Course Writing Standards
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The following standards apply to papers, project documents and slides, take-home exams, and any other written work.  Please note that papers with excessive writing errors may be returned for re-submission without being fully graded.  Be sure to avail yourself of the university’s writing center and online resources (e.g., grammarly.com, www.dailywritingtips.com, owl.english.purdue.edu/owl/) for assistance.

All written materials should be written in MS Word and should be original and produced in such a way that they are easy for the instructors to read. They must be double-spaced. All pages should be numbered. All written work should be produced in Times New Roman 12-point font. Use only left justification for your margin (i.e., each line will end at a different place). 

Papers should not be filled numerous quotes designed to add pages to your submission.  Synthesize/Summarize material whenever possible being sure to provide your own analysis as appropriate.  Page minimums do not include the title page, figures, tables, or the reference pages.

Experience suggests the following major problem areas with a student’s writing: 

1. Proofread carefully; consider having someone else read your paper. 
2. its = possessive; it's = contraction for it is. 
3. Do not split infinitives, i.e., to run quickly, NOT to quickly run. 
4. A dash is typed with two hyphens without a space before or after, e.g., end--then, NOT end-then, and NOT end - then. There is still a role for a hyphen, however, e.g., "up-to-date resume." 
5. Watch subject-verb agreement. Number and tense must agree. Number agreement: The prices in our catalog DO not include sales tax. 
Poor: Any student caught smoking in the halls will have their cigarettes confiscated. Better: Any student caught smoking in the halls will have his or her cigarettes confiscated.
Best: All students caught smoking in the halls will have their cigarettes confiscated. 
Tense agreement:
Poor: Jones and Smith (1984) discuss what happens when managers give bad performance appraisals. They reported about what happened in five companies. Better: Jones and Smith (1984) discuss...report...
Better: Jones and Smith (1984) discussed...reported… 
6. Use a comma before a conjunction ONLY if a complete clause follows the conjunction, e.g., The consultant signed the contract, but the client did not. BUT the consultant signed the contract but objected to paragraph 4. 
7. Quotation marks always go outside periods and commas, e.g., ...end." They go outside the question mark if the question is quoted; inside if the whole sentence is a question. 
8. Each sentence must have a SUBJECT and a VERB. 
9. If a SENTENCE has more than FOUR lines, it's probably TOO LONG. Things to look for: more than two or three clauses; extraneous explanatory phrases; disconnected thoughts. 
10. If a PARAGRAPH takes up more than ONE computer SCREEN or more than HALF A PAGE (double spaced), it's probably TOO LONG. It probably contains more than one main idea. See if it should be broken down into two or more concise paragraphs. 
11. Every PARAGRAPH should develop ONE MAIN THOUGHT. This thought should be introduced in the TOPIC SENTENCE (usually the first sentence) and developed in the body of the paragraph. 
12. An academic or professional paper should be written in a formal way, even if it has a "creative" thrust or content. This means that it should include a beginning, a middle, and an end. Make it easy for the reader, when possible, by using labels for these components, e.g., "Introduction," "Conclusion." 

An introductory paragraph tells the reader where you are going by introducing the main points. The body of the paper should contain a separate section for each of the main points. Sometimes writers use a separate heading for each main point. 

The conclusion, or summary, of the paper should take one or two paragraphs and summarize how your arguments have supported the main points you laid out in the introduction. 

13. Papers must use APA style.  Some assistance with APA can be found online at https://owl.english.purdue.edu/owl/resource/560/01/



