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Definition of Essay 

• A short piece of writing on a single or specific 
subject is called an essay. Minimum paragraph 
numbers for an essay is 3: Introduction, Body 
Paragraph, and Conclusion.  
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The Difference between a Paragraph 
and an Essay 

Introduction 
(Thesis Statement) 

3 Paragraph Body 
(Supporting Paragraphs) 

 Concluding Paragraph 

Topic Sentence 

3 Supporting Sentences 

Concluding Sentence 

Paragraph Essay 

A paragraph is essentially a mini essay. You 
need to expand each part of a paragraph to 
form an essay. Look at the picture below 
and what each part of a paragraph changes 
into in an essay.  
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Argumentative Essay 

• In an argumentative essay, you need to collect valid data 
and evidence to prove a point and show your position on a 
topic while stating the opponents’ claims and refuting 
them. Below are some of the key words used to show that 
you need to write an argumentative essay:  
 
– Discuss “X” 
– Do you agree or disagree with “X”? Give your reasons. 
– Defend or refute “X”. 
– Do you think at “X” is valid? Defend your position. 

 
– Example: Foundation Program at Qatar University should be 

reduced to 1 year instead of 2 years.  

What should an argumentative essay look like? 
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Argumentative Essay Organizational 
Pattern 

• Introduction and thesis statement: Give a background 
about what the Foundation Program is then state your 
position by saying; for example, “Foundation program 
should be reduced to one year instead of two years 
because of ……..A……, ……B………, and ……….C……… .  

• Paragraph 1: Details and supports for point A. 
• Paragraph 2: Details and supports for point B. 
• Paragraph 3: Details and supports for point C. 
• (Paragraph 4): The opposition group’s reasons. Refute 

these reasons with valid, justified reasons of yours. 
• Conclusion: Restatement of the thesis statement.  

Read an argumentative essay sample. 
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Sample Argumentative Essay  
    A University in Every Town 
 
 The Turkish government is planning to open 15 new universities in developing provinces of Turkey. This is  a 
response to pressure coming from local MPs who in turn voice the demands of their constituencies. However, while the already 
existing 85 universities are wrestling with financial and academic difficulties, it does not seem to be a good idea to add new 
universities to the system of higher education. 
 First of all, the new universities will experience staffing problems. That is, they will have difficulty finding  faculty 
that is qualified to teach in these budding universities. In our country the number of academicians who meet the academic 
requirements is limited. New universities will have two choices: either to draw from the existing pool or to employ under qualified 
people. To attract those instructors from other universities they will have to offer attractive incentives . However, since these will 
be state universities they will not have the necessary funds and most academics will be unwilling to go to small town universities 
where academic and life standards are below par. The only venue open to these universities will be to employ local professionals 
or under qualified instructors. The inevitable result will follow: a drop in the quality of education. 
 In addition to recruitment problems, small town universities will have financial difficulties. The funds allocated to 
them by the state will not be enough to build from scratch all the facilities that make a university a "real university". A university is 
more than a few classrooms. Students will need dorms, gyms, cafeterias, sports facilities, labs and computers for their academic 
and social development. How many new universities can claim to have only a few of these facilities on their campuses? The result 
will be a small town "university" which consists of a sole building that houses classrooms and offices, and nothing more. 
 It is argued that the establishment of a university in a developing town will contribute to the development of local 
culture, community and  economy. However, if a university is wrestling with staff recruitment problems, or if it cannot solve its 
financial difficulties it means that it cannot be of any help to the local community or economy either. It will only employ a few 
locals, provide substandard education to a few local youth, and it will not fulfill the the aim for which it was initially established. 
 Universities are institutions of higher education and they need to provide education to satisfy certain standards. In 
order to provide such quality education they need to have  qualified teachers and must  provide minimum social and academic 
facilities. Since  funds are limited, we should raise the standard of our existing universities first. Only after that, should we invest in 
establishing new ones. 
  

