
Writing Corrections Directions 
  

Businesses rightfully expect college graduates to have a command of the English language. To 

improve your writing, you must learn to find and fix your mistakes. You need to become 

stronger in your command of English and that is not done by giving you the answers outright.  

 

Correcting the Errors 
 

The rubric gives you hints to what you need to review in the English Usage Guide. If after you 

have looked at the Usage Guide and you find you still need clarification, please ask me or visit 

the Writing Center (they have a copy of my Usage Guide). But you need to show that you made 

a good faith effort. I will not give you the answer as that defeats one of the goals of this course.  

 

The first assignment I will be more generous in giving you hints or outright telling you what the 

error is, but after that, you need to learn to be a self-editor by reading the error codes and figure 

out which part of the error code applies. 

 

For each error code, once you find where and what the particular error is, you will write in the 

writing corrections sheet what you would do to correct the error. A correctly formatted 

corrections sheet is found at davidmmerchant.com/engl30/. You will not rewrite the 

assignment unless you failed it (see below for instructions for a failed assignment), but for each 

error write what you would do to correct the error.  

 

Completed writing corrections sheets, correctly done, will earn 20 points each for the proposal 

and definition writing corrections and 10 points for the article review writing corrections. Look 

in Merchant’s English Usage Guide for Technical Writers or the Style Guide for help (they both 

have extensive indexes) as well as going to the Writing Center. If I already told you outright (not 

just a hint) you still need to write down that error (to help reinforce learning). 

 

For the first paragraph or document element that has an error in it, write the page number and the 

paragraph or element in Times New Roman, size 12; in the next table cell state what the error is; 

in the third table cell state how you would correct the error. If there is a second error for that 

paragraph or element, go to the next table row and repeat the above. Do each error in the order of 

occurrence; do NOT rewrite the entire assignment. Instead, write the rule and what is needed to 

fix the error.  

 

Do you have to correct the same error more than once? Yes, you do—every error that is marked 

must be corrected to get full writing correction points. For example, if you misspelled “affect” 

three times, you need to correct it three times. Hopefully, this will help reinforce learning. 

 

When finished, submit to Turnitin (make sure you submit it to the correct folder) within one 

week after the writing correction is assigned (see the course schedule for due dates—make sure 

you have an updated schedule). See the syllabus for rules on late work. 

 

Because of time constraints at the end of the quarter and that the technical report or white paper 

is in essentially a final exam, writing corrections only apply to the article review, proposal, and 

definition assignments. 
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If You Failed the Assignment 
To get the writing corrections points, you must go to the Writing Center for help (I will receive 

an email letting me know you attended and what was discussed) and then submitted a fully 

rewritten assignment to Turnitin by the deadline (see the course schedule for due dates—make 

sure you have an updated schedule). A failed paper will probably not have every instance of an 

error marked as there are probably too many. You will need to review (with help from the 

Writing Center) your paper and fill in any missing information and correct all errors, marked or 

not marked. Do not use the corrections sheet. You will earn 20 points each for the proposal and 

definition writing corrections and 10 points for the article review writing corrections.  

 

If You Failed to Turn in the Original Assignment 
Sorry, but you do not get to do the writing corrections for an assignment that was never turned 

in. No, you cannot submit the original assignment after two days has passed the due date (see the 

syllabus) nor can you submit the original assignment for writing corrections points. 

 
Writing Corrections Sheet Formatting 
You have an already formatted writing correction sheet at davidmmerchant.com/engl30/ in Word 

format. Just download and fill out. The font size is set to size 11 which is OK as this assignment 

is not a formal document. Have a blank  line between each page element listed (left-hand 

column); you can abbreviate paragraph (para.), and you do not worry about ending sentences 

with a period or using full sentences—again, this is an informal document; I want you to focus 

on the errors and how you would correct them.  

 

On the next two pages is an example of a filled-out writing corrections sheet.
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Assignment: Proposal 

 

Name: Kasumi Goto 

Class section: 002 

Date: October 23, 2018 

 

 

Page element Error code and specific error How to correct the error 

heading segment FOR. Missing logo Use the letterhead template 

purpose statement COM. Missing purpose statement Always put in a purpose statement in memos 

p. 1 first heading FOR-txt. Font size too small Use size 14 font for Level-2 headings 

p. 1 fist heading FOR-txt. Wrong font Use Arial font for level-2 headings 

p. 1 second para. CON. Wordy phrase Use “all the” instead of “all of the” 

p. 1 third para. FOR. Floating quotation Integrate all quotes 

p. 1 third para. 

 

SPE-minor. Used the noun form of 

a word instead of the verb form 

“Shutdown” is a noun, “shut down” is a verb 

 

p. 2 first heading FOR-hdl. Heading has a period at 

the end 

Do not use closing periods with Level-3 

headings 

p. 2 first heading FOR-txt. Heading is in italics Do not put level-3 headings in italics 

p. 2. second para. 

 

GRA-p. missing a comma in a 

series 

Use the serial comma in series with more than 

two items 

p. 2 figure 1 CLA. Did not integrate visual Always integrate visuals:  introduce and then 

explain them 

p. 2 figure 1 CLA. Image too small 

 

Increase visuals to 100% as long as they fit in 

the margins and do not split across pages 

p. 2 third para. 

 

FOR-ls. No blank line after the 

paragraph 

Separate body paragraphs with a size 12, Times 

New Roman blank line 

p. 2 third para. 

 

CE-gra. Sentence fragment 

 

Do not use a semicolon when a comma is 

required 

p. 3 second para. 

 

GRA (gen). using “a” with a plural 

noun 

Double-check article use with plurals 

 

p. 3 fourth para. FOR-align. First line indented Do not indent first line of a paragraph 

p. 3 fourth para. 

 

SPE. used “affect” instead of 

“effect” 

Learn to use “affect” as a verb and “effect” as a 

noun 

p. 3 fourth para. 

 

GRA-p. missing a comma 

 

Use commas to both open and close an 

appositive that is in the middle of a sentence 

p. 3 fourth para. 

 

SPE. again, used “affect” instead of 

“effect” 

Learn to use “affect” as a verb and “effect” as a 

noun 

p. 3 third heading FOR-txt. Font family is wrong Use Aria for all heading level titles 

p. 3 third heading FOR-txt. Font size is wrong Make level-3 headings size 12 

Make sure you put fill out this section with the 

assignment name (the one you are correcting), 

your name, the class section, and the date you 

finish or submit the corrections. 
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Page element Error code and specific error How to correct the error 

p. 4 third para. 

 

GRA-p. An unnecessary comma 

before a dependent clause 

Do not add a comma before dependent clauses 

starting with “because” 

p. 4 third para. 

 

GRA-h. Missing hypen in 

compound adjective 

Study section 5 in the Usage Guide to learn 

when to use hyphens. 

p. 4. Closing COM. Left off contact information Make sure memos have my contact information 

in the Closing section 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure you put your name in the page header. 


