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Writing Rules!

Lilly Maytree's Mysterious Student Handbooks are a
shortcuts to understanding the basic rules of a particular
subject in away thatwill be valuable in the future.What's
so mysterious about it? This unusual method of learning
triggers the subconscious into learning other subjects at
the same time you are busy learning this one.
Students of any age can enjoy the pleasures of

mastering these essential skills that will help them
confidently face assignments in other subject areas,
as well.
Nothing adds more to the enjoyment of learning as

much as knowing your way around the fundamentals
that are common to every educational field. All levels of
reading, writing, math, and science will be easier for any
student who first understands the basics.
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To all those who ever wished it could
be easier than it looks... it can!



Lilly Maytree

“Wisdom is the most important thing.”

King Solomon
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1
Introduction

AWord About Words...

Words can take you places. You can learn things from
them. Sometimes, they can even be little vehicles that
actually transport feelings from one person to another.
Words are the highest form of communication there is.
Communicating to each other with words is what
separates humans from animals.
Much of what we learn comes through the experience

of others that we discover by reading books. To be able to
express yourself by writing in a way that will help others
understand you better is a skill that is easy to learn. One
that will not only be helpful to you in school but for the
rest of your life, too.
Writingwell comes from learningbasic rules and then

practicing them. You can also learn what good writing is
by reading a lot. But the best way to become a goodwriter
is bydoingboth. If youare reading this, you're old enough
to know that not all writing is interesting. In fact, a lot of
things you have to read are pretty boring. Do you know
why? Let's take a closer look and find out...



Writing Rules!

13

2
The Sentence

A sentence is a group of words that expresses
a complete thought.

Sentences are the most
common way ideas are
communicated from one
person's brain to another. The
best way to express the exact
meaning of what you are
thinking isbyusingacomplete
sentence.
For instance, you wouldn't

just say, “Next to the bookcase,” to someone and have
them understand exactly what you mean. On the other
hand, “The shoe you aremissing is next to the bookcase,”
gets the point across. Of course, if you noticed your sister
hobbling around on one shoe while she searched the
living room, “Next to thebookcase,”mightbeenoughsaid
right then.
Peoplewho know each otherwell—especially families

—often talk to each other in pieces of sentences that are
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called fragments. Inwriting, this isnot enough.Youwill
see a sentence fragment once in a while, but only when it
is surrounded by information that makes its meaning
perfectly clear, and usually just for emphasis.

Computers do not understand this.
Programs that check spelling and
grammar will always point out a
sentence fragment as something that
should be changed. That's because

computers do not think: they simply gather and give out
information. The truth is, there are certain times in
writing when a fragment IS acceptable.

Kinds of Sentences

All sentences begin with a capital letter and
end with a punctuation mark.

TheDeclarative Sentence
The most common kind is one that simply makes a

statement. This is called a declarative sentence (comes
from theword declare, whichmeans to state something).
"Blue is a pretty color," is a declarative sentence. You
might agree with it and you might not. It probably will
not cause a surge of any feelings inside you. On the other
hand, "After her twelfth birthday,Mystery Girl was in a
good mood whenever she wore blue," makes a person
curious.
Not just about who “Mystery Girl” might be, but why

the color blue had such an effect on her. You might even
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wonder what happened on her twelfth birthday to make
her feel this way. If there are more sentences following
which promise to explain these things, a reader will
want to read on.
Bothof thesesentencesarecorrect

sentences. Both of them are
declarative. Only the second one
brings certain thoughts to your mind
and then propels you forward. It
causes you to think or wonder about
something. In other words, itmakes a
better connection with your brain. Sort of like someone
throwing you a ball.

