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UNIT-2 (REQUISITES OF SENTENCE CORRECTION) 
 

A sentence is constructed with the help of words and phrases and the word and phrases should be arranged in such a sequence so as to 

give a complete sense. 

 A sentence should contain no unnecessary words. A paragraph has no unnecessary sentences. 

Basically there are three basic requirements as a good sentence viz. Clarity, Consistency and Consciousness. 

 

Following are the few more requisites: 

1) Keep it concise: A sentence should be concise. It should say without adding any extra words or phrases. 

2) Cut the unnecessary words: Avoid using long phrases when simple terms can do the needful, ex – long phrases like „in the event 

that‟ or „it is often the case that‟, can be substituted by using simple terms like „If‟ & „Often‟. 

3) Cut the Redundancy: Repetition of synonym doesn‟t beautify the language. So we must avoid saying things like „Six O‟ Clock 

a.m. in the morning‟ or mix together. 

4) Cut Vague Words: Avoid vague terms such as „things‟, „stuff‟, „factor‟ or „element‟ (unless you are speaking about a chemical 

element). 

5) Cut the Qualifiers: Phrases like „in my opinion‟, „I feel‟ and „I believe‟ just add unneeded wordage to your sentence.  

6) Stay Positive: Phrase your sentence in positive language instead of negative. For example: Instead of saying „I did not learn 

anything from that question‟ write „I learned nothing from that question‟. 

7) Make it Fluent: Fluent sentences make clear connections between points, vary in length so that they flow more easily when 

spoken, and make the ideas clear and emphatic. 

8) Make it Clear: The sentence should be clear enough so that it is easily understood without making the reader rush for the 

dictionary. 

9) Cut Misplaced Modifiers: Make sure that the reader can clearly see which noun each phrase supports. Otherwise, you end up with 

clear sentences such as „Hanging from a tree, Rohan saw a monkey‟. In the sentence it is unclear whether it is Rohan or the 

monkey who is hanging from the tree.   

10) Make your Pronouns clear: While writing we must keep it in mind that the pronouns should be clear enough to understand whom 

are you talking about. “When did he write the book?” in this sentence we do not know this he is! 

 

Basic tips to construct a correct sentence: 

1) Use the proper articles: 

Ex – He ate an apple. 

2) Make the subject agrees with your work. 

Ex – She likes to play badminton. 

3) Know the proper use of prepositions. 

4) Know which punctuations marks to use. 

1. Full stop (.) 

2. Question Mark (?) 

3. Exclamation Mark (!) 

4. Semicolon (;) 

5. Colon (:) 

6. Hyphen (_) 

7. Dash (-) 

8. Double quotation (“   ”) 

9. Single quotation / Apostrophe („) 

10. Comma (,) 

 

PARAGRAPH DEVELOPMENT: 
“A paragraph is a group or specially and intentionally related sentences; a thought unit; sentences that revolve around a single idea and 

is writer‟s attempt to develop an idea or part of an idea”. 

 

Organization of Paragraph: 

Organizing a paragraph is an art. There are mainly three points on which the whole paragraph is based: 

1) Presentation of main idea: The introductory sentence is called as topic sentence. The topic sentence is the eye catcher of the 

paragraph; hence it has to be attention grabber and an introduction about the topic. 

2) Elaboration of the Main idea and supporting Details: Examples, statements and facts, comparisons, contract, statistics, graphs, 

quotations or a vivid description which help in understanding of the main idea is known as supporting details. These details 

clarify, illuminate, explain, describe, expand and illustrate. Supporting ideas helps to develop the story. 



 
www.uptunotes.com 

 

 B y :  J Y O T I  C H A T U R V E D I         e m a i l :  j t c h t r v d . 7 1 3  @ g m a i l . c o m  
 

 

 

Page 2 

3) Concluding the Main Idea: Concluding the main idea is called to be the conclusions of the paragraph. It is the line which justifies 

the topic sentence with the support of supporting details. 

 

Essentials of paragraph writing: 

1) A paragraph should present a single idea. 

2) Ambiguous expression should be avoided. 

3) Unity of main idea – supporting details and conclusion makes an ideal paragraph. 

4) Repetition of words should be avoided. 

5)  Conciseness and exactness will avoid from beating about the bush. 

6) Superfluous proverbs, idioms, and figures of speech make the paragraph complicated to understand for the readers. 

