	Handy Tips for Better Writing

(Taken from NBC online Student Writing Skills)

	 

	1.

The words Internet, Bible, Scripture (referring to the Bible) should be capitalized; the following words should not be capitalized: scriptural, biblical, godly, apostle, heaven, hell, and Sunday school. For a complete list, see A Christian Writer’s Manual of Style (1988) by Bob Hudson and Shelley Townsend, published by Zondervan. Modern versions of the Bible, such as The New International Version or The New King James Version are italicized; historical versions, such as the King James Version and the Vulgate, are not.
 

2.

When citing a book, a parenthetical citation should follow that includes the author and year (Vogel 1995). If you quote or paraphrase something from a source, cite the author (with no comma following) year (include comma), and page numbers (Vogel 83). If a quote continues to the next page, cite both pages (Vogel 83-84).
 

3.

In parenthetical citations, the period comes after the closed parenthesis: “... on behalf of their faith community” (Vogel 83). If a quotation exceeds four lines in your paper’s format, it should be placed in a block quote. Indent the quote one inch from the left margin, do not use quotation marks, and end with a period, followed by the parenthetical citation with no period after the closing parenthesis. (See Harbrace Handbook 640–41.) Here is an example:
 

 

 

Here are persons, rich in life experience, who may be able to engage in meaning-ful ministry both in the congregation and in the world on behalf of their faith community. One of the ways persons grow in faith is to act their faith into believing. Opportunities to serve that take seriously each one’s gifts and needs of the faith community and world can be paths toward faithful living. (Vogel 1995, 83)
 
4.

All entries in the Works Cited end with a period.
 

5.

Remember to italicize the titles of books, magazines, journals, newspapers, works of art, plays—things that are published as a whole work rather than as individual parts. Underlining is correct as well. Enclose titles of short works in quotation marks—pieces of larger works, such as chapter titles, short stories, essays, poems, and songs.
 

6.

Limit the use of personal pronouns (I, me, mine, our, etc.) in academic writing, unless you are sharing a particular story that requires them or are specifically asked to write in first person. Although active voice is preferred, you may need to use passive rather than active verbs to avoid the subjective “I.” For example, instead of saying, “I interviewed 16 people,” you could say, “Sixteen people were interviewed.” Think about what you want the subject of the sentence to be.
 

7.

Please make sure your grammar- and spell-checkers are enabled. The spell-checker cannot catch all mistakes, so take the time to read through your papers before you turn them in.
 

8.

Avoid beginning sentences with coordinating conjunctions (for, and, nor, but, or, yet, so). The purpose of these words is to combine or join words, phrases, clauses, and sentences rather than starting new sentences. (In the place of "But" you can sometimes use "However," to begin a sentence.)
 

9.

Often students are tempted to use informal, everyday language in papers, but college writing requires a higher form of language than you would use when talking with your friends. That means you will not want to use terms, such as “a lot,” “cool,” “okay,” or “Uth Group.” Use the kind of language you would see in a scholarly journal. Also, stay away from contractions, e.g., don’t, won’t, isn’t, etc. That does not mean that you should use a longer word when a shorter one will do. Communicate as clearly and simply as possible, respecting your audience in your word choice.
 

10.

Be sure that your subjects and verbs, as well as pronouns and antecedents, agree. (The antecedent is the word that the pronoun is replacing.) If the antecedent is singular, the pronoun that takes its place must also be singular. Especially tricky are the indefinite pronouns. Most of them are singular. If you want to avoid the awkwardness of having to use “his or her” or “him or her,” sometimes you can make the antecedent plural. For instance, instead of saying “everyone,” which is singular, use the word people, which is plural.
 

11.

Here are a few words that can cause confusion: 
 

 


Cannot is one word.
 

 


It’s is a contraction for “it is.” Its is a possessive pronoun that shows ownership (just like the words his, your, her, my).
 

 


Everyday; every day—when everyday is spelled as one word, it must be an adjective (everyday tasks, everyday clothes, etc.). Otherwise, if you mean that something occurs every single day, you need to use two words: every day.
 

 


There—an adverb that refers to a place; their—a possessive pronoun; they’re—a contraction for the words they are.
 

 


To—a preposition (to town, to the store, etc.) or introduces an infinitive (to hear, to see, to read); too—an adverb that means also, or a word that expresses a degree (too much, too soon, etc.)
 

 


Never use should of, could of, would of, might of, ought to of—these are all incorrect; the confusion occurs because the contractions sound like the words listed, e.g., should’ve, could’ve, would’ve, but they are contractions for should have, could have, would have.
 

 


A convenient web site to go to when you are online and want to check the spelling of a word or need help coming up with a synonym is http://www.m-w.com/. 
 

12.

Be careful of the placement of the word only. Position it as closely as possible to the word it modifies. Often, our “ears” will tell us to put it in front of the verb, but just as often, that placement is incorrect. For example, “The ring cost only two hundred dollars” is correct. “The ring only cost two hundred dollars” is incorrect.
 

13.

Italicize words referred to as words. Sometimes we refer to a word as a word rather than using the word to represent its meaning. For example, “I was surprised when looking up the word content in the dictionary; just previous to the word content is the word contend.” “No longer do we commonly use the word awful as an adjective or adverb to mean awe-inspiring.” In these sentences, the writers were referring to the italicized words as words; they were not using the words to convey their dictionary meanings.
 

14.

Do not use single quotes unless they are contained within a passage that is already enclosed in double quotes.
 

15.

If you use ellipsis points to show the omission of a word or words that come at the end of a sentence, add a fourth “dot” to indicate the period.
 

16.

If a number begins a sentence, spell it out. For instance, if you are starting with a reference such as 1 John 3:16, you would type “First John 3:16.” If you are starting a sentence with the words 20th century writer, you would need to type “Twentieth-century writer.”