The Interrogative Sentence
This kind of sentence asks a question and always

ends with a question mark. If you are wondering how
you will ever remember a word as long as interrogative,
just think of the word interrogate, which means to
question someone.
Even though it has a difficult name, it is one of the

easiest kinds of sentences to recognize. “Did you find
what you were looking for?” is an interrogative
sentence. So is, “What time is it?” or “Do you think she
knew she was being followed?”
Interrogative sentences make good links for

paragraphs, because they naturally cause a reader to
want to see the answer and read on.
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The Exclamatory Sentence
This kind of sentence expresses strong feeling, or

emotion, and always has an exclamation point at the
end. In writing, the exclamation point also shows us
when someone is yelling, such as the sentence, “Turn the
radio down!”
Even though an exclamatory sentence is easy to

identify, they can be a little tricky when you try to write
one. That's because not every place you could put an
exclamation point should have one. Too many
exclamations in your writing can actually make it less
exciting if you “give the signal” for excitement and then
don't follow through with anything exciting.
For example, “Mother invited the neighbor to

dinner!” would not seem very exciting to most people.
In fact, they might even think it was a little silly or over
dramatic and stop reading.
On the other hand, if you wrote, “Mother invited an

alien to dinner!”... that little change in the sentence
would bring to mind all sorts of problems that might
happen. The reader would simply have to read on just to
find out.

The Imperative Sentence
This is a sentence that commands.Agoodway to think

of an imperative sentence is to thinkof theword imperial.
This makes us think of kings, who have the authority to
command. You can also think of the word important:
because most commands that are given to us are
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important.
“Follow the yellowbrick road,” is an

imperative sentence. Without it,
Dorothycouldneverhave foundherway
to the Emerald City. “Get out of the
way!” is also an imperative sentence,
even though it has an exclamation point
at theend.Why?Becausewhile theexclamationpointstill
expresses more excitement or intense feeling than an
ordinary sentence, it is—more importantly—a command
to do something.
There aremore kinds of sentences and there aremany

different books and web sites available where you can
learnmore about them if you are interested. But the four
different kinds we have looked at are the most common.
Understanding the difference between them can

make anything youwrite easier for others to understand.
If you never learn anything else about sentences, this
information will get you by, whether you are working on
a class assignment or a letter to a friend.Becausenowyou
know the basics.
Here is an example of the same sentence written in

each of the four basic ways:

The boy got out of the burning building.
(declarative sentence)

Did the boy get out of the burning building?
(interrogatory sentence)
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Thank heaven, that boy got out of
the building!
(exclamatory sentence)

Boy, get out of the building!
(imperative sentence)

Something You Should Know...
The most important goal in writing anything

is to make sure your words are interesting
enough to keep readers reading.
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3
The Paragraph

A paragraph links several sentences together
that focus on the same topic; to amplify, explain,
or defend that topic.

A paragraph may be one word long or a thousand
words long. If the point of the paragraph has beenmade,
then it is long enough.Wehavemuch shorter paragraphs
today than a hundred years ago.
That's probably because TV

and movies have made it less
necessary to describe everything
so thoroughly. For example, the
phrase tropical island is enough
to help you picture it in your mind without having to
explain that there is a sandy beach, palm trees, and
maybe a volcano. Most of us have already seen such
places many times on TV. We also have busier lifestyles
these days, and a lot of readers don't enjoy long
explanations. They would rather have action. Or at
least have things get right to the point.
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What's The Point?

Every paragraphhas a point tomake, and this point is
known as the topic sentence. It almost always comes
first, but occasionally last, if the paragraph is made up of
details that require a summary. Such as:

Dinner was still cooking on the stove. Purse
and keys sat on a shelf next to the coat rack. In the
living room, a vase of flowers lay broken on the
floor and even one of the chairs was tipped
over. Every clue in the house pointed to a
kidnapping.

For the most part, you will
find the topic sentence at the
beginning. It is theone that states
or summarizes the theme of the
paragraph. It is what the rest of
the paragraph is going to be
about.
Which brings us to the point

that all the sentences in a
paragraph are related.When you
write a paragraph, you should
concentrate on one main idea. If
there is a sentence in your
paragraph that changes the
subject... it doesn't belong there.

Something You
Should Know...

Reading only the first
sentence of every

paragraph is a fast
way to "skim" the

most important facts
from a long chapter
in a textbook. It is
also a good way to

research the answers
to questions when

you don't know
exactly where to

find them.
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You should not include things that don't continue or
describe your central thought. If it is something
important that you don't want to leave out, you can say
in another paragraph.

