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This document is not intended to be a comprehensive guide to academic writing. It is merely a summary of suggestions on how to avoid some of the most common faults found in student written work. If you want to get hold of a comprehensive guide you can find a reading list by clicking the link entitled: ’Recommended Readings for Writing, Reasoning, Researching and Learning’ on this site: http://tinyurl.com/dmeyv
1. Answer planning and technique

1.1 Poor allocation of effort to the set tasks

In pieces of assessed work requiring, for example, two answers, a large number of students produce one very good answer and one extremely poor answer. This is a guaranteed strategy for obtaining, at best, a mediocre overall grade. The real irony/tragedy is that those students who create a very good first answer indicate that they have the ability to obtain very good overall grades in the assessment process. However, their foolish decision not to put the same effort into writing a good second answer costs them dear. You should allocate your time and effort in proportion to the amount of marks awarded to each answer. If all questions in an assignment are awarded equal marks, for example, then you should allocate the same amount of effort to each, and so on. NB If you have nay time left at the end of an examination, you should always work on your weakest rather than your strongest answers.
1.2 Failure to answer the questions asked

This particular fault is always one of the most common reasons for students being given poor grades. For example, in an assignment issued to students on a module relating to the Japanese economy, one task relating to Japan’s financial system asked students to:
 ‘Compare and contrast the main features of the financial systems of Japan and the UK, and analyse the contribution that the Japanese system has made to that country’s economic development.’

Many of the students who chose this topic got a poor mark for their answer because instead of comparing and contrasting the main features of the two financial systems, they simply described some of their main characteristics. Indeed many students devoted the vast majority of their answer to this question to a simple list of some of the characteristics of the Japanese system, and left a mere paragraph or two to describe the UK version. Similarly, in response to the following:

‘The behaviour and performance of Japanese keiretsu illustrates the dangers of allowing companies to protect themselves from take-over and thus developing uncontrolled monopoly power.’

Assess the accuracy of that statement. 

many students simply described (again) some of the more obvious features of Keiretsu (a type of Japanese firm) and did not bother to focus on those aspects of the structure that enabled Keiretsu to protect themselves from take-over. Very few students made any mention at all of monopoly power, how it might be controlled and, particularly, the relevance of the Keiretsu structure to this phenomenon.


Even when an answer is factually correct and packed with accurate information, theories and ideas, if the content is not relevant to the question, then it will fail to score well. The key skill is the ability to apply what you know to the precise question that has been asked. Moreover, it is important that you actually spell out the relevance of information to the question(s) asked. It is not enough simply to list or present information that could be used to construct an argument answering the question(s) and then leave it to your assessors to assume that you understand how to make the necessary connections back to the question, and simply haven’t bothered to mention them.  

Further details of methods of ensuring that you answer the question can be found elsewhere by clicking on the links entitled: ‘Understanding what essay questions or assignment tasks actually want you to do’  and  ‘Making sure that what you are writing is actually answering the question or completing the task you have been set’ on this site: http://tinyurl.com/dmeyv
1.2.1 Modification of questions or tasks 

It is not acceptable to change the wording of questions or tasks in assignments or examinations. You must not delete questions or change their wording to a format that you feel better able to answer. Students who do this risk outright failure.  

1.3 Failure to adopt a critical, ‘analytical’ approach
A ‘descriptive style’ of writing tends only to offer and identify, list, rank or assemble descriptions of ideas, theories, data or facts followed by statements referring those descriptions to the questions asked. An ‘analytical style’ on the other hand, tends to connect or combine ideas, theories, data and facts together in ways that throw meaningful light on the problem(s) posed. Moreover, analytical writing uses those same ideas, theories, facts and data in a manner that suggests that the writer is aware of, and understands more than their surface descriptions. Analytical work is also more likely to offer criticisms of those same ideas, theories, facts and data, and/or the questions asked in, or problem(s) posed by the title. ‘Analytical’ answers go beyond simple description or regurgitation of material from texts or lectures, and apply the material to solve the problems posed by the essay or assignment title. Unless otherwise instructed, you should always try to produce analytical answers.
1.4 Failure to apply module contents to the task
In order to obtain high grades it is necessary to demonstrate to your markers that you have mastered the material delivered in the relevant modules. This is achieved by referring to that material and applying it in your answers to the questions or tasks you have been set. Thus you might, for example, use a model of a decision-making process to explain events in a case-study, and so on. Although this guidance applies to all forms of assessment, it is a particularly common failure in case-study based assessments. Some students seem to forget that they have ever been exposed to the contents of modules and attempt to answer all questions by exclusive reference to the events described in the case.