7) Unity is attained by working under a definite system. 

8) Consistency of ideas, thoughts, speech and reasoning is must. 

9) Linking of every sentence with each other and revolving around the main idea frames a good paragraph. 

10) Sequential arrangement of ideas coheres well. 

11) Proper and balanced emphasis should be given on the facts and ideas which ever and where ever required. 

12) Number of words in the paragraph should be between 100 & 200 words. 

 

Methods of paragraph Development: 

1) Inductive Method: Inductive Deductive method of paragraph writing starts with the topic sentence introducing the topic. It is just 

the reverse of inductive writing starts with either evidence or reasons leading to the statement of the topic at the ned. It is basically 

„conclusion oriented‟ method. 

Features of inductive paragraph: 

i). Conclusion is the main claim. 

ii). Support for the main claim is given before the conclusion. 

iii). This method is often used while narrating a story and there after the moral of the story. 

2) Deductive Method: Deductive method of paragraph writing starts with the topic sentence introducing the topic. It is just the 

reverse of inductive method. The supporting details connect with the topics sentence and the whole paragraph revolves around the 

topic sentence reflecting unity. 

Features of a deductive paragraph: 

i). Main claim is given at the beginning through topic sentence. 

ii). Supporting details are given thereafter. 

iii). It is a method where the topic sentence is strengthens by factual evidence as a support. 

3) Chronological Method: It refers to time. This method of paragraph writing is solely used for the topic related to any event, or 

historical facts. It is a sequential arrangement of events arranged according to the importance of time and date. 

Starts the topic sentence and list everything that happened in order from beginning to the end. 

4) Spatial Method: Spatial method of paragraph writing refers to space or layout. To describe the place based on location spatial 

method is used. 

For instance: If one is to write a paragraph about the layout of your college, begin at the entrance, and then describe every section 

of the college including auditorium, canteen and cafeteria. 

5) Linear Method: The logically proceeding of sentences with unity and coherence towards an idea in one dimension is called to be 

linear method of paragraph development. 

In this method one sentence leads to the next sentences proceeding towards the topic of the paragraph. 

 

THE ART OF CONDENSATION: 

The word – Precis is from the old French noun use of Middle French means „cut short‟ or used in English as verb Precise: “Precise 

means brief summary of a long passage”. 

 For instance: If the actual passage is of 300 words, then its précis should not extend 110 words length. One should not 

compromise with the necessary information, facts and ideas present in the actual passage. 

A précis is usually written in reported speech, third person, and in the past tense. The basic characteristics of précis are: 

i). Conciseness 

ii). Clarity 

iii). Completeness 

iv). Unity 

v). Coherence 

 

Techniques of Precis Writing: 

1) Reading the passage carefully: Reading is the most important skill. Read the passage carefully. If one reading is not sufficient go 

through the passage twice. Try not to miss any important point. Now categorized the information or points according to the 
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importance. 

2) Writing: After reading and categorizing the information according to its importance prepare a first draft. Shorten it to the length of 

one – third of the original passage, reduce the length by trimming unnecessary explanations or examples. 

3)  Revision: revision becomes the safe guard of nay writing. It saves you from committing errors. Revise the draft carefully before 

you write in fair sheet. Compress and clarify a lengthy passage while retaining important concepts, key words and important 

ideas. Remove what is superfluous and retain the core essence of the work. 

 

At a Glance – How to Write a Precise? 

1) Read the passage carefully as many times so as to apprehend clearly its main theme. 

2) Second and third reading to be done to make sure of the meaning of each sentence and picking up the core information or essence 

of the passage. 

3) Supply a short title which will reflect the intention of the writing. 

4) Select and jot down the important points in support to the topic sentence. 

5) Note that the length of the précis is one – third of the original passage. 

6) Prepare a first draft. 

7) In the process don‟t forget that you are supposed to write the summary of the passage in your own words rather copying the 

phrases or quotation of the original passage. 

8) Add nothing, make no comments and correct no facts as your perception about the passage is not asked. 

9) Revise your last rough draft. Compare it with the original passage so as to sure that no important point is missing. 

10) Write the précis finally on a fair sheet neatly. It should be written in reported speech, third person and in the past tense. 

11) Correct all mistakes related to spelling, grammar and idiom. Check the punctuation mark. Keep the language of the précis simple 

and direct. 

 


