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Welcome to Profile of a Leader. Dr. Warren Bennis (Antioch College, Class of 1951) one of the 

nation's foremost authorities on organizational development, leadership, and change stated that; 

ñBecoming a leader is synonymous with becoming yourself. It is precisely that simple, and it is also 

that difficultò. He also insists that successful leadership is about having a particular set of attributes ï 

and chief among these attributes is character based on strong personal ethics and values. My hope is 

that in this course you will be able to explore some of the characteristics that enable people to be 

successful leaders and that you will analyze your own characteristics, values, and beliefs to determine 

your personal leadership strengths. Profile of a Leader is presented as a learning workshop and is 

specifically designed to challenge participants to critically assess their common knowledge and to 

successfully build a ñfoundational knowledge baseò of essential contemporary leadership principles 

and practices. 

 

Following are some tips for success in this class:  

Å Attend all classes.  

Å Come to each class prepared.  

Å Complete the assigned reading, writing and related assignments on time. 

Å Actively participate in and contribute to each class.  

Å Maintain an open mind and a positive attitude.  

 

Course Summary:  

Students will read two books. They will also complete questionnaires, perform in-class group 

exercises, and compile a portfolio which will contain specific class assignments and a self-analysis.  

 

Instructor Availability: 

Generally, I will try to be in the classroom at 5:30 pm Mondays to be available before class. The best 

way to contact me is through e-mail. I would also be happy to meet with you by appointment.  

 

Required Texts: 

Peter G. Northouse (2004). Leadership: Theory and practice. (4th ed.). Thousand Oaks, CA: Sage.  

ISBN# 1-4129-4161-X.  
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James M. Kouzes and Barry Z. Posner. (2003). Credibility: How Leaders Gain and Lose It, Why 

People Demand It. San Francisco, CA: Jossey-Bass. ISBN: 0-7879-6464-6 

 

Warren Bennis (2003). On Becoming a Leader. New York: NY: Perseus Books. ISBN# 0-7383-0817-5 

 

Course Description: 

The focus of the course is leadership credibility, contemporary leadership principles, the importance of 

ethics and integrity, and the personal examination of self.  

 

Course Rationale: 

Throughout the 20
th

 century, scholars have conducted studies to determine the characteristics of 

effective leaders. In this the 21
st
 century, the study of leadership is broadening beyond the individual 

leader to explore the nature of leadership processes, leadership principles, and leader paradigms. 

Profile of a Leader is designed to help identify some of the major characteristics of effective leaders 

and help students gain an understanding of traits and qualities that will enhance their own leadership 

potential. The course also investigates the collaborative nature of leadership and focuses on the 

reconceptualization of the traditional leadership construct.  

 

Student Learning Objectives: 

Successful students will - 

Å Discover that credibility is central to leadership 

Å Understand and explain the role of ethics and integrity in the leadership process  

Å Investigate and clarify their personal values, beliefs, and leadership principles  

Å Compare their values, assumptions, and beliefs to leadership theories  

Å Critically evaluate their current mental models and build a foundational knowledge base 

   of contemporary leadership principles and practices 

Å Develop strategies to enhance their credibility in the workplace including, but not limited to,  

  discovering the importance of diversity, adopting and applying profound principles, using shared   

  values to motivate employees, empowering followers, and creating a supportive and challenging work 

  environment  
 

Course Policies: 

 

1.  Attendance 

Students will earn 10 points each time they attend an entire class meeting. Arriving on time, staying 

until dismissed, and active participation are requirements. Due to the interactive nature of this class, 

there is no way for points to be made up if someone is absentðeven under the most genuine of 

circumstances.  

 

2.  Statement on Plagiarism and Cheating 

ñPlagiarism and cheating are contrary to the ideal of academic integrity and will not be tolerated. 

