	MOST COMMON

	xd
	Delete this (whatever is highlighted here). 

	xconsis
	Be consistent! Make sure your group is consistent too!

	xedit
	You MUST have adult readers go over your work before you turn it in to me. Be smart! Ask for help revising and editing! 


	FORMAT

	x2x
	Double-space. 

	x0
	Go to paragraph settings and set the whole document to 0 points before and after paragraphs.

	xhead
	Put your last name and the page number in the header.

	xds
	Delete this space. 

	xis
	Insert a space here. 

	xdate
	Dates are all formatted the same: 19 Oct. 2015. 


	CAPS/ITALICS

	xcap
	Capitalize this. 

	xncap
	This should not be capitalized.  

	xcapall
	Capitalize the first, last, and all important words in titles.

	xit
	This should be in italics. 

	xnit
	This should not be in italics.  


	PUNCTUATION

	xic
	Insert a comma.

	xip
	Insert a period.

	xps
	You need one space after each period. 

	x:
	Just one space after a colon.

	x.”
	.” The quotation mark always goes after the period or comma. Fix them ALL—I won’t correct it again.

	xdash
	Keep your long dashes consistent--use just 2 hyphens and no spaces each time. If your computer autocorrects the 2 hyphens to a single long dash, that's fine. Fix them ALL.  

	x”’
	Use single quotation marks inside double quotation marks. “I heard Alpha say, ‘Beta likes Delta,’ but I don’t think Delta likes Beta.”

	x…
	An ellipsis is made by typing space period period period space. The computer will format the ellipsis correctly.

	xsmart
	Some of your quotation marks/apostrophes are smart and some are not. Make them all consistent. 


	SPELLING

	xsp
	Check your spelling! 

	xp
	Make the word plural. 

	xabb
	Spell out abbreviations (including informal ones). 

	x#
	Spell out numbers ten and under.

	xone
	These are really one word--put them together.

	x-
	This is a hyphenated word.

	x‘
	Go to Elementary English and look up my Rule of Thumb.


	GRAMMAR

	xamt
	“Amount” is used with things you can’t count (like amount of money), and “number” is used with things you can count (like number of dollars). 

	xfound
	“Found” is “I looked for it and found it.” “Founded” is “I founded the club—I was the one who got it started.”

	xa/e
	You will almost always use “affect” as a verb, as a synonym for “influence”—how did studying affect your grade? You will almost always use “effect” as a noun, as a synonym for “result”—if you study hard, the effect should be better grades.

	xgram
	Even the grammar check is telling you to fix this mistake! 

	xwho
	“Who” is used for people, “which” is used for things (not people), and “that” is used almost always for things and just rarely for people. 

	xpara
	Notice the parallel structure: “how to … how to ….” (You want to create parallel structures. It makes your writing easier to read and understand). 


	NOUNS/PRONOUNS/VERBS

	xthis
	This? This what?

	xten
	Keep your tenses consistent.

	xpro
	Do not use first and second person pronouns.

	xcon
	Do not use contractions.

	xnoun
	Use nouns in your paragraphs before you use pronouns. 


	SENTENCES/PARAGRAPHS

	xcom
	Use complete sentences.

	xrun
	Run-on.

	xfrag
	Fragment.

	xpass
	Avoid passive.

	xpin
	Indent your paragraphs half an inch.

	xnrin
	Write your paragraphs in the normal way. Don’t use reverse indenting.

	xex
	Explain.


	INTRO/BODY/CONC

	xrrr
	In your introduction you need the key words of the theme: revolution, reaction, and reform.

	xposition
	But what is your position? Your thesis is more than a statement about the facts—it has to include what you think about the facts. 

	xstate
	You want to make your own statements first and THEN back them up with quotations, not give quotations first and then back them up with your statements. 

	xconc
	That’s something you haven’t brought up before. Don’t put new things in the conclusion. If you want to talk about that, make sure you mention it in the intro and talk about it in the body first. 

	xquote
	A quotation like this belongs in the body, not the intro or conclusion. 


