•

Run-ons and Fragments:
 Sentences express a complete thought. A sentence should have a
clear subject doing one clear thing.
Incorrect: When the next game began (Fragment)
Correct: When the next game began, he was prepared.
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Incorrect: Scientists have made much progress they still have
a way to go. (Run-on)
Correct: Scientists have made much progress, but they still
have a way to go
Incorrect: The dog ate the stuffed animal, but saved the tail for
later and then went outside to chase cats. (Going out is not
related to the other verbs – eating the animal and saving the
tail) (Run-on)
Correct: The dog ate the stuffed animal, but saved the tail for
later. Then went outside to chase cats.
 A complete sentence contains a subject part and a predicate part.
The subject part names who or what does the action. The
predicate part tells what the subject is or is like.
Incorrect: The personal computer on the desk. (no action,
(Fragment)
Correct: The personal computer on the desk serves a multitude
of purposes.

3. Style Issues:
•

Write with a command of the stylistic aspects of composition
 Use precise language
 Make effective word choices
 Use a variety of sentence structures, types and lengths
 Develop and maintain consistent voice and tone

•

Use the Writing Process

•

Do not start written work with “In this paper (essay, paragraph, report) I will…”
Introduce the paragraph
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•

A variety of sentence types provide freshness to written work.
A simple sentence has one complete subject and one complete predicate.
A compound sentence consists of two simple sentences (independent clauses) that
are usually joined by a coordinating conjunction.
A complex sentence contains one independent clause and one dependent clause.

•

Use the third person in formal writing (“he”, “she”, “it”, “they”, or nothing). The
first person use of “I” and “me” is acceptable in some formal situations and
often in informal writing. Avoid the second person (“you”) in all writing.

•

Do not begin a sentence with “and”, “so” (meaning ”therefore”) or “but”
(meaning ”however”).

•

Avoid using contractions in formal writing.

•

Do not trust the computer to check your spelling or grammar.

•

Use transitional words or phrases that bridge ideas together smoothly.

•

Do not make general statements.
General: All students enjoy football.
General: Students always enjoy football.
Correct: Many students enjoy football. (This allows for those who may
not like football.)

•

Show not tell:
 Show a character’s personality (character traits, specific incidents)
 Show a scene or a place (details to describe setting, or create mood)
 Show a problem or solutions (facts, examples, anecdotes, reasons)
 Show why (supporting statements that show truth, important information)

•

Follow directions
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PARTS OF SPEECH

Transition Words
however
otherwise
therefore
moreover
consequently
furthermore
as a result
in addition
thus
also
hence
besides
nevertheless
in fact
nonetheless
first of all, second of all
still
finally
on the contrary
in conclusion

Parts of Speech
Noun – person, place, thing, idea
Bill, Pittsburgh, notebook, freedom
Pronoun – takes the place of a noun
he, them, you, mine, yourselves
Adjective – describes (modifies) a noun
busy dentist, several days, five dollars

Transitions can not connect two independent
clauses.

Articles – A, An, The

When a transition word begins a clause, a period or
semi-colon is necessary before the transition word.

Verb – action word or “BE”
pounce, consider, nibble, is, has been
Adverb – describes (modifies) a verb, adjective,
or another adverb
Mom and dad often drive us to the lake on
weekends.

Adverb Clause Words

because
since
now that
even though
although
though

Preposition – shows relationships; such as
place, direction, or time.
Berlin, the capital of Germany, is located in
the east.

o
o

Conjunction – connecting word
FANBOYS – for, and, nor, but, or, yet, so

o

Interjection – expresses emotion
WOW! Look at those fireworks!

Adverb clause words begin dependent adverb
clauses.
They must be attached to an independent
clause.
If the adverb clause is before the independent
clause, a comma is needed after it.

Adverb Clause Examples

its / it’s
their / they’re / there
to / too / two
than / then
accept / except
affect / effect
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after
before
until
as long as
as soon as
as

o If the adverb clause is after the
independent clause, there is no comma
needed.

Similar Words

o
o
o
o
o
o

whereas
while
if
unless
when
by the time

Because he got a flat tire on his way to school, he
was late for class.
OR
He was late for class because he got a flat tire on his
was to school. (no comma)
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1.

2.

4 Essential Comma Rules

Comma Splice

After each word in a series of three or more
We’ve traveled to Tokyo, Madrid, Cairo, and
Bangkok. I couldn’t wait to change my clothes, sit
back, and relax.

A comma splice is two sentences connected incorrectly by a comma
instead of appropriate end punctuation or a conjunction. Two separate
sentences cannot be connected (or “spliced”) by a comma alone.

I hate spinach, however, I eat it because
I know it is good for me.

A comma is not enough to connect these two sentences with
“however.” A period is needed.
This is called a “comma splice.”

Before a conjunction (FANBOYS) when it
connects two independent clauses.
I often go shopping, but my sister stays home.

3.

After introductory information
After we learn about commas, we never make
any errors.

4.

Before and after interrupters
(extra) information
This sweater belongs to my husband, who is the
light of my life.
My husband, Mike, loves the sweater that I
bought him for his birthday.

Run-On Sentences
A run-on sentence is actually two
sentences smashed together
without any end punctuation or
connector (one of the
conjunctions, an adverb clause
word, etc.) Correct punctuation or
a connector needs to be added to
make it correct.
Examples:
o
He’s in his room sleeping he
should wake up soon.
o
I’ll see you tomorrow you
can return my book then.
o
My teacher and I talked
about the assignment I was
less confused.

CLAUSES
Independent
Simple
Sentence

o
o

o

Compound
Sentence

Dependent
Complex
Sentence

Compound-Complex
Sentence

TYPES OF SENTENCES
A clause is a group of words that contains a subject and a
verb.
An independent clause can be a sentence by itself, or it can
connect with another clause to form a compound or complex
sentence.
A dependent clause can NOT be a sentence by itself. It
needs to be connected to an independent clause to be a
complete sentence.
Type

# of Independent
Clauses

# of Dependent
Clauses

Simple

1

0

Compound

2 or more

0

Complex

1

1 or more

CompoundComplex

2 or more

1 or more
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Fragments
A fragment is part of a sentence. It
has no independent clause. It could
be a dependent clause, a
prepositional phrase, or another
group of words without a subject or
verb. It needs to be completed or
connected to another sentence with
an independent clause.
Examples:
o
In his room sleeping
o

When I see you tomorrow.

o

Because I talked to my
professor about the homework

Possessives
 Add ‘s to all singular nouns.
The girl’s book; Elizabeth’s class
 Add ‘s to plural nouns that do not end in an
–s
The men’s department; the children’s
toys
 Add ‘ to all plural nouns that already end in
an –s
The students’ homework; the teachers’
cars
 No possessive pronouns have
apostrophes
Its pages; The book is theirs

Subject-Verb Agreement

 To make sure your subject and verb
agree, remove any prepositional phrases
or identifying information after your
subject.
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A group (of students) has been causing
problems in the cafeteria.
The book (that I read about commas) is
interesting.

FIVE PARAGRAPH STORY FORMAT
Narrative Writing
BEGINNING
The opening section of the story must contain an interesting, enticing
opening that will pull the reader into the story.
The writer must establish a sense of setting and mood for the story.
The beginning must reveal or hint at the problem of the story.
MIDDLE
This section of the story must be at least three paragraphs in length.
Consider the action of the story and divide that action into three logically selected
parts.
In this section use a transitional word or device in the first sentence of each
paragraph.
Introduce and describe characters. Characters may be described physically
as well as by thought and deed.
Develop the problem of the story having the story reach a climax, turning
point, or point of decision.
END
The conclusion sums up the action and provides a definite end to the story.
A moral statement may be included in the conclusion. The story does not just
dribble to an end and stop. The story’s problem is resolved.
DIALOGUE
Dialogue is an important tool of narrative writers. Dialogue, through the way it
is written, should reveal something about the speaker of the dialogue. Synonyms
for the word, “said” help express the mood or expression of the speaker (murmur,
exclaim, gasp, whisper, etc.). Attention to the mechanics and paragraphing required
by dialogue is important. Always begin a new paragraph when a change of
speakers is observed. Use quotation marks to enclose direct quotations.
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FIVE PARAGRAPH FORMAT
Informative and Persuasive Writing

INTRODUCTION
The introduction contains four elements
1.

Interesting Beginning- Grab your reader’s attention.

2.

Topic Sentence – This sentence must contain both the topic and
the writer’s attitude or opinion about the topic.

3.

Thesis Sentence- This sentence contains the writer’s purpose for
writing the essay.

4.

Plan of Development Sentence- This sentence contains the three
(or more) elements of support the writer plans to use in the essay
to support his or her thesis sentence.

PARAGRAPH TWO
Use a transitional word or device anywhere in the first sentence of this
paragraph to link the paragraphs.
This paragraph develops the first element of support that the writer stated in
his or her plan of development sentence. The writer uses at least four to five
sentences of support for this point. (Five to nine sentence paragraphs are
expected.)

PARAGRAPH THREE
Use a transitional word or device anywhere in the first sentence oft this
paragraph to link paragraphs.
This paragraph develops the second element of support that the writer stated
in his or her plan of development sentence. The writer uses at least four or five
sentences of support for this point. (Five to nine sentence paragraphs are
expected.)
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PARAGRAPH FOUR
Use a transitional word or device anywhere in the first sentence of this
paragraph to link paragraphs.
This paragraph develops the third element of support that the writer stated in
his or her plan of development sentence. The writer uses at least four or five
sentences of support for this point. (Five to nine sentence paragraphs are
expected.)

PARAGRAPH FIVE
Use a transitional word or device anywhere in the first sentence oft this
paragraph to link paragraphs. Do not use finally or in conclusion as transitions.
Avoid common, overused words.
The first sentence of the conclusion restates the thesis sentence in
different words.
In this paragraph give at least one summary sentence for each element of
support used.
Close with a kicker sentence. This may be a question, a quotation, or a
point to ponder. When writing a persuasive piece, call for action from your reader.
Leave the reader satisfied that the thesis sentence has been proven in this essay.
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A MODEL ESSAY – Everything is Double Spaced

Name
Class
Date
My Apple Plant Job
Introductory
Paragraph

In the course of working my way through school, I have taken
many jobs I would rather forget. I have spent nine hours lifting heavy
automobile and truck batteries off the end of an assembly belt. I have
risked the loss of eyes and fingers working a punch press in a textile
factory. I have served as a ward aide in a mental hospital, helping
care for brain damaged men who would break into violent fits at
unexpected moments. But none of these jobs was as dreadful as my
job in an apple plant. The work there was physically hard; the pay was
poor, and most of all, the working conditions were dismal.

First
Supporting

First of all, the job made enormous demands on my strength
and energy. For ten hours a night, I took cartons that rolled down a

Paragraph

metal track and stacked them onto wooden skids in a tractor-trailer.
Each carton contained twelve heavy cans or bottles of apple juice. A
carton shot down the track about every fifteen seconds. I once figured
out that I was lifting an average of twelve tons of apple juice every
night. When the truck was almost filled, I or my partner had to drag
fourteen bulky wooden skids into the empty trailer nearby and the set

A.A.S.D. Writer’s Handbook
Revised: 05/2013

60

up added sections of the heavy metal track so that we could start
routing cartons to the back of the empty van. While one of us did that,
the other performed the stacking of two men.
Second
Supporting

I would not have minded the difficulty of the work so much if the
pay had not been so poor. I was paid the minimum wage of that time,

Paragraph

two dollars an hour, plus the minimum of a nickel extra for working the
night shift. Because of the low salary, I felt completed to get as much
overtime as possible. Everything over eight hours a night was timeand-a half, so I typically worked twelve hours a night. On Friday, I
would sometimes work straight through until Saturday at noon—
eighteen hours. I averaged over sixty hours a week; yet, I still did not
take home much more than one hundred dollars.
Third
Supporting

But, even more than the low pay, what upset me most about my
apple plant job was the working conditions. Our humorless supervisor

Paragraph

cared only about his production record for each night and tried to keep
the assembly line moving at a breakneck pace. During work, I was
limited to two ten-minute breaks and an unpaid half hour for lunch.
Most of my time was spent outside on the truck loading dock in near
zero-degree temperatures. The steel floors of the trucks were like ice;
the quickly penetrating cold made my feet feel like stone. I had no
shared interests with the man I loaded cartons with, and so I had to
work without job companionship. And, after the production line shut
down and most people left, I had to spend two hours alone scrubbing
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clean the apple vats, which were coated with sticky residue.
Concluding
Paragraph

I stayed on the job for ten months, hating all the while the
difficulty of the work, the poor money and the conditions under which I
worked. By the time I quit, I was determined never to do such
degrading work again.

