
In terms of WRITING: I . . .  

 
 

 Used 12 pt.Times Roman and 1” or 1.25” margins and double-spaced. 
 

 Proofread – and know that my submission will be penalized for typos and other editing errors. 
 
 Used this checklist, the relevant assignment checklist/rubric, and comments on my previous projects and 
responses – and know that my submission will be penalized if I failed to do so. 
 
 Acknowledged through my Honor Pledge that if I followed the requirements for the assignments and, if allowed 
to get help from someone outside of the Writing Center, that person did not more than provide general feedback. 
 
 Followed the assignment’s instructions for documentation (using Chicago Manual formatting). 
 
 Provided a bibliography, if required, following Chicago Manual formatting. 

 
 Used verb tense logically and consistently.   

 
Past tense is the most widely used and logical tense for historians, but present tense is standard in some 
situations (e.g., “in his book, historian John Doe argues that”).  Often, two or more tenses are needed for 
different purposes (e.g., “Doe asserts that the Puritans were”). 

 
 Used passive voice carefully (e.g., “the decision was made.”  By whom??).   

 
Passive voice is NOT past tense, and it is not by its nature wrong; however, passive constructions are usually 
vague, lifeless, and uninformative. 

 
 Provided full name and identification when referring to a person for the first time. 
 
 Identified the author of a quotation and provided a brief identification  (e.g., “as candidate Mary Smith explained”) 

 
 Was explicit about time frame and, when appropriate, specific dates. (WHEN matters.) 
 
 Wrote in third person, avoiding “I,” “our,” “we,” “us,” and “you.” (Allowable in observations and responses.) 

 
 Avoided “this” without a reference word.  (“This was a problem.”   What was?)   

 

 Avoided: 
 

 SLANG, COLLOQUIALISMS, and “CUTE” EXPRESSIONS. 

 
 JARGON AND TECHNICAL LANGUAGE that does not fit a general reader. 
 
 STUFFY, WORDY, LECTURING PHRASES, e.g., “it is important to note that.” 

 

 “A LOT” or “LOTS,” which are vague and inappropriate for “formal” writing. 
 

 CONTRACTIONS and ABBREVIATIONS not “approved” by Chicago Manual style. 

 
 Did not confuse hyphens with dashes.   

 

 Used punctuation and quotation marks correctly: 
 

Periods and commas:  go inside quotation marks. 
 

Colons and semicolons:  go outside. 
 
 

 

 



 

 Did not confuse the following: 
 

 it’s = it is; its = possessive        
 
 NOTE: There is no such thing as its’. 

 
 affect = verb; effect = noun (except when used to mean caused) 
 
 accept = verb; except = preposition 
 
 lead = present tense; led = past tense 
 
 number of people vs. amount of fuel or money 
 

 

 Used correctly the following (in Chicago Manual style), for example . . . 
 

 1920s (not 1920’s) 

 Twentieth century (not 20th century) 

 The twentieth century v. the twentieth-century book 

 “From 1940 to 1955, he was in office” (not “from 1940-1955”). 

 “On September 1, 1931, the bill was signed.” 

 “In Richmond, Virginia, the protest resumed.” 

 

 Italics for titles of books, films, journals, television shows, and newspapers. 

 Quotation marks for titles of chapters, articles, episodes, segments, songs, and poems. 

 

 Used the Chicago Manual for such issues as capitalization, punctuation, and abbreviations. (When necessary, I 
used the guide sheet on the course website to locate and use the online Chicago Manual or Simpson Library’s 
short and concise online guides for “citing sources.”) 
 
 

 Did not use COMMMA SPLICES, RUN-ON SENTENCES, or SENTENCE FRAGMENTS.  
 

 The pitcher threw the ball. The batter hit it. (two sentences) 

 The pitcher threw the ball, and the batter hit it. (one sentence) 

 The pitcher threw the ball; the batter hit it. (one sentence) 

 

 The pitcher threw the ball, the batter hit it. (comma splice) 

 

 The pitcher threw the ball the batter hit it. (run-on sentence) 

 

 When the pitcher threw the ball. (fragment) 

 

 

 

 

 


