CHEAT
SHEETS

for various contexts.

Grammar Essentials

Effective Communication Cheatsheet

A quick reference guide to enhance your language and writing skills for clear and impactful communication. Covering grammar, style, and strategies

Sentence Structure

Common Grammatical Errors

Parts of Speech

Noun: Person, place, thing, or idea. (e.g.,
dog, city, freedom)

Pronoun: Replaces a noun. (e.g., he, she, it,
they)

Verb: Action or state of being. (e.g., run,
is, become)

Adjective: Describes a noun. (e.g., red, big,
interesting)

Adverb: Describes a verb, adjective, or
adverb. (e.g., quickly, very, well)

Preposition:  Shows relationship between

words. (e.g., on, in, at, to, from)

Conjunction: Connects words, phrases, or

clauses. (e.g., and, but, or)

Expresses emotion. (e.g., Wow!,
Ouch!, Hey!)

Interjection:

Writing Style & Clarity

Simple: One independent clause. (e.g., The dog
barked.)

Compound: Two or more independent clauses
joined by a conjunction or semicolon. (e.g., The
dog barked, and the cat ran.)

Complex: One independent clause and one or
more dependent clauses. (e.g., Because it was
raining, the dog stayed inside.)

Compound-Complex: Two or more independent
clauses and one or more dependent clauses. (e.g.,
Because it was raining, the dog stayed inside,
and the cat watched from the window.)

Subject-Verb  Ensure the verb agrees with the

Agreement: subject in number. (e.g., He runs.
not He run.)

Pronoun Ensure pronouns agree with their

Agreement: antecedents in number and
gender. (e.g., Each student
should bring his or her book.)

Misplaced Place modifiers close to the

Modifiers: words they modify. (e.g., Only |
saw the dog. not | only saw the
dog.)

Dangling Make sure the word being

Modifiers: modified is clearly stated. (e.g.,
Running quickly, the finish line
was reached. should be Running
quickly, | reached the finish line.)

Incorrect Use the correct verb tense for

Tense: the context. (e.g., I will go

tomorrow. not | go tomorrow.)

Clarity and Conciseness Word Choice Sentence Variety
Use clear and direct language. Avoid jargon, Use Strong Choose verbs that are active Mix short and long sentences to create a rhythm
clichés, and overly complex sentences. Verbs: and descriptive. (e.g., sprint and maintain reader interest.
Cut unnecessary words and phrases. Be concise instead of run quickly) Vary sentence beginnings. Don't start every
without sacrificing clarity. Avoid Don't repeat the same idea sentence with the subject.
. . . R : i iff .(e.g., . .
Use active voice whenever possible. It makes edundancy thmg di erer'lt 'wordls (eg . Use different types of sentences (simple,
- . . completely finished’ can be just .
your writing more direct and engaging. (e.g., The finished) compound, complex) to add complexity and
dog chased the ball. instead of The ball was 1nishe depth to your writing.
chased by the dog.) Be Precise: Select words‘that accurately Incorporate transitions to create smooth
- convey your intended meaning. )

Prefer specific and concrete language over vague U th to find connections between sentences and paragraphs.
and abstract terms. (e.g., Use ‘walked quickly’ sea .esaurus onn (e.g., however, therefore, in addition)
. , . . , alternatives.
instead of ‘moved in a rapid manner’)

Consider Adjust your word choice to

Tone: match the tone of your writing

(formal, informal, persuasive,
etc.)
Vary Use a variety of words to keep
Vocabulary: your writing engaging and avoid

Effective Communication Strategies

Understanding Your Audience

Consider your audience’s knowledge level,
interests, and expectations.

Tailor your language and tone to suit your
audience. Avoid jargon or technical terms if they
are unfamiliar.

Anticipate your audience’s questions and address
them proactively.

Use examples and analogies to help your
audience understand complex concepts.
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repetition.
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Structuring Your Message

Active Listening

Introduction:

Body:

Conclusion:

Use Headings and

Subheadings:

Use Visual Aids:

Clearly state your purpose
and main points.

Provide supporting
evidence and examples for
each point.

Summarize your main
points and restate your
purpose.

To organize your message
and make it easier to
follow.

Charts, graphs, and images

can help to illustrate your
points.

Communication in Different Contexts

Email Communication

Pay attention to the speaker, both verbally and

nonverbally.

Ask clarifying questions to ensure you understand
the message.

Summarize what the speaker has said to confirm

your understanding.

Provide feedback to show that you are engaged
and listening.

Presentations

Written Reports

Use a clear and concise subject line.

Address the recipient appropriately (e.g., Dear
Mr./Ms./Dr. [Last Name]).

Keep your message brief and to the point.

Use proper grammar and spelling.

Proofread your message before sending.
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Preparation:

Delivery:

Visual Aids:

Engagement:

Practice:

Know your audience and your
topic.

Speak clearly and confidently.

Use visuals to support your
message.

Engage with your audience
through questions and
interactions.

Rehearse your presentation to
ensure a smooth delivery.

Follow a clear and logical structure.
Provide evidence to support your findings.
Use proper citations to avoid plagiarism.

Proofread carefully for errors.
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