This sample was provided to AASD teachers by Andrea Martine from the
Pennsylvania Department of Education.
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Five-paragraph Essay: An Informational Essay
Name
Class
Date
Title is centered without

My Best

underlining or quotations.
(A) Interesting Beginning

(A)Is standing in front of a lot of people and leading a
group an easy task? I know from personal experience that
being in front of a crowd, especially of one’s peers, is a
difficult task. I am the drum major for my junior high
school’s marching band. (B)Directing a school marching

(B) Topic Sentence

band is a hard job that requires one to stand in front of
peers and direct music. (C)Being drum major is a difficult

(C)Thesis Sentence

job that has many responsibilities, yet it is satisfying
knowing that one can help make wonderful music and
(D) Plan of Development

accomplish one’s goal of performing well. (D)I am happy to

Sentence

share my experience with those who do not know what it is
like to be a leader. Learning to direct music, taking charge
of the band, and being in performances are all
responsibilities of a drum major.

(E) Transition in First
Sentence

The (E) first obstacle of being a drum major is
learning the basics of directing. This is very important
because the band depends on the motion of the director’s
arms and hands in order to know when to plan. The drum
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First point from plan of
development sentence is

major must learn to set speeds for each individual song
because different songs have different tempos. Also, the

developed.

songs are written in different times, which means that they
have a different beat per measure. All of this information is
imperative for the drum major to know by heart. One must
be able to direct a song at the correct speed and with the
correct counts in each measure. Although it is hard to
believe, the drum major must be strong willed, determined
and at times even stubborn. This determination and
stubbornness will force the drum major to keep the beat he
or she set s at the beginning of the song no matter how
much the band pushes to change the tempo. These basic
skills and characteristics define a drum major from any
other ordinary instrumentalist.
(F) Transition in First
Sentence

(F)Another task a drum major must accomplish is the
conquering of any fear her or she may have of being in front
of people. Knowing how to direct is not enough if one is too

Second point from plan of
development sentence is
developed.

nervous to perform. It is extremely difficult to take charge of
the band, and one cannot be afraid of one’s peers. To
show direction, one must learn to bring the band to
attention using a whistle and voice command, and then to
put the band into an at-ease position. These positions are
used to get the band quiet and to call the band to attention
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for the director. While directing, one will make mistakes
and the drum major must always own up to his or her
actions, setting an example for everyone else. It can be
unbelievably difficult to direct the band. When things go
wrong it is very tempting to become angry or embarrassed.
At these stressful times, it is best to remain calm, because
in the end the little mistakes will mean nothing at all. Being
in charge of one’s peers is very hard, and at times I have
even thought of returning to my instrument and place in the
band line. Often people do not respect the duties of the
drum major, making the job extremely stressful and
frustrating. Whenever, I feel like this, I remember that my
friends and peers know the person behind the drum major’s
appearance and trust they will respect my effort at being a
good drum major.
(G) Transition in the First
Sentence

Performing is the last and final step of the drum
major procedure. Football games are the main event in

Third point from the plan of

which a drum major must direct several songs played by the
development sentence is
developed.

band. All of the skills learned are narrowed down and
applied to the few crucial minutes during the pre-game and
the halftime shows. It is always helpful to calm the mind
before marching out onto the field. The best way to do this
is by taking several deep, stress relieving breaths. One will
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then lead the band onto the field and step onto the podium
from which the drum major will direct. The few minutes of
actual playing time represent everything the drum major
and the band have worked so hard to complete. The drum
major brings the band to attention, signals the drums, and
starts to direct an amazing piece of music. Standing on the
podium and realizing that one is actually directing such
wonderful music is an amazing feeling. It makes all the
hardships worthwhile, which is why performing is absolutely
the best part of being a drum major.
(H) Transition in First
Sentence

(H)All in all, (I)the drum major has to deal with a lot of
pressure and responsibilities on his or her way to

(I) Restatement of These

successful direction and the creation of an excellent
Using Different Words
(J) Summary Sentence for

performance. (J)Keeping a beat, using arm motions, and

First Body Paragraph

showing command are skills a capable drum major must

(K) Summary Sentence for

possess. (K)Even though nerves play a large role during

Second Body Paragraph

performances, a person must calm himself or herself in
order to do his or her best. (L)All skills come into play

(L) Summary Sentence for
Third Body Paragraph
(M) Kicker Sentence

during the football games and performances, and that is
when the band needs its leader the most. (M)No matter
how difficult or stressful being a drum major may be, the
music of the band, the respect from classmates, and the
joyful performances are worth all of the trouble.
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Many thanks to Megan Lowery for permission to share her writing.
The Issue of Coherence and Transition
Narrative, Informative, and Persuasive Writing

The writing of essays and stories challenges the writer to clearly communicate to the
reader. Two devices assist the writer in composing clear readable work. The
ordering of ideas and the use of transition words and devices will improve a writer’s
communication.

ORDER OF IDEAS
The reader will better comprehend a piece of writing if the writer has arranged
the ideas of a paragraph in an orderly fashion. The following orders are available to
writers.
1.

Chronological Order- This is the order of time. It works well when
describing a series of actions or events. Often the use of this order
reveals cause and effect relationships.

2.

Spatial Order- This is the order of space or location. Spatial order is
arrangement by ordering details according to how they are spaced
nearest to farthest, left to right, or any other reasonable arrangement.

3.

Order of Importance- This prioritizes the information in a paragraph.
It maybe used to indicate a movement from most to least important or
from least to most important.

4.

Logical Order- Something that is logical makes sense. Sometimes in
writing it makes sense to group or arrange ideas together to show how
they are related.
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USEFUL TRANSITIONS
Arranging ideas in an order that makes sense helps to make paragraphs
coherent, but direct references and transitional words and expressions can also
help. These words and phrases act as connectors between and among ideas so
that the paragraph is clear to readers.
Words and phrases that make a transition from one idea to another are
called transitional expressions.
Direct References refer to the following situations:
• Using a noun or pronoun that refers to a noun or pronoun used
earlier
•

Repeating a word used earlier

•

Using a word or phrase that means the same thing as one used
earlier.

To show location, use one of the following transitions:
•
•
•
•
•
•

above
across
against
along
alongside
amid

•
•
•
•
•
•

among
around
away from
back of
behind
below

•
•
•
•
•
•

beneath
beside
between
beyond
by
down

•
•
•
•
•
•

in front of
inside
into
near
off
onto

•
•
•
•
•
•

on top of
outside
over
throughout
to the right
under

•
•
•
•
•

soon
later
afterward
immediately
finally

•
•
•
•
•

then
next
as soon as
when
in the
meantime

To show time, use one of the following transitions:
•
•
•
•
•

about
after
at
before
during

•
•
•
•
•

first
second
third
prior to
till
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•
•
•
•
•

until
meanwhile
today
tomorrow
yesterday
next week
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To compare two things, use one of the following transitions:
•
•

•
•

in the same
way
also

•
•

as
similarly

•
•
•

otherwise
counter to
as opposed

in short
to sum up

•
•

all in all
in summary

•
•
•
•

further
next
finally
as well

•
•
•

together with
along with
equally
important

•

to clarify

•

for instance

likewise
like

To make a contrast (show differences), use the following transitions:
•
•
•

but
however
even so

•
•
•

yet
in the
meantime
nevertheless

•
•
•

on the other
hand
still
on the
contrary

•
•
•

although
even though
conversely

To emphasize a point, use one of the following transitions:
•
•

again
to repeat

•
•

indeed
with this in
mind

•
•

•
•

for this
reason
in fact

truly
to emphasize

To conclude to summarize, use one of the following transitions:
•
•
•

as a result
finally
in conclusion

•
•
•

consequently
thus
therefore

•
•

accordingly
due to

•
•

To add information, use one of the following transitions:
•
•
•
•

again
also
additionally
in addition

•
•
•
•

another
and
besides
for example

•
•
•
•

for instance
furthermore
likewise
moreover

To clarify, use one of the following transitions:
•
•

that is
in other
words

•

put another
way
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RESEARCH WRITING MANUAL

The following material provides information to assist when writing a research
essay. If you have questions these pages cannot answer, consult your English
book or ask your English teacher for help.
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Plagiarism

If someone steals your big screen TV or your car, the theft would be a very
reportable offense. Authorities would seek to find the thief and charge that person
with theft. If someone were to steal your grandma’s secret recipe to sell it to a major
food manufacturer, the money gained by that person would not be gained honestly.
If a person’s business is words, the words the person uses and the thoughts the
person has are the valuables that person will wish to protect. Taking someone
else’s words or thoughts and not giving them credit for thinking or developing the
thoughts is theft known as plagiarism.
People who read the ideas of another and use those ideas to write about the
topic must give credit to the person who originated the thoughts. The following
guidelines will help the student avoid plagiarism.

1.

Always acknowledge the material borrowed by introducing the
quotation or paraphrase by using the name of the authority. This
technique will always mark the beginning of borrowed materials.

2.

Place all directly quoted materials in quotation marks.

3.

If the writer will paraphrase the work of another, the paraphrased
language must be the language of the writer not the originator. Simply
rearranging the original words is not enough. The writer’s own voice
and style must be reflected.

4.

Use MLA or APA style recommendations to correctly document
sources within the text.

5.

Cite every reference reflected in the paper on the Works Cited page.

6.

If a source is not used and marked by a parenthetical reference within
the paper, do not list the source on the Works Cited page.
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7.

Common knowledge or facts that are reflected as general information
and repeated in many sources need no documentation. For example,
if the biographical information about former President George Bush is
repeated in several sources then no specific reference is required.

8.

Theory, interpretation, or opinion about the facts requires
documentation.

Students often have difficulty understanding the difference between genuine
research writing and plagiarism. The samples that follow demonstrate acceptable
and unacceptable reflection of material.
Original Material
The Internet explosion has had little impact on the nation’s classrooms.
Schools are failing in two areas. First, schools have been slow to
embrace the technology and provide Internet access for all students.
Second, a comprehensive program of education in Internet use,
content, ownership and organization does not exist in this nation’s
schools. Educators are giving elementary students a peanut butter
sandwich and setting students afloat in the Internet Ocean known for
troubled waters fraught with peril. Students are not prepared to use or
understand the Internet. —Dennis Strong, “Setting Sail on the Internet,”
Educational Issues 23 (1999): 345.
Schools fall short of preparing students for a future in which computer,
Internet, and distance learning use will dominate learning systems
virtually replacing print as a major source of information delivery and
storage. –Strong 566.

