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Day 1: Write each word three times as part of handwriting practice. 
Day 2:* Add the following prefixes and suffixes to make real words:   

   Suffixes:  s or es, ful, est, er, ed, ing, ly, y   Prefixes: un, re 
 Check your answers in the dictionary. 

Day 3: Alphabetize the words. 
Day 4:  Write each word in a sentence. 
Day 5: Test.     é � � ¡ � � � ¦ � � � ¡ � � � � � ª � ¡ � � � ¢ � � � � � � � � � � � ¡ � � � � � � � � � � � � � ¤ �� � ¤ � � � � � § � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � � ¢ � ¢ � � � � � � � � � � � � � � � §
*T¡ � � � ¢ � � � � � ¡ � ¢ � � ¤ ¡ � ¤ ¥ ¡ � � � � � � � � � � � � ü � ¦ � ¢ � � � � � � � ¤ � � � � � � ¦ � � � © � � � � ¦ � � � � � � �
thoughts, thoughtful, toys, boys, joyful, enjoys, enjoyed, enjoying, employs, employer, employed, 
employing, unemployed, reemploy, reemployed. 
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am bad mask red best help in this 
an ask had jet nest belt sit thin 
and sad sat bed let send big with 
ran stand last sled set end it inch 
man black fast men them step chin trip 
can at act get then next chip its 
than that glad beg yes neck him milk 
plan bat map led test fresh if print 
hand  back trap  went  ten felt  six  sick

belt list pick C E I L C M I N B = @ C J A = C D E F    L C M I N O J  did quickC  C D D H J H J win thick
on cost but much are art mix  quit
got box cut such  arm cart fix  wish   
hop dog us trust farm start   
drop fog sun must car part P > E ?  P N N      
shop block fun just far apart   wing hill 
top clock run luck hard  sing ill 
not stop up truck harm C O B M D @ B  thing bill 
hot mop cup jump card one bring will 
lot pond rub running star once sting pill 
soft frog club cutting dark   string still 
     > J  swing fillL C M I N O Q C E = C E H E A O I B N C E ? L C M I N R = > N I E A I  bird spring ballH P I H P I H P I H P I H P I  first  morning fall
cake gave name age place girl  wall
take save game page face third M C J F S > E ?  all
bake tale came late race stir being call
make  cane same state trace shirt going stall
shake  ate made grade brace birth helping small
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T U V W X Y Z U [ \ U [ ] [ ^ Y W _ X U [ ` T U V W X a \ b X W [ ^ W F C D c N I Q C E = C E H E A = I M O B C C B d = O B e B> O I > O I C O I P C E I = C D E F new  as
time nice hole off tell few  has 
side mice  rose egg well blew  was 
hide mile  nose full fell flew  is 
ride smile  hope miss shell stew  his 
wide  dime rode less smell dew          
mine five  those mess shall grew f I J   
shine wide  close press doll crew her  
dine life broke class dull  father  
line  size home pass odd f E g  mother 
nine white note mitt add    sank sister 
life     thank brother I I = H h = I A M C L C M I N = O i = C D E F  drink rubberD O I I E F > E bee C C H > = H h = H   pink water
tube L C M I N  see cook rain sink after 
cube  do free look sail think other 
mule to tree took train stink winter 
use who feed book wait  cover 
used two sleep brook tail H h O B āB   
  three crook  way h = H h = B ēB  h = H h = >  H M  meet hook  C H O B ōB  day baby
my saw feet shook foal say many 
by draw keep foot goal stay happy 
fly  paw deep good coat may very 
fry straw seen stood goat pay  every
cry jaw green  road play heavy 
try  need I H = H h = I   gray pretty
dry d I J  seem clean C O B D @ B  pray any
shy never feel each of away many
why ever week eat son   
 river  beat from C M O B H @ B C MC M O B ōB over H > J heat done gone now
show  under air meat dove long how
slow helper fair team love  cow
snow  farther hair read  above C J O B I J B brown
crow summer pair east come  word clown
yellow  together chair dream some world gown 
low bigger stair weak welcome work crown
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Spelling and Grammar Skills 

K ¾ � � ¤ � � ¤ � � � � º º Ã Ä Ï � � º � � � Add endings  s,  ing,  edj n Q Q k � _ Q x { s Q R T r s { N O s R l \ N k r N O h e i h i ` t e _ Q x { s Q R l O ` P k q \ N P R ~ f z O e Q t \ N f T m N N Q t { s O N | Q N ~ R V l m
 
K ú � � � ¤ � � ¡ � � � �   � � � � � � ¡ � £ �   � � � � � � � � � � � ¢ � � � � � � � £ � � © .  
 
