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Component Program Director’s Comments 

Grammar:  

 No fused/run-on 

sentences 

 Proper punctuation 

 Proper capitalization 

(common noun vs. 

proper noun) 

 Proper verb tense 

 Proper spelling 

 

 You should have no more than five (5) grammar 

errors in papers after Seminar 1. Make sure all the 

settings on MS Word Grammar/Spellchecker are 

working. This will detect about 80% of the errors 

 Don’t whip out the paper two hours before it is due 

 When in doubt look it up in the Chicago Manual of 

Style 

 Use a peer reviewer who is brutally honest with you 

 

 

Style:  

 Active, not passive  

voice    

 Clear, concise, and 

crisp sentences 

 Proper word choice 

 Paraphrase rather than 

use of direct quotes 

 Answers the question 

asked 

 

 

 Download the passive voice buster/grammar 

checker in Student Resources and master it 

 Do not string together direct quotes and call it a 

paper.  Short papers should avoid direct quotes. 

Paraphrase information from secondary sources. 

Your voice should be front and center in the paper. 

 If the short paper asks a question, build an analytical 

argument that answers it. Do not write a narrative 

paper. 

 Use a peer reviewer who is brutally honest with you 

 

 

Chicago Manual of Style: 

 Footnotes 

 Bibliography 

 

 After Seminar 1, you have no excuse for improperly 

formatted footnotes or bibliography.  

 Use the Chicago Manual of Style available on the 

Norwich library web site  

 Use a peer reviewer who is brutally honest with you 

 

Structure:   

 Intro and thesis 

statement 

 topic sentences 

 paragraphs support 

thesis 

 transitions  

 conclusion 

 

 Essay should focus on ASAS, not narration  

 Essays must contain an introduction, body and 

conclusion. 

 Introduction contains the thesis statement 

 Support the thesis statement in the body of essay. 

 Conclusion must wrap up argument and support the 

thesis 

 Use a peer reviewer who is brutally honest with 

your work 
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Analysis, Synthesis, 

Argument and Significance 

(ASAS) 

 Graduate-level 

analysis 

 Use all assigned 

sources  

 Convincing argument 

 Provide historic and/or 

historiographic 

significance 

 Demonstrate 

continuity, change and 

contingency over time 

and space (CCC/TS)  

  

 Avoid “conventional wisdom” and think about how 

your readings relate to the essay question. 

 The bulk of your development in Seminars 2-6 will 

be on ASAS 

 Remember CCC/TS. Why did things change (or 

not)? Remember, people in the past had choices.  

Avoid reductionism and teleology.  What  

influenced people’s choices (ideas, economics, the 

environment and their physical surroundings, etc.)? 

Focus on historic and historiographic significance 

and understand the difference between them. 

Sources: 

 Use scholarly, peer-

reviewed secondary 

sources.  

 Does not use outside 

sources if assignment 

requires arguing from 

a  closed context 

 

 

 Recognize the difference between popular and 

scholarly sources. Use popular sources sparingly.  

 If the paper calls for “closed context,” only use the 

books assigned 

Peer Review 

 Mandatory use of peer 

review is at the 

discretion of the 

instructor.  

 Students should peer review each other’s papers. Be 

completely honest. You are not doing your peer a 

favor by being nice. It is your duty to point out 

errors and be a tough editor. Remember: Friends 

don’t let friends write sloppy papers. If you see 

something, say something. 

Expectations  After Seminar 1 the bulk of your development as a 

graduate student should be on analysis, synthesis, 

argument and significance, (ASAS) not grammar, 

style or Chicago Manual of Style citation. We 

expect to see continuous improvement in writing 

from Seminars 2-6. 

 Students should read and act on all feedback on their 

written assignments. 
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 The absence of continuous improvement and/or 

continued errors in grammar, style, ASAS and 

citation are major warning signs.  



 1 
Rubric for Papers  

Essay 0-11 12-15 16-17 18-20 Mark 
earned 

Mechanics Significant errors in 
grammar and 
spelling. 

Fails to follow 
directions.  

Many errors in 
grammar and 
spelling. 

Follows directions. 

Occasional errors in 
grammar and spelling. 

Follows directions. 

Correct grammar and 
spelling throughout.  

Follows directions. 

 

Citations Citations are 
missing. 

Wrong citation 
format used. 

Minor mistakes with 
citation format, 
punctuation, or 
spacing.  

Correct citation style, 
punctuation, and 
spacing. 

 

Clarity, 
Coherence 
and 
Organization 

Missing 
introductory or 
concluding 
paragraphs.  

Topic sentences 
missing.  

Writing is unclear 
and arguments are 
confused. 

Some topic 
sentences are 
missing.  
Paragraphs do not 
connect and flow.  
 
Ideas and writing 
unclear at times. 
 
Concluding 
paragraph does not 
reference thesis or 
argument. 

Topic sentences are 
not specific enough.   

Paragraphs are 
choppy or too long. 

A concluding 
paragraph is included, 
but the connection 
between thesis, 
argument, and 
evidence is 
incomplete. 

Topic sentences 
identify key points. 

Paragraphs connect 
and flow. Important 
ideas are clearly stated 
and easy to follow. 

