article preceding acronyms

The manual provides the definition of (a / an) SRU pin. – sounds better, if the first letter of the acronym has a vowel sound, you use AN

The range for (a / an) (UHF) is between 300 MHz and 3 GHz.

Before the contract can begin, all parties must sign (a / an) MOU (Memorandum of Understanding).

Misused / incorrect words

Mary was thrilled to (accept / except) the nomination for club president.

He ate all his vegetables (accept, except) the broccoli.

The weather shouldn’t (affect / effect) the outcome of the race

The weather should have no (affect, effect) on the outcome of the race

The caterer confirmed that everything is (already / all ready) for the reception?

[bookmark: _Hlk499488072]Preparations for the reception have (already / all ready) been completed.

Management agreed it would be (all right / alright) for employees to leave early.

The revenue from the bottle drive will be shared (between, among) the football team and the glee club. – btwn 2 entities

The proceeds will be split (between, among) all school extra-curricular programs: sports, glee club, drama club, school band, to name a few.

When people join the gym, they receive a (complementary / complimentary) gift pack.

Proper nutrition and exercise are (complementary, complimentary) aspects of a healthy lifestyle

The guests were very (complementary, complimentary) about the food at the reception.

Only someone who is (disinterested, uninterested) in the matter can make an objective decision. – dis without biased impartial

I did not attend the lecture because I was (disinterested, uninterested) in the topic.

When they bought the house they weren’t aware of (its / it’s) leaky roof.

(It’s, Its) customary to bring a gift for the hostess.

The dog was intently chewing (it’s, its) bone.

I don’t know if (it’s, its) going to rain or snow

The race will proceed (regardless / irregardless) of the weather.

(There, Their) vacation plans definitely include Europe.

(There, Their) house is over (there, their).

(There, Their, They’re) buying (there, their, they’re) new house over (there, their, they’re).
 
Have they determined (whose / who’s) car is blocking the driveway?

[bookmark: _Hlk499488300]Do they know (whose / who’s) going to speak at the symposium?


avoid use of personal pronouns (re-write)

I interpreted the results as revealing a decrease in conformity among participants.
The results revealed a decrease
We conducted interviews with a broad range of subjects.
Interviews were conducted
You will find that the conclusions are consistent with similar studies conducted by previous administrations.
The conclusions are consistent with similar studies conducted by previous 

gender neutrality (re-write)

Ask the student whether he is prepared to give a presentation.
Ask the students whether they are 
Ask if the student is prepared
Ask the student if he/she
A student is more likely to succeed if he attends lectures.
Students are more likely to succeed if they attend lectures

Clarity (re-write)

Before the engineers could install the new components, they had to be approved by administration.
The new components had to be approved by administration before they could be installed
Before the engineers could install them, the new components had to be approved by administration
[bookmark: _Hlk499468959]The foreman confirmed that production would be completed very soon.
The foreman confirmed that production would be completed January 14th 2018. 


Parallelism (re-write) nouns stay with nouns, ing stay with ing

The professional team includes engineers, architects and people who practice law.
Lawyers
I like running, dancing and to play basketball.
playing
She is intelligent, kind and has ambition.
ambitious

AGR (Verbs) 

A portrait of several domestic animals (is / are) planned for the lobby.

Only one of the pre-1925 high-rise structures (was / were) damaged in the quake.

Neither the rudder nor the wings (was / were) badly damaged in the crash.
The verb is determined by the noun that becomes immediately before with either or neither
Neither the teachers nor the principal (know / knows) when classes will resume.

Either the procedures posted on the website or the manual (is / are) acceptable.

So he came up to me and asks, “when will you pay me back?” (what is the error? re-write)
ASKED


Pronoun agreement (error? re-write)

On a busy day, you can drive around for hours, just looking for a place to park. 
You = bad, one can drive around 
My apartment is on the twenty-fifth floor, so you have a wonderful view of the city.
So I have a wonderful view 

Collective nouns (and verbs)

The committee (has / have) agreed to accept all the terms of the contract.
Singular, unified because they agree
The faculty (is / are) split on the proposal for retirement benefits.
Not working together, not agreeing 
The union (has / have) voted unanimously to reject the contract offer.
Agreed, all together
The management team (has / have) been debating the issue all night, without resolution.
Have is plural 


Correct pronoun (objective / subjective)

You and (I / me) must decide soon where to go on vacation.

