Conventions for Formal Written Work  

These conventions are the normal expectations for formal written work at school, in business, or government.  Before you hand in a written assignment ensure it follows the standards for formal written work.  Remember, your written work is a reflection of you – It represents your level of care for yourself, the topic, and the reader. 
For each mistake not covered in a rubric, there will be an additional 1 point deducted from the work submitted.  (that means that if you spell then instead of than, you will lose 1 point each time!!) 
Conventions  (Follow MLA formatting)
Always include a header on the page with author's name, document title, and page numbers.  
Use headings and subheadings to aid in organizing your work
Always introduce your work, topic, or assignment.

Always include the questions you were asked to answer.

Always use the correct word, correct grammar, and the correct spelling 
     See some examples below or at: http://www.ruthdunn.org/Writing%20Rules%20Handout.pdf
Always use a consistent font, size 12 is best except for headings and titles.

     The font should also be easy to read like Times New Roman, Arial, Tahoma, or Calibri. 

Always type and double space your work.

Always use 1 inch margins in your work.

Always place one space after commas, and two after a period.
Always number your pages in a consistent manner (e.g. top right)
Always staple your pages together (neatly).

Always reference your work properly – intext citations and a references page.


Plagiarism will result in at least a zero on the assignment

See the Owl POurdue website for assistance with this:  

https://owl.purdue.edu/owl/research_and_citation/mla_style/mla_style_introduction.html
Do not use apostrophes or contractions (change the sentence).

Do not use slang or colloquial language unless quoting someone.

Do not use first person in a paper unless you are specifically asked for your opinion. 

Paragraph Basics:  See: http://wiki.answers.com/Q/What_are_the_components_of_a_paragraph
A paragraph consists of between 5 and 7 sentences:

Sentence 1 serves as an introduction to the topic of the paragraph.

Sentence 2-5 provides evidence, details and examples to support the topic.

Sentence 6 is a conclusion and sentence 7 is a transition sentence to aid in introducing the next paragraph.  Please Note, you may need more than 7 sentences to cover your topic, but keep the format similar beginning, middle, end, transition.

Also remember to keep your tenses consistent in a paragraph.

See some common errors below from:   http://www.ruthdunn.org/WritingRulesHandout.pdf
Never use sentence fragments or clause fragments. A sentence (and a clause) must have a subject and a verb. 

Generally speaking, in a formal paper it is inappropriate to use contractions or abbreviations. If you must use abbreviations, use the following format: 

According to the ethics guidelines of the American Sociological Association (ASA) . . . The ASA, therefore, requires ethical conduct from all its members and from all of those engaged in conducting sociological research. 
Do not leave an extra space between paragraphs (press the enter or return key only once). 

A single line of text should never appear alone at the top or bottom of a page. In order to avoid this, make sure that the widow/orphan control of the word processing program is switched on before beginning a new document, or before editing an existing document. In MS Word the procedure is: 

a) Click on Format   b) Click on Paragraph   c) Click on Lines and Breaks 

d) Click on Widow and Orphan control 

i) Make sure there is a bolded check mark in the box next to Widow and Orphan control 

ii) Click on OK 

Unless making a list, do not capitalize the first letter of each line. 
Do not refer directly to the reader in a paper. Never write, “as you can clearly see,” or “when you kill your kids, you deserve to die.” I have never killed my children or anyone else, and it should not be assumed that I have by referring to me (the reader) directly. The reader should be very generic and never referred to as “you.” 
Do not use first person unless you are specifically asked for your personal opinion. Otherwise, it is a good idea to refer to yourself in the third person. 

Never use racist, sexist, or ageist language unless you are quoting from someone else. Racist, sexist, and ageist language is inappropriate, damaging, and displays ignorance, cruelty, and stupidity. 

People try to they do not try and. 

Choose means to make a choice, to decide among options. Chose is the past tense of choose. 

Never use the phrase “due to the fact that” or anything similar to this phrase; use the word because instead. 

Don’t EVER write “everybody knows,” or “it’s a proven fact” unless you are absolutely sure that everybody DOES know or that it really is a scientifically proven fact. 

etc. is a Latin phrase meaning “and so forth.” etc. is an acceptable and often used abbreviation. It is never capitalized. However, overuse indicates that the writer is not sure of her/his subject matter. 

i.e. is a Latin phrase meaning “that is” or “it is” and is an acceptable and often used abbreviation. It is never capitalized. 

e.g. is a Latin phrase meaning “for example” and is an acceptable and often used abbreviation. It is never capitalized. 

Its is a possessive meaning belonging to.  It’s is a contraction of “it is.” 

It’s a good idea to pay attention to its teeth. In other words, it is a good idea to pay attention to the teeth belonging to it. 

Accept means to acquiesce or receive, while except means “other than,” “to set aside,” or “to excuse.” 

Young people who are under the age of 18 are referred to as children not kids unless you are quoting someone else. 

Presents are gifts. Presence means being. 

Know means to have knowledge. No is a negative. Now means currently; the present time. Do not confuse know, no, and now, they are not synonymous. 

There means a place or a direction. 

Their is a possessive meaning belonging to more than one person. 

They’re is a contraction of “they are.” 

Your is a possessive meaning belonging to you. 

 You’re is a contraction of “you are.” 

 To is a direction such as “going to the store” or is part of an infinitive such as “to be.” 

 Too means also. “Alice may come with us, and Jonathan, too.” Two is the number 2. 

Apart means separated from.   A part means part of or belonging to. 

There is no such word as alot. It is two separate words: “a lot.” Furthermore, it is generally inappropriate and, in most cases, unacceptable usage—“many,” “a great deal,” “a great many of,” “much,” are all highly preferable to “a lot” or “a lot of.” 

There is no such word as irregardless. The correct word is “regardless.” 

Know the difference between where and were and do not use them interchangeably. Where is a word indicating a place. Were is the past tense of are. 

Know the difference between then and than and do not use them interchangeably. Then refers to a time period, than is a comparative word or a word used to indicate some level of difference. However, people and things are different from not different than, someone or something else 

Human beings should always be referred to as who or whom not that, even though modern common usage uses who and that interchangeably and arbitrarily when referring to people. 

CORRECT: The earliest humans almost certainly were hunter-gatherers who lived in very small nomadic bands. 

The following words sound differently when spoken from the way in which they are written. Spoken language is often very casual and sometimes we mistake the sound and misinterpret the spelling and meaning. 

Could have not could of. 

Couldn’t have not couldn’t of. 

Couldn’t’ve is a double contraction meaning could not have. 

Should have not should of. 

Shouldn’t have not shouldn’t of. 

Shouldn’t’ve is a double contraction meaning should not have. 

Would have not would of. 

Wouldn’t have not wouldn’t of. 

Wouldn’t’ve is a double contraction meaning would not have. 

Ought to not oughta. 

Must have not must of. 

Must’ve is a contraction of must have. 

Mustn’t is a contraction of must not. 

Mustn’t’ve is a double contraction meaning must not have. 
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