GRADING COMMENTS

1. A thesis is usually a single sentence that appears at the end of an introductory paragraph. It states the subject or central idea of the paper. It also IMPLIES the writer's attitude toward the subject and the mode of development (informative, persuasive, cause/effect, etc.) that the paper will follow. A thesis statement is NEVER stated directly in a manner such as this: "This paper will discuss…." or "Let's talk about…." or "In this essay _____ will be presented." A thesis statement is always stated INDIRECTLY such as this: "Though there are some similarities in sports/utility vehicles and true off-road vehicles, the differences are very important to the true off-road fanatic.

2. When writing an essay, use the correct MLA format. A heading should appear in the upper left corner and consist of the author's first and last names, the name of the class, the date, and an assignment number or name. A header consisting of the author's last name and a page number (Smith 2) should appear in the upper right margin, starting on the second page of the essay. A title should be centered and properly capitalized above the text of the paper on the first page. All lines of the text of the paper should be double-spaced. A standard size font should be used. Avoid font that may be difficult for a reader to read easily.

Example: Smith 4

3. This paragraph is underdeveloped. You should have at least 5 or 6 sentences in a well-developed paragraph. Also, you need a unifying topic sentence. Your first sentence merely introduces part of the subject. Then you go on to discuss more than the topic sentence has introduced. If you are going to discuss both subjects in one paragraph, then the paragraph should have a topic sentence that introduces both subjects. Check the rest of your paper for similar errors.

4. Be sure to staple your paper neatly in the upper left corner. Unless directed to do so by your instructor, do not enclose your paper in an envelope or folder. Do not rely on your instructor to staple loose pages for you. It is your responsibility to assemble your paper properly. Perhaps investing in an inexpensive stapler would be beneficial for most students.

5. Do not end an essay or report with, "In conclusion….". Generally, it is obvious to a reader when he or she has reached the end of a paper. It is pointless to state in the conclusion that the reader has now reached the conclusion. Don't state the obvious, and don't refer to organizational parts of your paper within your paper.

6. Always indent the first sentence of every paragraph.

7. Be sure to create an appropriate title for your paper. Capitalize all important words in the title (The first word, last word, and all other words except prepositions less fewer than five letters, articles such as "a," "an," "the," and conjunctions such as "and," "but," "so," etc. DO NOT UNDERLINE OR ENCLOSE THE TITLE OF YOUR ESSAY IN QUOTATION MARKS. When writing the title of someone else's work, underline the title if it is a LONG literary work such as a book, newspaper, magazine, journal, etc. If the work is a short literary work taken from a longer source such as a poem, a song title, an article from a magazine or newspaper, or a chapter from a book, enclose it in quotation marks.  

8. Always capitalize important words in a title whether those words are capitalized in the original source or not.

9. Either underline or italicize titles of long literary works such as books, journals, newspapers, magazines, encyclopedias, CD's, etc.  Titles of short literary works taken out of longer works are enclosed in quotation marks.

10. Don't end your introduction with a question.  The introduction should generally end with a thesis statement. A thesis statement should not be phrased as a question.

11. Write out numbers under ten unless the numbers are always written as numerals such as in dates, gun calibers, game scores, etc.  if a number is the first word of a sentence, always write it out.

COMMAS

12. Set off introductory words and phrases with commas. 

13. Use a comma in front of a conjunction when the conjunction joins two complete sentences or items in a series of three or more. Also, always use a comma if the conjunction is the word "but."

14. Use a comma in front of a conjunction only when the conjunction joins two complete sentences or items in a series of three or more. Also, always use a comma if the conjunction is the word "but."

15. If the conjunction is "but," there is ALWAYS a comma in front of it, even if it doesn't join two complete sentences.

16. Words or phrases nonessential to the basic meaning of a sentence or that interrupt the basic message of the sentence should be set off with commas.

17. Commas and periods go inside ending quotation marks.

18. Use a comma in front of the word "which" when it is used to start a phrase at the end of a sentence. 

19. If a quotation is positioned within a writer's own sentence, there should be a comma after the writer's word that directly precedes the quotation, and a comma should be placed inside the ending quotation marks directly after the last word of the quotation. The writer's words then continue the sentence after the quotation. 

Ex: Xxx xxx xxxx, "Xxxx xxx xxxx," xxx xxxx.

20. An appositive is a word or phrase that identifies or renames a noun that precedes it. If appositives are not side by side nouns (ex: my brother Bob said….), commas should set them off. Ex: My brother, the one who lives in Idaho, is coming to visit soon.

SEMICOLON

21. Use a semicolon to separate two complete sentences or to separate a series of items that already contain commas such as a series of dates or a series of cities and states, etc.

22. When words such as "however, therefore, nevertheless," etc., connect two complete sentences, place a semicolon in front of the word and a comma after it. Merely set it off with commas if it comes within a single sentence. 

· Ex: The collie is used for herding in the Scottish highlands; however, it is also an excellent family pet.

· Ex. Some people, however, prefer smaller breeds of dogs for family pets.