Say it without you
If we work together, you and (I / me) can get the job done quickly.

Her brother is three years younger than (she / her).
Finish the sentence, than she IS younger
The prize money will be shared between you and (I / me). 
Between is key word, always ME
Between you and (me/ I) it’s very cold out. 
If ur not sure, use plural – we can get the job done not us, me = us, I = we
(Who / whom) did you did you invite to the reception?
Answer the question : I invited him / he him = whom
(Who / whom) was that letter from?
It was from her
Their kindness impressed (whomever / whoever) they met.
The kindness impressed them = whom 

FRAGMENT (Incomplete sentence) (error? correct)

She decided to major in petroleum engineering. Even though it would take five years.
Add a coma  - engineering, even though 
He decided to accept the job. Although the salary was lower than he had anticipated.
Add a coma -  job, although

COMPOUND SENTENCES (Run-on) (transitional phrase / word - comma splice) (re-write)

I missed the lecture this morning, I slept in.
I missed the lecture because I slept in. OR SEMI COLON replaces a period when the 2 clauses are closely linked
I am very hungry I haven’t had lunch.
I am hungry; I haven’t had lunch. 
The legislation was meant to eliminate cell phone use while driving, however, it has not been as effective as hoped.
Replace highlighted coma with semi colon
Apple is the only major IT company to control both the hardware and software on their devices, this allows them to create a unified ecosystem and a very simple and straightforward interface.
Replace highlight with semi colon
The poster design was not suitable, for example, the title was printed in muted colours and was not suitably visible.
Replace with semi colon


Breaking lengthy paragraph into smaller paragraphs (at least 3) according to topic of sentences.  Indicate the break points with a double slash mark. 
 
Underline the topic in each sentence
Just put a double slash where you wanna break the paragraph 

One of the most common complaints of college and university professors and employers is that their students and employees don’t understand the importance of documentation.  Documentation is the act of acknowledging and identifying the source of secondary information, whether in a business report or in an academic paper.  
Young people who have grown up with the Internet sometimes find it hard to understand that all information, whether it comes from a book, a magazine, a newspaper, a pamphlet or brochure, a Web site, or a blog, is the property of someone else. If you use it and don’t say that you’ve used it, you’re stealing. Stealing, whatever the situation, is a crime.  And, in the case of stealing information, the crime is called plagiarism:  the act of taking another person’s ideas or published words, and not acknowledging that fact.  
Anytime you quote directly, paraphrase, or summarize information from a source, you must document it.  Not documenting sources is dishonest, ethically problematic, and illegal.  Documentation is achieved through citations. A citation is the method used to show from where the idea or phrase or sentence was borrowed.  The basic elements of a citation are the author’s name and the name of the publication.  The original reason behind citation was to allow people reading your work to find your sources should they wish to do additional research. 
[bookmark: _GoBack]The Internet has given new meaning to plagiarism.  In today’s world, research has become an extension of our fingertips; we log on and search the Internet with abandon.  Unlike earlier generations of students, who had to physically go to a library, find books and magazines on shelves, flip through pages to find material, copy that material into a notebook and then transcribe it into typed copy, today’s students can find, copy, and paste material into a new document in a matter of seconds.  It’s no surprise, then, that plagiarism is on the rise. Precisely because it is so easy to do, internet plagiarism is a difficult problem to root out.  Some students even believe that they’re not doing anything wrong by copying information from the internet.  Unfortunately, the reality is that this act constitutes academic dishonesty, and academic institutions penalize dishonesty with a range of penalties, from a zero on the assignment to revoking admission from a course or a program, to displaying evidence of academic dishonestly on academic transcripts.  It’s everyone’s responsibility, both at school and at work, not to plagiarize from the Internet.