It is, of course, particularly impressive if you can demonstrate that you have not only mastered the module content, but have also gone beyond the recommended reading and material, and mastered other pertinent knowledge and techniques that can be applied in a competent manner to the tasks you are trying to complete (see 5.1 below also). 

2 Reasoning skills

Your assessors are looking for evidence that you have mastered critical reasoning skills. They are particularly interested in an ability to construct sound arguments. In this context, that means that your assignments and exam answers should consist of valid conclusions that are not only supported by valid reasons or evidence in the form of quotations, data and other published materials from established academic authorities, but also answer the question(s) you have been asked. 
2.1 Absence of supporting evidence 

When writing about a subject many students make statements or generalisations that are contentious but offer no quotations or data from authorities in the field to support those statements. Others write answers that tackle directly the question(s) asked in an assignment, but fail to back them up with any kind of supporting evidence. 
You can find further details about critical reasoning skills by clicking on the link entitled: ‘Constructing a sound argument’ on this site: http://tinyurl.com/dmeyv
2.2 Irrelevant ‘supporting’ evidence – evidence with no conclusion 

It is essential that the evidence you offer in support of your conclusions or the statements you make in the course of constructing your assignments is actually relevant to those statements or conclusions. It is not enough that you offer evidence about the same subject matter; it must be directly relevant to the conclusions you wish to draw. With almost any question or task set in an academic exam or assignment it will be possible to find material - quotations, data, facts, arguments, theories and so on - that may not only be accurate, true or valid, but may also refer to the subject area in which the question you are trying to answer lies. However, unless the material you find can be used to construct a coherent answer to the question you have been asked, it will be worthless. 

For example, here is a verbatim extract from an assignment in which the student was asked to discuss the role of the government in the process of economic development in Japan:

The keiretsu are a key feature of Japan’s economy, directly or indirectly affecting economic transactions in both upstream and downstream channels, within and across industries. The capital intensive organization of the group was tied around its financial institutions (financial heart) and in particular, of is “principal bank”.  In exchange for their fidelity this ensured the companies of the group a stable financial environment in the long term.

This is an accurate description of some aspects of keiretsu (a type of Japanese conglomerate firm). However, the question is about the role of the government. As it stands, the information is not relevant to that question and consequently made absolutely no contribution to the student’s mark for the assignment. In a relatively short, length-constrained piece of work the whole paragraph is simply a waste of valuable words. 

2.3 Conclusions contradicted by the offered ‘evidence’

In an assignment dealing with the Fair Trade movement one student wrote:

…the advantages of Free-trade for Eastern countries run mainly along the lines of imposing tariffs or other barriers on the importation of foreign consumption goods. This will therefore cut costs and also help individuals to import globally rather than just locally, and so therefore in effect should increase their market shares.

There are several things wrong with this argument. Firstly, as a matter of accuracy, Free-trade involves reducing tariffs not imposing them. Secondly, the imposition of tariffs raises costs to consumers and may reduce imports. Finally I have no idea what the student means by ‘...import globally rather than just locally’. However, for our current purposes this extract illustrates a conclusion: ‘This will therefore cut costs and help individuals to import…’ that is flatly contradicted by the evidence offered.

2.4 Problems with causality

2.4.1 Failure to discuss problems of uncertain causality

It is not unusual to find student answers that contain good, relevant information and even go a long way towards constructing a sound argument that address the question they have been asked, but fall at the final hurdle because they have assumed that because one thing happened before another, they must be causally related. In topics in the social sciences where you are dealing with large complex systems and human behaviour plays a large part, the problem of correctly identifying causal links between events can be acute. It is not enough to say, for example:

Between 1989 and 1997 the Taiwanese Government spent $650Bn on developments in the nation’s transport infrastructure. As a result, unemployment fell by 2.5%.

It is possible, perhaps even likely that these two events were linked, but unless you can refer to some statistical work, for example, that has demonstrated a possible link, or find a quotation from a credible authority in the subject area making such a claim, it is not valid to simply to assume that such a link exists. If you are not sure, or unable to establish a causal link between two factors or events, do not assume that one exists, state that you are uncertain, but, for example, it is possible that there may be a link between the two, and then give reasons why you think they may be related.    
2.4.2 Misidentification of causal relationships 

In an assignment discussing the effects of road congestion on businesses, one student argued that:

...the increase in demand for motor vehicles has caused congestion on UK motorways…

Although an increase in demand for motor vehicles might increase sales of such vehicles and various associated products and services, or possibly their prices, it is the subsequent use of more vehicles on the roads that causes the congestion. In the same assignment the student went on to argue that:

...since the early ‘90s the Government has improved bus services which means that they have added more buses to city traffic which has just contributed to the already high levels of congestion across England. 