Student Writing A
The explosion of the Internet hasn’t had much of an impact on our
nation’s schools. Schools have been slow to accept the Internet and
make it available to students. Schools do not have educational
programs that teach students about use, ownership and the
organization of the Internet. Schools send unprepared elementary
students to the Internet where the student can have problems.
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This writing clearly plagiarizes the original text. Obviously, the writer has
stolen ideas from the original text. Some of the wording in this version is even the
same as the original. The writer gave no credit to the original source for the
thoughts and information included.

Student Writing B
The Internet is an important tool in the educational future of students.
Will schools prepare students to use the Internet? Our schools are not
doing a good job getting students ready for the future. Schools have
not provided enough access for each of the students to the Internet.
Schools don’t have courses that teach students to use the Internet.
Students don’t know who owns the Internet or what it contains.
Students are not prepared to use or understand the Internet (Strong
345).

This version uses more of the writer’s own language, but the ideas included
in the original article clearly are reflected here. The last sentence in the paragraph
is exactly as it appeared in the original version. This sentence should be in
quotations. Additionally, by placing the citation at the close of the paragraph the
reader really cannot tell if the whole paragraph or the last sentence of the paragraph
is being cited.
Student Writing C
The Internet has exploded in the nation’s schools. Students are using
the Internet in researching and networking. Telephones, televisions,
and encyclopedias have been replaced by modems
and computer screens. Since the Internet is an important tool in
modern classrooms, access to the Internet becomes a major issue.
David Strong sees the nation’s schools as failing in the preparation of
students in understanding and using the Internet (345). Strong asserts,
“Schools fall short of preparing students for a future in which computer,
Internet, and distance learning will dominate learning systems virtually
replacing print as a major source of information delivery and storage”
(566).
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This version avoids plagiarism by announcing the beginning of the borrowed
material by providing the author’s name. A page reference is provided indicating
paraphrased material. A direct quotation is given using quotation marks and citing
the page number on which the quote is found in the original material.

Honesty is always the best policy in the use of another’s writing or
thinking. Take the time to cite references as material is borrowed.
DON’T BE A WORD OR IDEA THIEF!
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STANDARD OUTLINE FORM
Outline Form
The final outline of a critical or research paper should provide the reader with
an efficient overview of the major divisions and key points of the paper. It should be
typed on a separate sheet, preceding the final draft. Begin each entry with a capital
letter, but do not capitalize other words unless they are proper nouns or proper
adjectives. Do not use terminal punctuation. There must never be a long sub-topic.
Sample Outline
The Hotel Industry as a Career
I.

Variety of skilled and unskilled occupations
A.

B.

II.

1.

Management

2.

Office staff

3.

Accounting and sales

Back of the house
1.

Housekeeping

2.

Food preparation

3.

Engineering and security

Training for the job
A.

B.

III.

Front of the house

Short on-the-job training
1.

Entry level positions

2.

Part-time work

Special training
1.

Internship training

2.

Vocational education

Benefits of hotel careers
A.

Flexible schedules

B.

Many locations

C.

Potential promotion
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Avoiding Plagiarism by Citing Sources

Plagiarism
Any plagiarism, failure to give proper credit to source, merits a
failing grade. The most blatant form of plagiarism is to repeat, as
your own, someone else’s sentences word for word. Less blatant
plagiarism occurs when ideas or expressions are borrowed. When
using another’s ideas or expressions, the writer must acknowledge the
source.

Citing Sources
Credit can be given to an author for thoughts and words by
selecting one of three methods of citing sources. Each system has
established a method of citation that follows rules. Be consistent
when documenting sources, and follow the rules of the method of
citation required by the teacher.
Teachers will require or suggest the best method of citation for
use on the assigned research project. MLA (Modern Language
Association) is often used to accomplish and cite research projects in
English and social studies. This system uses in-text citations called
parenthetical references and a works cited page. Some teachers also
require a bibliography page that lists all cited references and those
consulted but not cited. APA (American Psychological Association)
is often used to cite math and science research. APA also uses in-text
citations. It, however, uses a bibliography page rather than a works
cited page. Chicago Turabian is a system using footnotes, endnotes
and a bibliography to document sources. These three systems are the
most popular systems of citation.
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Don’t panic! Yes, it is true that you have a research paper to complete. It is true that
your teacher will be expecting you to find information, document that information, and list
the sources you have cited in the paper. Now, remember not to panic. This task can be
completed with a minimum of work, worry, and perspiration. Hang on, and read your
survival directions.

Don’t wait until the last minute. A research paper demands time.

When you find information about your topic, take careful notes
listing the information that comes from the source. Be sure to record
the information that will be needed to document the source. You will
need to write any of the following that apply.
Name of the book, magazine, or website
Article title
Author
Page numbers
Volume, chapter, verse numbers
Copyright date
Posting date
Web address
After carefully collecting information from many sources, it is time
to do some writing. Writing a research paper is tricky. The writer
MUST give credit for the ideas that came from other people. Ideas
are valuable. One cannot take the thoughts of another without paying
for them. Proper citing of sources is the way a writer pays another
person for the thoughts borrowed.
A good rule to follow is to document more rather than less. A direct
quotation, a borrowed opinion, or any statement that is not general
knowledge must be documented. Try numbering your sources before
you begin to write. Whenever you use a piece of information from a
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quote or opinion put the number of the source in the margin of the
paper. You can go back later and put the parenthetical reference in
place. Remember to mark your paper every time an idea or words are
borrowed.
The writer must mark each spot in the essay where a quotation, an
idea, or an opinion had been borrowed. This can be accomplished
by inserting a set of parentheses ( ). Inside the parentheses, the
writer must identify the location from which the information was
taken. In the parentheses put the name of the author. If the author’s
name is not available put the title of the work or web page. Also in
the parentheses, place page numbers or other locating numbers.
Place these sets of parentheses in convenient spots. The ends of
sentences or paragraphs will not disrupt the writing. Consult the
handbook for examples and important information about punctuation.
The mysterious novel was “one of her best” (Blore 37).
The last part of the research paper project involves the giving of
complete information about the sources used in the paper. This
information is placed on a sheet that is added at the close of the
paper. Basically, this sheet has one entry for each of the sources you
cite in the paper. The works are listed alphabetically. Most of these
listings contain the name of the author, then the title of the work, the
place the work was published, the publisher and the year published.
This is somewhat easy to do for books and magazines. It becomes
difficult when a source is missing information or you are using
Internet resources. Keep in mind that you are required to give as
complete an entry as possible. Work with what you have. Use the
examples in your handbook to guide you to correct listings.

Author with last name first (.) Title

(.) Where published (:): Publisher (,) Year(.)

McGinley, Phyllis. The Province of the Heart. New York: Viking Press, 1995.

Author

“Title of article(.)”

Name of Site

Novet, James. “Beatles Fact and Fiction.” Beatles Web. Beatlesweb, n.d.,
Web. 1 Sep. 2013

Date you accessed
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MLA PARENTHETICAL REFERENCES
Instead of using footnotes or endnotes, give credit in the text by using
Parenthetical References. To do this, insert the appropriate information (author and
page number) in parentheses following the borrowed words or ideas. Parenthetical
References should be placed where a pause would be or at the end of a sentence
to not disrupt the flow of the writing. Use as few references as accuracy will allow.
Placement of Citations:


Place the citation as close as possible to the material it documents,
preferably at the end of the sentence.



Place the citation before the punctuation mark of the sentence, clause, or
phrase you are documenting.
Example:

Her best work appeared after she had abandoned the

narrow academic approach (Hemenway 215).


For a quotation that ends a sentence, put the citation after the quotation mark
but before the end punctuation mark.
Example:

Most critics have agreed with Darryl Pinkney that

Hurston’s “ear for the vernacular of folk speech is impeccable” (56).


For an indented quotation, put the citation two spaces after the final
punctuation mark.

Important Points:
1. References must refer to sources listed in “Works Cited” section of the paper.
2. Indicate precisely the location of cited references by using page numbers,
acts, chapters, volume numbers, etc.
3. Document all quoted material, all paraphrased material and summarized
information.
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MLA PARENTHETICAL REFERENCES
[Source of some examples: High School Handbook 2, Holt Rinehart and Winston. Austin 1995]

One Author: Citing a Complete Work
A parenthetical reference is not needed if you identify the author
and work in the text.
If the author is not mentioned in the text, give the author’s last name.
With Author in Text
In Transitions, Regie Routman recommends that all teachers have a personal
philosophy of education.

Without Author in Text
Transitions recommends the incorporation of literature within the instructional
curriculum (Routman).

One Author: Citing Part of a Work
If you borrow from a particular passage in a work, in your reference
you must cite the page numbers. No punctuation is needed but you
must space between the author’s last name and the page reference.
With Author in Text
Johnson reports that humor is essential for minimizing conflict (58).

Without Author in Text
Compromise focuses on the idea that half a loaf is better than none (Johnson 23).

Two or Three Authors
The last names of every author must be given in the reference in the
same order that they appear in the Works Cited section.
Language is enhanced through its use (Johnson and Louis 26)

Separate Passages in a Single Work
Author’s last name and multiple page references.
(Henry 41, 77-78)
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More Than One Work by the Same Author
Author’s last name and the full title or a shortened version.
(Hurston, Dust Tracks 197)

Multivolume Works
Author’s last name plus volume and page.
(Cattell 2: 214-15)

Works with a Title Only
Full title (if short) or a shortened version.
(“Old Eatonville” 2)
(World Almanac 809)

Classic Literary Works Published in Many Editions
Prose: give page numbers and then supply other identifying
information, such as chapter numbers, after semicolon.
(Swift, Gulliver’s Travels 62; pt. 2, ch. 4)

Poems and Plays: omit page numbers and give divisions, such as
book, act, scene and lines, separated by periods.
(Shakespeare, Hamlet 3.4.107-08)
[Note the use of Arabic numbers, not Roman numerals]

Indirect Sources
Abbreviation qtd. in [quoted in] before the source.
(qtd. in Howard 161)

More than One Work in the Same Citation
Citations separated with semicolons.
(Bone 127; Pinckney 56)

Biblical References
Name of book (abbreviated), chapter, and verse.
(Gen. 1.2)
[Note that the names of books of the Bible are neither underlined nor enclosed in
quotation marks.]
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GUIDELINES FOR USING QUOTATIONS
Quote a whole sentence, introducing it in your own words.
Margaret Wilson sums up Hurston’s belief this way: “She saw people as people”
(110)

Quote part of a sentence within a sentence of your own.
The long sermon “was taken almost verbatim from Hurston’s field notes” (Hemenway
197).

Quote just one word or a few words within a sentence of your own.
Eatonville was where she heard the local storytellers tell their “lies” (Hurston, Dust
Tracks 197).

Use ellipses (three spaced periods) to indicate omissions from
quotations.
You may want to alter a quotation to shorten it or make it fit
grammatically into your text. Use ellipses to indicate words deleted
within a quotation or any deletion that leaves a quotation that appears
to be a complete sentence but is only part of the original sentence.
According to Lillie Howard, “She learned to view the good old lies . . . as invaluable
folklore . . .” (“Hurston” 136).

Set off longer quotations as “blocks.”
If a quotation will be more than four typed lines, start a new line,
indent the entire quotation ten spaces from the left, and do not use
quotation marks. Double-space a long quotation just like the rest of
your report.
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Bibliography Page Preparation
At the close of the paper, a Bibliography page provides a list of the works used in
preparing the paper. The Bibliography page lists an entry for each source cited in
a parenthetical reference and an entry for each source consulted but not quoted. If
no author is given, the first word of the title (not counting A, An, or The) determines
the order.

Tips
•
•
•
•
•
•

½ inch margin on the right hand side of the paper type last name and page
number
Works are listed alphabetically, without numbering, on a sheet following the
Works Cited or Sources Cited page in your paper.
Double-space each entry and between entries.
The first line of each entry beginning at the left-hand margin and
subsequent lines indented five spaces.
Use the heading Bibliography.
Follow the format for Works Cited entries.
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Endnotes

Often, Endnotes are preferred over Footnotes
Procedures

-

Double space each endnote.

