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Student: ____________________________
Pine Manor College
Prof. J. Mintzer

· Was this paper submitted on the due date?   Yes     No
· If the paper was submitted late, how many days late was this paper submitted? ______  

· Was this paper submitted stapled?    Yes    No

	Grade:

                       -   _____ points off for lateness – ______ points off for not being stapled =   


	Remember… 

· Papers that are submitted late receive an automatic 5 points off per day late and you do not have the option to rewrite the paper. (see syllabus)
· Papers that are submitted without being stapled receive an automatic 2 points off. (see syllabus)



	Rewrite due by the beginning of class on:______________


***Please hand in your original paper with your rewrite so that I can see the improvements made.***
Assistance with Writing:  As always, I am more than happy to review a draft of your paper and make suggestions if you get it to me in advance of the due date.  Please also make use of the Learning Resource Center if you need help with your writing skills.  (Learning Resource Center:  http://www.pmc.edu/academic/LRC/lrc.html, Phone: 617-731-7181)



On the following pages are issues that I have checked off that you need to revise in your paper.  Please review your entire paper for these issues.  I encourage you to make use of the Learning Resource Center or to email me to make an appointment with me if you would like one-on-one assistance or if anything is still unclear.
	ASSIGNMENT GUIDELINES

	_______
	Your paper needs to be longer. 


	_______
	You did not use appropriate sources as specified in the assignment.


	_______
	Other:




	CONTENT ISSUES

	_______
	Use examples to support your main points when relevant.  Don't write something vague and then end your thought there.  You always need to support your main points in each paragraph with evidence to support your idea.  Cite quotes, give specifics and/or describe things more in depth!


	_______
	You need to appropriately cite the information in your paper.  I have no way of knowing what information came from what sources and/or what quotes came from what sources.



	_______
	Plagiarism suspected – this paper is inconsistent with the tone of other papers submitted by the student and/or the student cannot explain the ideas being conveyed in the paper


	_______
	You do not have a clear thesis in your opening paragraph.


	_______
	You do not have a clear, concise conclusion.


	_______
	You go off topic at times – stay on your immediate subject.


	_______
	Other:




	STRUCTURE AND CONCISENESS OF YOUR WRITING

	_______
	You have awkward and/or confusing wording in your writing.  Read through your paper after you write it and see if it makes linguistic sense.


	_______
	Avoid the second person voice in formal writing. 
For example: Instead of saying "you can see how the newspaper and the online version differ"...put it in the third person voice such as "one can see how the newspaper and online version differ..." or "The reader can see how the newspaper differ..." It is a "more professional" way to write when you keep things objective and in a "removed" third person voice.



	_______
	Quotes should never stand alone as sentences - always attribute them within the sentence to the speaker or writer.  You should also include some context of what the quote means in relation to what you are writing about.  
WRONG: "Blah, blah, blah." (Smith, 2000, 2)
RIGHT: Smith said, "blah, blah, blah" (Smith, 2000, 2). 



	_______
	Use the same verb tense throughout the paper. 
Don't go switching from the present tense to the past tense to the future tense and back again.



	_______
	Don't use terms like "etc." or “and so on” in formal writing - always be as precise as possible in expressing your ideas.



	_______
	Who is the “they” or “we” you refer to in your writing?  Avoid vague terms whenever possible!  For instance, don't write "They want us to see women as..."   Instead, say "the filmmakers want the audience to see women as..." or use another descriptive noun to avoid vagueness. 



	_______
	Avoid colloquialisms, euphemisms and slang in formal writing.

· Colloquialism: an informal expression
· Examples of colloquialisms:  “It was a no-brainer” or “He was dead as a doornail” 
· Euphemism:  
· Example of euphemism: Another way of saying “to die” is to say “push up daisies” or “kick the bucket” – a euphemism is a way to say something without directly saying it.

