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RAVENOUS READING:  Ten Tricks to Rev-Up Your Reading:

Great writers must also be great readers—especially in college, where so many writing assignments require detailed analysis of difficult texts.  Here are ten ways experienced reader/writers use to improve their comprehension, speed, and pleasure:

1.  Skim 

Preview titles, subtitles, and table of contents.  Identify the author and date of publication. Then read the first sentence of each paragraph or section.  What can you predict about the reading ahead of time? 

2.  Question

Make a list of key questions you hope the author to answer.  

3.  Main Idea

Don’t get bogged down in the details.  First focus on the big picture. 

4.  Highlight Key Quotes

Underline, highlight, or copy key sentences which strike you as important.  Try using several colors of highlighter (one for names, one for concepts, etc.)!

5.  Look Up Key Words


Look up important terms you don’t understand—or use context clues to define them.

6.  Margin Notes

Scribble questions, comments, and responses in the margins. Talk back to the author!  You might even try giving each page a “title” at the top to identify its topic.

7.  Chunk and Flow

Identify the main sections or “chunks” in the author’s presentation.  How is the writing organized?  What are the steps or stages? Make an outline or flow chart.

8.  Reconsider

After reading, respond, review, and reconsider.  To get started, try answering your preview questions—and then add a new ones to ponder.  Use study questions.

9.  Re-Read

College-level reading is tough and time-consuming.  Reading it once is never enough. 

10.  Discuss 

Debate and dialogue with others about what you’ve read.  Conversation improves comprehension.  Let your mouth and ears help your eyes and mind.

TAKING TIMED TESTS:  Top Ten Tips for In-Class Essays 


College classes often require you to write on demand, under pressure.  Most of the tips in this packet will help you succeed on timed tests too.  But here are ten special suggestions for surviving the timed essay torture test trial:

1.    Be Rested, Relaxed, and Ready

Get enough sleep.  Eat a healthful meal before class.  Arrive extra-early.   

2.    Budget Your Time 

Figure out how long you can afford to spend on each step in the writing process.

3.    Read the Question Carefully 

Circle key words; divide the question into tasks and sections.  

4.    Brainstorm and Outline (Quickly!) Before You Begin

Use mind-mapping, reporter’s questions, or other block-busting techniques to generate ideas; make a quick list or flowchart to follow.  Plan ahead before writing!

5.    Answer the Whole Question (Quickly)  

 Use the first few sentences to answer the question completely.  Don’t waste time with a title and fancy intro (those are for take-home essays only.  Get to the point. 

6.    Write Double-Spaced 

Writing double-spaced leaves more room for last-minute proofreading.

7.    Stay On Course

Keep your outline next to you as you write.  Don’t wander off-topic.

8.    Skip the Fancy Stuff

There’s no time (and no need) to craft a creative introduction or memorable ending.  Just answer the question, period.  Then present evidence and explanation.

9.    Show What You Know

Even if you don’t know the whole answer, write down what do know.  Partial credit!

10.  Pause to Proofread 

Save a few precious minutes at the end to weed out the worst spelling problems, punctuation errors, or grammar/word-choice confusions.  You can even pencil in missing words, missing transitions, or missing ideas!

BLOCK BUSTERS:  Ten Tricks to “Jump-Start” Your Imagination


Amateur writers have a Ph.D. in procrastination.  They delay starting every assignment until the last possible moment.  The quality of their writing (and their attitude toward writing) suffers as a direct result:  they become irritable, angry, frustrated, stressed out.  Remember Lankford’s Law:  “There are no boring writing topics, only boring writers.”  Bust your writer’s block.  Jump-start your imagination using all these tools:

1.    Mind Map 

Circle an idea or word in the center of a page; branch out from there.

2.    Freewrite 


Write without stopping your spontaneous thoughts on this topic.

3.    Rainbow Connections 

Brainstorm two lists, then use colorful pens to connect, sort, and link them.

4.    Reporter’s Questions 

 Pretend you’re a pro reporter: ask who, what, where, when, why, and how.

5.    Time Trials


Give yourself half an hour to write the whole first draft (like an in-class test).

6.    Picture It 

Make an outline or flowchart of evidence, arranged as paragraphs, step-by-step.

7.    Kick Start with Key Quotes

Write down the single most important, astonishing, or confusing quote from your research or reading. Then explain it to yourself and to your readers!

8.    Play Solitaire

Put key ideas, quotes, evidence, and ideas on separate 3” x 5” note cards, post-its, or their computerized equivalents.  Shuffle and arrange into groups.

9.    Mimic Excellent Authors

Study examples of successful essays similar to yours.  Monkey see, monkey do!

10.  Discuss, Debate, Dialogue

Talk about your ideas, reactions, questions, confusions and inspirations with a tutor, a study buddy, a family member, or a friend.  Two minds are better than one!

CREATING CREATIVITY:  The Top Ten Ways to Add “Spice” to Your Writing


A great cook combines spices to bring out the hidden flavors in foods.  The same is true in writing – except that in writing your “spice” is food for thought.  Try adding:

1.    Six-Senses Descriptions


What do you see, hear, smell, taste, touch, and feel?

2.    Time-Travel Flashbacks


Jump back in time to the most dramatic, most memorable moment. 

3.    Slow Motion/ Zoom In

Slow down time to a crawl.  Describe one minute, one second, one moment in detail.

4.    Comparisons/Contrast

What is your subject “like”?  What is your subject unlike?  Like sweet and sour in cooking (or in love), opposites attract—and explode with fresh flavor.    

5.    Show Don’t Tell

Instead of writing “I was angry” or “She felt sad,” use body language, actions, tone of voice, and other gestures to “act out” the essence of an emotion or idea.  How can you “show” the reader what something feels like without “telling” them directly?

6.    Humor

Even serious situations have hidden humor.  Just be sure to laugh with people, not at them.  Used wisely, humor is like sugar in cooking (always welcome).

7.    Quotes, Dialogue, and Slang

Use famous quotes, dialog, slang, foreign phrases, and technical terms to add zest.

8.   Suspense

Tease, taunt, and tantalize your reader with hints and cliffhangers.  

9.    Point of View

Nothing to say?  Change perspectives: use You, He, She, We, or They instead of I.  

10.  Imagine That

Ask your reader to imagine a perfect world in which the issues you describe no longer exist—or a nightmare world where those same problems have exploded!

 THOUGHTFUL THESIS: Ten Ways to Take a Stand 


College writing demands that you learn to think for yourself—and take a stand. A thesis statement tells a reader what you think, why you think it, and how you will prove it.  

1.  Narrow It Down


Focus, focus, focus.  99% of American College Essays address tightly-limited, topics. 

2.  Take a Stand

A college-level thesis is always controversial.  If no disagrees, you haven’t got one.