Everything is 
summarized in a 
concluding paragraph. 

 

Analysis  No thesis 
statement or 
argument. Does 
not fulfill 
assignment. 

A thesis statement 
may be made, but 
the argument is weak 
or incomplete. 

There is no thesis 
statement but there is 
a cohesive argument.  
 

A thesis is made and 
the argument is carried 
throughout the paper.    

 

Evidence Key ideas and 
examples are 
missing.  

Required elements 
are missing from 
the answer. 

Some ideas are 
identified, but key 
examples are 
missing. 
 

Most important ideas 
are identified, but 
examples are weak or 
ineffective. 

Important ideas are 
clearly identified with 
appropriate examples 
drawn from course 
materials.  

 

Missing 
cover sheet  

     

Late Penalty      

Grade      

 



PASSIVE VOICE BUSTER 
 Active Passive 
Simple Present Once a week, Tom cleans the 

house.  
Once a week, the house is cleaned 
by Tom. 

   
Present Continuous Right now, Sarah is writing 

the letter. 
Right now, the letter is being written 
by Sarah. 

   
Simple Past Sam repaired the car.  The car was repaired by Sam. 
   
Past Continuous The salesman was helping 

the customer when the thief 
came into the store. 

The customer was being helped by 
the salesman when the thief came into 
the store. 

   
Present Perfect Many tourists have visited that 

castle. 
That castle has been visited by many 
tourists. 

   
Present Perfect 
Continuous 

Recently, John has been 
doing the work. 

Recently, the work has been being 
done by John. 

   
Past Perfect George had repaired many 

cars before he received his 
mechanic's license. 

Many cars had been repaired by 
George before he received his 
mechanic's license. 

   
Past Perfect 
Continuous 

Chef Jones had been 
preparing the restaurant's 
fantastic dinners for two years 
before he moved to Paris. 

The restaurant's fantastic dinners had 
been being prepared by Chef Jones 
for two years before he moved to 
Paris.  

      
Simple Future (will) Someone will finish the work 

by 5:00 PM. 
The work will be finished by 5:00 
PM.   

     
Simple Future (be 
going to) 

Sally is going to make a 
beautiful dinner tonight. 

A beautiful dinner is going to be 
made by Sally tonight. 

  
   
Future Continuous 
(will) 

At 8:00 PM tonight, John will 
be washing the dishes. 

At 8:00 PM tonight, the dishes will be 
being washed by John.  

  
   
Future Continuous (be 
going to) 

At 8:00 PM tonight, John is 
going to be washing the 
dishes. 

At 8:00 PM tonight, the dishes are 
going to be being washed by John. 

  
     
Future Perfect (will) They will have completed the 

project before the deadline. 
The project will have been 
completed before the deadline.   



   
Future Perfect (be 
going to) 

They are going to have 
completed the project before 
the deadline.  

The project is going to have been 
completed before the deadline. 

  
   
Future Perfect 
Continuous (will) 

The famous artist will have 
been painting the mural for 
over six months by the time it 
is finished. 

The mural will have been being 
painted by the famous artist for over 
six months by the time it is finished.   

   
Future Perfect 
Continuous (be going 
to) 

The famous artist is going to 
have been painting the mural 
for over six months by the time 
it is finished. 

The mural is going to have been 
being painted by the famous artist for 
over six months by the time it is 
finished.   

   
Used to  Jerry used to pay the bills. The bills used to be paid by Jerry. 
   
Would Always My mother would always 

make the pies. 
The pies would always be made by 
my mother. 

      
Future in the Past 
(would) 

I knew John would finish the 
work by 5:00 PM.  

I knew the work would be finished by 
5:00 PM.  

  
     
Future in the Past (was 
going to) 

I thought Sally was going to 
make a beautiful dinner 
tonight.  

I thought a beautiful dinner was going 
to be made by Sally tonight. 

  
 



Grammar Checklist 
 
Remove all passive voice (See Passive Voice Buster) 

Remove all verbs that are NOT in past tense 
(use simple past majority of time; limit use of past perfect) 

Remove all forms of the verb "to be" and "to have"  
(was, been, has been, will be, is, can be able to, had, have,  etc.) 

Remove all verbs that end in "ing" 

Remove all back-to-back prepositions  

Remove all contractions  
(paper will have no "who's" and "it's" and "don't" and "can't") 

Use adverbs sparingly 

Remove all use of "what" as anything other than interrogative 

Remove split & fractured infinitives   

"Harvest all the would" from the paper  

"Go which hunting" in your paper  
(replace with "that" or precede with a comma) 

Use a comma after each item in a sequence  
(apples, oranges, and pears) 

Check for proper use of apostrophe as possessive 
(no apostrophe with years {no 1980's} and plural is not possessive) 

Ensure proper use of who/whom  
(whom after a preposition; replace with "him" to see if works in sentence) 

Hyphenate centuries when used as an adj  
("eighteenth-century army" versus "the eighteenth century") 

Back-to-back adjs require a hyphen unless the first ends in ly 
("newly acquired car" versus "hard-charging student")  

Use advs to modify an adj that modifies a noun 

Use "ic" for adj, "cal" for adv 
(historiographic essay, not historiographical essay) 

Do not end a sentence with a preposition 
 