-

Indent the first 5 spaces.

-

Number consecutively throughout the research paper.
Superscript, or elevate the number for every entry in consecutive
order.

-

Do not use the abbreviation ibid. or op.cit. for repeated references; this
can lead to confusion.

-

The title for the Endnote page is Notes, NOT Endnotes. Do NOT
repeat the title for consecutive pages that may be used.

-

The author’s name is NOT inverted in the endnote since you will not
place endnotes in alphabetical order.

-

After the first endnote reference for each source, a shortened form
may be used.

Examples listed below:

Notes
1

F. Scott Fitzgerald, The Great Gatsby (New York: Scribner, 1925), 120.

2

A. E. Dyson, “The Great Gatsby: Thirty-six Years After,” in F. Scott Fitzgerald: A

Collection of Essays, ed. Arthur Mizener. (Englewood cliffs, NJ: Prentice Hall, 1963). 113.
3

Henry van Dyke, “Ralph Waldo Emerson,” Encyclopedia Britannica. 1911 ed.

9:333.
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4

”All the Long Hot Summer,” Time. 2 June 1980, 19.

After fully citing a source in the first reference, subsequent references can be made as
follows:
5

Fitzgerald 121.

6”

7

All the Long Hot Summers” 19.

Alison S. Jenson, “Audience and Web Design.” 1999. (21 January 2000)

http://www.dalywebdesign.com.ir/papers/audience.html.
8

Cheryl Berger. “Thursday’s Paradise Lost Lecture.” Personal e-mail. 15 September

1996. (15 Sept. 1996).
9

Jenson.

10

Berger.
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Bibliography
If endnotes are used, some teachers will not require the completion of a bibliography page as
it contains some of the same material. The bibliography differs from an endnote listing in
that the bibliography lists references cited and references that were consulted but not used for
a specific reference. Seek instruction from the teacher making the instruction.

Procedures
-

Double space each reference.

-

Do not number the entries.

-

Alphabetize by author. If author information is not available use the name of
the item or article.

-

Do not use the abbreviation ibid. or op.cit, for repeated references. The use of
these abbreviations often leads to confusion.

-

Indent the first five spaces of line 2 and beyond for each reference.

-

Entries may be added for sources consulted, but not cited in the paper.
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Edgar Allan Poe: Man of Mystery

Ima Student, 2
Mrs. Altoona Area
Academic English 10
01 September 2013
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SAMPLE RESEARCH PAPER
Ima Student
Mrs. Altoona Area
Academic English 10
01 September 2013
Edgar Allen Poe: Man of Mystery
Entering a pawnshop, Brandon Lee, portraying a resurrected rock musician brutally
murdered a year earlier in the 1994 stylish noir thriller The Crow, begins reciting Edgar Allan
Poe’s famous lines, “Once upon a midnight dreary, while I pondered weak and weary…”
This example demonstrates that pop culture is just one aspect of modern life Poe influenced.
Known for his ability to write suspenseful short stories and poetry, he is considered a worthy
addition to the list of great American writers. Even though many facts are known about him,
what made him tick is a mystery. Through researching his life, it is evident that Poe had an
extreme impact on American society based on “the story” of his early existence, his
contributions to literature, and his influence on people.
Poe’s early life was difficult and quite turbulent; he was constantly moving from
place to place. According to Timeless Voices, Timeless Themes, he was born in Boston in
1809 and was the son of impoverished actors. His father deserted the family; a year later, his
mother died (“Edgar Allan Poe” 294). Though she died at the young age of 24 and only knew
her son for a short time, he highly impacted her life. On a picture of her that was taken after
Poe’s birth, she writes, “ ‘For my little son Edgar, who should ever love Boston, the place of
his birth, and where his mother found her best, and most sympathetic friends’ ” (Thomas and
Jackson 189). Because Poe was left without parents, the family of John Allan, a wealthy
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Student 2
Virginia merchant, took him in. The Allans paid for Poe’s education but refused to continue
after he accrued gambling debt, which in turn caused him to drop out of school due to
inadequate funding for the cause. As he grew older, he joined the army under an assumed
name, and later John Allan won him an appointment to the Military Academy at West Point.
Unfortunately, within a year, Poe was expelled for academic violations, and an irreparable
break was made with his stepfather (“Edgar Allan Poe” 294). The story of Poe’s difficult
early life is an inspiration to Americans, because he overcame obstacles to achieve his goal of
writing great works of literature.
Though Poe was remembered for the struggle he endured, his most notable success is
his contribution to American literature. According to Timeless Voices, Timeless Themes,
“Poe is widely known as the inventor of the detective story, and his psychological thrillers
have been imitated by scores of modern writers” (“Edgar Allan Poe” 294). Poe wrote many
poems, short stories, and one novel throughout his lifetime. One of his most popular works
was the 1945 classic “The Raven,” a poem about a bird that taunts a man suffering over the
loss of his love, Lenore (Poe 309). In fact, Poe began his literary “career” writing poems.
His very first volume of poetry was published in 1831, called Tamerlane and Other Poems.
Two years later, he published volume two, Al Aaraaf. Poems was the name of his third
volume of poetry, but it failed to bring him money or acclaim. Poe then resorted to writing
short stories, and he published his first and only novel, The Narrative of Arthur Gordon Pym.
Though Poe has many works that are famous today, he had an uncertain status amongst his
contemporary critics; however, his work has remained extremely popular among generations
of American readers (“Edgar Allan Poe” 294).
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Student 3
Despite the fact that Poe died over a hundred years ago, his writing has influenced
many people, even those who are not writers. Roderick Usher, in his article “A Paean to
Poor Poe,” states: “For all of his torment, Poe’s tales of mystery and horror have had a deep
influence on the creativity of others…” (65). For instance, the Alan Parsons Project, a
seventies musical group, devoted an album to Edgar Allan Poe. They created an album titled
Tales of Mystery and Imagination with songs on it called “The Raven”, “Fall of the House of
Usher,” and “The Cask of Amontillado,” titled after his short stories (Gmoser). Poe even
appears on the Beatles Sgt. Peppers Lonely Hearts Club album and “The Raven” is recited in
a 1990 episode of The Simpsons. In addition to influencing music, he has also enjoyed many
modern interpreters, including actor Christopher Walken, Blondie lead singer Debbie Harry,
and vocalist Iggy Pop. To add to the list, the old television show, The Munsters, included a
wall clock with a raven that chimed “Nevermore” (Thomas and Jackson 231). In Altoona,
Pennsylvania, there is a band called Nevermoure, and its followers are called “The Ravens.”
All of these footprints pay homage to Poe for his revolutionary brilliance in the American
literary tradition.
Even though Poe lived a life full of struggle and hardship and was constantly scorned
by critics, his will to succeed and create new and unique pieces of literature is no mystery.
He invented the detective story, and writers today are still emulating his works. In addition,
Poe’s message speaks to all types of people, especially those dealing with life trials—that
even though difficult life events and responsibilities may seem unconquerable, one can still
overcome them to achieve his or her dreams and even affect others. Poe was definitely a
revolutionary who still inspires; today, people are still continuing to read and analyze his
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Student 4
works, and many are just beginning their journey. Regardless of whether a person is a
veteran or a beginning reader, Poe’s works will continue to stimulate the minds of people for
countless generations.
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For student papers in MLA style, underlining or italics may be used in listing sources.
The student MUST be consistent throughout each entry. In other words, if your first
entry is underlined, then the remaining entries must follow the same format. Likewise,
if your first entry is italics, then the remaining entries must follow the same format.
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BUSINESS WRITING
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FORMAT FOR PERSONAL BUSINESS LETTERS

On the next page is an example of a Personal Business Letter
with open punctuation.
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Example of a Block Format Personal Business Letter with
Open Punctuation
Return address
Date:

1049 Michigan Ave. N.
Chicago, IL 60611-2273
November 18, 2013
(QS - 4 hard returns)

Letter address

Mr. Elden P. Carter
7257 Charles Plz.
Omaha, NE 68114-3219
(DS)

Salutation

Dear Mr. Carter
(DS)

Body

Your telephone call on Wednesday was a really pleasant surprise.
Life for both of us since college has been exciting as well as
challenging, it seems. I enjoyed the update.
(DS)

Per your request, I am happy to supply this model for personalbusiness correspondence. The model I am showing you is in block
format (all lines beginning at the left margin).

(DS)
Use on-inch side margins. Begin the return address two inches (line
13) from the top of the paper. Key the dates on the next line below
the return address.
(DS)
All letter parts are separated by a double space (two returns) with
two exceptions: A quadruple space (four returns) is left between the
date and the letter address and between the complimentary close and
the keyed name.
(DS)
I am attaching a page from reference manual that includes an
annotated model. Call again if you need more help.
(DS)
Complimentary
Close

Cordially

Writer

Andrea Rialto

(QS - 4 returns)

(DS)
Attachment notation Attachment
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FORMAT FOR INTEROFFICE MEMORANDUM

1.

An interoffice memorandum, or "memo," is used for written messages
within a company.

2.

Use 2-inch top margin and 1-inch left and right margins or default margins.

3.

Key the guidewords (TO, FROM, DATE, and SUBJECT) beginning at the left
margin in all caps. Tab twice after the colon following the guidewords except
only once after subject. Double-space (DS) the lines of information. Double
space (DS) after the last line.

4.

Key the lines of the body using single spacing (SS). Double space (DS)
between the paragraphs.

5.

Key the typist's initials a double space (DS) after the body. The typist's
initials should be keyed in lowercase letters.

6.

Key the Attachment notation a double space (DS) below the typist's initials.
You only have this if something is attached to the memorandum.

7.

Use 12 pt. font Times New Roman.

On the next page is an example of a Memorandum.
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(DS)
TO:

(2 returns or 1 blank line)

All Employees

(DS) (2 returns or 1 blank line)
Personnel Department
(DS) (2 returns or 1 blank line)
DATE:
Current Date
(DS) (2 returns or 1 blank line
SUBJECT: Awards Banquet
(DS) (2 returns or 1 blank line)
Our annual awards banquet will be held on Tuesday, May 22, in the Grand Ballroom of the
Chatham House. Dinner will be served at 7 p.m. The awards ceremony will begin at 8:30
p.m.
(DS) (2 returns or 1 blank line)
If you plan to attend this banquet, please complete the attached reservation form. As an
employee, you are entitled to a complimentary ticket to the banquet. Please return
reservation forms to Molly Evans in the Personnel Department by May 15.
(DS) (2 returns or 1 blank line)
xxx
(DS) (2 returns or 1 blank line)
Attachment
FROM:

EXAMPLE OF A MEMORANDUM
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PURPOSE OF A COVER LETTER
The purpose of a cover letter is to initiate communication with the potential
employer. The final objective is a personal meeting.
Here are some tips to consider when writing an attention-getting cover letter.

Write to a specific person--not to a company.
Call the company.
Ask for the name of the appropriate person.
Get the title and mailing address.
Always check spellings.

Use the "Triple Play" for the perfect cover letter.
Three paragraphs
•

Three sentences per paragraph maximum

•

Three points to communicate:
1.

Introduce yourself--state your objective and how you
learned about the job opening.

2.

Spark the employer's interest--highlight specific skills and
qualifications you can offer.

3.

Communicate your interest--ask for the interview.