3.  Parallel the Prompt

Make sure your thesis responds to all key terms and tasks in the essay prompt.

4.  Answer the Question

Academic essays answer questions—they don’t just ask them.

5.  Preview Your Plan

Provide a mini-outline or “road-map” or “game-plan” embedded in your thesis itself.  “Because ____, because ___, and because__, I believe that ​​​​​​​​______.”  

6.  Cite Key Sources

List key sources and main examples (so readers will know what to expect).

“As _____, ______, and ______ all indicate, ______ should be __________.”

7.  Make Sure It Matters

Boring, neutral, achingly-obvious, and incomplete thesis statements never earn A’s.

8.  Boil It Down

Some profs often insist that the whole thesis statement fit into a single sentence.  Some don’t (me included).  But we all want to see a clear, complete thesis on page 1.

9.  Proofread Perfectly

Grammar, spelling, punctuation, or word-choice errors in a thesis are a kiss of death.

10.  Insert a Nay-Sayer?

Try including a concession (and rebuttal) in your thesis itself.   “Although ___________, I will argue that ​​​​​​​​​​​​________.”  The best offense is a good defense.

TERRIFIC TITLES:  The Ways to Attract Attention


Because writing assignments in school are required (and professors are required to read them) student writers frequently overlook the need for a title altogether.  But professional writers always spend time dreaming up great titles.  A terrific title sells your idea, sets the tone for the entire paper, and announces (or at least implies) your thesis.  Try making a list of ten possible titles.  Here are ten ways to tempt, titillate, and tickle.

1.  Always Alliterate


Using similar sounds attracts attention

2.    Question Title


”Is College Obsolete?”

3.    Quotation Title


For Whom the Bell Tolls

4.    Pun Title


School Daze

5.    Title: Subtitle


“Getting Even: Love and Loss in the Novels of Jane Austen”

6.    Thesis Title


“Drunk Drivers Deserve the Death Penalty”

7.    Contradiction-In-Terms Title


A Bright and Shining Lie

8.    Symbolic Title


The Color Purple

9.    Humorous Title


Honey, I Shrunk the Kids

10.  Poetic Title


West with the Night
BRILLIANT BEGINNINGS:  Ten Ways to Hook Your Reader on Page One


Students often start every essay with a spineless generalization so vague it can’t possibly be contradicted. This middle-school strategy backfires every time.  Instead of grabbing a readers’ attention, tickling their curiosity, and setting the tone for an amazing essay, the first page limps along lamely—strongly implying that you have absolutely nothing provocative, specific, or original to say (even if the rest of your essay turns out to be exciting).  Why start out mumbling mindlessly?  Give ‘em a class-kicking intro by using:

1.    Questions


Is there a difference between male and female ideals of love?

2.    Quotes


“Tis better to have loved and lost/ Than never to have loved at all.”

3.    Quips (a joke or witticism)

 
Love, like other social diseases, is often incurable.

4.  Stories

My first attack of puppy love came when I was six years old.

5.  Six Senses Descriptions


Love is the taste of desire, the touch of innocence, the secret scent of seduction.

6.    Thesis


Socratic love is eros transcended.

7.    Fascinating Factoids


The ideal of romantic love in Western culture was an invention of the Dark Ages.

8.    Contradictions/Comparisons

Love, like liquid, can’t be grasped—only contained or agitated.

9.    Imagination


Imagine you have a powerful love potion none can resist.  

10.  Definition


Hatred isn’t the opposite of love; indifference is.

 EXEMPLARY EVIDENCE:  The Top Ten Ways to Prove Your Point


Measured in terms of evidence, the difference between student writing and professional writing boils down to “RPM’s” (References Per Minute).  Where the average student uses three or four pieces of evidence per essay, the average professional writer uses at least three or four pieces of evidence per paragraph.  Often you’ll find three or four types of evidence in a single sentence!  In short,  just as in auto racing the professional’s “RPM’s” are higher. To rev up the RPM’s in your own writing, try using:

1.    Quotations:  Simon Says


A recent editorial in the New York Times called gun control “decades overdue.”

2.    Statistics: Naming With Numbers


More than 60% of U.S. citizens support a ban on automatic assault weapons.

3.    Facts:  


The earliest gun control laws in the United States date from the 18th century.

4.    Anecdotes:  Stories and Examples

John fired his first rifle at summer camp; he has loved handling firearms ever since.

5.    Definitions: Winning the Name Game

The second amendment:  a monument to militias.

6.    Six-Senses Details: Tasty Tidbits

The cold bite of steel, the subtle smell of gun oil, the reassuring weight of the weapon in your hands—all contribute to the addictive allure of gun ownership.

7.    Personal Experience


My father first taught me how to handle a rifle when I was ten.

8.    Surveys


Nine out of ten Foothill students don’t know that our campus cops carry firearms.

9.    Historical Background


Automatic weapons first became popular during the Civil War.

10.  Analysis:  Break It Down 

Gun control legislation embodies several different strategies, from outright ownership bans to owner registration to mandatory education or background checks.

INTERNET INFO:  Ten Ways to Find Enlightenment Online


Here are ten links I find most useful in my own research and writing – of course there are hundreds more (so make your own top ten list as technology evolves).

1.    Google.com 

The Old Reliable.  Just be sure to select the right key words.  Sometimes you have to try five or six different search terms to hit the jackpot.

2.    YouTube.com 

Millions of vids available online, including everything from documentaries to interviews to lectures to eye-witness reports.  An academic research goldmine.

3.    Brainyquotes.com 

Search through tens of thousands of quotations instantly—by subject, by author, or by keyword.  Pick the quote to make your professor say “perfect!”

4.    Foothill Library Databases Online 

Available to all currently-registered Foothill students, the main Foothill College Library webpage at Foothill.edu provides a wide range of specialized search engines. For example, the “Opposing Views” database is great for researching controversial pro-con topics.  (HINT:  You can even get help via phone or email from librarians!)

6.    Wikipedia.org 

True, some professors won’t let you cite Wikipedia in your research papers.  But its still be a great place to begin. (HINT:  use the list of Reference Sources at the bottom of every entry to jump-start your own Works Cited).

7.    Newspapers and Magazines Online

Of course you can still find some in your local library, but there are hundreds more highly-specialized journals and magazines now available online. (HINT:  Do some research in “other” languages if you are multilingual—then translate them).

8.    Online Interviews 

Global conversations can now be conducted via cellphone, via Skype, via online chat, via Facebook, or even via real-time online video-conferencing.  So why not?

9.    GoogleBlogs vs. GoogleScholar

Notoriously unreliable, the best blogs can still yield gold.  Use blogs.google.com to explore the blogosphere.  Or use scholar.google.com to focus on academic sources.