I take a trip.  I take trips.  / Don’t trip.  He trips.  He tripped.  
 
 
 
 
Add s to make a noun plural:  
 
jet - jets  bed - beds  car - cars  horn - horns 
map -maps  sled - sleds  truck - trucks jaw - jaws 
 
Add s, ing, ed or use the irregular form of the verb: 
 
bring brings  bringing brought (not bringed)    
do does doing did     (not doed) (Note rule for adding es to do.) 
stand stands standing stood  (not standed) 
bat bats batting batted   (Note rule about doubling the final consonant.) 
run runs running ran    (not runned) 
 
Add s, ing, ed or use the irregular form of the verb: 
 
go goes going went    (not goed) (Note rule for adding es to go.) 
stir stirs stirring stirred (Note rule for doubling final consonant) 
tell tells telling told (not telled) 
make makes making made (not maked) 
hope hopes hoping hoped (Note rule for adding ing) 
plan plans planning planned (Note rule for doubling final consonant) 
 
 
K ¾ � � ¤ � � ¤ � � � � � � � � È � Ä ¹ � ¸ È ¹ Ã � Ä � § 
 � � � � � ¡ �   � � � � � � � � � ¡ � ¤ � � � � � ¤ � � � � §  (I’m - I am)   j n Q Q k q \ N P R ~ f z O e Q t \ N f T z \ ` e N O h e i \ ` R V l m
 

EXAMPLES 

Î ¹ � Â � Ä ¹ � � � � � º Â � � ¸ È ¹ Ã È � ¸ Â Â Ã Ä Ï � Ä Â Ã Ä Ï � ¹ � � � � º º Ã Ä Ï Á � � Â � . 
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K ¾ � � ¤ � � ¤ � Á � Ã ¹ Ã Ä Ï � � º � � � � � ¤ � � � � � � � Ð � � � � � � � � � ¢ � ¤ � ¢ � � � � � � j n Q Q k � _ Q x { s Q R T q N i e i ` t V l m

   

The first word in a sentence 
Proper names  
Principal words in a title 
 

 
Periods at the end of a sentence. 

 
 

K ¾ � � ¤ � � ¤ � Â Ã È ¹ Ã � Ä ¸ � Ë � Ç Ã º º � � j n Q Q k � _ Q x { s Q R T n f s s O ~ s Q R V l m
4� º � � ¸ É � ¹ Ã ò �  by first and second letter. 
 

4Count syllables in a word by listening and clapping to indicate each syllable. 
 

K ¾ � � ¤ � � ¤ � � � � � � � � ¸ Ä ¹ � Ä Ë Ì � � � � � Ë Ä � Ä Ë Ì � � � � � � � � � � � � � � � � � ª � � � � � � � © � � . 
      (Check a dictionary and/or thesaurus if necessary.)  
 
 
  hot - cold  bad - good  off - on 

 funny - sad  rise - fall  hard - soft 
 high - low  light - dark  full - empty 
 first - last  more - less  end - begin 

  dull - sharp  fast - slow  inside - outside 
 
  cent - penny tell - say  sick - ill 
  stir - mix  end - finish  far - distant 
  beg - plead fast - quick  fall - drop 
  part - piece came - arrived shine - glow

Antonyms 

Synonyms

� ¸ � Ã ¹ ¸ º Ã ò �
¿ � �

Î ¹ � Â � Ä ¹ � � � � � º Â � � ¸ È ¹ Ã È � È ¸ � Ã ¹ ¸ º Ã ò ¸ ¹ Ã � Ä ¸ Ä Â � � Ä È ¹ � ¸ ¹ Ã � Ä . 