http://www.buowl.boun.edu.tr/students/types%20of%20essays/argumentative/sampleargessay.htm  
 

Learn Useful Transition Words for Argumentative Essay. 
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Useful Transition Words for 
Argumentative Essay 

• Therefore 

• For this reason 

• It follows that 

• As a result 

• Because 

• However 

• Consequently 

 
Give one strong reason why or why not Foundation Program’s 
length should be shortened using one of the above transition 

words.  
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Do’s and Don’ts of an Argumentative 
Essay 

  
Write about the opposition’s ideas to 
show that you are not biased 
 

Attack claims and ideas, not people. 

Refute your opposition’s claims by giving 
logical, strong evidence. 

Do not use negative language to refer to 
your opponents. 

Bring facts, statistics, strong evidence to 
support your claim. 

Don’t say “I think” or “I believe”… . 

Table of Contents 



Cause and Effect Essay 

İn a cause and effect essay you should explain the causes (reasons) or the 
effects (results) of an event. If the event causes another event and that event 
is the cause for another one, etc., this is called a chain effect.  
  
When  you write a cause and effect essay, try to keep your points to 2 or 3- 
each one of these should be discussed in a different paragraph.  Below are 
some key words that show you need to write a cause and effect essay.  
 

– What are the causes of “X”? 
– What led to “X”? 
– Why did “X” happen? 
– Why does “X” happen? 
– What would be the effects of “X”? 

 
– Example:  

• Write an essay on why more and more students are dropping Foundation courses? 

What should a cause and effect essay look like? 
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Cause and Effect Organizational 
Pattern 

• Introduction and thesis statement : “Foundation Program is a 
program at Qatar University which helps students close the gap 
between high school and college by improving their English, math, 
and computer. Although this program promises to help the 
students, more and more students are dropping out of it 
because………A………., ………………B………….., and …………C……… . “ 

 
• Paragraph 1: Discusses A with reasons and support. 
• Paragraph 2: Discusses B with reasons and support. 
• Paragraph 3: Discusses C with reasons and support. 
 
• Conclusion: A summary of A, B, and C and restatement of the thesis 

statement. “The popularity of the Foundation Program with the 
student has severely suffered because of its ………..A……….., 
………….B………………., ……………C………………. .” 

Read a cause and effect essay sample. 

Table of Contents 



Sample Cause and Effect Essay  
                EFFECTS OF WATCHING TOO MUCH TV 
  
 Discoveries and invention of devices  are always welcome till we, humans, find a way to abuse its benefits and be 
adversely affected by it. This was the case when Wilhelm Roentgen discovered x-ray and within five years, the British Army was 
using a mobile x-ray unit to locate bullets and shrapnel in wounded soldiers in the Sudan. TV was also invented with positive 
thoughts in mind – there would be no national borders, education and communication would be worldwide, etc. However, we are 
now trying to overcome its physiological and psychological adverse effects on human beings. 
  
 One of the physiological effects of watching TV in excessive amounts is eye-strain. It is true that there are 
specifications for watching TV; TV should be 5 m. away from the eye, the room should be adequately lit, TV should be placed at 
the same height with our eyes, etc. However, these do not prevent our eyes from getting tired if we keep watching TV for a long 
time. Another effect is obesity, which is widely observed in people who like watching TV and eating snacks  everyday (there is 
even a term “TV snacks” to refer to fast food that is suitable for eating in front of the TV). TV is such a powerful machine that 
people cannot get away from it – it is addictive.  
  
 Apart from the physiological effects, TV also causes psychological effects. One  is a result of being exposed to 
violence. After seeing so many violent scenes on TV, people start considering violent actions normal and they lose their sensitivity 
to their environment. Partly connected to this effect, the interpersonal communication among people decreases. Being insensitive 
to the suffering of other people causes people to become alienated. Also, after coming home from work people seek to relax in 
front of the TV, and generally people prefer watching TV to talking to each other. This issue is very important since lack of 
interpersonal relationships mostly end with divorces.  
  