Plagiarism is defined as presenting the work of someone else as oneôs own. Cheating is defined as 

dishonesty of any kind in connection with assignments or examinations; it applies to both giving and 

receiving unauthorized help.ò The disciplinary action that will be taken includes receiving a zero for 

the questioned assignment, failing the course, having an academic misconduct statement placed in your 

file, being excluded from the SAL program, and even being expelled from the University.  
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3.  Late Work 

Late assignments will be penalized 10%. No assignment, however, will be accepted more than one 

week after the due date.  

 

4.  Withdrawal  

It is the responsibility of the student to withdraw from class. Students must withdraw by June 13, 2008 

in order to receive a 100% refund. 

 

5.  Services for Students with Disabilities 

If you have a disability that may have some impact on your work in this class and for which you may 

require accommodations, please inform me immediately so that your learning needs may be 

appropriately met. Students with a disability must register with the Services for Students with 

Disabilities office (SSD) in Schwitzer Center 206 (317-788-6153 / www.uindy.edu/ssd) for disability 

verification and for determination of reasonable academic accommodations. You are responsible for 

initiating arrangements for accommodations for tests and other assignments in collaboration with the 

SSD and the faculty. 
 

Assignments: 

 

1.  Oral Introduction 

Review and take the Psychodynamic Approach Survey (p. 260-263 in Northouse) that you completed 

in ORGL-302. As part of your personal introduction to the class, include a two minute presentation 

based on the results of the survey. Choose ONE letter from the results of the survey. Briefly tell us 

what that letter means, then relate one story about you that illustrates the letter. For example, I am an 

ISFJ. I could choose to introduce myself to you by talking about my ñFò characteristic. I would tell you 

that feelers take into account the feelings of people and seek harmony. Then I would tell you about a 

decision I made that illustrates that, in fact, I make decisions like a feeler. This assignment is worth 25 

points. See rubric for evaluation criteria. Overall introduction should take no longer than five minutes. 

 

2.  Perceived Leader Integrity Scale (PLIS)  

You will find this instrument in the Northouse text beginning on page 363. Fill out the instrument and 

score it. Then in a two to three page paper, double-spaced, you are to write an explanation of the self-

assessment, an explanation of your score, and a self-reflection. In the self-reflection, describe insights 

you gained about yourself. Use citations and documentation. This assignment is worth 50 points. See 

rubric for evaluation criteria.  

 

3.  Values Paper 

You will write a two to three page, double-spaced paper that answers one of the four questions on page  

82 of the Kouzes and Posner text: 

Å What books made the biggest impression on you as a child? What values did these espouse?  
 

Å Who are your most admired historical leaders? What values did you learn from studying them? 
 

Å What older persons in your early life did you admire? What values did you learn from them? 
 

Å Can you recall suffering a hurt early in your life? How did you react? What purpose and challenge 

   did you find in it? What values did it teach you? 
 

   This assignment is worth 50 points. See rubric for evaluation criteria.  

http://www.uindy.edu/ssd
http://www.uindy.edu/ssd
http://www.uindy.edu/ssd
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4.  Gender-Leader Implicit Association Test  

You will find this instrument in the Northouse text beginning on page 287. Fill out the instrument and 

score it. Go to the Harvard website for a greater understanding of the instrument. The address is 

https://implicit.harvard.edu. Then in a two to three page paper, double-spaced, you are to write an 

explanation of the self-assessment, an explanation of your score, and a self-reflection. In the self-

reflection, describe insights you gained about yourself. Use citations and documentation.  

This assignment is worth 50 points. See rubric for evaluation criteria. 

 

5.  Becoming a Leader: A Self-Reflection  

You are to write a paper, five to seven pages in length, double-spaced. You choose one chapter as well 

as chapter 10 from the Bennis text as the focus of your paper. Structure your paper to effectively meet 

the following criteria: 

a) Introduction should specifically summarize the topics you are addressing and explain why you 

chose the specific chapter. 

b) Briefly describe the essential message contained in each of the chapters. Find and articulate the 

themes. Then provide your personal insights and impressions. 

c) Explain what you have learned and how your new understanding has changed the way you 

think about leadership. 

d) Write a section in which you articulate your leadership paradigm and ideal leader profile.  

e) Write a concluding section describing what changes you will make and actions you will take as 

a result of your in-depth study of leadership.  