Î ¹ � Â � Ä ¹ � � � � � º Â � � ¸ È ¹ Ã È � � � Ã Ä Ï ¸ Â Ã È ¹ Ã � Ä ¸ � Ë . 
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THE RULES 
 
 

SPELLING RULES 
 

Phonics: Charts for vowel and consonant sounds 
 

Writing plural forms 
 

Writing possessive forms 
 

Adding prefixes and suffixes (affixes) 
 

Dividing words into syllables 
 

WRITING RULES 
 

Capitalization 
 

Punctuation 
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 � Â Â  � � Ä n � 	 ¸ Ì � º �
s  To form most plurals   cat - cats 
 
  If the word ends in a vowel followed by y key - keys 
   

To words ending in a vowel followed by o radio - radios 
 

  To words ending in a consonant followed by o that refer 
  to music:  alto - altos   piano - pianos  solo - solos 

and to a few others: twos, egos.  Several words are correct 
with either s or es. 
 
To most words ending in f (see “es’ for exceptions) 

   
 � Â Â  � � Ä n � 	 ¸ Ì � º �
es  If the noun ends in ch,  s,  sh,  x,  or  z  

lunch o p    gas o p     brush o p    box o p   waltz o p  
 
If the noun ends in consonant followed by a y, change y to i then 
add es.      lady - ladies 

   
To some one-syllable nouns ending in a single f or fe, change 
f or fe to v when you can hear the v sound in the plural form, then 
add es.  (Verb forms don’t usually change). 
leaf - leaves (noun);  leafs (verb) 
 
To most words ending in a consonant followed by an o. 
echo - echoes   hero - heroes  potatō Ó ,  tomatō Ó ,  torpedō Ó  

 
Change the spelling  of some words rather than add s or es: 

child - children louse - lice  ox - oxen 
foot - feet  man - men  tooth - teeth 
goose - geese mouse - mice woman - women 

 
Some words are the same for both the singular and plural form: 

bison deer  grouse  moose sheep swine  

Spelling Rules  
Plurals q N A @ C D ? @ G N D J H N J I r I J = A C E C D E = R A @ I J D N I = r C J H F F > E ? = C J I = H N = C H G G N h A C L I J c = s
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            Capitalization 

 
First Words  Capitalize the first letter of the first word in a sentence. 

Capitalize the first letter of the first word in each line of poetry. 
  Capitalize the first letter of the first word in each direct 
  quotation.        John asked, “Where are you going?” 
 
Titles/Subtitles Capitalize the first and all important words in a title. 
  The Cat in the Hat.  (Not a, an, the, to, and) � � � � �   Capitalize the letter �  when it is used as the pronoun � �  
  Capitalize the interjection O.  (Not oh.)    
 
Capitalize Proper Names and Proper Adjectives: 
 
Calendar Words The first letter of each day of the week, month of the year, 

 and each word naming a holiday. 
  

Race - Nationality Races, nationalities, and their languages. 
  American, Caucasian, African-American, French, German   
 
Religion  The name of religious terms for the sacred.  

scriptures - the Bible (but not biblical), the Koran, the Torah  
deity - God, Christ, Allah, Buddha. (He as the pronoun for deity .) 
The name of religions and their followers.  Christianity - Christians,  
Judaism - Orthodox Jew, Hinduism - Hindu  

 
Names  Important buildings and monuments White House 

Specific persons  
Specific places and geographical regions 
  country, state, city, province, the South, the Northeast 
Historical events, Documents, Periods, Movements        
 World War I, the Constitution, the Renaissance 
Organizations and their members.  Girl Scouts - Scout 
Trade names  Xerox, Ford 
 

Writing Rules   



� �

 
 

 
TEACHING AIDS 

 
 

Chart of Meanings of Prefixes and Suffixes 
 

Practicing the Rules 
 

Letter Formats   
Friendly Letter 

 Business Letters 
 

GLOSSARY
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CLOSING © ° ´ · « ¨ « ¿ ± Å
SIGNATURE Your Name 

 
ENVELOPE        
 Your Name      Stamp 

Your Street Address 
Your City, State, & zip code 

 
   First and Last Name of person in greeting 
   Street Address of the person in the greeting 

City, State and zip code  
 