Use Your Thumb

All paragraphs need to be indented to
let readers know a new paragraph is
starting. If you arewriting byhand, the old
fashioned rule of putting your thumb on
the line and starting the first sentence right after it still
worksbest. The rest of the sentences are containedwithin
the margins. If you are using a keyboard, pressing the
spacebar five times, does the same thing.
The “tab” key will also work to indent, but tabs are

changeable, soyouhavetomakesurethefirstsetting is for
a first line indent of five spaces. Occasionally, a single-
spaced business letter, ebook, or email, will divide
paragraphs by putting a blank line space between them
without using any first line indents. But for most formal
writing, such as reports or class assignments, indenting
the first line of paragraphs is correct.

Make It Clear

Writing clearly—or being specific—is what separates
good paragraphwriting from bad. It is better to say, “The
teacher criticized our mistakes in front of the class, and
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sent students to stand outside for the smallest reasons,”
than to say, “The teacher was mean.”
That'sbecausepeopleusually feel strongerabout their

own opinions than somebody else's.
If you can write in such a way that
your readers will “see” things the
way you do, they will come to the
same conclusion. Your writing will
be stronger because youhave caused
them to respond to something in

their own way.
It is also better to describe someone's eyes, ears, nose,

and skin than to simply say he was ugly or handsome.
Look at the following two examples:

Theman puffed when he breathed, like a giant
bullfrog. The boy sat in the seat across from him
and watched the mustache beneath a big red nose
quiver with every breath.

The large man who sat down across from the
boy was tired out.

Do you see how one makes you
imagine a picture, and the other
doesn't? Showing specific things
about people, places, or feelings,
helps readers imagine better pictures.
It helps them “see” what you mean more clearly.
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Where Does It Go?

Not many paragraphs stand by themselves, except
maybe in advertising or in a brief description of things
under a picture. Most of them are grouped together to
either tell a story or explain information on a particular
subject.
In most assignments, three to four paragraphs is

enough to answer questions, give an opinion, or write a
short essay. A few pages is the average for a short story
or report. On the other hand, you could fill an entire
notebook by the end of the year with thoughts you put
down on paper at the rate of a page a day.
At the same time, a collection of perfect paragraphs

does not always guarantee a perfect assignment. They all
have to be put in the best possible order...
And there's a trick to that.

Something You Should Know...
Paragraphs link sentences and are
themselves linked to one another.
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4
The Links

Transitional words and phrases are the best
way to linksentencesandparagraphs together so
they will read smoothly.

While a paragraph has a point to make and includes
enoughsentences to show,prove, orgivegoodreasons for
that point, it still needs something else. It needs links and
bridges that connect each one together in a logical way.

Good writing is rather like a train that
needs a smooth track to run on and a
coupling for each car. Without those it
can't take you anywhere.
Like a train ride, themain reason for

gettingon is togosomewhere.And justasa travelerbyrail
hopes there won't be any delays or breakdowns along the
way, readers are no different. They would especially like
to see something exciting during their travels. If the trip
is too long,or there is toomuchof thesamescenery, it gets
boring.
Nobody likes boring.



Writing Rules!

25

It is evenmore unpleasant to get lost.Which happens
in writing when things get confusing, or change subjects
too fast, or never make any point at all. The best way to
avoid these things is to know where you are headed
before you even start out.

Lining Things Up

Just as it helps to know your destination, or maybe
even have a map to follow as you begin a trip, it is a good
idea to have an outline of your ideas before you actually
start writing your paragraphs. There are many different
kinds of outlines.
They can be a few words jotted down on a piece of

notepaper, several pages of research data organized
under letters and Roman numerals, or anything in
between.Youonlyneedasmuchas it takes toknowwhere
you are going.
Let's say you are running for president of a bird

watching club, and have been asked to write a paragraph
about yourself for the next bulletin. With only three or
four sentences to work with there would not be enough
space to tell your entire life story.
But if you had earned a wildlife merit badge from a

scouting program, achieved amateur naturalist status
with your lifetimebird list, or traveled to anAfrican game
reserve to study the ostrich; these are the things bird
watchers would want to know about. Being the youngest
out of a family of six, or having been voted the most
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valuable player in a recent volleyball tournament would
not be relevant.
An outline helps you decide what is important to

include in your paragraphs and reminds you to stay on
track with your subject. So, an outline for the above
example might look like this:
Merit badge
Amateur naturalist
African trip
Joke about birds
But just as road maps are simply a tool to help you

decide what choices are available for you to take, and
there is no law that you have to follow them, you can
change yourmind about outlines, too. You can rearrange
things any way you want. If you realized your paragraph
was going to be too long if you included all those things,
youmightchangeyouroutline to looksomething like this:
Merit badge
Amateur naturalist
African trip
Joke about birds
Butwhat if youwerewriting a story about birds for an