Type your cover letter on the same kind of paper
you used for your resume
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EXAMPLE OF A COVER LETTER
Current Date

Mr. John Smith
Director of Personnel
COMPU-CO
10 Wood Street
Altoona, PA 16602
Dear Mr. Smith:
This letter is in response to your advertisement in the June 1, 1999 edition of the Altoona
Mirror. Please consider me for the Data Entry Clerk position.
I have always been recognized by my high school instructors and employers as a dependable,
hardworking person. Last year I received special commendation for my involvement in the
creation of a student record database for Anytown High School. As a data entry clerk, I can
contribute to your company's success. I am an achievement-oriented individual and always
strive to do my best.
Enclosed is my resume which outlines my qualifications. I would like to meet with you to
discuss my qualifications as they apply to the position with COMPU-CO. You may contact
me at (814) 946-2647 daily after 2 p.m. I appreciate your time and consideration and look
forward to meeting with you.
Sincerely,

Ms. Carol Smith
100 Main Street
Anytown, PA 16601
ds
Enclosure: Resume

This letter is typed in block style--all lines begin at left margin.
This letter is typed using mixed punctuation--colon after salutation and comma after
complimentary close.
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TIPS FOR CREATING A RESUME
Your resume is a reflection of you, so it must be perfect. Keep in mind that your
resume does not get you jobs--it gets you interviews. Your resume must project the
message that you will be a valuable employee and that it will be to an employer's advantage
to see you.

"MUSTS" FOR A GOOD RESUME:
Know your readers--use vocabulary and information to which they can relate.
Highlight your most important accomplishments and skills and show what
results you have produced.
Begin sentences with power verbs (example - organized, managed, designed,
implemented, directed).
Pick the proper format.
Draft it first.
Eliminate extraneous information (example - hobbies, height and weight,
salary requirements).
Limit it to one page.
Critique it, have two or three other people proofread it.
Make it beautiful (high quality paper, white, cream or light grey 20 lb. paper
stock).

On the next page is an information guide to be used in creating
your resume. Following that is an example of an actual resume
with references to be used as a guide, not a format.
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QUALIFICATION BRIEF
Personal Information
Name
Address
Telephone Number (include Area Code)
Social Security Number

Career Objective
Make your objective very general

Education
Graduate of Altoona Area High School in June 199?
Majored in (?) from (?) to (?)
Major subjects:
Skill in operating: (list of machines from school and work)
Software: (list of programs you know how to use)
Typing and shorthand speed (if applicable)

Honors/Awards/Activities
School and community

Work Experience
List most recent first
Should include:
Name of employer
Address of employer
Telephone Number of employer (include area code)
Supervisor's Name (put title in front of name such as Mr. Ms.)
Dates of employment
Duties or responsibilities

References
Statement - Available Upon Request - should be on your resume
Must have at least three
Typed on a separate sheet of paper
Heading on the separate page should be:
References
of
Your Name
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******************************************************************

QUALIFICATION BRIEF
******************************************************************
Jane Doe
100 Main Avenue
Altoona, PA 16601
(814) 555-5555
123-45-6789

Career Objective
To use my business skills in a job that is secretarial and has interaction with society.

Education
Graduate of Altoona Area High School in June 1999
Majored in Business/Academics from September 1995 to June 1999
Major Subjects
Academic English …………………………………………………………….
Introduction to Business ……………………………………………………...
Introduction to Word Processing ……………………………………………..
Advanced Word Processing …………………………………………………..
Introduction to Spreadsheet and Database ……………………………………
Clerical Procedures …………………………………………………………...
Desktop Publishing …………………………………………………………...
Accounting ……………………………………………………………………

3.0 years
1.0 year
1.0 year
1.0 year
1.0 year
1.0 year
1.0 year
1.0 year

Skill in Operating
Typewriters:
Swintec 8011
Smith Corona

Microcomputers:
IBM PC-350 P75
IBM EduQuest 45
IBM PS/2 Model 30

Other Equipment:
Teletrainers
Sanyo Transcribers

Software Programs Used
Windows 3.1 Based Software:
WordPerfect 6.1
Microsoft Word 6.0
Microsoft Works 3.0
Microsoft Access 2.0
Lotus 1-2-3, Release 5
PrintShop Deluxe
PageMaker 5.0

DOS Based Software
Microsoft Works 2.1
WordPerfect 5.1
dBase III+
PrintShop

Awards/Clubs/Activities
Clubs at AAHS: Aids Awareness Team, Chorus,
Earthkeepers Club (president), Homecoming
Committee, President's Club, Student Council, Sr.
Class Executive Committee, and the Under
Construction Theater Company
Activities: church youth group and choir

Awards: Perfect Attendance since second grade,
received 2-R pins and 2-A pins, a filing award, and
Certificate of Merit for participation in AAHS AIDS
Awareness Team

References
Available Upon Request
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References
Of
Jane Doe

Mrs. Nicole Zernick
Altoona Area High School District
Business Education Department
1415 Sixth Avenue
Altoona, PA 16602
(814) 946-8304

Mr. Christopher King
Altoona Area High School District
Business Education Department
1415 Sixth Avenue
Altoona, PA 16602
(814) 946-8304
Ms. Megan Roscia
Altoona Area High School District
Business Education Department
1415 Sixth Avenue
Altoona, PA 16602
(814) 946-8304
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TIPS FOR COMPLETING AN
EMPLOYMENT APPLICATION
1.

Bring several good pens--black or blue ink.

2.

Print neatly!
•

3.

If an application is not filled out legibly, it will end up in the
wastebasket.

Answer every question.
•

This shows that you have read the application thoroughly. If the
question does not apply to you, write N/A (not applicable).

4.

If the application asks for salary requirements, write, "open."

5.

Remember your social security number or write it down!

6.

It will be easier for you to remember dates if you bring a copy of your resume
with you.

7.

You should provide three references.
•

Know their names, addresses, business phone numbers,
companies, and occupations.
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TIPS FOR THE INTERVIEW
•

Be prepared.

•

Appearance conveys confidence. Dress neatly. Be well groomed.

•

Arrive 15 minutes before your interview.

•

Be honest, and be yourself.

•

Be courteous and attentive. Show that you are a good listener.

•

Maintain poise and posture.

•

You must be a better salesman than the person before and after you.

•

Keep nervous gestures to a minimum.

•

Greet the interviewer with a smile and a firm handshake.

•

Do not chew gum.

•

Do not answer with a simple "yes/no" response. Speak in complete sentences.

•

Look the interviewer in the eye.

•

Answer intelligently. Think before you speak.

•

Demonstrate interest in the company and the position.

•

Express appreciation for the interviewer's time.

•

Ask specific questions about the interviewer's facility.

•

Remain confident.

•

Let the interviewer know before you leave that you are interested in the job.

•

Smile and thank the interviewer with a strong handshake when leaving.

•

Do not linger.

•

Mail a thank-you letter to the interviewer that same day.
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MOST FREQUENTLY ASKED
INTERVIEW QUESTIONS
•

Tell me something about yourself.

•

What made you choose the _________ field? (The particular field of study you
chose.)

•

What are your future career goals?

•

In what school activities did you participate? What made you select them?

•

Which did you enjoy the most?

•

What is it that makes you think you might like to work for our company?

•

What do you know about our company?

•

What do you know about the position?

•

Why do you feel you are qualified for the position?

•

What personal characteristics do you feel are necessary for success?

•

What are your own special strong points?

•

What is your major weakness? What are you doing to overcome it?

•

Do you feel you have done the best scholastic work you can?

•

What previous jobs have you held? What did you learn from them?

•

What kind of recommendations would you receive from previous employers?

•

What would your teachers have to say about you?

•

How long do you expect to work?

•

What would make you choose one job over another?

•

What do you expect to get from this job?

•

What salary do you expect?

•

What is the earliest date you can start?

•

Why should I hire you?
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EXAMPLE OF A THANK-YOU LETTER

Current Date

Mr. John Smith
Director of Personnel
COMPU-CO
10 Wood Street
Altoona, PA 16602
Dear Mr. Smith:
Thank you for meeting with me on Monday, June 9, 1999 to explain the requirements of the
Data Entry Clerk position. The time you spent with me sharing information about COMPUCO is very much appreciated.
I am excited about the opportunity to work for your company. I know that I can perform to
your expectations and hope to hear from you soon.
Sincerely,

Ms. Carol Smith
100 Main Street
Anytown, PA 16601
(814) 946-2647

This letter is typed in block style--all lines begin at left margin.
This letter is typed using mixed punctuation--colon after salutation and comma
after complimentary close.
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FORMAT FOR FRIENDLY LETTERS

1.

The heading includes your address and the date. Write the heading in the
upper right-hand corner, about an inch from the top of the page.

2.

The salutation is a way of saying hello to the person to whom you are
writing. It usually begins with the word Dear and is followed by the
person’s name. Place a comma after the person’s name. Write the
salutation at the left-hand margin, two lines below the heading.

3.

The body of the letter contains the thoughts and ideas you want to share
with this person. Begin writing on the second line after the salutation.
Keep the paragraphs short for easy reading.

4.

The closing is a way of saying good-bye. Write your closing two lines
below the body of your letter. Capitalize only the first word and follow
the closing with a comma. Here are some closings from which to
choose:
Love,
Sincerely,
Yours truly,
Your friend,
Very truly yours,

5.

Write your signature two lines below the closing. Your first name is
usually enough, unless the person you are writing to does not know you
well.
 If you are writing to a very close friend or family member, you do not
have to follow this format exactly.
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732 Bluebird Lane
Viceroy, PA 19703
June 23,2006
Dear Aunt Jenny,
Can you believe the weather we have been having?
The temperature has climbed so high one would think
that this is the middle of August rather than the
middle of June.
I hope you are keeping cool in
Michigan. Maybe the breezes from the lakes will help
to keep you comfortable.
Since school is out, I have been sleeping late
and enjoying my freedom. I swim every afternoon. My
tan is deep and even. Mom continues to tell me the
wise thing to do is to use sunblock, but I like the
way I look with a tan.
Jill and I ride our bikes for at least an hour
each evening. I am trying to build my legs for
basketball season in the fall. I play basketball in
summer league three days a week. It feels good to
get back on the court. I am playing for Sam’s
Furniture. We have won every game so far. Most of
our games are scheduled for Sullivan’s Courts. It is
a nice place to play. The next time you visit I hope
you will catch one of my games.
I will close for now.

Please know that I miss

you!
Love,

Erica
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Power Writing
Power Writing is a very structured form of writing that we begin teaching in seventh
grade. It is good for the struggling writer because the structure allows him or her to
be successful in writing a good paragraph. It is also a good tool for the more
advanced students because they must use their creativity and knowledge of the
language to say what they want to say, yet still stay within the parameters of Power
Writing.
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Power Writing
Name:____________________________
Stage 1: Word Power
1 fruits
2 apple
2 banana
1 holidays
2 Thanksgiving
2 Christmas

1 Friends
2
2
2 Subjects
2
2

1 sports
2 football
2 tennis
1 coins
2
2
1 computers
2
2
1 dogs
2
2
1 hobbies
2
2
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Power Writing
Name:____________________________
Stage 2: Phrase Power
1 Chinese cities
2 Peking, the capital
2 Shanghai, the largest

1 subjects in school
2
2

1 dogs of China
2 Tibetan mastiff
2 Chinese wolfhound

1 cartoon dogs
2
2

1 after-school activities
2 playing basketball
2 chasing pretty girls (handsome boys)

1

1 vacation spots in Europe
2 Portugal, a tourist bargain
2 Greece’s “traditional settlements”

1

1 favorite sports
2
2

1

1 comedy movies
2
2

1

1 names of children
2
2

1
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2
2

2
2

2
2

2
2

2
2

Power Writing
Name:____________________________
Stage 3 Sentence Power
1 There are two cities one should visit in Pennsylvania.
2 One is Harrisburg, the capital.
2 Another is Philadelphia, the largest.
1 After school I like to do two things.
2 For one. I like to play on my baseball team.
2 For another, I like to chase pretty girls.
1 A person can take two steps to keep her home from being burglarized.
2 One is to get a pit bull.
2 Another is to get a burglar alarm.
1 If I became chef for a day, I would make two changes in the school cafeteria.
2
2
1 Cats purr for two reasons.
2
2
1 For what two reasons do little boys enjoy stomping in mud puddles?
2
2
1 Two terrible things happened today!
2
2
1 Frankly, I enjoy writing for two reasons.
2
2
1 cartoon dogs
2
2
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Power Writing
Stage 4: Power Graphs 1 2 2 2
Second Power Transition Words:
1. one
7. finally
2. another
8. third
3. also
9. last
4. first
10. above all
5. second
11. in addition to
6. besides
12. to begin with
Example:
There are three sports I like to watch. First, I enjoy watching the Steelers play
football. Also, I like to watch college basketball. Last, I spend time watching high school
baseball.