10.    Books Online 

Use books.google.com, amazon.com, and other online sources to search though millions of books instantly.  What do the most recently-published books have to say?

ROCKET-POWERED RESEARCH: Ten Steps to Launching Your Research Paper
Beginning students loathe writing research papers.  Advanced students adore them.  Why?  It’s our chance to outflank the experts—a treasure hunt, a detective thriller, and a chance to express ourselves all rolled up in one.  That’s why college research papers are the sine qua non of American Higher Education (freedom of speech in action!).  Here’s how:

1. First Find Your Focus 

Narrow, narrow, narrow down your topic into one sub-sub-subtopic.  Now narrow it down some more!  Remember:  you’re not writing a book!

2. Then Frame Your Question 

Restate your topic as a research question.  For example, “U.S. Dependence on Foreign Oil” becomes “How can the U.S. reduce its dependence on oil?”  

3. Then Dig Deep

Rigorously research the opposing viewpoints and current controversies surrounding your subject before you begin drawing conclusions.  

4. Now Take a Stand

HINT:  Your thesis = Your Personal Answer to the Research Question (#2).

5. Next Plot a Plan 

Brainstorm a paragraph-by-paragraph outline of the exact evidence you will use to prove your point, either using old-fashioned note-cards or their digitized equivalents on your computer screen.  

6. And Hone Your Hook 

Use Top Ten Tips  to find a “Terrific Title” and a “Brilliant Beginning” that will grab the reader by the eyelids immediately.

7. Fix the Flow 

Use “Tempting Transitions” to smooth out those bumps and breaks between ideas.  Make sure your readers never have a chance to get lost (or they will).

8. Show You Know

Flaunt all the expertise and evidence you’ve amassed through your research.

9.  Insert Naysayers

Quote your opponents’ ideas and evidence – then refute them.

10. Polish the Proofreading

Use Top Ten Tips for “Perfect Proofreading” and “ESL Essentials” to polish your essay to perfection.  Don’t let lazy errors mar your masterpiece!

TOP TEN WAYS TO QUOTE: Ten Ways to Frame Someone

Professional writers (and advanced student writers) always present their textual evidence in a wide variety of formats designed to fit the situation precisely.  By contrast, beginning writers often mindlessly repeat the same format monotonously.

Sample quote (just for practice):  “The world is flat.” – Thomas Friedman

1.  Paraphrase (use different words with the same meaning = no quotation marks)

Globalization has brought us closer together, Friedman argues.

2.  Phrase Quote (use just one or several words = quotation marks only)

Globalization means the modern business environment “is flat” in Friedman’s opinion.

3.  Full Sentence Quote with he/she said before (add commas and caps)

Friedman argues, “The world is flat.”

4.  Full Sentence Quote with he/she said middle (add commas and caps)

“The world,” Friedman asserts, “is flat.”

5.  Full Sentence Quote with he/she said at end (add commas and caps)

“The world is flat,” he wrote.

6.  Add or Change words in the middle of a quote (use brackets)

“The world [of the 21st Century] is flat.”

7.  Delete Words in the middle of a quote (use ellipses)

Friedman has declared “the world […] flat.”  

8.  Block or Set Off quote (follow instructions for MLA format)


Indent lengthy quoted material five-to-ten spaces (hint:  don’t use quotation marks).

9.  Quote Inside of a Quote (use “_____’___’______”)

Scott said in class, “Friedman reminds us constantly, ‘The world is flat.’”

10.  MLA author/page citation “                        ” (Author page).

“The world is flat” (Friedman 5).    See MLA section of Top Ten Tips for exceptions.

 INTRIGUING INTERVIEWS: Ten Tips for One-on-One Research 


Interviews add spice and sizzle to almost any research assignment.  They’re also fun and fascinating.  Nothing beats connecting one-on-one with an expert (whether it’s face-to-face, via email, through online chat, or over the phone).  To keep conversations flowing:
1. Defuse Their Defenses:  Most folks have never been interviewed, and those who have been are often suspicious of your motives (are you digging up dirt about some scandal??).  Emphasize that you are definitely not trying to expose problems or dig up dirt.  Remind them that this is “just for a class assignment and won’t ever get published.”  Only your professor will ever see it—and I’m not spilling any secrets! 

2. Talk on Their Turf:  If you can meet in their office, classroom, lab, studio, home, or even favorite café in person you’ll automatically get clues aplenty about who they are, what they do, and how they interact with their world.

3. Reach for Your Recorder: It’s often hard for beginning writers to take notes and chat comfortably at the same time.  Using a tape recorder solves this problem (just don’t forget to put in fresh batteries first).  Alas, tape recorders often make people super-nervous or even silent.  If so, turn it off – or risk losing your interview.

4. Collect Clever Questions:  It’s smart to brainstorm a list of questions ahead of time and have them written down and ready.  Ideally you won’t need to read your list out loud (instead just let conversation flow naturally).  But if you’re suddenly nervous or you blank out, you can always just glance at your list to help keep things rolling.

5. Blend in Body Language:  How people talk with their hands, face, and posture is as important as the words they use.  Pay attention to body language – and blend it into your quotes and descriptions.

6. Tune In on Tone:  The same phrase carries one hundred different shades of meaning depending on the tone of voice used.  Loud?  Soft? Sharp?  Sarcastic?  Stay tuned and include voice tone in framing your quotations.

7. Frame Physical Features:  Beginning writers often say nothing about how someone looks—or else give an endless laundry list of meaningless details.  Pros sketch in just a few crucial features (just like visual artists or cartoonists making caricatures).

8. Select Quotes Carefully:  Don’t report every single word your subject says.  Instead, emphasize only the best/most important/most striking sentences and phrases.  Be selective.

9. Cancel Chronological Order:  Beginning writers use a plain vanilla first-they-said-this, then-they-said that storytelling style.  Pros start with their best, most astonishing quote or colorful fact, regardless of whether it happened to come first or last in the interview.  Jump cut.  Flashback.  Zoom in.

10. Emphasize Emotions:  Beginning writers always ask about facts.  “Where did you go to school?  What are your job duties”?  Experts ask emo-questions:  “How did it feel to be graduating from college at age 22 trying to launch your career?” “What do you love/hate most about your job now?”

TEMPTING TRANSITIONS:  Ten Lexical Lubricants to Help Your Ideas Flow 


Like pieces of a jigsaw puzzle, random facts are jumbled, frustrating, and fragmentary.  Placing puzzle pieces in a pile proves nothing. For readers to get the Big Picture, each fact must be individually lined up with all the others and carefully connected.

1.    Refer Back to the Previous Paragraph


Although, as we have seen, money is important in American life, love is even more so.

2.    Refer Forward to the Next Idea


“The pursuit of happiness,” as we shall see, is no easy goal to achieve.

3.    Use Transition Words

Use conjunctions (because, although, hence, however) to tie it all together.