Englishassignment,andithadtobe fivepages long?Then
an outline like the following would be more helpful:
I. Eric Peabody
A. President of bird club
B. Eagle Scout
C. Son of Ambassador to Africa

II. Kidnapped
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A. While visiting game reserve
B. Escapes using scout survival skills
C. Discovers who is poaching ostriches from the
reserve

III. Becomes famous
A. Gets interviewed on the nightly news
B. Is adopted into a native tribe
C. Gets featured in National Geographic Kids
World

Not only would this outline keep you on track with
your story, you could also use it to organize any research
information you might need to look up. Such as writing
some facts about the area your storywill take place under
“Son of Ambassador to Africa,” or information on the
habits of the ostrich under “Discovers who is poaching
ostriches from the reserve.” Youmight even list themost
important survival skills Eric uses to escape from his
captors.
Using an outline makes the actual writing easier. In

fact, the more detailed you get with your outline, the less
timeyouwill spendwonderingwhat towritenext, orwhat
you should do first. On the other hand, you can even keep
an outline all in your head for shorter, simpler projects.
Nomatterhowyouusethem,outlinesareatool tohelp

you keep from getting “lost” along the way throughout
your writing project. Just like a map.

Hooking It All Together
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Youcanhave thebest ideasandgreat information,but
if you don't put things in the right order so that they read
smooth and logical, people will have a hard time
understanding what you want to say.
To avoid this, it is important to use

some universal language in your writing. These are
the words and phrases that everyone understands. They
are like traffic signals: pretty self-explanatory no matter
what language you speak. And they do the same thing.
This universal language is made up of words

like because, however, then again, after
that, whenever, this, in the same way, next, and
many more. Sometimes, simply repeating a word or
phrase fromapreceding sentenceorparagraph is enough
of a signal to “carry” the reader along.
These are called transition words and phrases,

because they indicate that something else related to the
subject is coming, and prompt a reader to keep reading.
Look at the following example...

Without transitions:

Eric opened one eye. Where had
everybody gone? There was no
time to think about that. If ever
there was a chance to escape, this

was it. Who knew how long it would last? He
would sneak off so quietly nobody would
notice he was missing. He would open the
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ostrichpens, first. Theywould justbe rounded
up, again. Some might get away.
While they were making their escape, Eric

would be making his, too. If that old tracker
had been right about a full moon tonight, he
could get as far as the river by morning. He
would really be on his own.

With transitions:

Eric opened one eye. Where
had everybody gone? But there
was no time to think about
that, now. If ever there was a
chance to escape, this was
it. Besides, who knew how long
it would last? Maybe he could
sneak off so quietly nobody would notice he
was missing. Of course, he would open the
ostrich pens, first. They would
probably just be rounded up,
again, but some might get away.
And while those giant birds were

making their escape, Eric would be
making his, too. If that old tracker had been
right about a full moon tonight, he might
even get as far as the river by
morning. Then he would really be on his
own.
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Visual Signals

Another way to keep your writing smooth
and to help readers see things exactly the way
you do, is through punctuation. Like traffic
signals, punctuation marks tell a reader when
to stop (a period), slow down (a comma), or

speed up (an exclamation mark).
Threedots inarow(…alsoknownasanellipsis)means

that there have either been words left out, that someone
didn't finish what they were saying, or that the rest is
following in another sentence or paragraph.
Sometimes, simply adding a blank line above and

beneath a sentence or paragraph will give it extra
emphasis. Such as when you are quoting something. In
the help section at the end of this booklet, you will find a
more extensive list of punctuation marks and how to use
them, along with a list of steps on how to edit your own
writing for a final draft.
These things will help you make sure that what you

write is the very best you can do, with no overlooked
mistakes, or boring writing. It is a good idea to look over
these lists each time you finish a writing assignment, just
to make sure you have remembered all the rules.

Is That All?