Stage 5: Power Graphs 1 2 3 2 3 2 3
3rd power – sentences that add detail to the 2nd power.
The word there is to be eliminated at the beginning of sentences.

Stage 6: Power Graphs: 1 2 3 2 3 2 3
Eliminate any form of be from the writing.
Be verbs:
am
was
being
is
were
been
are
be
Example:
I like to watch three sports. First, I enjoy watching the Steelers play football. I think
Ben throws the ball well. Also, I like to watch college basketball. The Nittany Lions will
triumph this year. Last, I spend time watching high school baseball. I cheer most for the
Altoona Mountain Lions.

Stage 7: Power Graph with Sentence Patterns
Sentence Patterns:
1. Use a strong active verb.
2. Ask a question.
3. Use and exclamatory sentence
4. Open with an adverb.
5. Open with a prepositional phrase.
6. Use a compound sentence.
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Power Writing
Second Power
Transition Words
one
besides
another
also

finally

first
second

moreover

furthermore
above all
in addition to
to begin with

Conventions of Form and Literacy
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Use ink when instructed to do so.
Have one-inch margins on all 4 sides of the paper.
Control neatness.
Indent the opening of a power Graph one inch.
Write in complete sentences.
Use proper grammar.
Spell correctly.
Punctuate properly.
Eliminate the word there from the beginning of a sentence.
Eliminate the use of the verb to be.
Eliminate the use of you.

Sentence Patterns
1. Use a strong active verb. Fire belched from the dragon’s
mouth.
2. Ask a question. Why do clubs have rules?
3. Use an exclamatory sentence.

What incredible luck!

4. Open with an adverb. Angrily, the student leaped to his
feet. Afterward, Lawrence attended the party.
5. Open with a prepositional phrase. During the day he read.
For his gold I have no desire.
6. Use a compound sentence. Henry studied for his math test,
and he finished his social studies report.
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ADDITIONAL INFORMATION
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SUGGESTED TEXTS

Aaron, J. E. (1998). The Little, Brown Compact Handbook. New York:
Longman.
Achtert, W.S., & Gibaldi, J. (Eds.). (1985). The MLA Style Manual. New York:
Modern Language Association of America.
Corbett, E. P. J., & Finkle, S.L. (1998). The Little English Handbook: Choices and
Conventions (8th ed.). New York: Longman.
Corder, J., & Ruszkiewicz, J.J. (1985) Handbook of Current English (7th ed). New
York: Scott Foresman and Co.
Dangle, L. F., & Haussman. A. M. ( ) Preparing the Research Paper (3rd ed,).
CEBSO Standard Publishing.
Lester, J. D. (1993). Writing Research Papers: A Complete Guide (8th ed.). New
York:
Harper Collins.
Sebranek, P., & Meyer, V. (1996). Writers INC.: A Student Handbook for Writing
and Learning. New York: D.C. Heath and Co.
Strunk, W., & White, E.B. (1986). The Elements of Style. New York: Macmillan.
Turabian, K. L. (1996). A Manual for Writers of Term Papers, Thesis, and
Dissertations. (6th ed.). Chicago: University of Chicago Press.
The Word Book. (1983). New York: Houghton Mifflin Co.

Students are encouraged to visit a local bookstore or to contact the English
Department Chairperson in their school to get additional suggestions for reference
materials. Many reference tools are available on the market. This listing is made up
of those materials previous students have found most helpful.
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RUBRICS/SCORING GUIDE
A rubric/scoring guide is a listing of criteria used to judge a product. The following
rubrics are presented as a means of providing samples of possible criteria that may
be used to assess one’s writing.
Task:
Students will investigate a topic, provide evidence of organized research and sources, and present the
information in an approved manner such as a project, oral presentation, or written report.
Scoring Criteria:
RESEARCH & INFORMATION MANAGEMENT SKILLS HOLISTIC SCORING GUIDE
4
* clear focus, fully
developed &
supported by relevant
information

3
*adequate focus;
sufficient content

*logical & appropriate
organization

*appropriate
organization

*extensive variety of
sources; standard
bibliography form
mastered

2
*vague focus;
superficial content

1
*lacks focus;
insufficient content

*confused or
inconsistent
organization
*limited use of
*no evidence of varied
sources; few errors on
sources; uses nonstandard
standard
bibliography form
bibliography form

*absence of
organization
*lack of
documentation

CHARACTERISTICS OF RESEARCH & INFORMATION
CONTENT
*exhibits clarity of purpose

*modifies topic to suit purpose
*utilizes relevant information

ORGANIZATION
*shows evidence of an
appropriate organizational
system
*exhibits logical order and
sequence
*arranges information to suit
purpose

*develops ideas fully
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DOCUMENTATION
*follows a standard
bibliography form
*shows evidence of use of
primary & secondary sources
*uses sources in addition to
text

Task:
Identify and research a community, environmental, school, or work problem, then
design a potential solution. The plan will be in writing and the student will make a
rehearsal presentation and, if possible, make a presentation to the appropriate
governing body.

Checklist:
1. Choosing a problem
2. Evidence of research
3. Organization of information

Scoring Criteria:
6
exemplary
preparation
sharp, distinct
focus
substantial,
specific,
and/or
illustrative
content
sophisticated
ideas that are
particularly
well
developed
obviously
controlled
and/or subtle
organization

5
substantial
and thorough
preparation
clear focus

4
adequate
preparation

3
limited
preparation

2
superficial
preparation

1
no apparent
preparation

adequate
focus

vague focus

confused
focus

absence of
focus

specific and
illustrative
content

sufficient
content

content
limited to a
listing,
repetition, or
mere
sequence of
ideas

superficial
content

absence of
organization

logical and
appropriate
organization

appropriate
organization

inconsistent
organization

confused
organization

absence of
organization
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TASK:
With or without a prompt, the students will write for a variety of purposes: to narrate,
to persuade or to inform. The student is to include a clear focus, relevant content,
logical organization, appropriate style, and acceptable conventions.
Informational Writing
Informational writing is used to share knowledge and convey messages, instructions
or ideas by making connections between the familiar and unfamiliar. It is assessed
because it is used as a common writing strategy in academic, personal and jobrelated areas, as a tool that spans a range of thinking skills from recall to analysis
and evaluation, and as a means of presenting information in prose. This type of
writing has many functions: presenting the information through reporting, explaining
how to, giving directions, summarizing and defining; organizing and analyzing
information through explaining, comparing, contrasting, and relaying cause/effect; or
evaluating information through judging, ranking or deciding.
Narrative Writing
Narrative writing requires writers to closely observe, explore and reflect upon a wide
range of experiences. Narrative writing encourages writers to understand the
emotions and actions of themselves and others. At all grade levels, the functions of
this type of writing are to narrate (tell a story) or reminisce.
Persuasive Writing
Persuasive writing moves the reader to take action or to form or change an opinion.
This type of writing is assessed for three reasons: 1) It requires thinking skills such
as analysis, synthesis and evaluation; 2) It requires writers to choose from a variety
of situations and to take a stand; and 3) It is a skill frequently used in school and the
workplace. Persuasive writing has several functions: to state and support a position,
opinion, or issue; to defend, refute or argue.
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The following is an example of a research paper schedule that can be used as a
guide for devising one’s own schedule to ensure that assigned work is completed.

Research Paper Schedule

1.

Due Dates

Check-off

Go to the library to see what information
is available.

__________

_________

Narrow the general subject down to a
specific subtopic.

__________

_________

Make a list of all usable research sources in
working bibliography.

__________

_________

4.

Complete notes on the research.

__________

_________

5.

Submit a topic or sentence outline.
Choose one or the other.

__________

_________

Develop a rough draft of the paper, main point
by main point. Support each main idea with facts,
examples, and subtopics from your notes.
__________

_________

Proofread the final draft and submit.

_________

2.

3.

6.

7.
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Revising and Editing Checklist
Self-Evaluation Checklist:
1.

2.

3.
4.
5.

6.

How might adjustments to your thesis statement present a clear or concise picture to
the reader? Does all the information in your paper reinforce your main idea? How
would adding or deleting information affect the purpose or direction of your writing?
Does the information portrayed in your paper relate to your audience and your
purpose? How might adapting your word-choice better suit your audience or
purpose?
How well does your organizational method correlate with your purpose? Is it possible
for you to enhance your introduction, body, or conclusion further?
How might you use transitions to link the ideas in successive sentences and
paragraphs together?
Have you credited ideas that are not your own? Have you used the documentation
style specified by your teacher? Could you improve the accuracy of quotations and
other citations by double-checking their original sources?
Does your writing contain any logical fallacies? How can you change these
statements so they are logical and support your main idea?
Peer Review Questions:

1.
2.
3.
4.

5.

Is the paper’s introduction clear and engaging? How could it be made even more
exemplary?
Is the body of the paper well organized and well presented? What would make the
body more effective?
Is the conclusion logical and memorable? How could the conclusion be made even
stronger?
Do the facts and details support the thesis statement? Are sources of information
clearly documented? Can the writing be tightened and trimmed by omitting any
information?
What, if anything, did you learn from this paper? In your opinion, what was the
best part of this paper? What was the least interesting part? Why?
Proofreading Checklist:

1.
2.
3.
4.
5.
6.
7.
8.
9.
•

Are all of the sentences complete and punctuated correctly?
Does every verb agree with its subject?
Does every pronoun agree with its antecedent?
Are you sure of the meaning of every word you’ve used?
Have you spelled each word correctly?
Have you double-checked the spelling of proper nouns and technical words?
Have you presented all quotations accurately and with the sources correctly
identified?
Have you used the proper form for your footnotes, endnotes, or parenthetical
references?
Is your bibliography or works cited page in the proper form?
Information provided by Writer’s Solution, pps. 156-157.
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PENNSYLVANIA WRITING ASSESSMENT DOMAIN SCORING GUIDE

4

FOCUS

CONTENT

ORGANIZATION

The single controlling
point made with an
awareness of task (mode)
about a specific topic.

The presence of ideas developed
through facts, examples
anecdotes, details, opinions,
statistics, reasons and/or
explanations.

The order developed and
sustained within and across
paragraphs using transitional
devices including introduction
and conclusion.

Substantial, specific and/or
illustrative content demonstrating
strong development and
sophisticated ideas

Sophisticated arrangement of
content with evident and/or
subtle transitions

Sharp, distinct controlling
point made about a single
topic with evident awareness
of task (mode)

STYLE

CONVENTIONS

The choice, use and
arrangement of words and
sentence structures that create
tone and voice.
Precise, illustrative use of a
variety of words and sentence
structures to create consistent
writer’s voice and tone
appropriate to audience
Generic use of a variety of words
and sentence structures that may
or may not create writer’s voice
and tone appropriate to audience

Apparent point made about
a single topic with sufficient
awareness of task (mode)

Sufficiently developed content
with adequate elaboration or
explanation

Functional arrangement of
content that sustains a logical
order with some evidence of
transitions.