However, since an increase in buses may tempt some drivers to leave their cars at home, and a single bus can carry a large number of passengers, the net effect may well be to reduce congestion.

3. Answer Structure

3.1 Poor introductions

The introduction to an assignment or essay at this level is not an invitation to produce a general introduction to the subject area; it should be an introduction to your answer. Consequently it should include a complete re-statement of the problem being tackled or the question being answered in the piece of work, as well as providing the reader with an overview of the structure of the answer and the method(s) that the you are going to use to answer the question or solve the problem(s) posed in the paper’s title. It is, in effect, a plan of the way you are going to answer the question. In longer pieces of work involving research activities the introduction is also frequently used to describe the nature and application of any empirical data used in the dissertation or project. 

Examples of good and bad introductions can be found by clicking on the link entitled: ‘Writing a good introduction’ on this site: http://tinyurl.com/dmeyv
3.2 Poor conclusions

In the conclusion of a formal essay or assignment you are expected to explain precisely how you have answered the question posed in the essay title by summarising all of the evidence you have amassed in support of the arguments and conclusions that you have reached. The function of the conclusion is to tie the whole argument of your work together and relate it clearly back to the question you have been asked. It is not an opportunity to wander off on to some, interesting tangential topic. Nor should you start to add any significant amounts of new information. After you have completed your summary of the way you answered the question, and the evidence you supplied in support of your conclusions, there may sometimes be enough words left for you to finish off with a short, pertinent quotation from an authority in the field – but only if it is directly relevant to the question. In general, your conclusion should be ruthlessly focused on the question you had to answer, your answer to that question, and the way you answered it. 

Examples of good and bad conclusions can be found by clicking on the link entitled: ‘Writing a good essay conclusion’ on this site: http://tinyurl.com/dmeyv
4. Answer format

4.1 Inappropriate choice of writing format 

If your assessors want you to use, for example, the business report format (where each paragraph is numbered 1.0, 1.1, 1.2, 2.0 and so on, like this document) then they will normally specify that requirement in the instructions for the assessment task. If a business report format is not specified, it is reasonable to assume that in an assignment or exam answer you will be expected to write in a conventional academic essay format. Self-evidently, this advice does not apply to numerical subjects. 
Further details on this topic can be found by clicking on the link entitled: ‘Selecting an appropriate essay/assignment style’ on this site: http://tinyurl.com/dmeyv
4.2 Inappropriate layouts – lists & paragraphing
Assignments and essays should consist of more than long lists of facts, data and ideas. Moreover they should also look like they are more than just lists. What your assessors are looking for is evidence that you can produce coherent, sound, flowing arguments in answer to the questions, not long, randomly organised lists of facts copied out of books and articles. If we want you to produce a list, the question or task will say something like: 

‘Produce a list of….’

The reason for this ‘prejudice’ against lists is that some students rely upon the list format because they are incapable of connecting different ideas together in order to create coherent, flowing, logical, sound arguments. In order to get decent grades you would be wise to differentiate yourself from such students. NB this is not a blanket ban, it is occasionally necessary to use a list when answering a question. However, this requirement is rare. 

In academic writing it is not normally advisable to construct essays and assignments made up of lots of very short paragraphs. 

Some students actually end every sentence with a full stop.

They then follow it with a carriage return and a blank line. 

Like this. 

This produces an extremely odd layout that makes the writer appear semi-literate, and should be avoided at all costs. 

Short paragraphs have the unfortunate side effect of making it look like you are totally unable to connect different ideas together in order to construct a coherent argument, and thus they act to reduce your work to the appearance of a list. Since the ability to form coherent arguments is one of the skills that your assessors are looking for in students, this is not a sensible layout to copy. Indeed, the use of these alien formatting techniques suggests that you are unable to write competently, and, in general, this is not a desirable message to send to your assessors. 
4.3 Inappropriate illustrations

It is perfectly acceptable to illustrate your answers in essays and assignment with tables of data, diagrams, images of causal models and the like that you have found during your research in academic sources, on condition that they actually help you to answer the question you have been set. Note that these should be treated in precisely the same way as extracts of writing from the work of other authors, and referenced in an approved manner. In other words, treat copies of diagrams and images created by other authors as though they were quotations. However, it is not normally acceptable to paste copies of, for example, maps, pictures of cars and buildings and so on, into written work at this level. 
 If you are unsure whether or not an image is appropriate or not, try asking yourself these questions:
· Does this mage contribute any additional evidence that is essential to the argument I am constructing in answer to the question I have been set? 
· Will the member of staff who is going to mark my work have any difficulty in understanding my argument/answer if this image is left out? 