Of course not. If you are really interested in writing
well, you can learn a lot more from studying grammar,
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advanced writing techniques, and reading good
literature. You can search out more information on the
web, or in libraries. You can even look through a few
English textbooks and get some practice in the areas you
are most interested in.
But if you never do any of the above things, what we

have talked about here will help you write well enough to
performmost class assignments. And it will keep helping
you communicate your thoughts betterwhenever yohave
to write them down. Because as long as you stick to these
simple basics... yourwriting rules!
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5
Quick Helps

Following are two lists you can refer back to
that will help you check any writing
assignment before turning it in.



Lilly Maytree

34



Writing Rules!

35

Punctuation

Period [.]

1. Use a period to show the end of a sentence.

Eric Peabody is different than most kids.

Not many people are as resourceful as he is.

2. Use period after certain abbreviations.

WashingtonD.C. is the city where the president
lives.

Dr. Livingston spent many years in Africa.

The famous Sherlock Holmes lived at 221B
Baker St. in London.

It is 4:00 p.m. in the Congo right now.

Question Mark [?]

Use a question mark at the end of a sentence to
show a direct question.

How many birds do you see?

NOTE: do not use a question mark for indirect
questions. Following is a sample of an indirect
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question:

The kidnapper didn't take Eric's map. Do not ask
me why.

Exclamation Mark [!]

Use an exclamation mark at the end of a
sentence to show surprise or excitement.

Watch out for that ostrich!

We were lost!

Comma[,]

1. Use a comma to show a pause in a sentence.

Therefore, the compass needle will always point
north.

2. Use a comma with quotation marks to show
what someone has said directly.

“I can climb any mountain,” she said, “but I
have to have the right equipment.”

3. Use commas for listing three or more
different things.

A flashlight, compass, and matches are three
things every camper needs.

4. Use commas around phrases that add extra



Writing Rules!

37

information to a sentence.

Davy Crockett, who was the last man to die at
the Alamo, was best known for being honest and
brave.

Apostrophe [']

1. Use and apostrophe to show ownership of
something.

This is Eric's handwriting.

These are the scientist's things. (things that
belong to the scientist)

Note: For nouns in plural form, put the
apostrophe at the end of the noun.

These are the scientists' things. (things that
belong to the scientists)

2. Use an apostrophe to show letters that have
been left out of a word.

I don't know how to operate it.

Quotation Marks [“]

Use quotation marks to show what someone
has said directly.

The police officer said, “We will catch the
kidnappers.”
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“Not one step further,” he said, “or I'll shoot”

Colon [:]

1. Use a colon to introduce a list of things.

There are three things a first aid worker must
take care of immediately: bleeding, breathing,
and poisoning.

2. Use a colon to introduce a long quotation.

The Ambassador said: “We will work together.
We will use all our resources. We will bring Eric
Peabody home.”

Semicolon[;]

1. Us a semicolon to join related sentences
together.

The farmer's market is very popular; people
from all over town come every Saturday.

2. Use a semicolon in lists that already have
commas.

The three busiest airports in the United States
are in Seattle, Washington; Newark, New
Jersey; and Denver, Colorado.
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Dash [-]

1. Use a dash before a phrase that summarizes
the idea of a sentence.

Tired, sunburned, and sandy—these are the
things you feel most after a day at the beach.

2. Use a dash before and after a phrase or list
that adds extra information in the middle of a
sentence.

The puppies—Spotty, Lucky, and Pokey—all
escaped through the hole in the fence.

Most of the students in her class—but not all—
made it onto the honor roll.

3. Use a dash to show that someone has been
interrupted when speaking.

The boy said, “I was only trying to—” but the
principal shuffled him into the office before we
could hear the explanation.

Hyphen [-]

1. Use a hyphen to join two words that form
one idea together.

sour-tasting

earth-shaking

2. Use a hyphen to join prefixes to words.
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Anti-American

non-profit

3. Use a hyphen when writing compound
numbers.

three-quarters

twenty-one
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Revising

1. Write in the active voice:

Faulty: In each face the sadness is shown.

Better: Each face shows the sadness.

2. Use personal pronouns (I, we, our)when they
are appropriate and especially when they
clarify your text:

Faulty: It has been found in studies that people
who take vitamins are healthier.

