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DESCRIBING PEOPLE

OBJECTIVES

CHAPTER

1

Writers  need certain  skills.

In this  chapter,  you will  learn to:

! Use questions and note taking 
to get ideas for writing

! Identify the three parts of a 
paragraph

! Use correct paragraph format 

! Recognize subjects, verbs, and 
objects in complete sentences 

! Use six rules of capitalization

! Work with simple sentences

! Write, revise, and edit a 
paragraph describing a person

Each person in a family is unique. Can you think of a different
word to describe each person in this family?
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Page Format  for  Work  Done  on a Computer

The Paper

Use 8! -inch-by-11-inch white  paper.

The Font

Use a standard font style and size, such as Times New Roman font, 12 point  
font size. Do not use underlining, italics, or bold type to emphasize words. It is 
not correct style in academic writing.

The Heading

Type your  full  name in the upper left corner. On the next line, type the 
course number. On the third  line, type the date the assignment is due in the 
order month-day-year,  with  a comma after the day.

The Title

Skip one line. Type your  title  and then center it, using the centering icon on 
your  word-processing program.

The Paragraph

Skip one line, and start typing on the next line. Indent the first word by 
using the TAB key. (Indentmeans to leave some space at the beginning of the 
line. You can set the tab for about 0.4 inches, which gives you an indent of about 
5 spaces.) Type your  paragraph without  entering line breaks (returns) at the end 
of each line. The computer will  do this automatically.  Only  enter a line break 
(return) at the end of the paragraph.

Margins

Leave a 1-inch margin  on the left and right  margins.

Spacing

Double-space your paragraph.
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