If the answer to either question is ‘no’, then omit the image. If in doubt; leave it out.
5. Use of the literature
5.1 Insufficient evidence of reading

Evidence of reading relevant material around a subject is never punished. High marks are awarded to those students who demonstrate that they have done more than just skim-read the relevant paragraphs in the recommended text-book for a module You can provide evidence to your markers of such activity by the use of pertinent quotations from relevant texts and other sources. NB quotations must be more than random in nature; they must help you to answer the question(s). You should list the full details of the sources you have quoted from in an approved format at the end of your work in a reference list. 

Further details of the recommended format for reference lists can be found by clicking on the link entitled: ‘Adding non-electronic quotations and references to your written work’ on this site: http://tinyurl.com/dmeyv
5.2 Failure to specify sources of evidence 
This fault is illustrated in the following sentence from a student assignment:

The most recent estimate by the CBI calculated that the costs to business are approximately £20 billion per year.

This may be an excellent piece of data and a superb piece of evidence in support of a valid conclusion in an argument. But the student should have cited the publication that the figure was drawn from – ‘the CBI’ is not an adequate reference.  

5.3 Poorly integrated material
5.3.1 Quotations, diagrams or data

This fault refers to the practice of quoting potentially relevant data, diagrams or sections of text that are not explicitly referred to, and integrated into, the text of your answer. This is particularly common at the beginning of new sections in assignments when some students seem to think it is clever to copy the style of some romantic novels and paste in a quotation, frequently a simple definition (see 5.5 also below), but then make no reference to it and expend no effort in explaining what its significance is in their work. If you feel tempted to paste someone else’s words, diagrams or data into your work, make sure you ask yourself two questions:

1) Does this help me to answer the question? If not, then delete it immediately. It is not a sensible strategy to assume that your markers will be impressed by the sheer volume of random quotes.

2) Have I used the content of this quotation to improve my answer by referring to it and explaining its value in the context of my own work? If not, then either integrate it immediately into the rest of your work, or delete it. 

5.3.2 Excessive use of very short quotations
It is not wise to scatter lots of extremely short quotations (one or two lines each) throughout your work. It is better to have fewer, more substantial quotes providing evidence in support of your arguments.   
5.4 The use of inappropriate sources: 

In general, in assessed student work, ‘appropriate’ sources will include academic text-books, articles in academic journals and material on websites maintained by academics on university servers. All other sources are of varying degrees of unsuitability. If you are unsure what constitutes an ‘acceptable source of information, data and so on in any given piece of work you should ask for guidance from the staff who will be assessing your work.  

5.4.1 Search engines, lecture notes etc.

The URLs of search engines, web portals or publishers’ websites such as ‘Google’, ‘Lexis Nexis’ or ‘Emerald’ and databases such as EBSCO are not suitable for use in reference lists. You might as well list ‘The Library’ or ‘The Web’. You need to specify the full details of the publication(s) that you accessed through those entry methods. Unless you have been given explicit approval by the staff members who are going to be marking your work, it is also not normally advisable to refer to module handbooks, handouts or the contents of lectures. If you are unsure what staff would like you to do, then ask them. Referring to this kind of source tends to create the impression that you could not be bothered to do any independent reading about the subject matter. An impression of laziness is not normally helpful if you want to achieve a high grade. If a handout contains a quotation or some published data taken from an appropriate source such as a text-book, and you wish to employ it in your work, then you should refer to the original publication in full, not the handout.   

5.4.2 Non-academic sources

In an age of electronic journals, e-books and a whole forest of portals to the web leading to a bewildering variety publications, it is all too easy to end up referring to non-academic work. As a rule of thumb, unless the assessed task you have been set specifically requires you to research and refer to non-academic sources of information and evidence, you will get better grades if you avoid non-academic sources and concentrate instead on researching bona fide academic publications. This is easy to do. On-line university library catalogues have a whole range of portals leading to academic journals. If you are not familiar with the systems used, ask a librarian for help. If you are using some other entry method such as ‘Google scholar’, most genuine academic publications possess details of volumes, part and pages like those highlighted in bold below:

Ramsay, J, ‘The real meaning of value in trading relationships’, International Journal of Operations & Production Management, 2005, 25, 6, pp. 546-565

When you come to construct your reference list at the end of your work, if it turns out that few of the publications you refer to have volumes, parts and so on, then you may have a problem. 

