CENTER FOR COMMUNITY FUTURES

WRITING TIPS SHEET


for HOMEWORK

1. Follow each instruction carefully.  Answer each question fully, including parts of questions joined by “and”.

2.  PLEASE USE THE SPELL-CHECK function on your word processing program, but remember that it will not catch words that are homonyms (sound alike but have different meanings, e.g., “there”, “their” and “they’re”), nor other correctly-spelled words that are in the wrong places (e.g., “ready” vs. “read”).  Thus, you or a good reader you know, should carefully read your answers even after spell-checking them, before you submit them.

3.  Use present tense and active voice in your answer (e.g., “Staff at our center teach parents how to ...” rather than “Parents at our center were helped by staff who taught them to ...”)

4.  Check subject-verb agreement (e.g., “Groups of children ride tricycles.” rather than “Groups of children rides tricycles.”)

5.  Check that your use of “a” or “an” is in correct relationship to the words that follow (“a” comes before words that begin with consonant sounds; “an” comes before words that begin with vowel sounds). 

6.  Check your punctuation, or have someone else check it for you, especially if you aren’t sure when to use each of the marks properly (i.e., periods, commas, colons, semi-colons, dashes, question marks, etc.)

7. Use material from your Center for Community Futures trainings to support or guide your answers.  Correct answers are embedded in the trainers’ remarks and written materials.

8.  Be very specific in describing the details of what one has to know in order to understand your answer.  Assume that the reader of your answer knows nothing about you or your work site. 