This paper should be one of self-discovery. Although it is ñautobiographicalò, it should not be strictly 

personal or anecdotal. This assignment is worth 150 points. The assignment evaluation criteria will be 

made available. Assignment ñsneak previewò will be explained and discussed. 

 

6.  Final Writing Assignment 

The last night of class there will be an open-book final writing assignment. This assignment will cover 

readings for that evening, namely chapters 7, 8 in the Kouzes and Posner text; and also include one 

ñleadership challengeò question. The ñfinalò is worth 125 points (100 pts. for the chapter review and 

25 pts. for the question. An instruction sheet will be made available and discussed. The final must be 

done in-class on the ñfinal nightò. Final assignments will not be accepted before 8:30 pm.  

 

Portfolio  

You may be required to organize all the papers you have written in the class, and put them into a folder 

/ portfolio. A portfolio instruction sheet will be provided. The portfolio would be submitted at the 

beginning of the last class and include the Becoming a Leader self-reflection paper.   

 

Grading Scale for the Course: 

 

Points  Grade Equivalent Points  Grade Equivalent 

470 to 500   A     (94 ï 100)  370 to 389   C     (74 ï 78) 

450 to 469   A-    (90 ï 93) 350 to 369  C-   (70 ï 73) 

440 to 449  B+   (88 ï 89) 340 to 349  D+   (68 ï 69) 

420 to 439  B     (84 ï 87) 320 to 339  D     (64 ï 67) 

400 to 419  B-    (80 ï 83) 300 to 319  D-   (60 ï 63) 

390 to 399  C+   (78 ï 79) 299 to 0  F     (0 ï 59) 

 

https://implicit.harvard.edu/
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Meeting No. 1:  Credibility and Ethics 

Wednesday, June 11, 2008 

 Review the Psychodynamic Approach Survey, beginning on p. 261, Northouse.  Prepare a five 

minute class presentation (oral) to interpret your score on the psychodynamic approach survey.  

Use examples of how accurate/inaccurate the specific personality characteristics are of you. 

 Read and be prepared to discuss the following: 

Introduction, ñOn Credibility and Character,ò xiii-xxiv, Kouzes and Posner. 

Chapter 1, ñLeadership Is a Relationship,ò p. 1-26, Kouzes and Posner. 

Chapter 2, ñCredibility Makes a Difference,ò p. 27-57, Kouzes and Posner. 

Chapter 14, ñLeadership Ethics, p. 341-370, Northouse. 

 Fill out and score the Perceived Leader Integrity Scale (PLIS), p. 365-367, Northouse. (Prior to 

class.) 

 Be prepared to discuss Case Studies 14.1, 14.2, and 14.3, p. 319-323, Northouse. 

 

 

Meeting No. 2:  On Becoming A Leader 

Wednesday, June 18, 2008 

 Submit the PLIS Self-assessment paper at the beginning of class. 

 Read and be prepared to discuss, On Becoming a Leader, ix ï xxxv, pp. 1-196, Bennis. 

 Identify one key point, concept or lesson in each of the chapters (1 through 9). Prepare a one-page 

document that lists and summarizes your nine key points. One or two sentences are sufficient to 

summarize each key point. Turn in this one-page document at the beginning of class.  

 In class, we will also discuss contemporary leadership paradigms and principles: 

- Transformational Leadership 

- Post-Industrial Leadership 

- Profound Principles 

 Read and be prepared to discuss the handouts provided at the last class. 

 

 

Meeting No. 3:  Discovering the Self  

Wednesday, June 25, 2008 

 Read and be prepared to discuss Chapter 3, ñDiscovering Your Self,ò p. 58-87, Kouzes and Posner.                           

