Style Sheet for all Papers

QUOTATIONS

Always supply a page number so that we know where you got the material.

“You may want to refer to the page number like this”(p. 6). Notice all the lements of punctuation. OR,

“You may want to refer to the page number like this” (6). Just be consistent!

When it may not be clear which author you are quoting, use the author’s name as well: (Aristotle, p. 6).

Periods go inside quotation marks, “Like this.”

Block quotations refer to long quotations (more than one sentence, OR 40 words or longer).

Block quotations should be indented like this. Do not use quotation marks with block quotations. Place the page number where the quotation is located after the pinal period. (p. 6) or Aristotle, p. 6)

PRONOUN USAGE

Pronouns must agree in case and NUMBER, and gender. Typical mistakes occur with NUMBER. 

EXAMPLE: A child gets their disposition from their parents. SORRY, it’s WRONG


      Children bet his/her disposition from his/her parents.  CLEARLY WRONG

      A child gets his/her disposition from his/her parents.  Correct but awkward

                    Children they their dispositions from their parents. Correct and smooth.
Often, “pluralization”  can fix two problems: sexist language and pronoun usage.

Do not use the masculine pronoun (he, his) to refer to both men and women. Some authors pluralize, others alternate between masculine and feminine pronouns, and others use s/he or she/he. Whatever you like, be consistent.

POSSESSIVES

Examples:
Sara’s view of nature.


Use an apostrophe to indicate possession.



Society’s view of nature


Possessive form of a singular noun



Women’s view of nature


Possessive form of a plural noun



Consumers’ desires continue to grow.
Plural possessives

CONTRACTIONS and words they are confused with

it’s 


(a contraction for it is)

It’s a nice day.

its                          
(indicating possession)

The earth has its place in the solar system.

you’re


(a contraction for you are)

You’re going to see the moons of Jupiter.

your 


(indicating possession)

Bring your book to class.

they’re


(a contraction for they are)

They’re looking at the rings of Saturn.

their          

(indicating possession)

Their diagrams are correctly drawn.

there 


(indicating a place)

It’s over there on the table.

SENTENCES: examples of common errors
Sentence fragment:  Native Americans expressed a mythic view of nature. Having no scientific basis.

Run-on sentence:      Two sentences are run together without punctuation it is not a good idea to do this.

Comma splice: Leopold saw connections everywhere, he saw them even in the dust beneath his feet. 

TENSE

You need to pay attention to verb tenses. Don’t shift tenses improperly as in this example.

example:  Galileo was influenced by the work of Copernicus. He agrees with that view.

POINT OF VIEW
Write from a consistent point of view.

An objective point of view employs “one” as in, “One must read carefully.”

A subjective point of view employs personal pronouns such as “I” and “you.”

Wrong: One must read carefully because you can never tell when one will be called upon to speak.

SUBJECT-VERB AGREEMENT

Singular subjects require singular verbs; plural subjects require plural verbs.

Wrong: Not one of the astronauts were lost after launch. (singular subject, plural verb)

WORDS THAT SOUND SIMILAR: Are, Our    Affect, Effect   To, Two, Too   Except, Accept