 Shortly, inventions are meant to be beneficial for human beings, if we know how to benefit from them. TV is one of 
such inventions that need to be used for the right purpose only – being educated and entertained for a reasonable (according to 
age) period of time. We may, then, be safe from or at least reduce the adverse physiological and psychological effects of watching 
too much TV.  
  
 Written by Oya Ozagac, September 2004 
  

http://www.buowl.boun.edu.tr/students/types%20of%20essays/Cause%20and%20effect%20Essay.htm  

Learn Useful Transition Words for Cause and Effect Essay. 
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Useful Transition Words in Cause and 
Effect Essay 

• Because 

• Consequently 

• Therefore 

• For this reason 

• As a result 

 

 Choose one of the following topics and write 3 causes for them. Then, write 
a sentence about one of the causes using one of the above transition words 
 
-Global warming 
-Economical crisis in the Emirates 
-Students’ lack of motivation in the Foundation Program. 
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Process Essay 

• In a process paper you either write about the steps the 
reader needs to take to do something, or you describe 
how something is done. If you see the following key 
words in your prompt, be sure to write a Process Essay. 

 
– Describe how “X” is done. 
– List the steps involved in (preparing) “X”. 
– Explain what happened in “X”. 
– What is the procedure involved in (preparing) “X”? 

 
– Example: 

• Write an essay describing the steps in preparing for Eid Al Adha. 
 

What should a process essay look like? 
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Process Essay Organizational Pattern 

• Introduction and thesis statement: “Eid Al 
Adhha is the most important religious holiday 
celebrated by the Muslims around the world. 
In my family we always prepare for the Eid by 
…….A…………., …………B………, ……….C………, etc. 

• Body: Describes all these steps in some 
details. 

• Conclusion: Restatement of the introduction.  

Read A Process Essay Sample. 
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Sample Process Essay  

              Kool-Aid, Oh yeah! 
 
 It has been said that Kool-Aid makes the world go 'round. Let it be advised, however, that without the proper tools 
and directions, the great American beverage is nothing more than an envelope of unsweetened powder. There are five simple 
steps to create this candy-tasting concoction.  
 Picking the proper packet of flavoring is the first step in making Kool-Aid. Check the grocer's shelf for a wide variety, 
ranging from Mountain Berry Punch to Tropical Blue Hawaiian. If it is a difficult decision for you, knock yourself out and buy two. 
The packets usually run under 65 cents.  
 After choosing the flavor that best suits your taste buds, the second step is making sure that your kitchen houses 
some necessary equipment for making the Kool-Aid. Find a two-quart pitcher. Plastic is nice, but glass pitchers allow the liquid to 
shine through and add festive coloration to any refrigerator shelf. Next, find a long-handled wooden spoon, a one-cup measuring 
cup, a water faucet that spouts drinkable water, usable white sugar, and an ice cube tray full of ice. Then, you are ready to mix.  
 Third, grab the left edge of the Kool-Aid packet between your thumb and index finger. With your other hand, begin 
peeling the upper-left corner until the entire top of the envelope is removed. Next, dump the contents of the envelope into the 
pitcher. Notice how the powder floats before settling on the bottom of the pitcher. Then, take the measuring cup and scoop two 
cups of sugar into the pitcher as well. At this point, adding the water is a crucial step. Place the pitcher under the water faucet and 
slowly turn on the cold water. If the water is turned on too quickly, powder will fly all over when the initial gusts of water hit. After 
the pitcher is filled within two inches of the top, turn the water off and get prepared to stir. With the wooden spoon submersed 
three-quarters of the way in the liquid, vigorously stir in a clockwise motion until all of the powder is dissolved. Taste it. If the 
Kool-Aid is not sweet enough, feel free to add more sugar.  
 Fourth, when you are finished seasoning the Kool-Aid to your liking, rinse off the spoon and the measuring cup. 
Take a glass from the cupboard. An eight-ounce glass is usually sufficient. But stronger thirsts might prefer a 32-ounce mug. Add 
ice and then fill the glass with Kool-Aid. Find a comfortable chair, put your feet up, and drink away. After all, Kool-Aid makes the 
world go 'round. 
   