 In class, work on creating your personal vision 

 Write and submit a two-three page paper that answers one of the four questions on page 82 of 

Kouzes and Posner: 

1. What books made the biggest impression on you as a child?  What values did these 

espouse? 

2. Who are your most admired historical leaders?  What values did you learn from studying 

them? 

3. What older persons in your early life did you admire?  What values did you learn from 

them? 

4. Can you recall suffering a hurt early in your life?  How did you react?  What purpose and 

challenge did you find in it?  What values did it teach you? 
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Meeting No. 4:  Diversity, Shared Values, and Capacity 

Wednesday, July 2, 2008 

 Read and be prepared to discuss Chapter 4, ñAppreciating Constituents and Their Diversity,ò  

       Chapter 5, ñAffirming Shared Values,ò and Chapter 6, ñDeveloping Capacity,ò  p. 88-182, Kouzes 

       and Posner.         

 Read and be prepared to discuss Chapter 12, ñWomen and Leadership,ò p. 265 -299, Northouse. 

 Be prepared to discuss case studies 12.1, 12.2, 12.3, p. 285-288, Northouse. 

 Write and submit your paper on the Gender-Leader Implicit Association Test in Northouse, p. 288. 

 

 

Meeting No. 5:  Purpose, Hope, and the Struggle to be Human 

Wednesday, July 9, 2008 

 Read and be prepared to discuss  Chapter 7, ñServing a Purpose,ò Chapter 8, ñSustaining Hope,ò 
and Chapter 9, ñThe Struggle to be Human,ò pp. 183-273, Kouzes and Posner. 

 Turn in your portfolio (if required), and the Becoming a Leader paper at the beginning of class. 

 Final Presentation 

 Final writing assignment: Chapters 7 and 8 Kouzes and Posner text; leadership challenge question. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Rubric for Oral Introduction 

 

Name _____________________________________   Score ____________ 

 

 Poor = 1 Fair = 2 Average = 3 Good = 4 Excellent =5 

Delivery 

 Eye contact 

 Posture 

 Gestures 

 Conversational 

vocal quality 

 Volume 

 Rate/Pause 

 Articulation 

 Pronunciation 

 Fluency 

 Free from 

distracting 

mannerisms 

The speaker did 

not connect 

with the 

audience.  The 

speaker did not 

capture the 

attention of the 

audience and 

maintain it 

throughout the 

talk. 

 

 

 

 

2 points 

The speaker did 

not appear 

comfortable 

speaking before 

the group.  A 

number of 

mannerisms 

existed that 

called attention 

to themselves. 

 

 

 

 

 

4 points 

The speaker 

exhibited 

average verbal 

and nonverbal 

communication 

skills.  Some 

mannerisms 

existed that 

called attention 

to themselves. 

 

 

 

 

 

6 points 

The speaker 

exhibited good 

verbal and 

nonverbal 

communication 

skills.  The 

audience 

listened with 

some effort, but 

there were no 

mannerisms that 

greatly impeded 

understanding. 

 

 

8 points 

The speaker 

exhibited 

outstanding verbal 

and nonverbal 

communication 

skills.  The 

audience listened 

effortlessly because 

there were no 

distracting 

mannerisms that 

served as an 

obstacle to 

understanding.  

 

10 points 

Explanation of the 

concept (letter) 

selected 

 

Explanation is 

missing 

 

 

 

 

 

 

1 points 

Explanation 

lacks three of 

the criteria 

listed for an 

excellent 

explanation 

 

 

2 points 

Explanation 

lacks two of the 

criteria listed for 

an excellent 

explanation 

 

 

 

3 points 

Explanation 

lacks one of the 

criterion listed 

for an excellent 

explanation 

 

 

 

4 points 

Explanation is 

clear, 

understandable, and 

consistent with 

what is stated in the 

text.  It is stated 

first. 