MISC. PUNCTUATION

23. Use a dash to show a break or long pause between a sentence and a phrase to create emphasis. Don't use a period and start a new sentence unless the period ends one complete sentence and another COMPLETE SENTENCE follows it. Create the dash by striking the hyphen key twice without a space between the strikes.

24. Use a colon after a salutation (as in a business letter), before a long list, before a long formal statement or quotation, in writing Biblical chapters and verses, in writing time, and to set off and emphasize a phrase.

25. Colons and semicolons are always placed outside ending quotation marks.

26. Exclamation points and question marks are placed inside the ending quotation marks IF the quotation is an exclamation or a question.  If the quotation is not an exclamation or question, exclamation points and question marks are placed outside the ending quotation marks.

27. When a word or words are left out of a quote, use three dots (an ellipsis) to show that words are missing.  If an  entire sentence is missing from a quotation or if the missing words come at the end of a sentence, use four dots in the ellipsis.

28. Ellipses are needed.  Check your text for the proper use of ellipses.

GRAMMAR / WORD USAGE

29. This phrase is not Standard English. It is informal English. When writing academic papers, always try to use Standard English.

30. Use he/she OR his/her OR himself/herself Or its/they (whichever is appropriate for context of your sentence).  (The noun to which this pronoun refers is a singular noun; therefore, all pronouns referring to this noun must also be singular.  Nouns and pronouns must agree (agr) in number.

31. This is a singular noun; therefore, all pronouns that refer to this noun must also be singular.  Nouns and pronouns must agree (agr) in number.

32. Use "which" when referring to things (not people).  Use "who" when referring to people.  "That" refers to either. 

POINT OF VIEW / VOICE

33. You have used the understood "you" in this sentence. You need to avoid doing so in order to write in third person. One way to avoid it is to avoid giving direct commands to your reader. Don't tell your reader to "consider" something or to "think" about something, or to "make a decision." You need to say "people should consider…" or "individuals need to think about… or "one must decide…," etc.

34. Writing in Third Person: When students write formal papers for classes, they are usually expected to write their papers in the third person---as is the case with most, if not all, of your papers. This means that the use of first person pronouns as well as the use of the understood or indefinite you is avoided throughout the paper. Though it is not always the case, the use of third person is expected for the more formal papers students write for classes. Students who are required to use third person should avoid all first and second person pronouns such as "I, me, we, our, you, your, you're." Papers that are less formal and more personal, such as personal narratives, require the use of first person pronouns and are generally enhanced by their use. 

Examples:

· Third Person: Though there are many speeders on the interstate highways, there is a noticeable absence of Highway Patrol officers assigned to enforce the limits. 

· First Person: Though I have seen many speeders on the interstate highways, I seldom see Highway Patrol officers enforcing the limits. 

· Indefinite You: Though there are many speeders on the interstate highways, you seldom see Highway Patrol officers enforcing the limits. 

· Understood You: Notice that there are many speeders on the interstate highways, but there is a noticeable absence of Highway Patrol officers assigned to enforce the limits. ("You notice…" The "you" is understood, even though it is not written in the sentence.)

SENTENCE STRUCTURE

35. *Note: To see how such sentence structure errors affect grades review the description of grades found in the Grading Policies section of the course syllabus.  Work carefully to avoid sentence structure errors (fragments, comma splices, run-on or fused sentences).  Such errors are serious errors and make it hard for a reader to know when one thought end and another thought begins.  Since a sentence is basic to writing, it is essential that you wirte in complete and correctly structured sentences.  See the Grading Policies in the online syllabus for this course.  Read the descriptions for the expectations for an A grade, a B grade, etc.  You will see that sentence structure errors affect grades a great deal.

36. This is a sentence fragment. It is not a complete thought by itself. It cannot stand alone and make sense. In order for it to be a complete sentence, it needs to be attached to the sentence before it or after it, or a complete verb needs to be added so that it can stand alone as a complete thought. A fragment is a type of serious sentence structure error that causes reader confusion and makes writing ineffective. Some writers who are very experienced professionals will use fragments or other such sentence structure errors in order to create emphasis or to achieve a desired effect. In student writing, a fragment is generally an error that causes writing to be ineffective and confusing. As a student, make it a practice to avoid fragments and all other sentence structure errors.

37. This is a comma splice.  Two sentences may not be joined only by a comma.  You could use a period, a semicolon, or add a conjunction such as "and" after the comma.  This is a serious sentence structure error which tells a reader that there is merely a puase (comma) in one thought, when, actually, one thought ends completely, and a new thought is begun.
38. This is run-on or fused sentence. Two complete sentences may not be run together without the proper punctuation to join them. Use a period, a semicolon, or a conjunction followed by a comma. 

39. Good writers use a variety of sentence patterns in their writing. Doing so prevents monotony and writing that tends to sound immature.

40. This portion of writing is awkwardly phrased. It does not read smoothly, or it may not make clear sense as it is written. Try to find a more natural way to state this thought.

