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      IT’S NEVER TOO EARLY OR LATE TO FULFILL YOUR DESTINY. My writing handbook, for Engineering, Technical, and English as Second Language professionals, will enhance your written and verbal communications skill set. After reading this book and using the examples, you will be able to attract and retain clients. The concise but effective guidelines in the handbook will ensure your business grows to its full potential. However, you will have to work hard to achieve your goals. Success, unlike oatmeal, isn’t instant!

      

      “This book gives clear writing guidelines—keep it concise and simple.”  — Kelly, PE

      

      “Joan has compiled a fine communications guide. If you’re looking for a concise reference to help you with your verbal and written communication skills, The Write Rules is for you.”  — Steven, French teacher

    

  


  
    
      
        
          
          

          
            Foreword

          

        

      

    

    
      With the passage of time the population of engineers for whom English is a second language has increased to the point where they exceed the native English speakers. This has created a situation where it has become difficult for these individuals to express themselves. Therefore, additional training and reading is required to increase their proficiency with the English language—written and spoken.  An engineer who can’t communicate his or her findings to a client is ineffective.

      

      I hope this book will help to ameliorate this situation.

      

      
        
        Ivan Ramirez, BE, MS, Licensed Professional Engineer- NY and NJ, Certified Building Inspection Engineer
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            Using the Writing Rules Properly

          

        

      

    

    
      PARTS OF SPEECH

      Nouns (naming words) – Nouns come in abstract and concrete forms. They are the most common part of speech.

      An abstract – home

      A concrete – house

      A person – teacher

      A specific person – Maggie

      A place – city

      A specific place – New York City

      A thing – television, shirt, chair

      An idea – happiness, sadness, peace

      A quality – bravery

      

      
        	New York City is my home.

        	Robert evaluated the chair.

        	Frances believes in peace.

        	The report is ready for distribution.

      

      

      Pronouns - replaces a noun to make sentences shorter and clearer

      A person – he, her

      A group of people – they, them

      A thing or a place – it

      

      
        	He lives in New  York City

        	They vacationed at the beach.

        	It stopped working last night.

      

      

      Adjectives – describes a noun, limits a noun. It is a modifier of a noun or pronoun. Adjectives make the meaning of a noun more precise

      A person – big, small, brave, honest

      A place – large, beautiful, busy, complex

      A thing – heavy, light, colorful

      

      Any of the adjectives used as examples above could be used with any nouns or pronouns.

      
        	I don’t like loud music because it gives me an earache.

        	Honest Mark can always be counted on to get the job done.

        	Yellow paint is required for the warning sign.

      

      

      Verbs – State an action, an occurrence, or a state of being. Without a verb, you cannot make a sentence.

      Action – walk, play, go, come, do

      Occurrence – happen, became

      State of being – be, is, are, feel

      

      
        	Turn left at the signal.

        	After passing the exam, he became a certified engineer.

        	Joe and Sam are business partners.

        	Cyd hates to eat alone.

      

      

      Adverbs - Describe, limit an adjective, a verb, or another adverb. Adverbs make language more precise by describing how something happens.

      
        
        When? – Joseph always arrives early to work.

      

        

      
        How? – Carolyn manages her team well.

      

        

      
        In what way? – He is talking slowly so she can understand what he’s saying

      

        

      
        To what extent? – He performed the work rapidly.

      

      

      Be careful not to overuse adverbs.

      

      Prepositions  - Are words that relate words to each other in a phrase or sentence. Prepositions show the relationship between a noun or a pronoun with another word in the sentence.

      Typical examples: in, on, under, over, at, to, by, off

      
        	He sat on the chair

        	Freda found the eraser in the cup on the desk.

        	She drove over the bridge.

        	Badu found the missing watch at the beach.

        	The book belongs to Mark.

        	The loud noise came from within the stadium. (double preposition)

      

      

      Conjunctions – Words that connect parts of a sentence. They connect words or groups of words.

      Common conjunctions are: And, But, Or, So

      
        	I tried to hit the nail, but hit my thumb instead.

        	Jessie bought a bike for commuting to work.

        	You can have watermelon or peaches.

        	My mother always worked two jobs so we could afford the things we needed for school.

      

      THE DETERMINERS 

      Articles

      “a” and “an” are general

      “the” is specific

      
        	Robert has a book in his hand. (Use “a” before a consonant “b” sound.)

        	An apple a day keeps the doctor away. (Use “an” before a vowel “a” sound.)