	IN TEXT CITATIONS

	xcit
	On all your citations it is just the author’s name and the page number, no commas. 

	x100
	You MUST be 100% accurate in copying your quotations!

	xq
	Your quotations end with a quotation mark, then a space, then the citation in parentheses (Author page), THEN the period. 

	xtitle
	If you don’t have an author, use the title, and you are allowed to abbreviate a long title.

	xsource
	I notice you are drawing lots of quotations from the same source. Try to find the same ideas in different places. It is a good idea to use many different sources. 

	xmcit
	You are missing a citation here.


	LIST OF WORKS CONSULTED

	xlist
	Add title: List of Works Consulted 

	xcat
	Break all your sources into categories and alphabetize within categories: all books together, all newspaper articles together, and so on.   

	xalpha
	When you alphabetize, ignore “a,” “an,” or “the” if one of them is the first word of the title.  

	xhang
	You created hanging indents artificially, hitting returns and tabbing in, or formatting lower lines separately. That’s wrong. You must use the ruler at the top to create hanging indents. Otherwise, if you change things, the formatting gets all messed up! 

	xlast
	For every entry, the first author listed is always in last name first format: Rhodes, Richard. 

	xdt
	Notice that a colon is used in a double title, and the first word after the colon is always capitalized.

	x2auth 
	Look in MLA on p. 154 for how to cite a source with 2 or 3 authors. 

	xmultauth
	Look in MLA on p. 155 for how to cite a source with more than 3 authors.

	xmultentries
	Look in MLA on p. 134-5 for how to handle multiple entries written by the same author. 

	xbook
	Look in MLA on p. 152 for examples of how to cite a book. (I find the “Kurlansky, Mark” example particularly helpful). 

	xweb
	Look in MLA on p. 186 for how to cite a web site. (I find the “Green, Joshua” example particularly helpful). NOTE: There will be no URL anywhere in your list!

	xmag
	Look in MLA on p. 143 for how to cite a magazine article that you found printed on paper.

	xnews
	Look in MLA on p. 142 for how to cite a newspaper article that you found printed on paper.

	xpweb1
	If you find something on the web that was originally published as, for example, a book, article, movie, or photograph, you cite it the way you normally would except you don’t put “Print.” or “Film.” or “Photograph.” at the end. 

	xpweb2
	Instead you put the title of the database or web site (in italics) with a period. Then the word Web (not in italics) with a period. Then your date of access with a period.


And for History Day, the ANNOTATED LIST OF WORKS CONSULTED

	xcate
	First you need to break all your primary sources into categories and alphabetize within categories: all primary books together, all primary newspaper articles together, and so on. Then do the same for all your secondary sources.  

	xpb
	Insert a page break at the beginning of Secondary Sources.

	x2
	This is actually a secondary source.

	x1?
	Explain. How is this a primary source?

	x1
	This looks like a primary source to me. 

	xency
	You are not allowed to cite an encyclopedia, including online encyclopedias like wikipedia or about.com.

	xhd1
	I hate to tell you this (although I did say it in class), but the History Day people want you to put all the articles from one newspaper or website into one entry. Then in the annotations you say the dates and titles of the articles you used.  

	xhd2
	They consider the newspaper or website to be one source, not all the separate articles to be separate sources. I will let you do this for now. But if you end up going to State, you and your group will need to fix it. 

	xdq
	Is this a quotation from the source? You need to delete ALL your quotations for this document—this is your final draft annotated list of works consulted, not the individual entry sheets with quotations and notes.

	xma
	This entry is missing an annotation. 


	PROCESS PAPER/TITLE PAGE

	xtp
	I just showed you how you could play a little with the title page. 

	xnames
	I lined your names up for you.

	xlib
	Name the libraries and the skills you learned at each, especially if you used any of the particular kinds of resources featured at each:

Poulsbo (Kitsap Regional Library database)

Sylvan Way branch (microfiche readers)

Seattle Central (periodic guide)

UW libraries (including Special Collections, if you went there). 