 

5 points 

Example The example 

lacks four of 

the criteria 

listed for an 

excellent 

example 

 

 

 

2 points 

The example 

lacks three of 

the criteria 

listed for an 

excellent 

example 

 

 

 

4 points 

The example 

lacks two of the 

criteria listed for 

an excellent 

example 

 

 

 

 

6 points 

The example 

lacks one of the 

criterion listed 

for an excellent 

example 

 

 

 

 

8 points 

The example was 

interesting, direct, 

and concise, yet 

provided enough 

detail so that we 

knew exactly how 

the concept was 

illustrated 

 

10 points 

Timing 2 minutes  

(1 ½ to 3 ½ 

minutes) 

 

 

1 point 

 

 

2 minutes  

(60 seconds 

either way) 

 

 

2 points 

2 minutes 

(45 seconds 

either way) 

 

 

3 points 

2 minutes 

(30 seconds 

either way) 

 

 

4 points 

2 minutes 

(15 seconds either 

way) 

 

 

5 points 

 

 



Rubric for Paper on Perceived Leader Integrity Scale and  

The Gender-Leader Implicit Association Test 

 

Name ____________________________________   Score ______________ 

 

 Poor = 2 Fair = 3 Good = 4 Excellent = 5 

Explanation of the 

 Self-Assessment 

Explanations are 

unclear or 

inaccurate. 

 

 

 

 

2 x 2 = ________ 

Little more than a 

brief overview is 

provided for the 

self-assessment  

 

 

 

3 x 2 = _________ 

 

Explanation of the 

self- assessment is 

clear and accurate, 

but not as well 

developed or 

detailed 

 

4 x 2 = _________ 

  

Explanation of the 

self-assessment 

exercise is  clear, 

accurate, well-

developed, and 

detail 

 

5 x 2 = __________ 

 

Explanation of your 

Score 

 

 

 

 

The explanation 

of your score is 

brief and unclear 

 

 

2 x 2 = ________ 

 

A brief explanation 

of your score is 

provided 

 

 

3 x 2 = _________ 

 

Explanation of your 

score lacks some 

development but is 

clear 

 

4 x 2 = _________ 

Explanation of your 

score is clear, 

complete, and 

detailed 

 

5 x 2 = _________ 

Self-Reflection The writing lacks 

a clear sense of 

direction.  Ideas, 

details, or events 

seem strung 

together in a 

loose or random 

fashion.  Little 

self-analysis 

evidenced. 

 

 

 

2 x 4 = ________ 

The analysis seems 

superficial.   Some 

difficulty in 

following the 

internal structure 

exists. 

 

 

 

 

 

 

 

3 x 4 = _________ 

The reflection 

moves the reader 

through the text 

without too much 

difficulty.  Some 

elements are not as 

well-developed as 

others. 

 

 

 

 

 

4 x 4 = _________ 

The reflection 

contains thoughtful 

analysis of insights 

about you, which 

were gleaned from 

the exercise.  

Remarks are well-

developed and 

detailed.  The order 

and structure move 

the reader through 

the paper easily. 

 

5 x 4 = _________ 

 

SAL Writing 

Standards 

 Citations follow 

prescribed 

format 

 Sentence 

fluency 

 Capitals 

 Commas 

 Quotation 

Marks 

 Underlining or 

10 or more errors 

 

 

 

 

 

 

 

 

 

 

 

Seven to nine errors 

 

 

 

 

 

 

 

 

 

 

 

Four to six errors 

 

 

 

 

 

 

 

 

 

 

 

Zero to three errors 

 

 

 

 

 

 

 

 

 

 

 



italics 

 Colons 

 Semicolons 

 Apostrophes 

 Hyphens, 

dashes, ellipses, 

etc. 

 Spelling 

 Paragraph 

Breaks 

 Control of 

grammar/usage 

 

 

 

 

 

 

 

 

 

 

2 x 2 = ________ 

 

 

 

 

 

 

 

 

 

 

3 x 2 = _________ 

 

 

 

 

 

 

 

 

 

 

 

4 x 2 = _________ 

 

 

 

 

 

 

 

 

 

 

5 x 2 = _________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Rubric for Values Paper 

 

Name ____________________________________   Score ______________ 

 

 

 Poor = 2 Fair = 3 Good = 4 Excellent = 5 

Content The paper does not 

convey to the 

reader a sense of 

the impact the 

events, people, or 

books had on you.  