http://leo.stcloudstate.edu/acadwrite/process.html  

 

Learn Useful Transition Words for Process Essay. 
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Useful Transition Words in Process 
Essay 

• First, second, third, etc. 

• Next 

• Then 

• Following this 

• Finally 

• After this 

 
Can you name 3 steps you take to prepare for Eid Al Adha? 
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Comparison and Contrast Essay 

In a Comparison and Contrast essay, you either examine the 
similarities (comparison) or differences (contrast) between 
two subjects. A Comparison or Contrast essay can be written 
in a block arrangement or a point by point format. The 
following key words let you know that you need to write a 
Comparison/ Contrast essay. 

 
– How does “X” differ from “Y”? 
– Compare “X” and “Y”. 
– What are the advantages and disadvantages of “X” and “Y”? 

 
– Example: 

• Which would you rather study at--Qatar University or College of North 
Atlantic? 

 Look at the Block Arrangement for Compare and Contrast Essay. 
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Compare and Contrast Organizational 
Pattern (Block or Subject-by-Subject) 

• Pattern 1 

 

I. Qatar University 

   A. Advantages 

    B. Disadvantages 

 

II. CNAQ 

    A. Advantages 

    B. Disadvantages 

 Look at the Point by Point format for Compare and Contrast Essay. 
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I. Advantages 

  A. Qatar University 

  B. CNAQ 

 II. Disadvantages 

  A. Qatar University 

  B. CNAQ  

 
Learn Useful Transition Words for Compare and Contrast Essay. 

Compare and Contrast Organizational 
Pattern (Point-by-Point) 
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Useful Transitional Words in Compare 
and Contrast Essay 

• On the other hand 

• Similarly 

• Yet 

• Unlike A, B… 

• likewise 

• But 

 
Write 2 sentences (one comparison, one contrast) for the 2 
mentioned universities. Use 2 of the transition words above. 
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Pre-Writing 



Pre-Writing Techniques 

Before you start writing an essay, try to choose 
one of the following pre-writing techniques. 
They save time and help you develop a very well 
balanced and organized essay.  

Brainstorming 

Free-writing 

Mind Mapping and Clustering 

The Journalist’s Questions 

Cubing 
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What is brainstorming? 

• Brainstorming is a very good way to prepare 
yourself for writing an essay. As the name 
indicates, it looks like a storm of different ideas 
in your brain. 

• These ideas don’t need to be related or 
polished. 

• Brainstorming can be done individually or with a 
group, but you will most likely need to do an 
individual brainstorming for a classroom 
assignment. 

• Brainstorming often helps you come up with very 
creative ideas.  

 

 

Learn How to Brainstorm. 
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• For 5 minutes write whatever comes to mind, words or phrases 
regarding the topic. Keep writing until your time is up.  

 

• Don’t worry about grammar, spelling, or whether this idea is crazy or 
not.  

 

• Check the list and put a star next to the words that stand out and 
seem more important than the others. Write down your ideas so that 
you don’t forget them.   

  
• Finally, see if any of the items on the list can be grouped together 

under a bigger umbrella to form a good thesis statement for your 
essay.  
 

How to Brainstorm 
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Free-writing 

• Free-Writing is another good technique in your pre-writing 
stage.  

 

• Give yourself a limited time. You are free to write about 
anything. 

 

• Even if you cannot think of anything write “I cannot write” or 
anything else until something comes to your mind.  

