
Quick and dirty tips for better writing 
 

General advice 
The following are some basic guidelines to good writing: 
 

• Plan your essay in advance 
• Use proper paragraphs with either indentation or a blank line. 
• Use proper punctuation and commas. 
• Do not write straight away. Plan before you begin. 
• Jot down briefly the main ideas, supporting paragraphs and points. 

Write clear and simple sentences to express your meaning in simple words. 
Stay focused on the main idea of your essay. 
Re-read your essay in the end. 

• While writing your essay, it is probable that you will make a few spelling or grammar 
mistakes. Hence it is a good idea to try to read through your essay once more and 
correct them. 

• Show what you can. Use your vocabulary and use any fitting expressions and idioms 
that you know.  

Grammar 
Quick and dirty grammar tips for better writing 
 

1. Check all instances of  I. They should be with capital I and nothing else. 
2. Check all national words. They should have capital letters: English, Englishman. 
3. Check all instances of a and an. A before consonant sound, an before vowel sound. (A 

European agreement, an honest proposal). 
4. Check all verbs in the text. 

• Present tense: He/she/it speaks 
• Agreement: John jumps, Ted and Bill jump; John was late. Bill and Ted were 

late; John has diabetes. Wolves and dogs have fur; Samuel is sick. John and 
Bill are funny. 

5. Check all Where and were. Where is used for placement: Where is the car? The city 
where I grew up. Were is used as a verb. We were late for class. 

6. Genitive. When somebody owns something an apostrophe and an s is added to 
indicate ownership, as in: This is Daniel’s car. It is John’s wife. 

 
NOTICE 1: Charles’ car. 
NOTICE 2: It is = It’s. It’s a plane, not superman: The car is blue, but it has lost one 
of its wheels. 
 

7. Then and than. Then is used in all comparisons when they deal with time. Than is 
used in all other cases. I first came to Newark and then I went to New York. I am 
taller than you. 

8. Who’s and whose. Who’s the new teacher? That’s the guy whose bike I stole. 
9. Who or Whom. Who wrote the letter? He wrote the letter. Therefore, who is correct.  

For whom should I vote? Should I vote for him? Therefore, whom is correct. 
 



10. Which and Who and That. Which is used when dealing with things. Who is used 
when dealing with people. That is as which but is only used in restrictive clauses.  

 
Gems that sparkle make me happy. Diamonds, which are expensive, often make girls 
happy.  This is John who I met last week in Paris. John is on the team that won first 
place. The editorial claiming racial differences in intelligence, which appeared in the 
Sunday newspaper, upset me. 

 
NOTICE: These are the dogs whose owner we are looking for. 

 
11. Be consistent.  

• If you want to use abbreviated forms (e.g. don’t) stick to that principle 
and do not mix don’t and doesn’t with  was not and were not. Please 
notice that the full form is recommended for formal writing. 

• Don’t mix British and American usage. If you are writing about 
American high school , use high school. If you are writing about the 
British equivalent use secondary school. 

 

Introductions and conclusions 
 
Ways to introduce your essay… 
 
1. Broad Statement:  Using factory work as an example, you might start out by saying the 
following: Working in a factory might be one of the worst jobs.  And then you go into the 
specific factory that you’re writing about, for example, an egg factory. 
 
2. Contrast: Start with an idea that is the opposite of the one you will develop: working in an 
office is a nice, clean job.  You have comfortable chairs, a desk, a computer, a cup of coffee 
nearby, but working in a factory does not have the niceties found in an office.  
 
3. Relevance: What makes your topic special?  Convince the reader that the topic applies to 
them or is important.  So many of our ancestors, when they first came to this country, found 
themselves working in factories. 
 
4. Anecdote: An interesting short story that coaxes the reader into the world of your essay.  
The story should be related to your thesis.  I once met a man named Victor who was missing 
two of his fingers.  Victor told me that he lost his fingers because of an accident at work.   He 
caught his hand in the wheels of a conveyor belt at the egg factory where he worked. 
 
 5. Quotation: Quote something from your research, or find a dictionary quote that relates to 
your topic:  
 
 “Perhaps it seemed to me,” Wrote Henry David Thoreau, “that I had several more lives to 
live, and could not spare any time for that one” (342).   This is how I felt after working in an 
egg factory for two years.  I had other lives to live.  I had wasted enough of my life here. 
 
 
 
 



Ways to conclude your essay… 
 
1. A summary or final thought. 
 
2. A thought provoking question 
 
Appeal to the reader that your subject is bigger than your essay. Comment on any one of 
these: 
 

• The future 
• Which choice should be made 
• Why is your subject important 

 
3. A prediction or recommendation. 
 
4. End where you began. 
 

Assignment 
 
A. 
Use each type of introduction to introduce an argumentative essay supporting or criticizing 
capital punishment. (3-5 sentences, approximately) 
 
B. 
Use each type of introduction to conclude an argumentative essay supporting or criticizing 
capital punishment. (3-5 sentences, approximately) 
 
(To write a summary is in conclusion 1, you have to imagine what your key arguments were 
and briefly summarize them.) 