Better: In our studies, we found that people
who take vitamins are healthier.

3. Write sentences that have people doing
things:

Faulty: It was decided that Eric Peabody be
elected for president of the bird club.

Better: We elected Eric Peabody for president of
our bird club.

4. Substitute descriptive verbs for vague verbs:

Faulty:He went back to school with his discovery.

Better: He ran back to school with his discovery.
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5. Substitute familiar for unfamiliar words:

Faulty: Everyone should be cognizant of the
dangers of global warming.

Better: Everyone should be aware of the
dangers of global warming.

6. Avoid overused expressions

Faulty: The instructions have to be crystal clear
to avoid slip-shod work.

Better: The instructions have to be very clear to
avoid sloppy work.

7. Cut unnecessary words:

Faulty: After a wait of one or two minutes, the
elevator will return.

Better: After one or two minutes, the elevator
will return.

8. Be precise:

Faulty: The temperature was really high
outside.

Better: The temperature was a hundred and ten
degrees outside.
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Glossary

Herearedefinitions for themost importantbold-
faced words and terms used in this booklet.

D

Declarative sentence

The kind of sentence that makes a statement or
“declares” something

E

Edit

To prepare by correcting, revising, or adapting

Essay

A short literary composition on a single subject, usually
presenting the personal view of the author

Emphasis

Importance given to a syllable, word, or words, through
punctuation, or printing in italic type

Exclamation point

A punctuation mark (!) used after an abrupt and
emphatic statement, or after a command to indicate
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strong feeling, or high volume

Exclamatory sentence

A sentence that ends with an exclamation point

F

Final draft

The last and best copy of your writing after all
corrections and revisions

Fragments

An incomplete or isolated portion; a small part broken
off , or detached

I

Imperative sentence

A sentence that requests or demands that an action be
performed

Interrogatory sentence

A sentence that asks a question

O

Outline

A general description covering the main points of a
subject

or

A summary of a written work or speech, usually
analyzed in headings and subheadings
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P

Punctuation mark

The marks used to clarify meaning by indicating
separation of words into sentences and phrases

R

Relevant

Having a bearing on or connection with the matter at
hand

Roman numerals

Any of the numerical symbols formed with the Roman
letters I,V, X, L, C, D, and M, representing the numbers
1, 5, 10, 50, 100, and 1000, used by the ancient
Romans, and still used today in certain formal contexts.

Research data

Factual information, especially information organized
for analysis, used to reason or make decisions

S

Specific

Exact, definite

Summary

A presentation of the substance of a body of material in
a condensed form or by reducing it to it's main points
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T

Theme

A central idea in a piece of writing or other work of art

Topic sentence

The sentence within a paragraph that states the main
thought, often placed at the beginning

Transitional

A word, phrase, sentence, or series of sentences
connecting one part of a discourse to another

U

Universal

Of, relating to, extending to, or affecting the entire
world, or all within the world; worldwide
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Thankyou for reading thisbook. If you found ithelpful,
tell someone! At Summers Island Press—the home of
mysteriously different books for children—you can find
fiction and nonfiction for all ages. It is also the home of
Wilderness Kids Club, where there is always something
better to do.

Summers Island Press, along with their adult imprint
Lightsmith Publishers, is a division of the Wilderness
School Institute, a non-profit educational organization
based in Thorne Bay, Alaska. You can find out more by
visiting:

www.SummersIslandPress.com
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About Lilly Maytree

Lilly Maytree is a novelist who spent many years
learning about words so that you wouldn't have to. She is
also good at finding adventures. And it should be pointed
out that she is related to Cousin Summers (the
Mysterious), but youwouldhave to get to knowherbetter
before she would tell you anything about that. However,
if you would like to try, she can always be found over at:

www.LillyMaytree.com

If she isn't there, try, again... she always comes back
sooner, or later. She would like to hear from you!
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Other books by

Lilly Maytree

Novels:
Gold Trap

The Pandora Box

The Stella Madison Capers:

Home Before Dark

A Thief In The House

Sea Trials

The Pushover Plot

Lost In The Wilderness

The Last Resort

Voyage of the Dreadnaught

For Writers:

Unspoken Rules

For Parents:

Behave Yourself!
Teaching children to dicipline themselves.