 

 

• Don’t focus on spelling, grammar, or punctuation.  
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Clustering/Mind Mapping 
 

• Clustering and Mind Mapping are more organized than free-
writing or brainstorming.  

 

• You need to have a map of where you are going with your 
thoughts. Anything you write down should be in line with the topic 
of your assignment.  

 

• Write the topic in a circle or rectangle in the middle of your paper 
and draw lines to other circles or rectangles with ideas related to 
your topic. 

 

• While mind mapping is more useful for chapter reviews, test 
preparation, and organizing, clustering is a good tool for short 
entries or essays. It should take no longer than 2 minutes to do. 
 
 See Examples of Mind Mapping , Clustering, and Venn Diagram.  
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Advantages of 
University Education   

Social 

Educated 
circles 

communities 
Respect 

Economical  Personal 

 
Good job

  

scholarship 

 
Self-esteem

  

 
Confidence 

  
 intellectual 

growth  
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Venn Diagram 

• Venn Diagrams have been used to compare and 
contrast two things or two groups of things. We 
always put the similar qualities of these two 
objects in the overlapping circle and the different 
qualities in the areas around it.  

• Normally, people draw a rectangle around the 
Venn Diagram and call it a universe (object they 
are dealing with, such as vehicles, animals, etc.), 
but we will only stick to the two circles in 
prewriting for our essays. 

 See An Example of Venn Diagram.  
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Venn Diagram Sample 

CAN-Q QU 

College    University 
 
Co-educational In Doha  Segregated 
 
Only Canadian teachers  First Higher                      All nationalities 
  Educations 
 
   Expensive Tuitions Accredited              Affordable tuitions 
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The Journalist’s Questions 

• Journalists often ask the following questions to 
make sure they have covered the story from every 
possible angle. We can use the same questions 
while writing an essay. 

 

• Who?  

• What?  

• Where?  

• When?  

• Why?  

• How?  
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Cubing  

 
 

Describe 

Compare 
A

sso
ciate

 

A
n

alyze
 

     Apply 

Argue 

By using this technique, you can look at your topic from six different angels. 
Try to see if by doing any of these to your topic, you can come up with 
interesting ideas to write about.  
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Outline 

• An outline is a  rough draft or summary of 

the main features of a given topic. 

 

• A good outline should have the four 

following characteristics:  
– parallelism,  

– coordination,  

– subordination, 

– division 
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Outline: Parallelism  

• Parallelism means that all the head topics in an outline should 
agree in from, i.e., if you use a noun in the first head, the rest 
should be nouns, if you use a verb, the rest should be verbs, 
etc. 

 

• Example 1:   
A. Books 

B. Videos 

C. Audios 

 

• Example 2: 
A. Reading books 

B. Watching Videos 

C. Listening to Audio books 

 
 

Table of Contents 



Outline: Coordination 

• Coordination means that all the items in the 
outline should have the same importance or 
value. 

 

• Example (correct coordination): 
A. Lung Cancer 

B. Liver Cancer 

C. Gum Cancer 

• Example (Incorrect Coordination): 
A. Lung Cancer 

B. Liver Cancer 

C. Diabetes  
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Outline: Subordination 

• Every outline has major and minor headings. You 
should always go from the more general to more 
specific. But remember that each subdivision should 
have the same relationship to the whole. 

• Example (Good subordination) 
A. Caners 

 1, Lung 

 2. Liver 

B. Tumors 

 1. Brain 

 2. Stomach 

• Example (Bad subordination) 
A. Cancers 

 1. Lung 

 2. Painful 

 3. Fatal 
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Outline: Division 

• If you want to divide a part of an outline, you 
should have at least two levels. There should 
never be an A without a B, or a 1 without a 2. 

 

• Example: 
 

A. Computers 

 1. Hardware 

 2. Software 

B. Computer uses 

 1. Personal 

 2. Professional 

Read about Forms of An Outline. 
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Forms of an outline 

• Topic 

• Sentence 

 

• Whatever form you decide to use, be 
consistent. Don’t switch between the forms.  