MLA STYLE AND FORMAT

41. Use an author's LAST name and a page number in standard MLA style citations. If no author is given, use the first word or two from a title instead. No is used in standard MLA style. 

Ex: (Smith 41). < Note that the period generally comes AFTER the citation.

42. When no author is given, enclose keywords from titles in quotation marks or underline as appropriate in your citations. Ex: ("Why Children" 19). or (Gone with 89).

43. In MLA style, the period comes AFTER the citation, except in the case of long, indented quotations, in which case, the citation comes AFTER the period.

44. In consecutive citings of the same source, the author's name is not needed.  Give the page # only.  When using regular MLA style, if the source is an anonymous article, the keywords from the article's title need to be given only in the first citation.  In subsequent CONSECUTIVE citings of the same source, give the page or paragraph #'s only.

45. In standard MLA style citations, no commas or abbreviations for the word "page" are ever used. 

46. When you use the MLA long quote form (more than 4 regular length typed lines), the parenthetical documentation is placed outside the period: 

Example:

PRIVATE
 
xxxxxxxx xxxxxxxx xxxxxxxx xxxxxxxx xxxxxxxxxx xxxxx xxxx xxxxx xxxxxx xxxxx xxxx xxxxx xxxxxx xxxxxx xxxxxx xxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx x xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxx xxxxx xxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxx xxxxx xxxxxxx xxxx xxxxxxx xxxxx xxxx x xxxxxx xxxxxx xxx xxxx xxxxx xxxxxx xxxxxxx xxx xxxxxxx. (Smith 24) 

· Notice that the left margin is indented 1 inch (TWO strokes of the TAB key), the right margin remains the same as the rest of the paper, all lines are double spaced, no quotation marks are used, and the parenthetical documentation goes outside the period--the only such case. Note: Do not split an ITC (in-text citation) from line-to-line if possible and never page to page. If an ITC will not fit at the end of a line, put it ALL on the next line, and flush on the right margin of the page. 

47. The bibliography page (Works Cited or Works Consulted) is always on a separate page. All entries must be written in MLA style. Entries must be written in the correct format. Your entries are not done according to regular MLA style. You need to look at pages 127 – 137 in your text. You can also see correct MLA form for each of these types of entries by studying the model entries provided for you in the model paper. Indentation, punctuation, missing information, and the addition of unneeded information or words are errors in your entries on this page. MLA style MUST BE EXACT 

48. Your entries are not done according to regular MLA style.  You need to look at pages 127-137 in your text.  Indentation, punctuation, missing information, and the addition of unneeded information or words are errors in your entries on this page.  MLA style MUST BE EXACT. 

49. Periods are used after all numbers and letters in this point of an outline.  Also, capitalize all first words of every entry throughout an outline.  Single tpics under any number or letter are not appropriate in an outline.  Try to think of a second topic, or leave the single topic out of your outline even though you may mention it in your paper.  Review the lecture on outlining.

50. The primary objective of this assignment was to use correct MLA style.  That includes in-text parenthetical documentation done in correct form, proper punctuation in MLA citations and in bibliographical entries, correct indentation, format, etc.  Review lectures, instructions, and sample documents in your text.  Your paper doesn't seem to reflect an understanding of the basic principles of correct MLA style, documentation, and research.

51. When an author is named in the text of your paper in a previous sentence or in the same sentence as your quotation, do not repeat the author's name. Give the page number only in the citation. 

52. An in-text citation is needed here. All information containing specific facts dates, anecdotes, etc. MUST be followed by a citation, even if the material is a paraphrase or summary instead of a direct quotation.

53. Only long quotations (OVER 4 regular length lines) are indented. Do not indent shorter quotations. Merely smoothly incorporate them into the rest of your sentences. 

54. The minimum number of required sources for this assignment was not met. Recheck the basic requirements of this paper.

55. There is no source on your bibliography that begins with "__________." All in-text citations should include the source's author's last name or whatever name appears as the first word on the corresponding entry on your bibliography page. If there is no author, you are to use the first keyword or two from the title that appears at the beginning of an entry. Such keywords from titles should be either underlined or enclosed in quotation marks. The reader should be able to look at a citation within your paper, then turn to the bib. page and run down the first word of each entry and quickly see which source the in-text citation was taken from. This is the basic principle of documentation. You need to re-read instructions and lectures. 

56. If the author of the source is quoting someone else, then use "qdt. in" before the author's name in your citation.

57. Check your text for correct formatting of a title page.

58. A header consisting of your last name and a page number should appear in the middle of the upper right margin of all pages starting with page one on the first page of the actual text of your paper.  Example:  Smith 1   It contains no punctuation or abbreviation for "page."  It should not be enclosed in parentheses or otherwise enclosed.  See the sample MLA paper in your text.

59. Review the correct information and formatting for a bibliographical entry for an online source.

60. Insert a page break (by using the page break command found in MSWord under "Insert" to place your bibliography page (Works Cited) on a separate page. By doing so, you will be assured that your bibliography page is ALWAYS on a separate page, as it is required to be, even though an instructor may add comments to your paper and change page spacing.