5.5 Redundant definitions

It is not normally necessary or advisable in length or time-constrained pieces of written work to waste words using a quotation to define simple concepts. The only exceptions to this general rule occur when the task you have been given concerns the meaning of terms, or the relevant definitions are unusually controversial or the subject of heated debate in a topic area. Your primary objective at this level is to apply the ideas dealt with on courses to the solution of the problem(s) posed in the question. Analysis, not description or decoration is what is expected of you. Frequently, indeed, you will be expected to critically assess the concepts theories and evidence you have been offered on a course. In such circumstances simple descriptions of the meanings of words will usually be a waste of scarce words. 

5.6 Inappropriate referencing formats 

This subject is something of a minefield because there is an enormous range of different referencing formats. The one illustrated below will be acceptable to most assessors. If you are unsure what format is approved on any given subject, check with your assessors. The simplest piece of advice to give n this subject is to point out that the worst thing you can do is to make up your own referencing method. 

5.6.1 Quotations

If you are going to offer statements about statistics or data, or arguments used by authorities in the subject area you are writing about, or quote extracts from the work of others, then you should reference your sources properly. The practice we recommend (for undergraduate students only) is to clearly format extracts or quotations in your work like this:  

…sort a relatively small sample of incidents into piles that are related to the frame of reference selected. After these tentative categories have been established, brief definitions of them are made, and additional incidents are classified into them.

 
Flanagan, 1985, p. 344

Where Flanagan is the surname of the author you are quoting, 1985 is the year the work was published and 344 is the page the quotation has been taken from. The full details of the publication would then be shown at the end of your work in a properly formatted reference list containing all of the sources you have cited. The ability to reference your work properly is a core academic skill. It is not difficult to learn, and failure to master it may have a negative effect on your grades. In general it is advisable to prove that you  actually read the sources you refer to in your work by quoting relevant extracts from those sources (in the manner shown above). 
5.6.2 Unacceptably vague or general references

Sometimes professional academics make indirect references to whole books or articles without specifying page numbers - like this:

Furthermore, the potential benefits deriving from partnerships between buyers and strategically critical suppliers are well documented (see for example: Bevan 1989, Bowersox 1990 and Carlisle & Parker 1989).

This is a very risky practice for undergraduate students to copy. Professionals are given the benefit of the doubt, and the reader assumes that they have actually read the texts they are referring to. Such indulgences are not normally extended by staff to students. It is recommended that you either use a quotation of some actual text, or specify what topic, data or argument you are referring to and the relevant page number(s) to provide some kind of evidence that you have done more than just copy and paste the details of a publication with a potentially relevant sounding title from the library catalogue.


NB If you have been explicitly asked to produce a literature survey or review, that last piece of advice may be inapplicable and you should ask the staff setting the task for guidance.
5.6.3 Incorrect reference list formats

There are four common errors made in reference lists. You should avoid all four:

1 The inclusion of publications that are not referred to in your work. 

2 The omission from the list of publications that have been referred to in your work 
3 Incomplete references (see below). 

4 Failure to sort lists alphabetically by the authors’ surnames.
Comprehensive details on referencing practices can be found by clicking on the link entitled: ‘Adding non-electronic quotations and references to your written work’ on this site: http://tinyurl.com/dmeyv
6. Writing Style

6.1 Inappropriate non-academic writing style

Most newspapers are part of the entertainment industry, and they are written in a style intended to be entertaining. This is not the case with academic writing. Consequently you should avoid using the tabloid newspaper writing style with its informal language, frequent use of colourful and lively adjectives and so on. You should be aiming for a dispassionate, objective, formal style of the type found in academic journals and textbooks. 

6.2. Inappropriate first person singular style

Many students offer their personal opinions to their markers by saying things like:

I think that this is probably acceptable… 
In answering this question I shall examine…

I believe that it can be concluded… 

and so on. This use of the first person singular is conventionally avoided in formal essays. The recommended method of expressing the same ideas is to use formats like this:

Some authors have argued that it is acceptable… or: 
On the basis of the arguments and evidence offered above one may conclude that… and so on.  