 

• The outline can also be written in 

• Alpha-numeric form or  

   Decimal form (mainly used for scientific or 
technical essays) 

Read Some Sample Outlines. 
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Writing An Outline  

 

• You can use the following website to help you 
write a nice outline and put in your thoughts 
and thesis statement. 

 

• http://interactives.mped.org/view_interactive
.aspx?id=722&title= 
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Writing 



Introductory Paragraph 

• The first paragraph of your essay is called the introductory 
paragraph. You should do your best to make your reader interested 
in your essay by using one of the following attention grabbers:  
 

• an interesting fact   
• shocking statistics 
• anecdote (personal experience) 
• controversial question 
• famous quotation  

 
• The following sentences in your introduction should get the reader 

prepared for your Thesis Statement . 
 

Look at an introductory paragraph sample. 
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Introductory Paragraph Sample 

• Smoking cigarette has always been an issue of 
hot debates in societies. Many people believe 
it is just a harmful habit for those who smoke 
and the people around them. Smoking 
cigarette can cause a lot of physical, 
economical, and social damage. 

Introduction 
Thesis 

Statement 

Read about Thesis Statement. 
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Thesis Statement 
 

• It shows: 
 

 
 
 
 
 
 

• Your thesis statement serves as the map for your paper.  
• In your thesis statement, be like a news reader and give only the 

title of the issues you are going to talk about. Look at this example: 
 

  Smoking cigarette can cause a lot of physical, economical, and 
social damage. 

 
 

What YOU think about the 
topic and want to persuade 

others to agree with you.  

you need to have enough evidence to 
support it. 

Others might disagree with you, so  

What does a good thesis statement look like? 
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A Good Thesis Statement  

• Answers the questions “how” and “why 

• Makes some groups disagree with you 

• Is clear. It just doesn’t say something is “bad” 
or “good”. 

• It does not mention the first person. (In my 
opinion,” “I believe”) 

 

 
What does a bad thesis statement look like? 
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A Bad Thesis Statement 

• Doesn’t say anything about the position of the 
writer on the topic. (We don’t know if s/he is 
against it or for it) 

• Wants to talk about many unclear ideas at the 
same time. 

• Talks about something that everybody agrees. 

 

Take a quiz on Thesis statement.  
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Quiz 
Decide which of the followings is a bad/good 

Thesis Statement. Give reasons.  

• I am going to tell you about the Aspire Sport city. 

• There are a lot of stories about “Jinn”. 

• Deadly accidents in Doha still occur because the 
traffic rules are not strong enough.  

• There are some negative and positive aspects to 
living in Al-Wakra. 

• In order to motivate the students to study better, 
the co-education system should be introduced at 
Qatar University. 

 Read the Answers to the Quiz. 
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Answer to the Thesis Statement Quiz 

• I am going to tell you about the Aspire Sport city. 
– Bad: You shouldn’t announce. You should be specific. 

• There are a lot of stories about “Jinn”. 
– Bad: It is too general.  

• Deadly accidents in Doha still occur because the traffic rules are not 
strong enough.  
– Good: The reader knows what you will discuss. 

• There are some negative and positive aspects to living in Al-Wakra.  
– Bad: It is vague and general. You need to mention in what regard. 

• In order to motivate the students to study better, the co-education 
system should be introduced at Qatar University. 
– Good: You have an argument that is specific, and you want to defend 

it.  
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Body Paragraphs  
You should treat each one of your body paragraphs as a mini essay: You will need an introduction 
(stating of the main idea of that paragraph), supporting details, and conclusion. Your main idea 
should be followed by supporting details, explanations, elaborations, evidence, statistics, etc. To 
make your essay more smooth and cohesive, try using the appropriate transitional words to each 
type of essay. You should only talk about ONE theme in each paragraph; however, you can have 
many pieces of evidence to support that specific theme.  
 