4.    Repeat Key Terms and Ideas


Emphasize and repeat key words to remind readers constantly of your main ideas

5.    Introduce Each Piece of Evidence In Order

A-B-C, easy as 1-2-3.  Exhibit A, Exhibit B.  “First, I will show that…”  “Second, ...”

6.    Introduce Every Quote

Identify who said what, when, where, and why.  What does the reader need to know?

7.    Explain Every Quote 

After showing each piece of evidence, tell exactly how and why it helps prove your point. Explain!  Emphasize!  Expand!  Explore!

8.    Thesis Tie-Ins

Give each paragraph its own mini-conclusion:  how it proves your page one thesis.

9.    Ask Questions

Try starting paragraphs with questions:  “What can be done?  Recent studies show…”

10.  Acknowledge Counter-Arguments


Some critics argue that ________.  However,  __________.

WISE WORDCHOICE:  Ten Ways to Tell Lightning from Lightning Bugs


Mark Twain said the difference between the right word and almost the right word is “like the difference between the lightning and the lightning bug.”  English is inexhaustible:  there is always a perfect word for almost anything.  Here’s a magical menu:

1.    Use Vivid Verbs


Don’t just say “I like chocolate.”  Try “crave,” “adore,” “prefer,” “worship,” “dream.”

2.    Always Add Adjectives


Chocolate is “creamy, fattening, fabulous, dark, divine, delicious...”

3.    Adverbs Alter Action


I crave chocolate constantly...compulsively...lustfully...reluctantly...joyfully...

4.    Avoid Clichés – or Revise Them


“Melts in your mouth” is a cliché.  “Melts in your mind” is fresh, original, vivid.

5.    Assess the Audience


Who will read what you write?  How can you impress/convince/entertain them?

6.    Choose an Appropriate Tone


Formal language sounds stilted at a ballgame.  Slang sounds sloppy at a job interview.

7.    Define Technical Terms


Special words and phrases can be colorful, but be sure to explain them.

8.    Diligently Describe Delicious Details

Focus on six-senses descriptions: sight, sound, touch, smell, taste, feeling.

9.    Less Is More 


Long words may sound impressive, but short words often pack more punch. 

10.  Avoid Vague Generalizations

Writing “The story was nice” means nothing.  Specify what was so “nice”—and why.  

OPTIMAL ORGANIZATION:  Ten Ways to Craft a Winning Game Plan


Good coaches analyze the opposition carefully before choosing the best game plan.  Good writers analyze their audience for exactly the same reasons.  Like choosing plays from a playbook, the order of your ideas affects their impact.  Different readers demand different strategies—even if your message remains unchanged.

1.  Classical Thesis:  Skeptical Audience

State your thesis immediately (in the first paragraph!); then present step-by-step evidence to defend it. Note:  This is by far the most common, practical, and powerful approach for writing college essays!   

2.  Sneak-Attack Thesis: Hostile Audience

Don’t state your thesis until the very end (in the final paragraph); first build trust, then come at them from a surprising new angle—at the end.  Out-flank your enemy.

3.  Trojan Horse Thesis: Angry Audience

Practice the ancient art of self-defense: Tongue-Fu.  Don’t fight back directly.  Instead pretend to surrender, relying on flattery, concession, implied logic, and innuendo to infiltrate their mental defenses and flip their arguments off-balance.

4.  Motivational Thesis: Friendly Audience 

Avoid “preaching to the choir.”  Why spend time proving what your audience already knows? Instead, get your troops fired up to fight, fight, fight.  Challenge.  Inspire.

5.  Question Thesis: Curious Audience

Pose a crucial question in your intro; then explore alternate answers step-by-step toward your conclusion – engaging your readers in the exploration.

6.  Middle-of-the-Road Thesis:  Rejecting Extremes

First, examine (and reject) the positions of extremists on both sides.  Then present a common-sense, common ground, compromise solution in the middle.

7.  Think-Outside-the-Box Thesis: Creative Audience

Examine an old debate from a surprising new angle.  

8.  Narrative Thesis:  Entertains the Audience

Rather than using logic and evidence, simply tell a story which embodies your ideas.

9.  Comparison Thesis: Argument by Analogy

Use comparisons to illustrate key concepts.  For example:  What if licensing guns were “just like” licensing cars?  Accept the comparison and you buy the conclusion.

10. Paradoxical Thesis: Embracing Extremes

Unlike the middle-of-the-road method, which rejects extremes, this position embraces both simultaneously.  Your job is to reconcile (apparent) opposites.

EXTRAORDINARY ENDINGS:  Ten Ways to End with a Wow, Not a Whimper


Studies indicate that 90% of what most readers remember is found in the first and last paragraph of any article.  Yet student writers frequently treat the final few sentences like an exhausted runner treats the last mile of a marathon:  “Just get it over with.”  Unfortunately, a collapsing conclusion can ruin an otherwise excellent essay.  Instead…

1.    Restate Main Points


As we have seen, imagination, evidence, and organization are all indispensable.

2.    Loop the Ending:  Refer Back to Your Opening Image or Title

Amateur authors have a Ph.D. in procrastination; pros have a doctorate in deadlines.

3.   Add a Key Quote

Tom Robbins wrote that “Inspiration is for amateurs; professionals write every day.”

4.    Link Your Thesis to a Wider Range of Ideas


Learning to write more creatively can unleash your creativity in other areas as well.

5.    Take a Strong Personal Stand


My own personal goal, therefore, is to write every single day.

6.    Address the Reader Directly


So how are you going to put these principles to work in your own next essay?

7.    Answer the Ultimate Question:  “So What?”

Ultimately, Top Ten Tips are mere starting points, not prescriptions for perfection.

8.    Recognize Multiple Audience Expectations

Of course no mere list of tips, from ten to ten thousand, will work for all situations.

9.    Add Something Extra:  A New Idea, Comparison, or Fascinating Fact


For an essay (like any work of art) is never truly finished – only abandoned.

10.   Leave ‘Em Laughing (or Crying, or Thinking) But Not Yawning

As Mae West once snarled, “I love being looked over, but I hate being overlooked.”

RADICAL REVISIONS:  The Top Ten Rough Draft Remedies


Professional photographers make multiple exposures; musicians practice; scientists experiment; athletes train; actors rehearse.  Professional writers revise and rewrite.

1.     Ask Your Audience for Their Opinion

Let tutors, teachers, friends, family, or peers read your work before you turn it in.

2.    Nutshell It 


State your main point in a single sentence.  If you can’t, your readers can’t either!

4.    Read It Out Loud

Reading your essay out loud allows you to hear the rough spots your eyes overlook.

5.    Challenge Your Own Word Choice

Did you choose exactly the right word, or almost the right word each time?  

