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Appendix I
Rules Worth Knowing 


Over the course of my years as an English teacher, I compiled the best rules that I could find for guiding my students toward clear and accurate writing. That collection of rules follows. Included with each rule is a brief comment about how the observance of that rule affects the reader. Without consideration of how observance of a rule affects the reader, writers may mistakenly believe that rules are arbitrary. Writers need to think about readers, just as cooks need to think about diners. These rules give writers the perspective of readers.


RULES FOR CLEAR AND ACCURATE WRITING

1. THE RULE OF DICTION: Use the right word for the context and audience. This will allow your reader to take you seriously. 
2. THE RULE OF JOINING INDEPENDENT CLAUSES: Don’t send a boy to do a man’s job!  A comma alone is not sufficient to join two independent clauses. To join independent clauses, we need a semicolon or a comma along with a conjunction (and, but, so).  This will allow your reader to understand where your ideas begin and end and will eliminate confusion.
3. THE RULE OF CLOSENESS: Place all grammatical structures next to what they modify. This will allow your reader to understand how your words relate to each other and will eliminate confusion. 

4. THE RULE OF POSITIVES: Most messages are clearer when delivered in positive, rather than negative, form. Your reader will appreciate this because your message will be readily accessible.

5. THE RULE OF COMPLETE SENTENCES: To test whether a group of words comprises a complete sentence, try placing “It is true that…” in front of the words. If you can do so, then you have a complete sentence. If not, then you don’t. (Note: This rule will not work if the sentence begins with and, but, so; however, such sentences can be complete sentences anyway.) For most academic circumstances, your reader is expecting complete sentences. 
6. THE RULE OF APOSTROPHES: Use apostrophes to indicate possessives and contractions.  There is no apostrophe in the word its, when it is used as a possessive pronoun. (It’s always means it is.) Your reader will appreciate your attention to detail.
7. THE RULE OF HYPENATION: Hyphenate compound adjectives. That is, hyphenate adjectives that are formed out of two words, such as man-eating tiger. Observing this rule will eliminate confusion.

8. THE RULE OF CONCISENESS: Express yourself clearly in as few words as possible. Omit unnecessary words. Your reader will appreciate your consideration.

9. THE RULES OF AGREEMENT: 

a. Subject/verb: The subject must agree with the verb. Objects of prepositions are not subjects, and should be ignored in subject/verb agreement. Hence, “A group of women is <a group is>enjoying the concert,” rather than “A group of women are enjoying the concert.”

b. Pronoun/antecedent: All pronouns refer to something that comes before them in the sentence, or in a previous sentence.  The word that the pronoun refers to is called the antecedent.  The pronoun must agree with its antecedent. Because English has no generic singular pronoun, we run into a problem in sentences such as “Everybody is to bring _____ own lunch.” What to do? Modern stylists advise you to RTA (“revise to avoid”) this dilemma. Hence, “All campers are to bring their own lunch,” and the problem is solved!
If you observe the rules of agreement, your reader will not have to trip over mistakes. 

10.  THE RULE OF PRONOUN CASE: Use the correct case of pronoun (subjective or objective). We don’t usually run into problems when we have only one pronoun in a structure: I saw a great movie. Ask me about it. But, we sometimes run into problems when we add another person: Judi and I saw a great movie. If you have any questions, ask her or me.  Remember: the object of any preposition should be in the objective case. Your reader will appreciate your attention to detail. 
11. THE RULES OF COMMAS: Remember LIES:

a. L: LISTS (The comma before the final item in a series is optional, but a bit more formal.)

b. I: INTRODUCTIONS: Place a comma before elements that precede the subject.

c. E: EXTRA INFORMATION: Divide extra (non-essential) information of all kinds with a comma on each side of the extra information.
d. S: SIDE-BY-SIDE SENTENCES: Divide independent clauses (sentences) with a comma and a conjunction

(Note: Also, observe the comma rules that apply to quotations.)

Your reader will appreciate observance of comma rules, because commas prevent word collision that results in confusion. Unnecessary commas impede comprehension.)

12. THE RULE OF ACTIVE VOICE: In most cases, prefer the active voice to the passive voice. Use passive only when you wish to be evasive or diplomatic. Your reader will appreciate the liveliness of your writing if you use active voice.
Example: 

Active voice: She shoots. She scores.

Passive voice: Shooting is done by her. Scoring is done by her. 
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