  
 
 
 
A lot of times, students make a fragment mistake when they want to start their main idea. Look at this 
example: 
 First, the physical damage of smoking  a cigarette. 
 
This sentence does not have a verb; hence, it is considered a fragment. One correct way of writing this 
sentence can be:  
 
 One of the most irreversible damages of smoking is the physical damage.  
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In your conclusion, you give a summary of everything you wrote to convince 
your reader.  Your summary can be: 
 

•Restatement of your thesis statement (argument) 
•Suggestion for further studies on the topic you wrote about. 
•Prediction of what will happen next (For example, if you are writing    
about global warming, etc.) 
 

But, DON’T: 
        Introduce a new topic (theme) in your conclusion.  

 

Essay Conclusion 

Read  a sample conclusion paragraph. 
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Revision 
(CRAM) 

• Use the CRAM technique to see if you need to 
do any of the followings: 
– Cut any part in which you might have repeated 

yourself, gone off-topic, or given irrelevant details. 

–  Rewrite some of the sentences that are unclear 
to your reader, or not convincing enough. 

– Add more details, examples, and information to 
any of the paragraphs. 

– Move any of the sentences or rearrange some 
sections to make the essay more plausible.  

 Look for (HOCs) at Your Revision Stage. 
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Higher Order Concern 

Thesis or focus: o You have clearly understood the prompt. 

o The paper has a clear thesis/focus reflecting the prompt. 

o You can summarize the paper in one sentence and say what it is about. 

o The thesis statement is neither too broad nor too narrow. 

Audience and purpose: 

  

o You know your audience. 

o The tone is appropriate throughout the paper. 

o The purpose of the paper and your  position is stated clearly. 

  

Organization: 

  

o The paper has a logical progression of the ideas. 

o The paragraphing is done in a skillful manner (there are enough paragraphs for each main idea presented) 

o The paragraphs and sentences within them are joined to each other fluently.  

  

Development: 

  

o Relevant adequate details/examples are presented for the main ideas. 

o The details/examples are well supported. 

o All paragraphs are developed equally. 

  

In your revision stage, you need to revise the most important sections first. These important 
sections are called Higher Order Concerns (HOC’s). They include items, such as organization, 
development,  thesis or focus as well as audience and purpose. 
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Editing (Proofreading)  
(CUPS) 

• Use the CUPS technique to see if you need to do make 
any of the following changes: 
– Capitalization: (Click here to open the handout about 

capitalization.) 
– Usage: The use of correct form of verbs, words, and 

subject-verb agreement should be carefully checked. (Click 
here to get a list of confusing words). 

– Punctuation: (click here to read the handout on 
punctuation.) 

– Spelling: Typing your essay in a word document and using 
its spell checker will be very useful at this point. Read this 
handout for spelling and sentence structure tips and 
lessons.  

 Check out the writing error symbols that your teacher might use to get a better picture of what you need to fix and how you 
need to do it. . 
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Lower Order Concerns 
(Punctuation) 

o Comma  
 in lists (e.g. books, pens, and pencils) 
 after introductory elements (e.g. In the morning, I had to rush out of the house.) 
 before conjunctions (FANBOYS) (e.g. He saw me, but he didn’t say hello.) 
 to set off an appositive (e.g. George Washington, the first president of the USA, …) 
 between two adjectives if it can be replaced by “but” or “and” (e.g. a happy, funny guy) 
 with long numbers (e.g. 3, 478) 
 after transition words (e.g. On the other hand,...) 
 with quotes shorter than three lines (e.g. She shouted, “Help me”) 
 when addressing a person (e.g. You said it, Sami.) 
 when separating the items in a date (day,  moth, and year) (e.g. September 6, 2003) 
 between city and State (e.g. Raleigh, North Carolina) 
 after an interjection (e.g. Yes, that’s true.) 
 before question tags (e.g. She came, didn’t she?) 
 before or on either side of a title or degree (e.g. James, M.D., …) 

