
No Tolerance! 

Grammar, Punctuation, 

and Writing Guidelines 
 

The following grammar and punctuation rules and conventions are ones in which 

you should always abide by when writing especially in formal writing. Therefore, 

I will be deducting 1/2 point each time one of the following errors occurs in your 

written work. These items are grammar and punctuation rules that you SHOULD know and therefore I am no longer 

accepting mistakes in these areas. Please check your work using this list in the future!! 

1. No fragments and run-ons.   -  A sentence must have only subject (noun) and a predicate (verb). 

 

2. All sentences MUST begin with a capital letter and end with proper punctuation.  

 

3. A pronoun cannot be used in a sentence UNLESS its antecedent has previously been mentioned. All pronouns 

MUST have clear antecedents.  

Wrong: He said he wanted to go to the store.  

Right: Mark said he wanted to go to the store.  

 

4. All proper nouns (names, titles, places, etc.) MUST have capital letters.  

 

5. All titles of short stories, poems, articles, chapters, songs, and other short works MUST be enclosed in 

“quotation marks.”  

 

6. All titles of novels, full length plays, epic poems, albums, and other longer works MUST be italicizes (if typing) 

or underlined (if handwriting).  

 

7. All numbers between one and ten (1-10) must be written out in word form. Numbers over ten (10) can be left 

in numeric form UNLESS they begin a sentence, then they need to be written out in word form.  

 

8. You many not use text language or abbreviations. This includes the aberrations for and (&) and without (w/o). 

These words must be written out in word form.   

 

9. All borrowed information MUST have a properly formatted MLA citation. See MLA guidelines for specific 

details on individual types of citations for sources.  

 

10. All borrowed words from a text must have quotation marks around the borrowed information. See MLA 

guidelines for more details regarding quotation marks with dialogue, ellipse, etc. 

 

11. Contractions and possessives (there are a few expectation like- its) need a (‘) written in 

them.  

EX: don’t  NOT dont 

Lennie’s NOT Lennies 

 



12. When writing formally (essays, letters, formal graded assignments, research papers, etc.), NO contractions 

may be used.  The contractions must be written out as two separate words.   EX: didn’t = did not 

 

13. When using the present tense form of a word that ends in “s” or when making a word plural with the addition 

of the letter “s” you do NOT need to include an apostrophe.  

EX: Says NOT say’s 

Wants NOT want’s 

Boys NOT boy’s (unless you mean it in the possessive form) 

  

14. When writing about literature you must write in the PRESENT TENSE. Literature is always happening now 

even if you have read it in the past.  

EX: Wrong:  Abigail wanted everyone to feel bad for what they had done to her friend so she said, “You 

all are rotten and never really loved Anna” (Jonson 233).   

Right:   Abigail wants everyone to feel bad for what they did to her friend so she says, “You all are rotten 

and never really loved Anna” (Jonson 233).   

 

15. Questions NEED to be reworded in your response. This does NOT mean you rewrite the question. It means you 

drop the question word and use the stem used in the question in the response.  

EX: What happened to Candy’s dog and why?  

Wrong: What happened to Candy’s dog is that he was shot because he was smelly.  

Wrong: He was shot because he was smelly.  

Right: Candy’s dog was shot because he was smelly and old. 

 

16. When you are responding to a quote, you must rewrite the quote (or at least part of the quote) and tell who is 

saying the quote in your response.  

EX: Explain why you agree or disagree with the following quote by the band Phish “Each betrayal begins 
with trust.”  

Wrong: Yes it is true because you have to trust someone before they can betray you.  
Right: It is true that “Each betrayal begins with trust” as Phish says because if you do not trust a person 
then they have no power to betray you.  

 

17. Do not answer a question with the words “Yes” or “No” at the beginning. (EVEN if the 

question asks you yes or no.) 

EX: Did the narrator make the right decision at the end of the story?  

Wrong: Yes, he did make the right decision because....  

Right: The narrator made the right decision at the end of the story because… 

 

18. Do not start a sentence using the words “but,” “so,” or “and.”  

 

19. The following words must be used properly. If you do not know them please LOOK them up so you know 

how/when they are used. 

 

 There, Their, They’re 

 Your and You’re 

 Too, To, Two 

 By, Buy, Bye 

 Cite, Sight, Site 

 Write and Right 

 Through and Threw 

 Its and It’s 

 Our and Are 

 Aloud and Allowed 

 Accept and Except



 


