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Rule Sheet for Proofreading & Revising

1. Run-On: a run-on sentence is two or more sentences improperly combined (e.g., I like you, you like me).



Note: Four ways to correct a run-on are by using a period, semicolon, comma and 

conjunction, and dependent clause. 

2. Fragment: A fragment is a piece of a sentence, one that is missing a subject, a predicate, or both.  (e.g., Walking down the hall in my new shoes).

3. Choppy Sentences: Choppy sentences are sentences that need to be combined.  (e.g., I like Mr. Smith.  He is my friend).

4. Apostrophes:  Apostrophes are used to show possession or to indicate a contraction.  (e.g., Mary’s book doesn’t have a cover).

5. Semicolons:  Semicolons are primarily used to separate two sentences (two independent clauses) or equal weight.  (e.g., I went to Europe; she went to Texas.)

6. Comma for Introductory Word Group: A comma is used to set off an introductory word group from the rest of the sentence.  (e.g., As soon as the bell rings, the teacher will pass out the tests.)

7. Omission of Comma for Compound Verb: A comma is not used to separate a compound verb.  (e.g., She ran and jumped.)

8. Subject-Verb Agreement: Subjects should always agree in number with their verbs.  (e.g., The list of students is in alphabetical order.)

9. Pronoun-Antecedent Agreement: Pronouns should always agree with their antecedents, the words to which the pronouns refer.  (e.g., Each one of the girls did her best work.)

10. Unclear Pronoun Reference: A pronoun with no clear antecedent is said to have “unclear pronoun reference.”  (e.g., After Jill called Beth, she felt sad).  Note: we don’t know who felt sad – Jill or Beth.

11. Incorrect Pronoun Case: Pronouns must be in the nominative, objective, or possessive case, depending on their use in the sentence.  (e.g., She makes more money than I.).    Note: This sentence implies “more money than I do.”

12. Restrictive vs. Nonrestrictive Clauses: A comma is used to set off nonrestrictive (nonessential) clauses from the rest of the sentence.  (e.g., Mary, who is my best friend, is president of the class).  Note: We really don’t need the adjective clause “who is my best friend.”

13. Parallel Structure: The rule of expressing ideas in similar terms (all nouns, all verbs, etc.) is called parallel structure.  (e.g., I like fishing, boating, and camping).  Note: it would be incorrect to write “I like fishing, boating, and let’s go camping.”

14. Incorrect Omission: Omitting a word required for proper grammatical construction is called incorrect omission.  (e.g., I have enjoyed and will always enjoy reading a good book).  Note: It would be incorrect, for instance, to omit the word “enjoyed”.

15. Redundancy: Redundancy is unnecessary repetition of words or phrases.  (e.g., It is 2 A.M. in the morning.)  Note: the words “A.M.” and “in the morning” mean the same thing.
16. Illogical Comparison: Illogical comparison is comparing dissimilar concepts.  (e.g., His notes are better than Bill).  Note: his notes are not better than Bill.  His notes are better than Bill’s notes.

17. Error in Verb Form: An error in verb form occurs when an incorrect past tense or past participle is used.  (e.g., I brang the note to class).  Note: the word “brang” is not the past tense of “bring.”

18. Dangling Modifier: A dangling modifier occurs when a word or phrase has nothing in the sentence to modify.  (e.g., Walking down the street, a dollar bill was found).

19. Note: The dollar bill was not walking down the street.

20. Double Negative: a double negative occurs when two negative words are used in the same sentence (e.g., I don’t have no money).  Note: The words “scarcely” and “hardly” are also considered “negative” words.

21. Is When/ Is Where Construction: Something that is not a time or place should not be defined as a time or place. (e.g., A real date is when someone pays for your meal.)

22. Comma for Direct Address: A comma should be used to separate a noun of direct address.  Note the difference:  It’s time to eat, Grandma.  Vs. It’s time to eat Grandma.

23. Hyphen for Compound Adjective: Use a hyphen in a compound adjective, two or more words working as one modifier in the sentence.  (e.g., sweet-smelling perfume, salt-filled air).

24. Adverb Usage: Use adverbs to modify verbs, adjectives, and other adverbs.  (e.g., Mother cooks WELL (not good!).  She’s REALLY (not real) successful.)

25. Verb Tense Consistence: Do not shift verb tense without reason.  If one verb is in present tense, all verbs must be in present tense unless a change in time is necessary.  (e.g., She picked up her doll as soon as she got (not gets) out of bed.)
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