6.     Test Your Transitions

Should you add more transition words or phrases? Does each paragraph have a bridge at the beginning?  A thesis tie-in at the end?  Do your ideas flow?

7.    Check for Sentence Length and Variety


Are your sentences too long?  Too short?  Too tangled?  Too plain?  Too repetitive?

8.   Check For Logical Contradictions

Do your conclusions collide? Is your logic logical? Are there missing links? 

9.   Cut, Weed, and Whittle

Why use ten words when five will do?  “Avoid needless words” is a writer’s motto.

10.  Emergency Heart Transplant

Dull, disorganized draft dragging you down? Locate your best paragraph—the heart of what you have to say— and move it right up front on page one.  Then prove it.

PERFECT PROOFREADING:  Ten Ways to Polish Any Essay to Perfection

Even the most brilliant essay can backfire if it’s filled with grammar errors and typos.  Beginning writers rarely take sufficient time to proofread.  Here’s how:

1.    Proofread On Paper, Not On Screen

Most people can’t proofread properly on a computer screen monitor. Always print out and proofread a paper copy of your final draft before you turn it in.

2.    Let It Cool Off

The longer you work on a piece of writing, the harder it becomes to catch your own errors.  Take a break; set it aside. Like cookies hot out of the oven, let your writing “cool off” before you begin proofreading.

3.    Budget Your Time

Experienced writers plan ahead for proofreading.  Beginning writers don’t even bother—or just run out of time.  They pay the price in low grades and rejection!

4.    Search for Something Different Each Time

Instead of proofreading once slowly, try proofreading rapidly several different times, checking for a different type of error each time.  First spelling. Then grammar. Then punctuation.  Then word choice.  All for one and one at a time!

5.    Use Computer Spell-Check (Plus A Dictionary)

Spellcheck can catch misspellings, but when two words have similar sounds but different spellings (such as “hear” and “here”) computers can’t help. Dictionaries do.

6.    Pinpoint Pattern Problems

Most writers make the same type of errors repeatedly. Know your weaknesses and guard against them. Search for your most frequent type of error.

7.    Read Out Loud

Proofreading silently lets your eyes move too rapidly.  By contrast, reading your final draft out loud will force your eyes (and your mind) to slow down.  

8.    Ask Peers to Proofread (But Don’t Trust Them)

Asking others to find errors is fine, but make sure you learn to proofread yourself. 

9.    Follow Your Finger

Follow your finger (or a pencil) across the page, word by word, while using a ruler or straight-edge to force yourself to read slowly and carefully line by line.  

10.  Proofread Backwards


Start from the last sentence and read “backward” sentence by sentence.  This forces your mind to focus on spelling, syntax, grammar, punctuation, and vocabulary.

ESL ESSENTIALS:  Tips, Courses, and Extra Resources for Multi-Lingual Writers 

If English isn’t your first (or primary) language, here are ten ways to improve your proofreading – and your grades: 

1.  Know Your Weaknesses


List your most frequent grammatical errors, then edit for each specific type of error, one at a time.  

2.  Write Short Sentences


American-style writing emphasizes short, direct, simple sentence patterns.  Short sentences are far easier to edit for errors—and preferable in American English.

3.  Use a Grammar Handbook


Buy a grammar book – or buy an e-handbook for your smartphone or e-reader? – so you can instantly review the rules.

3.  Verify Verbs

Mismatched verb tenses and subject/verb agreement are common errors.

4.  Count/No-Count Nouns

Review rules for count/no-count nouns (a common source of confusion)

5.  Sign Up for Support (Take ESLL 176/177/186)


ESLL 176, 177, and 186 are all designed to be taken at the same time as English 1A.  Review key grammar skills and editing strategies while working on your assignments!

6.  Take Basic College Writing (English 110) or College Reading (English 100) Before E 1A


These courses cover the same skills as English 1A, but more slowly.  True, they’re not required for ESL students, but they’re still recommended .  

7.  Sign Up for Tutorial Programs


Several Foothill programs provide free tutoring and support if you qualify.

8.  Cut Back Your Course Load


ESLL editing takes extra effort!  Focus on English.  Cut back on your other classes.

9.  Budget Time for Extra Editing 


Plan ahead.  Budget at least a full half-hour (or hour) just for editing your essay.  

LITERARY LAUNCHPADS:  Ten Ways to Write “A” Papers about Poems, Plays, or Stories

Many English classes (including Foothill’s English 1B) ask you to write essays about poems, plays, short stories, or novels.  If your instructor does not specify a particular approach, here are ten classic ways to get started—all beloved by English Majors.  

1.  Focus on a Crucial Character

Pick just one character.  Show how he or she changes and develops.

2.  Focus on a Central Conflict

Show how the poem or plot revolves around a conflict between two characters. 

3.  Focus on a Key Word 

Try focusing your thesis on just one key word.  Put it under a mental microscope.

4.  Focus on a Key Quote

What, in your opinion, is the most important single sentence, paragraph or passage? 

5.  Focus on a Title


The title of any chapter or book contains a key to deeper understanding. 

6. Focus on Historical Context

Do some research.  Show how the author’s life and times shaped their work.

7. Focus on a Critic or Critical Theory

Do more research.  What do professional critics say about this work?  Compare/contras their perspectives—then add your own.

8.  Focus on a Crucial Contradiction

Literature often links apparent opposites:  love/hate, good/evil, comedy/tragedy. 

9.  Focus on a Central Symbol 

Find a symbol or metaphor which embodies the central theme.

10. Focus on a Moral Message

What is the author’s true purpose in writing?—the deep hidden meaning.  In other words, exactly what is this author trying to teach or transmit or transform?

BUSINESS BASICS:  Ten steps to better business letters, reports, and memos


Business writing tends to be short, simple, and direct.  Other Top Ten Tips will still work for business writing.  But here are ten specific tips for writing well on the job: 

1.  Write Short Sentences

American Business English requires simple, direct sentence patterns.  

2.  Use Plain Language


Avoid technical jargon, flowery language, and slang expressions.  

3.  Keep It Short

In business, time is money.  A short memo gets more attention than a long report.

4.  Keep It Simple

McDonald’s founder Ray Kroc followed the KISS principle:  Keep It Simple, Stupid.  

5.  Know Your Audience: Customers or Co-Workers?

Writing for your customers requires a completely different approach than writing for employees, peers, or bosses.  Ask yourself who will read what you write.

6.  I Is Us

College writers stress individuality.  Business writers represent the whole company.

7.  Accuracy is Essential

Make a grammar error in college writing and your grade goes down.  Make a similar mistake in business writing and you might get reprimanded, fired, or sued.

8.  Spelling Counts

Errors of spelling and grammar aren’t just embarrassing:  they can kill your job.

