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1.  Prepositions



Preposition
Used before a noun, 
pronoun, or gerund to 
show place, time, and/or 
direction in a sentence

at on in of to

by for with under above

into onto upon about behind

beside before after towards inside

outside below around between among



Preposition
Used before a noun, 
pronoun, or gerund to 
show place, time, and/or 
direction in a sentence

At, On, and In

At – refers to specific place or point in time (at 1:00pm, 
meet at the restaurant, etc.)

In – inside a space, or to refer to locations, years, months 
and seasons (in my house, in the city, in the fall, etc.)

On – in contact with a surface (on the table, on the wall, 
etc.)



Preposition
Used before a noun, 
pronoun, or gerund to 
show place, time, and/or 
direction in a sentence

Between and Among

Between – used when ONLY two parties are involved

Among – used when MORE than two parties are involved

EXAMPLE:

Incorrect: 

Divide the work between the staff members.

Correct: 

Divide the work among the staff members.



2.  Conjunctions



Conjunctions - A connecting word or phrase that introduces a dependent clause

https://www.youtube.com/watch?v=h_GnSOIfWf4

Timing Comparison Condition Cause/Effect

after/before although as long as as if

once as as though because

since even though except in order to

till/until like if now that

when rather than in order for so

while though provided that whether

whenever whereas unless why

https://www.youtube.com/watch?v=h_GnSOIfWf4


Is this an epidemic? An interjection?

https://www.dcurbanmom.com/jforum/posts/list/670828.page

https://www.dcurbanmom.com/jforum/posts/list/670828.page


3.  Pronouns



Pronouns - A word that replaces a noun

https://www.youtube.com/watch?v=h_GnSOIfWf4

https://www.youtube.com/watch?v=h_GnSOIfWf4


Pronouns
A word that replaces a 
noun

I vs. Me

General Rule of Thumb

I used before the verb (subject)

Me used after the verb 
(direct/indirect object) 



Pronouns
A word that replaces a 
noun

I vs. Me

EXAMPLE:

Incorrect: Suzy and me ate lunch at the restaurant.

Trick:
Remove the other people and re-read the 
sentence.

Me ate lunch at the restaurant. WRONG

Correct:  Suzy and I ate lunch at the restaurant.



Pronouns
A word that replaces a 
noun

I vs. Me

EXAMPLE:

Incorrect: The boss invited Suzy and I to lunch.

Trick:
Remove the other people and re-read the 
sentence.

The boss invited I to lunch. WRONG

Correct:  The boss invited Suzy and me to lunch.



3.  Excessive Capitalizing



Excessive 
Capitalizing



Excessive 
Capitalizing
Titles or headings in 
documents

General Rule of  Thumb

1. Capitalize references to specific parts of a 
document.

EXAMPLES:

• Act II
• Appendix B
• Chapter 3
• Chart 2
• Table 5
• Exhibit A
• Figure 7



Excessive 
Capitalizing
Titles or headings in 
documents

General Rule of  Thumb

2. Do not capitalize minor subdivisions such as 
page, line, paragraph, and verse.

EXAMPLE:

• See page 6, line 48.



Excessive 
Capitalizing
Titles or headings in 
documents

General Rule of  Thumb

3. Do not capitalize words referring to parts of a 
book when they are used in a general sense.

EXAMPLES:

• The conclusion is in the next section.
• The appendix provides other tables.
• All the research and website links are in the

bibliography.



5.  Lack of Parallel 
Structure



General Rule of  Thumb

1. Read each item separately as an individual
sentence.

EXAMPLE:

Incorrect: 
He wanted to learn more about careers in 
programming, engineering, and biochemist.

Correct: 
He wanted to learn more about careers in 
programming, engineering, and biochemistry.

Lack of
Parallel
Structure



Lack of
Parallel
Structure
Lists after a colon

General Rule of  Thumb

2. Words and phrases should match in structure 
and tense (i.e. verb should be in same form).

EXAMPLE:

Incorrect: 
The key directives of his boss were clear:
• Meet monthly sales quotas.
• Aggressive marketing techniques
• Reporting in every day.

Correct: 
The key directives of his boss were clear:
• Meet monthly sales quotas.
• Practice aggressive marketing techniques
• Report in every day.



Lack of
Parallel
Structure
Lists within a sentence

General Rule of  Thumb

3. Words and phrases should match in structure 
and tense (i.e. words ending in “ing”).

EXAMPLE:

Incorrect: 
Engineers like planning, computing, and 
design.

Correct: 
Engineers like planning, computing, and 
designing.



6.  Wrong Word Usage



Wrong 
Word Usage

Assure, Insure, Ensure

Whom, Who

Effect,  Affect

Then, Than



Wrong Word Usage – Assure, Ensure, Insure

Assure – to remove someone’s doubts

Example:  I assure you, we will get to the meeting on time.

Ensure – to make sure it happens; to guarantee it

Example:  I need to study more to ensure I get a passing grade.

Insure – to cover with an insurance policy

Example:     The insurance company said they won’t insure our 
house against floods.



Wrong 
Word Usage
Whom vs. Who

General Rule of  Thumb

If you can replace the word with “he” 
or  “she”, use who (before verb).

If you can replace it with “him” or “her”, 
use whom (after verb).



Wrong 
Word Usage
Whom vs. Who

/him
.



Wrong 
Word Usage
Affect vs. Effect

General Rule of Thumb

Affect impact or change (usu. a verb)

Effect result of a change (usu. a noun)

Example:

If the lightning affects the tree, the tree will 
feel the lightning’s effect.



Wrong Word Usage – Then vs. Than

General Rule of Thumb

Then time or sequence

Than comparison

Example:

If the car costs more than your budget, then you 
should not buy the car.

http://texasrangershub.com/education/than-vs-then/

http://texasrangershub.com/education/than-vs-then/


7.  Contractions



Contractions

General Rule of Thumb

If you can say the contraction as 2 words (i.e. you are, they are, etc.), 
then use the contraction.



Contractions
Your vs. You’re

#1 Mistake

Incorrect:  
Your welcome.

Correct: 
You’re welcome. You are welcome.



Contractions
It’s vs. Its

https://www.everywordcounts.co.uk/it-s-or-its/

https://www.everywordcounts.co.uk/it-s-or-its/


8.  Punctuation



Punctuation



Punctuation

Commas
• A pause in a sentence
• Separates items in a sentence

Oxford Comma
• Final comma in a list of three or more items
• Before the “and” or “or”
• Be consistent



Punctuation



9.  Possessive Nouns



Possessive 
Nouns

General Rule of Thumb

Possessive noun = ownership

Names ending in “s”

1. Add the apostrophe

Example: 

The meeting is at Charles’ office.

2. Add an apostrophe and the “s”

Example:

The meeting is at Charles’s office.



10.  Plural Nouns



Plural Nouns – More than one name

General Rules of Thumb

Singular 
Last Name

Plural Last 
Name Signature

Waldman Waldmans The Waldmans

Kennedy Kennedys The Kennedys

Reich* Reichs The Reichs

Marsh Marshes The Marshes

Jacobs Jacobses The Jacobses

Sanchez Sanchezes The Sancehezes

Add “s”
Most names and names that end 
in ch, but it sounds like a hard “k”  

Add “es” 
Names that end in ic, s, sh, 
x, and z 



Plural Nouns

#1 Mistake
Signing your family name

Incorrect: The Twigg’s

Correct:  The Twiggs

When in Doubt:  The Twigg Family

apostrophe is for a 
possessive noun
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