o Colon  
 after a complete sentence introducing a list or giving explanation (e.g. I want the following: Flour and water. Or I only have one wish: fly an 

airplane alone) 
 before direct quotations longer than three lines 
 after salutation in business letters only (e.g. Dear Mr. Sanadi: ) 
 with bullet points introducing single words or phrases 
 in references (e.g. Para. 6: Section 1) 

o Semicolon 
 when separating two independent clauses (e.g. She was tired; she could not concentrate.) 
 Often a semicolon is used to introduce a restatement of the meaning or significance of the previous independent clause (e.g., My bank 

account had been frozen; I now had no access to my money.) 
 before transition words in the middle of the sentence (e.g. I couldn’t be disrespectful to her; after all, she was my teacher.) (consider deleting) 
 separate items in a list when the list itself contains commas (e.g. My favorite cities are Raleigh, North Carolina; Charleston, South Carolina; and 

Austin, Texas.) (consider deleting) 
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Spelling: o Encourage your tutees to write in a word document for a more accurate spell check. 

Sentence 

Structure: 

o Fragment:  An incomplete sentence that does not have an independent clause (e.g. When people go shopping. Or 

Then I saw how good the class was.) 

o Run-on:  Two or more independent clauses joined together without appropriate punctuation or 

subordinating/coordinating conjunctions (E.g., My friend is very knowledgeable, I have learnt a lot from her).  

o Dependent Clause: A group of words that contains a subject and a verb but does not express a complete thought. 

A dependent clause cannot be a sentence.  A dependent clause is often marked by a subordinating conjunction 

(e.g.  Because Aisha studied hard for her IELTS exam,  …) 

o Independent clause:  A group of words that contain a subject and a verb and express a complete thought.  An 

independent clause is a sentence. (e.g.  Aisha studied hard for her IELTS exam.) 

o Subordinating Conjunction: Subordinating conjunctions introduce the dependent clause (the less important 

information) and join it with the independent clause.  They also introduce an adverb clause. To punctuate 

subordinating conjunctions, you should put a comma ONLY when they are used in the beginning of a sentence as 

an introductory phrase.  If they come in the middle of the sentence, you won’t need any punctuation for them. 

For example, “ Since moving to New York, I have gained weight” requires a comma between the dependent and 

independent clauses, but “I have gained weight since I moved to New York.” does not. 

o Coordinating Conjunction: Coordinating conjunctions (sometimes called FANBOYS – short for “for, and, nor, but, 

or, yet, so”) connect words, phrases, and clauses.  Coordinating conjunctions are used to connect ideas that are 

seen as equally important. To punctuate  sentences using FANBOYS, you should insert a comma before the 

coordinating conjunction only if it  is introducing an independent clause with its own subject and verb. For 

example  “I was sick, and I had to prepare for an exam.” requires a comma before “and’ but “I was sick and had to 

prepare for an exam.” does not.  

Lower Order Concerns 
(Spelling and Sentence Structure) 



Publishing 

• Based on what kind of citation style you are 
using, you will need to change the font size, 
cover page, etc. before you publish and hand 
your essay to your teacher.  

• For more information on different citation 
styles check the following website. Make sure 
you ask your teacher what citation style is 
required of you.  

http://libdata.stcloudstate.edu/page_print.phtml?page_id=150  
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Suggested Reading 

Look for the following files at: 
http://www.qu.edu.qa/students/services/writinglab/Online_Resources/OnlineResources.php  

• Essay 

• Paragraph 

• Be Your Own Editor 

• Sneaky Grammar 

• Research 

• IELTS 
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If you have any questions or suggestions, please 
do not hesitate to contact me at: 

 anita.ghajar-selim@qu.edu.qa 
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