Writing Checklist: Do’s and Don’ts
1. Do not use contractions

2. Write out numbers that can be written with one or two words

3. Do not use abbreviations or “etc.” (T.V. becomes television, S.D. becomes South Dakota)

4. All punctuation goes inside quotations marks: “Ginger laughed.”

5. Exclamation points show surprise or strong emotion. Use them sparingly.

6. Semicolons link independent clauses-make sure that is what your semicolons are doing.

7. Capitalize first words of sentences, names, and proper nouns (books, religions, etc.)

8. Do not over use words in a sentence, paragraph, or essay. (i.e. really, someone,)
9. Begin each sentence and paragraph differently from the one before.
10. Avoid using the word “you” and “I,” the phrase “I think” and any reference to yourself.
· Rather than you use “people,” “an individual,” “a singer,” “surgeons,” “students on a field trip,” or another substitute.
· Simply take “I” out of your writing. Your sentence will be fine without it

· Don’t use phrases such as: “In my opinion, I believe,”

11. Omit the word “that” unless it is absolutely necessary.

· Read the sentence without the word “that.”  If it still works, leave “that” out.

· Hand me that pencil.  (Keep the “that.”)

· He will tell me that I have to drive home.  (Omit the “that.”)

Writing Checklist : Does my paper?
Introduction
____Hook

____Background information

____THESIS STATEMENT: What your essay is about. Example: “A hero is somebody who builds roads, and is not one who destroys.
Body Paragraph: Function
____Topic Sentence

Example: Function Topic Sentence: A hero is somebody who builds roads and is strong. 

____Evidence that supports your topic sentence

Example: By building roads a hero provides the public with pathways to travel safely and improves the lives of others.

____Concluding sentence that comments on evidence and relates paragraph to thesis

Example: The roads make people’s lives easier, and easing the daily lives of everyday people is what a hero does.
Body Paragraph: Example
____Topic Sentence

Example: An example of a  hero who builds roads is Bob the Builder. 

____Evidence that supports your topic sentence

Example: Bob spends every day of his life building items for other people. He builds roads for people with all of his handy machinery. He builds those roads so others have an easy source of transportation.

____Concluding sentence that comments on evidence and relates paragraph to thesis

Example: Bob acts as a hero to the public because of all the roads he provides.

Body Paragraph: Negation
____Topic Sentence

Example: Function Topic Sentence: Somebody who destroys roads, or anything else is not a hero. 

____Evidence that supports your topic sentence

Example: Destroying roads and other landmarks hurts people and makes their lives more difficult. A  hero would never destroy things that are meant to help. Floyd Floodington is not a hero, because he constantly is trying to destroy Bob’s roads and hurt the lives of others.

____Concluding sentence that comments on evidence and relates paragraph to thesis

Example: Hero’s build things up with the intention to ease the lives of others, not destroy roads and other landmarks which hurt the lives of the people.
Conclusion
____Rephrase your thesis statement: DO NOT REPEAT!

____Restate major ideas 

____Reflect on the ideas your re-presented

____Provide a concluding sentence that wraps up your paper, and ends with a reflective thought  