The reason for this rule is that, in general your assessors are not interested in what you think or believe or want, they are interested in coherent, logical arguments with sound conclusions that are supported by valid, reliable evidence. Consequently, unless you are directly asked for your opinion you should always avoid ’I’, ‘me’, ‘my’ and ‘mine’. (See also the section on ‘Reasoning skills’ above)

7. Spelling, punctuation, spelling and grammar

7.1 Failure to master written English

Although you will not be punished directly for poor writing skills, they do tend to create an overall impression of low levels of scholarly achievement, and that is not helpful in persuading markers that you are well-read and competent. It also makes it harder for you to carry out the tasks that are required of you - such as constructing valid arguments with sound conclusions based on valid evidence. Very poor English skills sometimes make it hard for students to express complex ideas with clarity, and this failure can certainly reduce your grades. 

7.1.1 Poor spelling

Although you will not lose marks for poor spelling (unless it prevents your markers from understanding what you are trying to say) it may be worth remembering that people with poor spelling skills are unlikely to be given highly paid, demanding jobs that require the employee to possess good communication skills. If you have a look through advertisements for managerial jobs in business, most of them now demand the possession of good communication skills. QED. 

7.1.2 Inappropriate use of American-English vocabulary  

The use of American-English spellings usually indicates one of two things:

a. Lazy and unacknowledged copying from an American text-book or web-sites (NB plagiarism is a breach of University rules and can lead to outright failure in assessment processes). 

b. Incompetent use of a spell-checker.
You should, at the very least, always re-write all the material you use, other than direct quotations, in your own words. NB the exception to this rule is, self-evidently, the properly referenced quotations you use to demonstrate the breadth and depth of your reading around the subject. If you are unable to spell correctly yourself and are forced to rely on a spell-checker, then make sure you have selected the ‘English’ and not the ‘American-English’ dictionary. American-English is a foreign language, and, being designed by Americans, most spell-checkers default to it. Hence, if you are not careful, using a spell-checker will carefully translate your work into a foreign language. This is not recommended; some markers do not like it. 
7.1.3 Unwise dependence on spellcheckers

Please remember that spell-checkers are incapable of deciding if a word is grammatically or stylistically correct in any given sentence. Hence, if you rely upon spell-checkers, then although you will know that the words are spelled correctly, they may not the right words you need to make sense. That last sentence, for example, can be re-written thus:

Hens, if ewe really upon spell checkers, then although ewe will no that you’re words are spelled correctly, they may knot bee the write words ewe knead to make scents.

Moreover, spell-checkers tend to damage you ability to spell correctly. They make you idle; if you don’t think you have to be able to spell and never make the effort to check your own spelling, always relying instead on a machine to do it for you; you will gradually lose the ability to do so. The phenomenon is exactly the same as with skills in foreign languages or mathematics – if you don’t use them, you lose them. You ought to write with a real hard-copy dictionary by your side or on the Web. If you are unsure of a word’s spelling, use the dictionary and then change the spelling yourself. It is one of the few reliable methods of improving your ability to spell.

7.2 Poor punctuation

7.2.1 Failure to master the apostrophe
The most common punctuation failure in student work is a complete inability to master the use of apostrophes. Although an ability to use apostrophe ’s’ correctly is undoubtedly a minor skill, lack of it simply lowers the overall tone of your work. It immediately creates the impression in the minds of some of your assessors that you’re writing skills are poor, or that you are too lazy to produce good English. Neither of these impressions is likely to improve your grades. The skill is easy to learn, we recommend that you master it.

You can find further details on apostrophes by clicking on the link entitled:‘The secrets of the apostrophe’ on this site : http://tinyurl.com/dmeyv
7.2.2 Incorrect use of capital letters
Capital letters should only appear on the first word in a sentence and proper names. 

This is a real extract from a physics textbook:

As in Mathematicks, so in Natural Philosophy, the Investigation of difficult Things by the Method of Analysis, ought never to precede the Method of Composition. This Analysis consists in making Experiments and Observation, and in drawing general Conclusions from them by Induction, and admitting of no Objections against these Conclusions, but such as one taken from Experiments or other certain Truths.




(Newton, 1684, p.404)

However, please also note that this was taken from :

Opticks: or a treatise of the reflections, refractions, inflections and colours of light and was written by Isaac Newton in the seventeenth century and adopts a German writing convention. This is not an appropriate style in early 21st century England. 
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