9.  Always Ask For Feedback

Show a final draft to co-workers before sending it out to your clients—or your boss.

10. Copy Successful Samples

Most organizations have their own distinct corporate style.  Use it!  Seek out successful writing samples from trusted colleagues.  Don’t write like an Apple employee if you work for IBM or HP.
TOP TEN WAYS TO EARN AN “A” 
Want higher grades?  Willing to sweat for it?  Really?  Then try asking yourself these ten questions before you turn it in.  Then review Top Ten Tips for suggestions.

1.  ____TERRIFIC TITLE:  Did you use an original, creative, informative title to attract attention?  Why not try some of the Top Ten Tips tricks to find a real zinger?

2.  ____BRILLIANT BEGINNING:  Does your opening sentence hook the reader from word one?  Why not try Top Ten Tips to jump start their heart?

3.  ____THOUGHTFUL THESIS:  Did you place a focused, original, argumentative thesis on page one?  If not, why not try some of the Top Ten Tips tricks to fix your focus?

4.  ____TEMPTING TRANSITIONS:  Did you insert transitions between paragraphs, ideas, and evidence?  Use Top Ten Tips  to create a smoother flow!

5.  ____EXEMPLARY EVIDENCE:  Did you use a wide variety of evidence to prove your point?  If not, try some Top Ten Tips tricks to ramp up your research.

​​6.  ____CREATING CREATIVITY:  Did you add creative comparisons, dialogue, anecdotes,  and six-senses evidence to make your writing come alive?  Why not sprinkle in some Top Ten Tips creative spice to your concoctions?

7.  ____WISE WORDCHOICE:  Is your word-choice appropriate and engaging for a college-level audience?  If not, use Top Ten Tips tricks to hone your choices.

8.  ____OPTIMAL ORGANIZATION:  What order did you use to present your evidence?  Put first things first.  Use Top Ten Tips tricks to reshuffle and retool!

9.  ____EXTRAORDINARY ENDING:  Does your conclusion collapse?  Add some magic and muscle.  Use Top Ten Tips to find a happy ending!

10. ____PERFECT PROOFREADING:  What steps did you use to proofread your essay? How much time did you spend on each step?  Why not try some Top Ten Tips tricks?

TOP TEN TRICKS FOR ADVANCED STUDENT WRITERS: Master the Art of Surprise


Confession:  I stole these tricks verbatim from the book Spunk and Bite: A Writer’s Guide to Bold, Contemporary Style by Arthur Plotnik* -- partly as a way to seduce you into buying his brilliant little book.  Here, then, are Plotnik’s top ten tips for creating your own trap-door surprises:
1.  Indirection

Beloved by humorists, your sentence fakes left and then reverses for a hook shot:  “If love is the answer,“ says Lily Tomilin, “could you repeat the question?”

2.  Oxymoron

Combine incongruous or contradictory terms to create sizzling surprises:  engagingly demented; deeply inconsequential.  

3.  Personification (also known as Prosopopoeia)

Gives life to inanimate objects:  “Excuse me, Sir—your liver is on the phone.”

4.  Catacosmesis
Delivers statements in descending order of importance, often ending with a surprising triviality:  I ask for peace, prosperity, and a bagel with cream cheese.

5.  Enallage  
Uses one part of speech for another, such as a noun or adjective for a verb:  “Grammar?  I’ll grammar you!”

6.  Understatement  
Says surprisingly less about more.  For example, a Leslie Stella heroine (Fat Bald Jeff) allows that her hated suitor is “tall and virtually ordorless.”

7.  Neologisms  
These are invented word formations.  Often they build upon established word parts, as in schmooseoisie ( “schmooze” with a play on “bourgeoisie”).

8.  Change of Diction  
Jumping from one level of English to another creates surprise if the shift is abrupt and justified…Television scriptwriters speed-shift from one diction to another, as in lines like:  “I believe I speak for everyone present here when I say: Huh?”  
9.  Synecdoche and Metonymy

Surprise by referring to a part or attribute of something, rather than the thing itself.  Noting he has heard a bearlike sound in the woods, Bill Bryson writes that his pocketknife is “patently inadequate for defending oneself against 400 pounds of ravenous fur.” 
10.  Art versus Fart

Both are unexpected, but only one is welcome.  Beginners beware:  like powerful fireworks, these tricks can blow up in your face – especially in formal essays written for conservative college profs.  As Arthur Plotnik warns in Spunk and Bite:  “Unexpected is easy; unexpectedly perfect helps separate writers from hacks.”  

*Examples 1-9 are taken word-for-word from Plotnik, Arthur. Spunk and Bite:  A Writer’s Guide to Bold, Contemporary Style.  New York: Random House, 2007, pages 13-14. ISBN 0375722270.  252 pages for only $12.95!  Highly recommended.
ESSAY SELF-EVALUATION INSTRUCTIONS  

· Write in complete sentences and paragraphs (not like a list) 

· Self-evaluation may be handwritten or typed (use college-level proofreading).

· Write at least 250 words or 10 points will be deducted automatically.  

· Staple your self-evaluation to the back of your essay as the final page 

Please don’t make a list.  Instead include the following information in your answer, writing in complete sentences and paragraph form  Remmber that proofreading counts:

--
How long did you spend writing this essay (Days? Weeks? Hours?)

--
What steps did you take to write the essay?  What did you do 1st? 2nd? 3rd?

--
Did you write a rough draft?  Second draft?  Third draft?  

--
Did you email the instructor or visit his office hours?

--
Did you use any Top Ten Tips strategies to help strengthen your essay? 

--
Did you seek help from other people (Family? Friends? Tutors? Students?)

--
What are the greatest strengths of your essay?

--
What are the greatest weaknesses of your essay?

-- 
What would you do differently next time?

--
What steps did you take to improve your proofreading?

--
Did you have any computer or printer problems?

--
Would you be willing to rewrite this essay (if needed)?

Still need more hints?  Sample essay self-evaluations are available on our English 1A Blog at http://mindsurfing.typepad.com/english1a/2006/11/sample_selfeval.html
REWRITE RULES 

REWRITES POLICY:  

· Rewrites can be turned in anytime until Week 12—see syllabus for exact dates
· For a checklist of required revisions, just use the comments I made on your essay 
· Each rewrite can earn up to 20 extra-credit points per essay.  

· You can rewrite the same essay twice, or even thrice—but 20 points is still the max.  

· Not all rewrites receive extra credit automatically.  

· Many rewrites receive 0 extra credit because they contain so many new errors 

· Others earn less than twenty points because the changes made are relatively minor.  

· Make sure your rewrite conforms to the checklist below or it will earn zero points

REWRITES CHECKLIST:  Each rewrite packet must contain these 5 features, in order:

_____1.
A new, full-page (min 250 words), formal paragraph-style self-evaluation
_____2.
Your revised essay, with every single change clearly marked in highlighter.