The values are not 

clearly identified. 

 

 

 

 

2 x 4 = ________ 

Brief descriptions 

are provided.  

Some values may 

not be clearly 

identified. 

 

 

 

 

 

 

 

 

3 x 4 = _________ 

 

The paper contains 

adequate 

descriptions of 

events, people, and 

books that 

influenced you.  

Values are not as 

clearly articulated. 

 

 

 

 

4 x 4 = ________ 

This paper 

contains 

compelling and 

well-developed 

descriptions of 

the events, 

people, or books 

that influenced 

you and clearly 

identifies values 

that you learned.  

 

5 x 4 = ________ 

 

Organization 

 Introduction 

 Conclusion 

 Internal Order 

 Transitions 

 

 

 

 

The writing lacks a 

clear sense of 

direction.  Ideas, 

details, or events 

seem strung 

together in a loose 

or random fashion; 

there is no 

identifiable 

internal structure.  

The introduction 

or conclusion 

might be missing. 

 

 

 

2 x 4 = ________ 

 

The introduction 

or conclusion is 

too brief.  Some 

difficulty in 

following the 

internal structure 

exists.  

 

 

 

 

 

 

 

 

 

3 x 4 = _________ 

 

The paper contains 

the four elements 

of organization 

and moves the 

reader through the 

text without too 

much difficulty.  

Some elements are 

not as well-

developed as 

others 

 

 

 

 

 

 

4 x 4 = ________ 

The paper begins 

with an 

interesting 

introduction that 

narrows to the 

thesis and ends 

with a well-

developed close.  

The internal 

order presents 

information 

clearly and 

moves the reader 

through the text 

with apt 

transitions. 

 

5 x 4 = _______ 

 

SAL Writing Standards 

 Citations follow 

prescribed format 

 Sentence fluency 

 Capitals 

 Commas 

 Quotation Marks 

 Underlining or 

italics 

10 or more errors 

 

 

 

 

 

 

 

 

Seven to nine 

errors 

 

 

 

 

 

 

 

Four to six errors 

 

 

 

 

 

 

 

 

Zero to three 

errors 

 

 

 

 

 

 

 



 Colons 

 Semicolons 

 Apostrophes 

 Hyphens, dashes, 

ellipses, etc. 

 Spelling 

 Paragraph Breaks 

 Control of 

grammar/usage 

 

 

 

 

 

 

 

 

 

 

 

2 x 2 = ________ 

 

 

 

 

 

 

 

 

 

 

 

 

3 x 2 = ________ 

 

 

 

 

 

 

 

 

 

 

 

4 x 2 = ________ 

 

 

 

 

 

 

 

 

 

 

 

5 x 2 = ________ 

 

 

 

Writing Standard for the School for Adult Learning  

 

The content of any writing assignment in the School for Adult Learning is determined by the instructor 

and the discipline.  However, successful adults will demonstrate a mastery of fluency and conventions.  

Every instructor should specify that each writing assignment will also be assessed on the following 

standards.  

 

Sentence fluency addresses the rhythm and flow of language.  Sentences are strong and 

varied in structure and length.  Successful students will 

1.  use a variety of sentence structures (simple, compound, complex, and compound-

complex) and lengths to reinforce relationships among ideas and to enhance the flow of 

the writing. 

2.  show extensive variation in sentence beginnings, lengths, and patterns to enhance the  

flow of writing. 

3.  demonstrate a flow that is natural and powerful when read aloud. 