2

No apparent point but
evidence of a specific topic

Limited content with inadequate
elaboration or explanation

Confused or inconsistent
arrangement of content with or
without attempts a transition

Limited word choice and control
of sentence structures that inhibit
voice and tone

1

Minimal evidence of a topic

Superficial and/or minimal
content

Minimal control of content
arrangement

Minimal variety in word choice
and minimal control of sentence
structures

3

NON-SCORABLE

0

•
•
•
•

Is illegible; i.e., includes so many indecipherable words that no sense can be made of the response
Is incoherent; i.e., words are legible but syntax is so garbled that response makes no sense
Is insufficient; i.e., does not include enough to assess domains adequately
Is a blank paper
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The use of grammar,
mechanics, spelling,
usage and sentence
formation.
Evident control of
grammar, mechanics,
spelling, usage and
sentence formation
Sufficient control of
grammar, mechanics,
spelling, usage and
sentence formation
Limited control of
grammar, mechanics,
spelling, usage and
sentence formation
Minimal control of
grammar, mechanics,
spelling, usage and
sentence formation

OFF-PROMPT
•

Is readable but did not respond to prompt

PSSA CONVENTIONS SCORING GUIDELINE

4

3

2

1

Thorough control of sentence formation
Few errors, if any, are present to grammar, usage, spelling, and
punctuation, but the errors that are present do not interfere with
meaning.
Adequate control of sentence formation.
Some errors may be present in grammar, usage, spelling, and
punctuation, but few, if any, of the errors that are present may
interfere with meaning
Limited and/or inconsistent control of sentence formation. Some
sentences may be awkward or fragmented.
Many errors may be present in grammar, usage, spelling, and
punctuation, and some of those errors may interfere with meaning.
Minimal control of sentence formation. Many sentences are awkward
and fragmented.
Many errors may be present in grammar, usage, spelling, and
punctuation, and many of those errors may interfere with meaning.

Pennsylvania Department of Education, Writing Assessment Handbook, December 2005
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PSSA INFORMATIONAL SCORING GUIDELINE
FOCUS

4

CONTENT
DEVELOPMENT

Substantial, relevant, and illustrative content that demonstrates a clear understanding
of the purpose. Thorough elaboration with effectively presented information
consistently supported with well-chosen details.

ORGANIZATION

Effective organizational strategies and structures, such as logical order and transitions,
which develop a controlling idea.

STYLE

3

Clear controlling point made about a single topic with general awareness of task and
audience.

CONTENT
DEVELOPMENT

Adequate, specific, and/or illustrative content that demonstrates an understanding of
the purpose. Sufficient elaboration with clearly presented information supported with
well-chosen details.

ORGANIZATION

Organizational strategies and structures, such as logical order and transitions, which
develop a controlling idea.
Appropriate control of language, stylistic techniques, and sentence structures that
creates a consistent tone.

FOCUS

Vague evidence of a controlling point made about a single topic with an inconsistent
awareness of task and audience.

CONTENT
DEVELOPMENT

Inadequate, vague content that demonstrates a weak understanding of the purpose.
Under-developed and/or repetitive elaboration with inconsistently supported
information. May be an extended list.

ORGANIZATION

Inconsistent organizational strategies and structures, such as logical order and
transitions, which ineffectively develop a controlling idea.

STYLE

FOCUS

1

Precise control of language, stylistic techniques, and sentence structures that creates
a consistent and effective tone.

FOCUS

STYLE

2

Sharp, distinct controlling point made about a single topic with evident awareness of
task and audience.

Limited control of language and sentence structures that creates interference with
tone.
Little or no evidence of a controlling point made about a single topic with a minimal
awareness of task and audience.

CONTENT
DEVELOPMENT

Minimal evidence of content that demonstrates a lack of understanding of the purpose.
Superficial, undeveloped writing with little or no support. May be a bare list.

ORGANIZATION

Little or not evidence of organizational strategies and structures, such as logical order
and transitions, which inadequately develop a controlling idea.

STYLE

Minimal control of language and sentence structures that creates an inconsistent tone.
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PSSA PERSUASIVE SCORING GUIDELINE
FOCUS

4

CONTENT
DEVELOPMENT
ORGANIZATION
STYLE

FOCUS

3

Effective organizational strategies and structures, such as logical order and transitions,
to develop a position supported with a purposeful presentation of content.
Precise control of language, stylistic techniques, and sentence structures that creates
a consistent and effective tone.
Clear controlling point presented as a position and made convincing through a credible
and substantiated argument with general awareness of task and audience.
Adequate, specific and/or illustrative content that demonstrates an understanding of
the purpose. Sufficient elaborated argument that includes a clear position supported
with some relevant evidence. Rhetorical (persuasive) strategies may be evident.

ORGANIZATION

Organizational strategies and structures, such as logical order and transitions, to
develop a position supported with sufficient presentation of content.
Appropriate control of language, stylistic techniques, and sentence structures that
creates a consistent tone.

FOCUS

Vague evidence of a controlling point made about a single topic with an inconsistent
awareness of task and audience.

CONTENT
DEVELOPMENT

Inadequate, vague content that demonstrates a weak understanding of the purpose.
Under-developed and/or repetitive elaboration with inconsistently supported
information. May be an extended list.

ORGANIZATION

Inconsistent organizational strategies and structures, such as logical order and
transitions, which ineffectively develop a controlling idea.

STYLE

FOCUS

1

Substantial, relevant, and illustrative content that demonstrates a clear understanding
of the purpose. Thoroughly elaborated argument that includes a clear position
consistently supported with precise and relevant evidence. Rhetorical (persuasive)
strategies are evident.

CONTENT
DEVELOPMENT

STYLE

2

Sharp, distinct controlling point presented as a position and made convincing through
a clear, thoughtful, and substantiated argument with evident awareness of task and
audience.

Limited control of language and sentence structures that creates interference with
tone.
Little or no evidence of a controlling point presented as a position that lacks a credible
and/or substantiated argument with minimal awareness of task and audience.

CONTENT
DEVELOPMENT

Minimal evidence of content that demonstrates a lack of understanding of the purpose.
Unelaborated argument that includes an undeveloped position supported with minimal
or no evidence.

ORGANIZATION

Little or no evidence or organizational strategies and structures, such as logical order
and transitions, to develop a position with insufficient presentation of content.

STYLE
Minimal control of language and sentence structures that creates an inconsistent tone.
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NARRATIVE SCORING GUIDELINE
FOCUS

4

CONTENT
DEVELOPMENT

Strong story line with illustrative details that addresses a complex idea or examines a
complex experience. Thoroughly elaborated narrative sequence that employs
narrative elements as appropriate.

ORGANIZATION

Skillful narrative pattern with clear and consistent sequencing of events, employing a
beginning, a middle, and an end. Minor interruptions to the sequence may occur.

STYLE

FOCUS

3

Clear controlling point or theme with general awareness of the narrative.
Story line with details that addresses an idea or examines an experience. Sufficiently
elaborated narrative sequence that employs narrative elements as appropriate.

ORGANIZATION

Narrative pattern with generally consistent sequencing of events, employing a
beginning, a middle, and an end. Interruptions to the sequence may occur.

FOCUS

1

Precise control of language, literary devices, and sentence structures that creates a
consistent and effective point of view and tone.

CONTENT
DEVELOPMENT

STYLE

2

Sharp, distinct controlling point or theme with evident awareness of the narrative.

Appropriate control of language, literary devices, and sentence structures that creates
a consistent point of view and tone.
Vague evidence of a controlling point or theme with inconsistent awareness of the
narrative.

CONTENT
DEVELOPMENT

Inconsistent story line that inadequately addresses an idea or examines an
experience. Insufficiently elaborated narrative sequence that may employ narrative
elements.

ORGANIZATION

Narrative pattern with generally inconsistent sequencing of events that may employ a
beginning, a middle, and an end. Interruptions to the sequence may interfere with
meaning.

STYLE

Limited control of language and sentence structures that creates interference with
point of view and tone.

FOCUS

Little or no evidence of a controlling point or theme with minimal awareness of the
narrative.

CONTENT
DEVELOPMENT

Insufficient story line that minimally addresses an idea or examines an experience.
Unelaborated narrative that may employ narrative elements.

ORGANIZATION

Narrative pattern with little or no sequencing of events. Interruptions to the sequence
interfere with meaning.

STYLE

Minimal control of language and sentence structures that creates an inconsistent point
of view and tone.
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E-MAIL Etiquette

E-mail has evolved as an important means of communicating with others. Listed
below are some tips that will enhance e-mail correspondence.
•

Do not say anything in e-mail that you would not want others to know. Electronic
glitches occur. Your message may reach someone for whom it was not
intended.

•

Consider the tone of your message. In all written correspondence, words can be
misinterpreted more readily than spoken words. A request might be read as a
demand. A casual remark may be interpreted as being insulting, and a
supposition may be interpreted as a fact.

•

Do not type in all caps in e-mail messages. Capital letters connote shouting.

•

Provide sufficient information and detail in your messages to explain your point
clearly and briefly. Get to the point. Be specific about requests and actions you
want from your reader.

•

Avoid wasting the reader’s time. Do not send silly messages that may squander
the reader’s time on the Internet.

•

Do not replace personal contact with e-mail. Face to face and/or telephone
communication allows a dialogue that enhances understanding.

•

Remember basic etiquette. Use words such as “please” and “thank you” when
appropriate. These words add warmth and caring to your correspondence.
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LITERATURE CONSTRUCTED-RESPONSE
QUESTIONS
GENERAL DESCRIPTION OF SCORING
GUIDELINES
3 Points
• The response provides a clear, complete, and accurate answer to the task.
• The response provides relevant and specific information from the passage.
2 Points
• The response provides a partial answer to the task.
• The response provides limited information from the passage and may
include inaccuracies.
1 Point
• The response provides a minimal answer to the task.
• The response provides little or no information from the passage and may
include inaccuracies.
OR
• The response relates minimally to the task.
0 Points
• The response is totally incorrect or irrelevant or contains insufficient
information to demonstrate comprehension.
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Literature
Basic
A literature student performing at this level demonstrates
some use of reading strategies t comprehend fiction and
nonfiction.

Keystone Performance Level Descriptors
Proficient
A Literature student performing at this level demonstrates
a consistent use of effective reading strategies to
comprehend fiction and nonfiction.

Advanced
A Literature student performing at this level demonstrates
a thorough use of sophisticated reading strategies to
comprehend fiction and nonfiction.

Students performing at this level consistently demonstrate
a partial understanding of fiction and nonfiction within
and between texts. They use limited reading skills an
strategies to construct meaning. Students demonstrate
comprehension through the use of word meanings,
contextual clues, and literary terms. They demonstrate
some understanding of text structures and the content of
graphics. Students identify and explain the author’s
purpose and techniques.

Students performing at this level consistently demonstrate
an adequate understanding of fiction and nonfiction
within and between texts. They construct meaning by
applying appropriate reading strategies and knowledge of
literary terms, structures, and genres. Students make and
support reasonable assertions and draw conclusions based
on textual and contextual evidence. They analyze the
author’s purpose and techniques, including the effects on
the reader.

Students performing at this level consistently demonstrate
a thorough understanding of fiction and nonfiction. They
use in-depth knowledge of literature to construct original
interpretations, to draw insightful conclusions, and to
make connections within, between, and beyond texts.
Students demonstrate subtle literary and conceptual
understanding of texts and analyze the contexts in which
they were written. They demonstrate a sophisticated
understanding of style, structure, genre, and purpose.

