
GRAMMAR AND WRITING GUIDE


Dr. Michele Naples, Fall 1998

First, there is a Writing Checklist available from the School of Business.  It provides a checklist for things to remember when you write.  Get it and use it.  Second, there is a style sheet available from the English Department, free of charge.  It summarizes basic writing conventions, especially with respect to bibliography.  Get it and use it.  Third, have a classmate or roommate proof your paper for you.  If they catch any grammatical or writing errors, fix them.

AGREEMENT
If your subject is plural, the verb must be plural; when the sentence's subject is complex, the writer sometimes makes mistakes.  E.g., "Several kinds of Southern melon is planted" is wrong; the subject is kinds, not melon, and the verb should be "are" rather than "is."

ARGUMENT
You need to make a case in your paper.  To do so requires you to state clearly what you are trying to argue, and then to provide evidence in support of your contention.  This evidence may take the form of citations from primary sources, or logical arguments to show inconsistencies in someone’s argument.  Do not make sweeping generalization that you have not substantiated with evidence.

CITATIONS
In-text citations should follow economics conventions:  (Naples 1993 p. 192) would mean the article by Naples included in the bibliography, p. 192. [Note, this is not the same as MLA rules you learned in Rhetoric.]  If Naples has two articles published in the same year, then cite them in the order they appear in your bibliography (which is alphabetized by article title), either (Naples 1993a) or (Naples 1993b).  

If you refer to different chapters from an edited collection, you have 2 choices.  Preferably, (l) you should cite them separately by chapter title in your bibliography, and then refer to each chapter author by name as for Naples.  Alternatively, (2) you could cite the edited text in your bibliography, and in the paper refer to [(chapter author) in (text author)], e.g., [Naples in Swartz and Bonello 1992 p. 14].

Do not spell out the article's title in the body of your essay; that is unnecessary since your bibliography gives that information.  Just use the author's full name when s/he is first mentioned, and there last name to refer to their work or ideas thereafter.

C - COMMAS

Commas serve two basic functions:  (1) to divide phrases, and (2) to separate parenthetical remarks:

(1) This sentence is short, and is only an example.

(2) This sentence, which is short, is only an example.

If you write using too many parenthetical remarks, your text will be hard for the reader to follow.  Sentence (1) above reads more easily than sentence (2), and requires half as many commas.  Say what you mean, get to your point, and you will not insert so many parenthetical remarks.

COND - Conditional

The combination if ... then has 2 possible formats:

If he is in the room, Mary will see him.

If he were in the room, Mary would see him.

When your second phrase uses "would", the verb following the "if" clause has to be in the subjunctive mood, "were" in this case.  For many verbs, the subjunctive is the same as the past tense.

CONS - CONSISTENCY or AGREEMENT

If you capitalize certain key words, e.g., Congress, do so consistently.  

If you describe an article in the present tense (the author says ....), do so consistently, do not switch to past tense (then the author said ....).

CONTR - CONTRACTIONS

Contractions are inappropriate in research papers, they are too informal.  Instead of "don't" use "do not," instead of "can't" use "cannot," etc.

COUNT or # - COUNTABLE QUANTITIES

A quantity that can be counted is described as several, more, many, a lot, few (few people) or fewer (even fewer people); often countable quantities end in s (fewer years of education).  A quantity that cannot be counted is described as follows:  a good deal of, much, more, or less (less education).  

GENDER - GENERIC THIRD PERSON SINGULAR

It is old-fashioned to use "he" to mean "he or she."  Studies have found that the vast majority of the population thinks "he" is male, not gender-neutral.  Phrase your sentences in the "they" form, or use "he or she" or "s/he."  Similarly, avoid using male words for humanity; modern thesauruses incorporate gender-neutral language (mail carrier, firefighter) if you need help.

H - HYPHENATION


If you must divide words, do so at the end of the syllable:  after a long vowel (e.g., go-ing), after the consonant after a short vowel (e.g., tod-dle), or after a full word within a compound word (e.g., draft-ing).

If you do string together nouns that modify a third noun, use a hyphen to link the first two:

e.g., "rail-transit system".

Also, if you have an adjective-noun combination which in turn modifies a second noun, use a hyphen:

e.g., "real-investment function".

There is no need for a hyphen after the word "well", as in

"well defined problem,"

since well is an adverb and is expected to modify an adjective or verb like  "defined" in this phrase.

I - INFINITIVES

Do not split infinitives:  not "to thoroughly understand" but "to understand thoroughly."

PAG - PAGINATION

Your pages must be numbered in sequence, by hand if necessary.

PLURAL
The plural of a word adds an s, or if the word ends in s, es:

e.g., one business, two businesses

Do not confuse plurals with possessive nouns (see possessives).
POSSESSIVE:

The possessive of a noun adds 's, or if the word ends in s, ' alone:

e.g., one dealer's cards, many dealers' cards

The exception is for "its", which is possessive (i.e., belonging to it), because it's represents the contraction "it is".