_____3.
Margin notes next to each highlighted change explaining exactly what has been changed and exactly why it was changed. 

_____4.
The original essay (printed out on paper if you emailed it to me)
_____5.  
A copy of my original comments and the original grade (printed out on paper if I had emailed it to you)
NOTE:  Sample essay rewrites and sample rewrite self-evaluations are all available on the English 1A Blog.

REWRITE SELF-EVALUATION CHECKLIST

_____1.
Did you write at least one full-page (min 250 words)?

_____2.
Did you explain all the different types of changes you made and why you made them?  For example, “I completely revised the introduction so it doesn’t seem to contradict my thesis”; or “I revised my verbs so that the subject and verb agreement errors have been completely eliminated.”

______3.
Did you explain exactly how you feel the essay has improved?  Does your rewrite really show enough effort and improvement to deserve extra points?   For example, “I feel my new introduction is not only more logical, but also more creative.  It does a better job of catching the reader’s attention, and helps make my whole essay more convincing.”  Or “the improvements I have made in grammar means that a reader can now focus on my ideas instead of on my mistakes.”

______4.
Did you explain how you can apply these lessons to future essays you will write, not only in this class but all through your college career?  For example:  “I now see how much difference a great introduction can make in terms of organizing and understanding my own ideas.  In future, I’ll spend extra time coming up with a truly creative introduction because I realize how much time it will save me later on.”  Or “In future, I will be careful to add an extra, separate step to my proofreading process, circling all the verbs and double-checking that I formed the subject-verb agreement correctly.”

______5.
Did you mention how long you spent (in minutes/hours) working on this rewrite, and any extra help or advice you received from tutors in the writing center or elsewhere?

NOTE:  Sample essay rewrites and sample rewrite self-evaluations are available on the English 1A Blog.

FOOTHILL ENGLISH DEPARTMENT GRADING STANDARDS for ENGLISH 1A

An “A” paper demonstrates a high degree of competence though it may have a few minor errors:

( Effectively addresses all elements of the assignment

( Presents an arguable thesis worth debating which guides the organizational structure of the essay

( Shows creative attention to an engaging introduction, clear transitions, and a perceptive close

( Develops ideas logically and thoroughly

( Provides a sufficient number of clear and relevant details for the main ideas

( Offers comments and conclusions which intrigue the reader

( Offers syntactic variety appropriate to intended purpose and tone

( Demonstrates excellent facility in the use of language

( Exhibits careful editing for errors in mechanics, usage, and sentence structure

A “B” paper demonstrates above average competence in response to the writing task: may have minor errors

( Addresses all elements of the assignment in an acceptable manner

( Presents an arguable thesis worth debating which guides the organizational structure of the essay

( Provides an inviting opening, transitions mostly smooth and directive, and a thematically related close

( Generally organizes ideas well and develops them adequately

( Provides some clear, appropriate details for the main idea

( Offers some insightful information of interest to the reader

( Demonstrates some syntactic variety suited to the purpose and tone

( Displays facility in the use of language

( Exhibits some editing for errors in mechanics, usage, and sentence structure

 ,

A “C” paper demonstrates average competence in response to the writing task though it has a number of errors; most do not obscure the meaning of ideas

( Addresses most elements of the assignment in an acceptable manner

( Presents a clear thesis that attempts to suggest an organizational structure

( Has an opening section that captures little reader interest, weak transitions, and a perfunctory close

( Shows an organizational plan that contains irrelevant, repetitive information and underdeveloped ideas

( Provides relevant though at times incomplete detail

( Shows choppy sentences which are repetitive and predictable

( Demonstrates some facility with language but uses redundant and imprecise words/phrases

( Exhibits a number of errors in mechanics, usage, and sentence structure, and average editing skills

A “D” paper demonstrates a rudimentary response to the writing task and is seriously flawed

( Addresses some elements of the assignment; those attempted demonstrate partial understanding of the tasks

( Presents an unclear, and/or inappropriately placed thesis

( Has either no opening or one tangentially related to the thesis, few transitions, and an inadequate close

( Shows an attempt to organize but the plan is neither effective nor clear; main ideas are undeveloped

( Provides detail, some of which is irrelevant or inappropriately emphasized

( Uses awkward or ambiguous sentences, along with fragments

( Demonstrates limited facility with language, for example-inappropriate word choices

( Contains many errors in mechanics, usage, and sentence structure, some of which obscure meaning

An “F” paper demonstrates fundamental deficiencies in writing skills

( Addresses few if any elements of the assignment; those attempted demonstrate misreading of task

( Presents no recognizable thesis

( Shows no recognizable opening or close; transitions missing

( Shows no recognizable organizational structure; main ideas undeveloped or irrelevant to task

( Provides little if any relevant detail

( Uses garbled or incomplete sentences

( Demonstrates almost no facility in the use of language

( Exhibits no editing skills and is replete with errors

TOP TEN TIPS FOR QUIZZES AND (OPTIONAL ALTERNATIVE) SUMMARIES

Basic rules for the Tuesday/Thursday Assignments

TOP TEN QUIZ RULES – sample quizzes are posted on the Blog

1. Quizzes are given during the first five minutes of each Tuesday and Thursday class 

2. Quizzes are always open notes and open book – so always bring your books and notes to class!

3. There are no “late” or “make up” quizzes.  If you are late or absent you lose those points.

4. The quiz always covers only those pages specified in the syllabus for that day.

5. Quiz questions always focus only on easily identifiable names, places, facts and concepts.

6. The main goal of the quiz is to reward students who do their homework and arrive on time.  

7. Always copy or include the question with your answer.  Otherwise you will earn zero points.
8. You must always list your name and the quiz number at the top of the page (penalty if missing)

9. You must use standard 8 ½ x 11 notebook paper – no “fuzzy edges” allowed. Pen or pencil OK.
10. No need to write long detailed answers in complete sentences.  Just a few words will be fine.  

NOTE that there are several optional extra credit quizzes automatically scheduled during Week 11 and Week 12 to help make up lost points due to illness or absence.  See syllabus for the exact dates.

TOP TEN ALTERNATIVE SUMMARY ASSIGNMENT RULES – samples are posted on the Blog

1. Summaries are due during the first five minutes of each Tuesday and Thursday class 

2. Summaries must be at least 250 words long (use your word-processor for an exact count).
3. There are no “late” or “make up” summaries.  If you are late or absent you lose those points.