A student at this level is able to do the following:
•
Identifies the author’s purpose
•
Identifies word meaning through the use of
synonyms and antonyms.
•
Applies the use of affixes and context clues to
clarify the meaning of words.
•
Identifies and/or explains stated or implied
main idea and supporting details.
•
Summarizes text.
•
Makes inferences and draws conclusions.
•
Explains and/or describes connections between
texts.
•
Describes, explains, and/or compares the
following elements of fiction: character,
setting, plot, theme, tone, style, mood and point
of view.
•
Identifies the literary elements and devices in
fiction, including poetry and drama.
•
Identifies the structure and format of
informational text.
•
Interprets and/or analyzes sequence of steps.
•
Explains the effect of text organization,
including headers, graphics, and charts in
informational text.
•
Makes connections between text and the
content of graphics and charts.
•
Differentiates between fact and opinion in
nonfictional text.
•
Explains and/or describes the use of facts and
opinions in text.
•
Identifies and/or explains bias and propaganda
techniques in nonfiction text.

A student at this level is able to do the following:
•
Explains examples of text that support the
author’s purpose.
•
Draws conclusions about connotations of
words.
•
Supports generalizations by citing evidence
from text.
•
Analyzes how literary form influences the
meaning of text.
•
Compares characteristics of fiction and literary
nonfiction.
•
Analyzes and/or compares connections between
texts.
•
Compares the characteristics that distinguish
narrative, poetry, and drama.
•
Interprets and/or analyzes the following
elements of literature: character, setting, plot,
theme, tone, style, mood and point of view.
•
Explains literary elements and devices in
fiction, including poetry and drama.
•
Explains author’s use of key words and phrases
to inform and influence the reader.
•
Analyzes the structure and format of
informational text.
•
Interprets and/or analyzes the effect of text
organization, including headers, graphics, and
charts in informational text.
•
Interprets and/or analyzes the use of fact and
opinion and bias and propaganda techniques in
nonfictional text.
•
Distinguishes between essential and
nonessential information in informational text.
•
Explains and/or describes the effectiveness of
bias and propaganda techniques and an author’s
defense of a claim or argument in nonfictional
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text.

A student at this level is able to do the following:
•
Analyzes the author’s purpose.
•
Evaluates how authors use techniques and
elements to communicate an idea or concept.
•
Evaluates connections between texts.
•
Analyze how interrelationships of ideas and
events influence each other.
•
Evaluates the following elements of literature
and their interactions with each other:
character, setting, plot, theme, tone, style,
mood, and point of view.
•
Evaluates the characteristics that distinguish
narrative, poetry, and drama.
•
Interprets and analyzes genres for literary,
historical, and/or cultural significance.
•
Analyzes the effects of literary elements and
devices in fiction, including poetry and drama.
•
Evaluates the structure and format of complex
informational text.
•
Evaluates how graphics and charts clarify,
simplify, and organize complex informational
text.
•
Analyzes the effectiveness of bias and
propaganda techniques and an author’s defense
of a claim or argument in nonfictional text.
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Scoring
Domain

Thesis/ Focus

Score Point 4
At this point the writer….
● establishes and sustains a precise claim
or position
● displays a clear understanding of task, purpose,
and audience
● provides relevant content and specific and
effective supporting details that demonstrate a
clear understanding of purpose

Content

● uses sophisticated transitional words, phrases,
and clauses to link ideas and create cohesion
● considers possible counterclaims
(alternate or opposing arguments)
● chooses sophisticated organizational
strategies appropriate for task, purpose, and
audience

Organization

● presents fair and relevant evidence to
support claim or position
● includes a clear and well- defined
introduction, body, and conclusion that
support or reinforce the argument

Style

● uses consistently precise language and a wide
variety of sentence structures
● chooses an effective style and tone, and
maintains a consistent point of view
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ENGLISH COMPOSITION
KEYSTONE EXPOSITORY SCORING GUIDELINES
Score Point 2
Score Point 3
At time score point, the
At this point, the writer…
writer….

Score Point 1
At this point, the writer...

● provides an inconsistent
claim or position

● provides vague or indistinct
claim or position

● displays a limited understanding of
task, purpose, and audience

● displays a minimal understanding of
task, purpose, and audience

● provides relevant content and
effective supporting details

● provides insufficient content and
ineffective supporting details

● provides minimal content

● uses transitional words, phrases,
and clauses to link ideas

● may use simplistic and/or illogical
transitional expressions

● acknowledges possible
counterclaims (alternate or
opposing arguments)

● may not acknowledge possible
counterclaims (alternate or
opposing arguments)

● establishes a claim or position
● displays an understanding of task,
purpose, and audience

● chooses appropriate
organizational strategies for
task, purpose, and audience

● displays some evidence of
organizational strategies

● presents relevant evidence to
support claim or position

● presents insufficient evidence to
support claim or position

● includes a clear introduction,
body, and conclusion that
support the argument

● may not include an introduction,
body, and/or conclusion

● uses precise language and a
variety of sentence structures
● chooses an appropriate style, tone,
and point of view
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● uses imprecise language and a
limited variety of sentence
structures
● may choose an inappropriate
style or tone, and may shift
point of view

● uses few or no transitional
expressions to link ideas
● does not acknowledge possible
opposing arguments)

● displays little evidence of
organizational strategies
● presents little or no evidence to
support claim or position
● may not include an identifiable
introduction, body, and/or
conclusion

● uses simplistic or repetitious
language and sentence
structures
● demonstrates little or no understanding
of tone or point of view

Score Point 0
At this score point the
writer...
● provides no evidence of claim
or position
● displays no understanding of
task, purpose, and audience
OR
● does not respond to prompt
● provides little to no content
● does not use transitions to link
ideas
OR
● does not respond to prompt
● displays no evidence
of organizational
strategies
● presents no evidence to support
claim or position
● does not include an identifiable
introduction, body, and/or
conclusion
OR
● does not respond to prompt
● uses repetitious language and
simple sentence structures
● demonstrates no understanding
of style, tone, or point of view
OR
● does not respond to prompt

Scoring
Domain

Score Point 4
At this point the writer….
● establishes and sustains a precise claim
or position

Thesis/ Focus

● displays a clear understanding of task, purpose,
and audience

ENGLISH COMPOSITION
KEYSTONE PERSUASIVE SCORING GUIDELINES
Score Point 2
Score Point 3
At time score point, the
At this point, the writer…
writer….
● establishes a claim or position
● displays an understanding of task,
purpose, and audience

Score Point 1
At this point, the writer...

Score Point 0
At this score point the
writer...

● provides an inconsistent
claim or position

● provides vague or indistinct
claim or position

● provides no evidence of claim
or position

● displays a limited understanding of
task, purpose, and audience

● displays a minimal understanding of
task, purpose, and audience

● displays no understanding of
task, purpose, and audience
OR
● does not respond to prompt

● provides relevant content and specific and
effective supporting details that demonstrate a
clear understanding of purpose

Content

Organization

● provides relevant content and
effective supporting details

● provides insufficient content and
ineffective supporting details

● uses transitional words, phrases,
and clauses to link ideas

● may use simplistic and/or illogical
transitional expressions

● considers possible counterclaims
(alternate or opposing arguments)

● acknowledges possible
counterclaims (alternate or
opposing arguments)

● may not acknowledge possible
counterclaims (alternate or
opposing arguments)

● chooses sophisticated organizational
strategies appropriate for task, purpose, and
audience

● chooses appropriate
organizational strategies for
task, purpose, and audience

● displays some evidence of
organizational strategies

● displays little evidence of
organizational strategies

● presents fair and relevant evidence to
support claim or position

● presents relevant evidence to
support claim or position

● presents insufficient evidence to
support claim or position

● presents little or no evidence to
support claim or position

● includes a clear and well- defined
introduction, body, and conclusion that
support or reinforce the argument

● includes a clear introduction,
body, and conclusion that
support the argument

● may not include an introduction,
body, and/or conclusion

● may not include an identifiable
introduction, body, and/or
conclusion

● uses sophisticated transitional words, phrases,
and clauses to link ideas and create cohesion

● provides minimal content

● provides little to no content

● uses few or no transitional
expressions to link ideas

● does not use transitions to link
ideas
OR

● does not acknowledge possible
opposing arguments)

● does not respond to prompt

● displays no evidence
of organizational
strategies
● presents no evidence to support
claim or position
● does not include an identifiable
introduction, body, and/or
conclusion
OR
● does not respond to prompt

Style

● uses consistently precise language and a wide
variety of sentence structures

● uses precise language and a
variety of sentence structures

● chooses an effective style and tone, and
maintains a consistent point of view

● chooses an appropriate style, tone,
and point of view

● uses imprecise language and a
limited variety of sentence
structures

● uses simplistic or repetitious
language and sentence
structures

● may choose an inappropriate
style or tone, and may shift
point of view

● demonstrates little or no understanding
of tone or point of view

● uses repetitious language and
simple sentence structures
● demonstrates no understanding
of style, tone, or point of view
OR
● does not respond to prompt
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Scoring
Domain

Score Point 4
At this point the
writer….

Grammar &
Usage

Demonstrates
command of standard
English grammar and
usage

Mechanics

Demonstrates
command of standard
English capitalization,
punctuation, and
spelling

Sentence
Formation

Demonstrates
command of sentence
formation

Summation

At this score point, the
writer makes few
errors, and errors do
not interfere with
reader understanding
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KEYSTONE REFERENCE
ENGLISH COMPOSITION CONVENTIONS SCORING GUIDELINES
Score Point 3
Score Point 2
At this point, the
At time score point, the
Score Point 1
writer…
writer….
At this point, the writer...
Demonstrates minimal control
Demonstrates control of
Demonstrates limited or
of standard English grammar
standard English
inconsistent control of
and usage
grammar and usage
standard English
grammar and usage
Demonstrates minimal control
Demonstrates control of
Demonstrates limited or
of standard English
standard English
inconsistent control of
capitalization, punctuation,
capitalization,
standard English
and spelling
punctuation, and spelling capitalization,
punctuation, and spelling
Demonstrates minimal control
Demonstrates control of
Demonstrates limited or
of sentence formation
sentence formation
inconsistent control of
sentence formation
At this score point, the writer
At this score point, the
At this score point, the
makes errors, and errors often
writer makes few errors,
writer makes errors, and
interfere with reader
and errors seldom
errors may interfere with
understanding.
interfere with reader
reader understanding.
understanding.
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Score Point 0
At this score point the writer...
Deomonstrates little or no control
of standard English grammar and
usage
Demonstates little or no control
of standard English
capitalization, punctuation and
spelling
Demonstrates little or no control
of sentence formation
At this score point, the writer
makes errors, and errors
consistently interfere with reader
understanding.

Revision Checklist for Expository Writing
Keystone Composition

√

Eligible Content
Review Writing to Improve These Skills
Use a variety of sentence structures.
Use precise language to crate clarity, voice, and tone.
Revise to eliminate wordiness and redundancy.
Revise to delete irrelevant details.
Use the correct form of commonly confused words.
Use logical transitions.
Combine sentences for cohesiveness and unity.
Revise sentences for clarity.
Editing Checklist for Expository Writing
Keystone Composition

√

Eligible Content
Review Writing to Correct Mistakes
Spell all words correctly.
Use capital letters correctly.
Punctuate correctly using commas.
Punctuate correctly using semicolons.
Punctuate correctly using quotation marks.
Punctuate correctly using apostrophes.
Use correct verb forms.
Use correct pronoun forms.
Demonstrate proper subject-verb agreement.
Demonstrate proper pronoun-antecedent agreement.
Use appropriate modifiers correctly.
Choose transitional words and phrases carefully and insert them where necessary.
Word order and syntax support clarity.
Demonstrate correct sentence formation; eliminate fragments and run-ons.
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