PROOF - PROOFREADING

You must proofread your paper for typographical errors.  Fix mistakes, do not leave it to the professor to fix, you will irritate him or her.  Any typos will lower your grade. 

QUOTE - QUOTATIONS

Always cite the source of a quotation with page number.  Always indent long quotes (quotes over 4 lines), which then need no quotation marks around them.  Even if you are paraphrasing a source, still cite the source so the reader knows what point of view is being presented.

You may only cite a source if you have actually read that source.  If you want to quote someone quoted in your source, say "(Knight quoted in Naples 192)."

Do not overquote. You must put things in your own words to digest the ideas and make the paper your own.  Your paper will get a lower grade if there are too many quotes.

SEMI-COLON
Any phrase which follows a semi-colon (;) is the equivalent of a separate sentence, and should have a subject and verb.  If the phrase does not have a subject and verb, it should follow a comma rather than a semi-colon.

SENTENCES:
NS - NON-SENTENCES, PARTIAL SENTENCES

Each sentence must have a subject and verb.  Gerunds, words like "being," "having," "seeming," are not by themselves adequate as verbs for a sentence:

"Being they did not pass the law."  - not a sentence

 vs.  "It turned out that they did not pass the law." - a sentence

Read each sentence and make sure it stands on its own, and is not really an additional part of the previous sentence.  Certain words or phrases do not generally begin sentences, e.g., "whereas," "which means," "not to mention":   

"Not to mention the business failed." - this is not a sentence.

"In addition, the business failed."  - this is a sentence.

ROS - RUN-ON SENTENCES

Each sentence should present one thought.  If you see a long sentence (more than 3 lines), automatically look to find where you can divide it into separate thoughts and sentences.

SOURCE - SOURCES

It is dangerous to use primary sources (like newspapers or business magazines) for a research paper for an introductory level course.  You need the analysis and background provided by secondary sources to see through the biases in news accounts which pretend to be objective.

SP - SPELLING

If you are not sure, check the spelling of your words.  Misspelled words are very distracting in papers, make it hard to focus on your ideas, and will be marked wrong.  Common errors:

Affect - verb 

Effect - noun 
Exception:  "effect a change"

Analysis (analysization is not a word)

It's - it is (it's a coat)

Its - possessive for it (its coat)

Of - adverb & preposition
Have - verb (e.g., should have)



Principal - adj, main or major; noun person who runs school; money invested


     


Principle - moral precept

Receive (i before e except after c or when sounded as a as in neighbor)

Tenants - apartment renters
Tenets - beliefs

Then - at that time

Than - comparison:  greater than

There - like here, a place
Their - possessive for third person plural

Due - date the paper is due
Do - a paper I have to do

STYLE
  COLLOQ - This is a research paper.  Your word choice should be formal, so you come across as professional.  Do not use colloquial expressions or format, which would convey a chatty or conversational tone.  For instance, do not begin sentences with "Now,".  Avoid using "me," "I," or references to your feelings.  You are trying to sell your ideas in a scholarly format, let the ideas speak for themselves.  An interpretation does not just represent your "feeling," rather you can objectively ground your interpretation in the text; show the reader why yours is the obvious conclusion.

  SHOW - Show, do not tell.  Give evidence for any claims, avoid making sweeping generalizations.  Make a case, step by step, for any argument you cite or advance yourself.  Do not accept statements uncritically, but make sure authors have substantiated their conclusions.

  NAME - Attribute ideas to their sources, otherwise the paper can seem vague.  A good paper is grounded in the texts it uses.  A paper is often clearer and stronger if the author names different points of view (e.g., human capital theory vs. the crowding theory of discrimination), rather than treating points of view vaguely as "one idea and a different idea."

REPHRASE - WORD CHOICE WC
When in doubt, check a dictionary for exact definitions.  Use a thesaurus to help you figure out exactly what you mean, and to find various related words to your initial word choice which better expess your meaning.

  
Phrase your sentences in active voice.  Use fewer words which indicate existence, words like "be" or "was", as vs. most other verbs.  Use fewer gerunds (words ending in "ing").  The paper will be less wordy and read much more easily:

"It was known by policy-makers that this was possibly going to be one 

outcome."

 vs.  "Policy-makers knew that this was a possible outcome."

Put your subject subject and verb near the beginning of the sentence, do not make the reader wonder where a sentence is going.

  
Do not hedge.  Say what you mean.  Avoid phrases like "it seems,"  "it might be true that," "the author attempts to try to ...."

Do not overstate your conclusions: e.g., "This is a totally misguided study."  Avoid sweeping generalizations:  e.g., "Everything Reagan did was wrong."  Make your case in detail, give the reader your evidence.  The reader will not only get your point, but will be more likely to believe it.

  
Do not string together nouns (economists are notorious noun-stringers), this makes sentence much harder to read.  If you must string nouns, use appropriate hyphens (see hyphens above), it will make your noun strings much easier to read.