4. The summary always covers only those pages specified in the syllabus for that day.

5. Summaries should focus on important names, places, facts and concepts.

6. The goal of the summary is to reward students who do their homework and arrive on time.  

7. Always write in complete sentences and paragraph format.  

8. You must list your name and the quiz/summary number at the top of the summary page.

9. You must use standard 8 ½ x 11 notebook paper – no “fuzzy edges” allowed. Pen or pencil OK.

10. You can add comments and opinions but your main purpose is to summarize the author’s ideas.
NOTE you can shift back and forth between “doing quizzes” and “writing summaries” as often as you want, for any reason.  But you cannot turn in both a quiz and a summary on the same day.  No “double-dipping” or “double counting” please.  

WARNING:  The purpose of both the quizzes and the summaries is to award preparation, presence, and class participation.  So in order to receive credit for a quiz or a summary you have to attend the full class, and participate fully in discussions and activities.  In other words, you can’t just “drop off your summary” and leave the classroom.  Likewise you can’t just “take the quiz and then leave.”   Those who do so will receive zero credit on quizzes and summaries automatically – and a frown from their annoyed instructor!

TOP TEN TEST RULES – samples posted on the blog

1. Unlike the quizzes, the Friday tests require complete sentences and paragraphs. 

2. Unlike the quizzes, the Friday tests ask only one big question (not five small ones).

3. Unlike the quizzes, the Friday tests last for the full class period.
4. Unlike the quizzes, Friday tests are worth more points.
5. Unlike the quizzes, the Friday essay tests may be taken via email online.

Of course students who prefer to take the test in class are still welcome to do so.

6. Unlike the quizzes, you must give a long, detailed answer complete with quotes and examples.

7. Unlike the quizzes, the Friday test question is always an opinion question.  No “right answer.”

8. Unlike the quizzes, the Friday tests are graded on how well you explain and support your opinion with quotes and examples and logic and explanations.

9. Unlike the quizzes, spelling and grammar and punctuation count.

10. Unlike the quizzes, there are several optional “make up tests” scheduled during the quarter.
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MLA FORMAT FOR CAPITALIZING TITLES:  Conventions for capitalization vary widely between cultures and contexts.  Everyone agrees that every sentence starts with a capital letter.  But beyond that it’s WWIII.  French and Spanish capitalize only the first word in a title; Germans capitalize every noun even when it’s not in a title.  U.S. colleges use different rules for capitalization than U.S. newspapers and magazines—and of course the rules for capitalizing in MLA are different than the rules in APA.  And so forth.  What to do? Fortunately, all you have to do is follow these easy MLA guidelines when writing formal MLA essays:
Capitalize all principal words as well as the first word and last word in the title. 

Always capitalize these: 

1. Nouns (i.e. Monkey in A Curious Monkey) 

2. Pronouns (i.e. Our in Days of Our Lives) 

3. Verbs (i.e. Run in Run Faster Forrest) 

4. Adjectives (i.e. Beautiful in A Beautiful Swan) 

5. Adverbs (i.e. Legally in Legally Blond) 

6. Subordinating conjunctions (i.e. after, although, because, unless, until etc...) 

7. The first word in a subtitle (note: use a colon to separate subtitles unless the title ends in a question mark, exclamation mark, or dash) 

Never capitalize these (in the middle of a title):

8. Articles (i.e. an, a, the such as Below the Ocean) 

9. Prepositions (i.e. against, between, in, of, to such as The Man between the Glass)

10. Coordinating conjunctions (i.e. and, but, for, nor, or, so, yet such as This or That)  and to in infinitives (i.e. to in Back to the Future) 

Use a colon and a space to separate a title from a subtitle, except when the title ends in a question mark or an exclamation point. Include other punctuation only if it is part of the title or subtitle.

*these rules were adapted from the Easybib.com website

MLA FORMAT FOR TYPING TITLES:  Ten examples of proper title-typing formats


Professional writers follow specific rules for punctuating titles.  Beginning writers make up their own rules, or try (unsuccessfully) to guess.  Here are ten examples of titles typed in correct MLA format.  Notice how it all depends on the size of the work in question!

To punctuate Long Works use Italics 
1.
Newspaper titles
San Jose Mercury News
2.
Movie titles

Gladiator
3.
Book titles

The Overspent American
4.
Play titles

Death of a Salesman

5.
Websites

NYT.com
6.
Magazine titles

U.S. News and World Report
To punctuate Short Works use “Quotation Marks” (never use italics):

7.
Newspaper Articles
“Stock Prices Plunge Sharply”

8.
Chapter titles

“When Spending Becomes You”

9.
Poem titles 

“The Road Less Taken”

10.
Essay titles

“Once More to the Lake”

Note:  To punctuate your own essay titles don’t use italics, underlining, or quotation marks! 

 MLA MAGIC FOR MAKING YOUR WORKS CITED PAGE:  Why walk you can fly?  Here’s a whole new world of amazing internet tools—many of which are for free.  Google MLA Works Cited Tools to find an ever-expanding universe of choices!  Among my personal favs:
· EasyBib.com – free for Works Cited (you have to pay extra for in-text citations and other frills)

· NoodleTools.com – requires paid subscription for full service; try limited functions on Noodletools Express for free.
· Microsoft Word 2007 – just find the tab labeled “References” 
Other “free” MLA formatting programs include:

· “MLA Formatting and Style Guide" http://owl.english.purdue.edu/owl/resource/557/01/. 

· MLA Cite. University of Wisconsin-Whitewater, University Library, online guide. http://library.uww.edu/guides/mlacite.htm. 

· Citation Machine  


http://www.citationmachine.net/
MLA EASY IN-TEXT CITATIONS (ACCORDING TO WIKIPEDIA)
When citing a work within the text of a paper, try to mention the material being cited in a "signal phrase" that includes the author's name. After that phrase, insert in brackets, the page number in the work referred to from which the information is drawn. Note the position of the period.  For example:

In his final study, Lopez said that the response "far exceeded our expectations" (253).

The reader can then look up Lopez in the works cited list for complete information about the publication for which page 253 is being cited.

If the author is not mentioned in a "signal phrase," the author's last name only, followed by the page number (no comma) must appear in parentheses. Example:

The habits of England's workers changed dramatically during the Industrial Revolution (Hodgkinson 81).

If you are citing an entire work, or one without page numbers (or only one page), write just the author's name in parentheses. If there is no author, cite the title.

Your Works Cited page may contain more than one work by an author. If the text preceding your citation does not specify which work you are referencing, place a comma after the author's name, followed by a shortened version of the title (or the entire title if it is short) and the page number. This is typically the first word or two of the title. Be sure to punctuate titles correctly (using italics or quotes).

Securing its communications through the Suez Canal was Britain's overriding aim (Smith, Islam 71).

"The MLA Style Manual." Wikipedia, The Free Encyclopedia. 16 Apr 2008, 02:10 UTC. Wikimedia Foundation, Inc. 18 Apr 2008 <http://en.wikipedia.org/w/index.php?title=Special:Cite&page=The_MLA_Style_Manual&id=205932243>.