        	I want the computer I saw in the window.

      

      

      Possessive (your, his, her, my, their, our)

      
        	I want your vote to count in the next election.

        	His shoelaces are always untied.

        	My mother gave me a lot of her advice when I was a child.

        	Their unit will be shipping out next month.

        	Our only hope of escape is through her window.

      

      COMMON GRAMMAR MISTAKES

      Noun-Verb Agreement

      
        
        Wrong: Writing and speaking is two important forms of communication.

      

        

      
        Correct: Writing and speaking are two important forms of communication.

      

        

      
        Explanation: There are two nouns—writing and speaking—so you need the plural verb “are.”

      

      

      

      Sentence Fragment

      
        
        Wrong: Marcus has arrived. In the house.

      

        

      
        Correct: Marcus has arrived in the house.

      

        

      
        Explanation: You need to complete the action of Marcus to show he is in the house.

      

      

      

      Run-on Sentence

      
        
        Wrong: You know what a dictionary is. It has a lot of definitions.

      

        

      
        Correct: You know that a dictionary has a lot of definitions of words.

      

        

      
        Explanation: A run-on sentence is a disconnect in a complete thought. Combine them to make one sentence that expresses what you want to say.

      

      

      Misused Article

      
        
        Wrong: He called a hour ago

      

        

      
        Correct: He called an hour ago.

      

        

      
        Correct: He said to call an hour (H here is a soft sound—don’t pronounce it) before midnight.

      

        

      
        Correct: I have decided to write a paper (P is a hard consonant—pronounce it) on hurricanes.

      

        

      
        Explanation:  When you have a consonant “h” that has a soft sound, you must use the article “an.”

        “A” is used before words starting in hard consonant sounds (sounds that you can hear) and “an” is used before words starting with vowel and vowel-like sounds: a, e, i, o, u. NOTE: “h” has a vowel-like sound.

      

      

      

      Possessive Use

      
        
        Wrong: Ricks editor didn’t like his article.

      

        

      
        Correct: Rick’s editor didn’t like his article.

      

        

      
        Explanation: When you have a possessive, you must use the apostrophe (‘)

      

      

      

      Split Infinitive

      
        
        Wrong: I decided to regularly use my calculator to balance my checkbook.

      

        

      
        Correct: I decided to use my calculator on a regular basis to balance my checkbook.

      

        

      
        Explanation: Infinitives go together. Don’t split them.

      

      

      NEVER USE: To regularly buy

      ALWAYS USE: To buy on a regular basis or To buy regularly

      PUNCTUATION 

      Commas

      

      Use commas between proper names and titles.

      

      The German writer, Hermann Hesse, is a favorite with college students.

      

      Use commas to separate parts of an address.

      
        	The Director comes from Chicago, Illinois and now lives in London, England.

        	The fire started at Joe’s Clam House, 1923 Seventh Street, Los Angeles, California and spread throughout the neighborhood.

        	I live on Mulberry Street in downtown Atlanta, Georgia.

      

      

      Use commas to separate items.

      

      The colors were red, white, and blue; green, white, and orange; and red, yellow, and gray.

      

      NOTE THE ABOVE SENTENCE: You need semicolons due to internal punctuation with a series.

      If this isn’t clear, take the sentence apart:

      red, white, and blue;

      green, white, and orange;

      red, yellow, and gray

      

      Use commas after introductory terms that express time.

      

      Examples:

      
        	Yesterday, I flew to Paris and had dinner at a charming bistro.

        	Today, I am going to finish the project.

        	Tomorrow, I am going to apply for a driver’s license. (Note the apostrophe with the possessive.)

      

      

      Periods

      

      A sentence within a sentence is punctuated according to the needs of the longer sentence.

      

      Example: “I’ll pass this exam,” she said (but was not really certain that she would).

      

      Quote Marks

      

      If a sentence contains a quotation, the comma goes INSIDE the closing quotation mark.

      

      Examples:

      “To be or not to be,” Hamlet stated.

      “You are a fool to think he didn’t rob the bank,” the manager said.

      

      Terms of Reference

      p.=page

      pp.=pages

      

      Apostrophe

      

      
        
        One person: The sales representative’s commission

      

        

      
        Plural: Those are the technicians’ tools.

      

      

      
        
        DO NOT use IT’s when you mean ITS

        IT’S = IT IS

      

      

    

  


  
    
      
        
          
            Chapter Two

          

          
            Common Writing Errors

          

        

      

    

    
      SIMPLIFY TERMS, WORDS, AND SENTENCES

      Use Simpler Terms

      
        
        Wrong: If we don’t expound in terminology everyone comprehends, there will be massive miscommunication.

