Colleen McDannell’s
Ten Commandments of Writing

1) Be Aware Of These Editing Abbreviations:

art=article (a, the) sp=spelling s.0.=spell out
g= grammar st=style w=wrong word
p= punctuation t=tense id= wrong idiom
prep= preposition v=vocabulary lc=lower case
w. 0. = word order awk=awkward uc=upper case
== capitalize ? = don't understand what you mean =connect
sup= superfluous, not needed red= redundant
N =insert =delete

=paragraph = reverse

2) Be Organized
Number each page of your essay.

Essays need to have a beginning, middle, and an €he beginning paragraph should introduce
your topic or argument. Your thesis statement khbe in the first part of your essay. The middle
paragraphs should cover the main points of youayessThe end paragraph should make final
conclusions.

Each paragraph should have a strong topic sengemta series of sentences supporting that major
topic. If you change topics you must change pagats. Do not make paragraphs one or two
sentences long. They need to have evidence (duppdetails) to prove your idea. Likewise, do
not make paragraphs a page long. If they areaing, lyou probably have too many ideas. Give
each idea its own paragraph. Transition senteldegparagraphs together and help the reader
move between thoughts.

3) Assemble Evidence

Do not merely state conclusions. Give the readeresevidence to eventually make the same
conclusion that you have made. Evidence will I¢lad reader to your conclusions. Such
supporting details make up the sentences in a fzquiag

Supporting details come from either the materials gre reading in class or from the research you
have conducted in the library. Try to find the dstthat will support your argument. If you are
writing a research paper, make sure you have sgamigh time in the library and have read
enough to thoroughly understand your tofitse the internet sparingly.



4) Get Creative

An important part of any essay is the narrativey td tell your story in an interesting and exaitin
way. Show your enthusiasm and command of youestibly enlivening your description with
sensory experience. Details let us imagine whéistorical event or person may have been like.
Be a colorful storyteller. Try to use exciting abeilary but make sure you know what your word
means.

Strive to develop your own thoughts and ideas. rémsay should not merely repeat the thoughts
of others. Make sure that your own voice is hesirongly throughout your piece and not merely
in the conclusion. Lead us to accept your conahssby including persuasive supporting details.

5) Eliminate Garbage Words and Phrases, Colloquiakriting

You are writing an academic essay; not a letteékuntie Em. Write in a manner that shows you
are an educated individual with ideas, not mereinions and feelings. If you do not know what
the word “colloquial” means—Ilook it up!

Avoid words that are vague, weak, dull, and hatle Iimeaning.
Examplesnice, a lot, pretty, a whole lot of, | think, kind &fort of, seems tat, was interesting

Your writing should be concise. Avoid using seVarards when one word is sufficient.

Wrong: They are not able tead or write English.

Right: They cannotead or write English.

Wrong: Gardeners are the ones who preplaeeground for others.
Right: Gardeners prepatke ground for others.

6) Write in the Active Voice with Strong Nouns and Vebs

Avoid the passive voice where the verb acts orstliigect. In the active voice, the subject acts
through the verb. The active voice is usually matirect and vigorous than the passive. Many a
tame sentence or description or exposition can bdenlively and emphatic by substituting a
transitive in the active voice for some such pesfary expression abereis or could be heard.

Writing in the passive voice oftentimes masks thet that you really do not understand who the
actors are or what is happening. Using the actdiee tightens up sentences and helps eliminate
garbage words and phrases.

Wrong: The decision was made to invade Cuba.

Right: John F. Kennedy made the decision to invade Cuba.
Wrong: There were a great number of dead leaves lyingeground.
Right: Dead leaves covered the ground.



Wrong: It was determined that the individual’s contidymesence is the organization should be
terminated.
Right: He was fired.

7) Use Inclusive Language and Eliminate Religiousi&s

It is standard in modern English to use inclusaregliage. This means that you should avoid using
"he" and "man" to mean "he and she" and "peopBneé easy way to avoid awkwardness, and to
still be inclusive, is to use the plural—but makeesyour numbers agree.

Wrong: If man was aware of all the negative influence¥\ watching, then he should be able to
reduce his viewing time.

Right: If a person is aware of all the negative influenae$V watching then he or she should be
able to reduce his or her viewing time.

Better: If people were made more aware of all the negatifheences of TV watching then they

would be motivated to reduce their viewing tinBUT NOT If onewere made more aware of all

the negative influences of TV watching thérey would be motivated to reduce their viewing
time.

Frequently, when students write essays about oeliiey momentarily forget that they are in a
classroom at a state university where they aranilegrabout religions different from their own.

They filter religion through their own religious lle$s and categories. All religions are not the
same. A synagogue is not a church. A Catholicasaent is not an LDS ordinance. More
importantly, not everyone does things the way you Be aware of your own faith commitments
and try to understand other religiamstheir own terms.

8) Eliminate Common Punctuation Errors
Don't use a semi-colon (;) when you should be sepay phrases into sentences.

Commas are used to separatdependentclauses (clauses that have their own verbs andsjou
You should not put a comma between dependentes.

Wrong: She notes that medical technology has increaseal/trage life span, and removed death
from being an everyday event. (needs no comma)

Right: She notes that medical technology has increasedviage life span and removed death
from being an everyday event.

Wrong: She notes that technology has increased the avidimgpan but she continues to wonder

about the long-term cost to society.

Right: She notes that technology has increased thegevéifa span, but she continues to wonder
about the long-term cost to society. (“She consntee..” is an independent clause; it needs a
comma)



Quote marks go after the punctuation poik: Methodist James Hervey mused, “death with its
icy arms never failed to cut short the enjoymerthefliving!”

9) Draft, Revise, Draft, Edit, Proofread

Few writers can sit at the computer and composeleggant, informative, and provocative text at
the first go around. The production of any piecemoting takes writing and rewriting. After
beginning your essay, you might need to return @arysource materials to clarify content
guestions. You will need to make sure that theatie flows properly; that events are described
in chronological order. Most importantly, you wileed to make sure that your voice is being
heard in the essay. Have you put in your own id@asinsights?

Give your self enough time to revise and rewriemstimes it helps to read your essay out loud to
make sure it sounds smooth and makes sense. Uds®iamary! Remember, computer spell
checks can only go so far in helping your writifddgver turn in an essay without carefully
proof reading it for typos.

10) Use the Chicago Manual of Style for Notations

The best student guides to help you master this atg the famous “Turabians”:

Kate Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations (sixth edition) or
Kate Turabian, Student's Guide for Writing College Papers (third edition)

Bibliography
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Colleen McDannell, Heaven: A Histo(iNew Haven: Yale University Press, 1986), p. 18.

Frances Fitzgerald, “A Word to the Wise,” Internatl Review of Critical Studie$5 (1990), pp.
145-200.




