ENG1DB WRITING TECHNIQUES

THE KEY CONVENTIONS OF FORMAL WRITING
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1. Formal, written English is always grammatically correct and free of spelling errors, therefore you MUST proofread and edit your writing thoroughly.

2. Do NOT use a first person point of view in your formal writing (“I”), or any other personal pronouns (“you”, “me”, “we”, “our”, etc.). Write formal pieces from a third person, objective perspective, therefore you are expected to use third person pronouns (she, him, they, their, her, he, them, etc.) when you are not using specific character names.  

3. Do NOT use over-generalized statements and avoid the use of absolutes like “always,” “never,” “everyone,” “all,” etc. You are responsible for your words and an overstated, absolute claim that cannot be proven creates a weak and unsupportable argument – i.e. “As all readers would agree...”

4. Do NOT use slang words (“gonna,” “swag”, “YOLO”), clichés (“in today’s society…,” “what goes around comes around”), idioms (“it is raining cats and dogs,” “He is busting his chops”), and other conversational conventions (known as colloquial language) in a formal piece of writing, unless this type of language is being quoted for a specific purpose from a primary/secondary source.

5. Do NOT use contractions (can’t, doesn’t, shouldn’t, etc.) or abbreviations for words (like pg. for page, St. for street, TV for television, etc.)

6. Write the word for a number, instead of the using the number itself (say four instead of 4, say eight instead of 8, etc.)

7. Do NOT use vague language or assumptions in your formal writing. Always be as specific as possible when referencing characters and important information from a story (use character names more often than pronouns like “he” “she” or “they”, provide context for your examples, include direct quotations to support your assertions, and only refer to what actually happens within a text – do not explore “what if” or “if only” statements).

8. Avoid wordiness and figurative language in formal, analytical writing. Just because a response is long, does not necessarily mean that it is well-done. Include purposeful detail and in-depth analysis is a formal written piece. Do not include three adjectives to describe something if one will suffice. Do not include twenty sentences if ten are required. Pay attention to assignment instructions/expectations. The ability to be concise IS an important skill.

9. Do NOT ask overt questions in your paper—ask questions in your prewriting, and when analyzing research materials—provide answers in your writing as information, reasons, analysis, and evidence.

10. Do NOT use overly-emotive language. Remember that formal writing is not personal writing. Avoid making a point (argument) using emotions as proof rather than direct proofs (quotations)/facts. Do NOT say, “It sucks how a disgusting lunatic like Mary Malone can get away with her husband’s murder” (THIS IS AN INFORMAL AND OVERLY-EMOTIVE STATEMENT). Instead, say, “Unexpectedly, Mary Malone gets away with her husband’s murder, which creates an unsettling twist ending for the short story.”

11. State your position on the topic question/prompt in an explicit, one-sentence thesis statement that guides your entire piece of formal writing. This is what you want to prove and analyze! Always keep your thesis in mind. Only write what is relevant!

12. Follow a point (argument), proof (direct quotation), analysis (explain the significance) format to defend your thesis statement (your position).

13. Keep your verb tense consistent in your writing (present tense rather than past tense MUST be used) – i.e. use “develops” rather than “developed” or “says” rather than “said”. When referring to the action in a story in your writing, always use the present tense. 

14. Use transition words and phrases to connect your sentences so that your writing flows logically and effectively (i.e. therefore, also, in addition, for example, for instance, next, consequently, nevertheless, nonetheless, furthermore, in conclusion, finally, etc.) This will enhance the fluency of your writing!
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On the advice of his readers, Jeffery decided
10 adopt a more formal writing style.