· Example of slang:  If you use slang a lot in your day to day language, it might be hard for you to discern what is slang and what is not.  Ask yourself if someone read your paper two hundred years ago, would he or she know what you were talking about?


	_______
	Avoid rhetorical questions in formal writing...better yet, avoid all questions in your writing.



	_______
	Avoid inserting your opinion into formal writing.  
Again, keep it objective. You can assert your observations, but avoid making value judgments about certain things when possible.



	_______
	Make sure you have smooth transitions between sentences and paragraphs.  Your ideas should flow easily from one sentence to another. 



	_______
	Avoid beginning sentences with words like “Well…,” “Now…,” “So…,” “Then…,” “Because…,” “And…,” “But…”


	_______
	Other:




	SPELLING AND GRAMMAR ISSUES

	_______
	You have spelling and/or typo errors in your paper.



	_______
	You have punctuation errors in your paper (misplaced or missing commas, apostrophes, semi-colons, colons)



	_______
	You have capitalization errors in your paper.



	_______
	You have sentence fragments in your paper.



	_______
	You have run-on sentences in your paper.



	_______
	You need to break up your paper into paragraphs based on common ideas.  Avoid super long paragraphs.



	_______
	Vary your sentence structure.



	_______
	Homonyms - choosing the wrong "same word"
Example:  I often see people use "weather" when they mean "whether" or “bazaar” when they mean “bizarre” 


	_______
	The difference between "affect" and "effect" 
 affect (in most cases) = verb 
 effect (in most cases) = noun



	_______
	The difference between "then" and "than" 
 
 Then - refers to the passing of time. 
 Example: I went to class, then I went home. 
 
 Than - a comparison word 
 Example: I like Mass Media class better than Chemistry class.



	_______
	There, their and they're
 Remember:
 there = a place (Are you here or there?)
 their = possessive (They love their dog.) 
 they're = they are (They're moving to Boston.)



	_______
	Be careful to catch any mistakes you make with "it's" and "its" 
 Remember:
 it's = it is 
 its = the possessive case of a noun (e.g. The website updates its information throughout the day)



	_______
	Sentences need subject/pronoun agreement. 
 
 By this I mean the following: 
 
 WRONG: A person goes to college because they want to better themselves. 
 
 RIGHT: A person goes to college because he wants to better himself. 
 
 If the subject in the sentence is singular, make sure the words that refer to that subject are also singular. Even though it may sound awkward, the convention in writing is to assign the word a masculine "he/him" antecedent if the gender of the singular subject is not known. 
 
 However, you could also write something like the following to get around this gender issue:
 
 RIGHT: A person goes to college because he/she wants to better him/herself. (although this is a bit awkward to read) 
 
 ...or even better, make everything plural and avoid gender altogether...
 RIGHT: People go to college because they want to better themselves.



	_______
	Other:




	EASY TECHNICAL THINGS YOU CAN DO TO IMPROVE YOUR WRITING

	_______
	Staple your paper!  It looks unprofessional when you hand in a paper that is not stapled.



	_______
	Number your pages.



	_______
	Indent paragraphs.



	_______
	Put two spaces between sentences.



	_______
	You have other spacing issues in your paper (ie. Inconsistent paragraph indentation, paper is not double spaced, odd spacing)



	_______
	Punctuation goes INSIDE quote marks.
Even though it may look wrong, a period/comma/exclamation point/etc. goes inside a quotation mark.
 
Example: She said, "Pay attention to grammar."



	_______
	Spell out numbers under 10.  (In other words, write out “one” “two” “three” “four” “five” “six” “seven” “eight” “nine” and “ten”)


	_______
	You don't need to write "Mr." and "Ms." in papers.  Simply writing the person's last name is sufficient in formal writing.  Likewise, you should not refer to people by their first names in formal writing.


	_______
	Avoid using contractions in your writing.
It sounds more professional if you write "they are" instead of "they're" - try to avoid using contractions and write out the full words instead.



	_______
	Other:




COMMENTS