      

        

      
        Correct: We should explain in clear English so everyone will understand.

      

        

      
        Explanation: Don’t get fancy when trying to convey a message. Write in clear, concise terms.

      

      

      

      Repeated Words

      
        
        Wrong: Who can forget Springtime Paris when the weather changes in the spring?

      

        

      
        Correct: Who can forget Paris in spring weather?

      

        

      
        Explanation: Don’t repeat words that mean the same thing: springtime=spring.

      

      

      Also, use lower case for spring.

      

      Don’t Split The Pairs

      
        
        Wrong: The shipment will EITHER arrive on Monday OR Wednesday.

      

        

      
        Correct: The shipment will arrive EITHER on Monday OR Wednesday.

      

        

      
        Explanation: Do not split Either/Or and Neither/Nor phrases.

      

      

      

      Never End a Sentence with a Preposition

      
        
        Wrong: The man whom I spoke with wasn’t the one I had been referred to.

      

        

      
        Correct: The man I spoke to wasn’t the one to whom I was referred.

      

      

      

      Never Repeat Words

      
        
        Wrong: The unit contains 232 units.

      

        

      
        Correct: The facility contains 232 units.

      

      

      

      Never Use Double Negatives

      
        
        Wrong: The engine had hardly no systemic care.

      

        

      
        Correct: The engine had only a little systemic care.

      

      

      WATCH VERBS AND HOW THEY WORK

      Always Use Active Verbs

      
        
        Wrong: The agreement was broken by the partners.

      

        

      
        Correct: The partners broke the agreement.

      

      

      

      Subject and Verb Tenses Must Always Agree

      
        
        Wrong: The solution are easy.

      

        

      
        Correct: The solutions are easy.

      

      

      

      Never Switch Verb Tenses

      
        
        Wrong: I was at home because I am sick.

      

        

      
        Correct: I was home because I was sick.

      

      

      

      Do Not Make Verbs Out of Nouns

      
        
        Wrong: He detailed the negative aspects of the speech.

      

        

      
        Explanation:  Detail is a noun

      

        

      
        Correct: He explained the negative aspects of the speech.

      

      

      

      Do Not Use an Adjective as an Adverb

      
        
        Wrong: This computer obsoletes all others.

      

        

      
        Correct: This computer is obsolete.

      

      

      COMPARISON OF ADVERBS AND ADJECTIVES

      
        
          [image: table comparing adverbs and adjectives by positive, comparative, and superlative. Example: strong, stronger, strongest]
        

      

      For example:

      1.	Wilson is the best of the lot.

      2.	Ben is the fastest runner on the team.

      

      
        
        NEVER SAY: John acted caringly.

        READ OUT LOUD TO SEE IF IT MAKES SENSE.

      

      

      
        
        SAY: John acted in haste.

        SAY: John acted with care.

      

      

      

      GOOD and WELL

      Good is always an adjective.

      Well is always an adverb.

      

      Examples:

      1.	He is a good student.

      2.	He works well.

      

      VERY

      Don’t use this unless it is a serious situation.

      

      Examples:

      
        
        1.	I am very sorry for your loss.

        2.	I am very concerned about my son’s grades.

      

      

      AVOID NEEDLESS REPETITION

      
        
        Wrong: The provision of Section 5 provides for a union shop.

        Correct: Section 5 provides for a union shop.

      

        

      
        Wrong: The assignment of training the ineffective worker is an assignment we must carry out.

        Correct: Training the ineffective worker is a crucial assignment.

      

        

      
        Wrong: In my opinion I think that the plan is sound.

        Correct: The plan is sound.

      

        

      
        Wrong: He reported for work on Friday morning at eight o’clock in the morning.

        Correct: He reported for work at eight o’clock in the morning.

      

      

      

      RULE: WRITE OUT NUMBERS FROM ONE TO NINE.

      There were five grids to analyze.

      She found nine errors in the document.

      The

      
      

      
      
        
      

      

      
      

      
        
        
        
      

        

      
        
        
      

      

      USE ACTIVE VOICE
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Disclaimer: This handbook is intended to help individuals in Engineering
and Technical industries and English as Second Language professionals
enhance their client rosters. Its contents are not a guarantee of same.

Only perseverance can accomplish that task. So study and write on.
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