 

Conventions address the mechanics of writing, including capitalization, punctuation, 

spelling, grammar and usage, and paragraph breaks. Successful students will 

Use capitals correctly for: 

Proper nouns: 

 Holidays 

 Place/regional names 

 Languages 

 Historical events 

 Organizations 

 Academic courses 

(algebra/Algebra I) 

 Product names 

 

Words used as names (Grandpa) 

Literary titles (book, story, play, song) 

Titles 

Abbreviations 

Proper adjectives (German shepherd) 

Use commas to punctuate the following 

correctly: 

 Items in a series 

 Greetings and closing of letters 

 Introductory words, phrases, and  

 Direct address 

 Interrupters 

 Compound sentences 

 Appositives 



clauses  Dialogue 

Use quotation marks to punctuate the following:  dialogue, titles, and exact words from 

sources. 

Use underlining or italics to identify titles and vessels (ships, spacecrafts, planes, trains) 

correctly. 

Use colons to punctuate business letter salutations and sentences introducing lists. 

Use semicolons to punctuate compound and compound-complex sentences when 

appropriate. 

Use apostrophes to punctuate the following:  contractions, singular possessives, and 

plural possessives. 

Use hyphens, dashes, parentheses, ellipses, and brackets correctly. 

Spell words correctly. 

Use paragraph breaks to reinforce the organizational structure, including dialogue. 

Demonstrate control of grammar and 

usage in writing: 

 Parts of speech 

 Verb forms and tenses 

 Subject/verb agreement 

 Pronoun/antecedent agreement 

 Parallel structure 

 Comparative and superlative 

degrees of adjectives 

 Modifier placement 

 Homonyms 

Use appropriate format and cite sources using the APA manual. 

 

 

Citations and Common Mechanical Errors 

Citations 

 

Direct Quotations: 

 Quiet leaders ñdo what is rightðfor their organizations, for the people around  them, and for 

 themselvesðinconspicuously and without casualties (Badaracco, p. 1). 

Citing a source that you havenôt read: 

 The mission statement of Merck & Co. states, ñôAll of our actions must be measured by our 

success in achieving this goalôò (Useem, p. 29). 

Paraphrasing: 

 Badaracco maintains that quiet leaders sometimes play strategic games in order to buy 

themselves some time; however, he cautions that they do so reluctantly (p. 68-69). 

 

Common Mechanical Errors 

 

RO Run-on sentence.  You have two complete sentences run together with no punctuation.  Place a 

semicolon between them or make them two sentences. 

 

CS Comma splice.  You have written two sentences and joined them together with a comma.  Place 

a semicolon between them or make them two sentences. 

 

Frag Fragment.  You have written a phrase, not a complete sentence.  

 

Lc Lower case.  You have capitalized a word and you shouldnôt have. 

 

= Two lines under a letter means that it should be capitalized. 

 



Sp Spelling.  You have misspelled a word. 

 

Wd Wrong Word.  You have used a word incorrectly. 

 

Cw Choice of Words.  The word you used is awkward or inappropriate. 

 

P.A. Pronoun/Antecedent Agreement.  The pronoun used did not agree with the antecedent.  Ex.  

ñAn individual who rarely speaks to others is often considered unfriendly.  They have few friends.ò  

Change ñindividualò to ñindividualsò so that the pronoun ñtheyò agrees with the antecedent 

ñindividualsò in number. 

 

S.V. Subject/Verb Agreement.  The subject of the sentence must agree with the verb in number. 

 

// Parallel.  When you write a series, the parts of speech must be parallel.  Example:   She enjoys 

 swimming, running cross-country, and watching movies.   

 

T Tense.  You have switched tense for no appropriate reason. 

 

2
nd

  Second person.  You have written in the second person (you).  Change it to 1
st
 person (I or we) 

or  3
rd

 person (he, she, it, or they). 

 

P Paragraph.  You need to indent for a new paragraph. 

 

Awk Awkward.  What you have written is awkward and confusing.  You need to rewrite the passage 

so that it is clear. 

 

Miscellaneous 

Place punctuation on the inside of quotation marks unless itôs a citation.  Ex.  ñI enjoyed that movie.ò 

Write out numbers under 10. 

 

 


