SYLLABUS 

Queens College/CUNY

790: Museum Collection Development

2014 Spring Semester

Mondays 6:40- 9:15

Joseph Murphy Institute, 25 West 43rd Street

INSTRUCTOR INFORMATION:  Carey Stumm, email: carey.stumm@gmail.com
A. COURSE DESCRIPTION 
Museum Collection Development. This course will cover the essential elements of the management of museum collections including collection policy, legal and ethical concerns, artifact handling, documentation, information management, preservation, exhibition and access. Museum collections that will be studied include collections of art, history, natural history, science and moving image/multimedia. Course topics will be demonstrated through lecture and hands on activities. Assignments include oral presentations, written proposals and two exams. Field trip to a museum exhibit is required.

B. COURSE LEARNING GOALS & GSLIS PROGRAM OBJECTIVES

The overarching goals of this course are to provide you with a basic understanding of what a museum is; the ethical and legal responsibilities of a museum as a steward of cultural heritage; the intricacies of obtaining new acquisitions, preservation and conservation, cataloging and storage of artifacts; access to collections for researchers on-site and remotely; interpreting collections in an exhibit environment; and intellectual control over the collection.

These goals will be achieved through lecture, discussion, in-class activities, research papers and student presentations. The course is taught in a computer lab so that students will be able to follow along with the overhead presentations on their computer, work with a collection management database system and access external sites for reference to class discussions.
	Student Learning Outcomes
	Assignments

	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K

	1. Demonstrate understanding of the ethical and legal responsibilities of a museum
	Readings, class participation, quizzes, Making the Mummies Dance paper & presentation
	x
	x
	x
	x
	x
	x
	
	x
	x
	x
	

	2. Describe and follow each of the steps required to legally obtain artifacts for the museum collection
	Collection project, reading, quizzes, Making the Mummies Dance paper & presentation
	x
	
	x
	x
	x
	x
	
	x
	
	x
	

	3. Articulate the appropriate housing needs of different types of artifacts
	Readings, collection project, preservation project, class participation, quizzes
	
	x
	x
	x
	x
	x
	x
	x
	
	x
	

	4.  Catalog artifacts into a collection management database
	In-Class project, class participation, 
	
	
	x
	x
	x
	x
	x
	x
	x
	
	x

	5. Organize an onsite and online museum exhibit using collection artifacts
	In-class project, class participation, evaluation of online access to collections 
	x
	x
	x
	
	x
	x
	x
	x
	x
	x
	x

	6.  Demonstrate the understanding of fundraising for various museum projects
	Grant proposal, class participation
	
	
	x
	
	x
	x
	x
	
	x
	
	


790 Student Learning Outcomes 

Through the required readings and written assignments, discussions and activities, at the conclusion of this course, students will be able to:

1. Demonstrate Understanding of the ethical and legal responsibilities of a museum
2. Describe and follow each of the steps required to legally obtain artifacts for the museum collection

3. Articulate the appropriate housing needs of different types of artifacts

4. Catalog artifacts into a Collection Management Database

5. Organize an onsite and online museum exhibit using collection artifacts

6. Demonstrate the understanding of fundraising approaches for various museum projects

Legend GSLIS Program Objectives 

A. Define what a museum is and outline its different functions 

B. Define the role of collections in carrying out the museum’s mission 

C. Introduce the principals of a collection management policy including the importance of a disaster plan for the collection 

D. Provide an overview of the process of acquisition, accession, de-accession and loan of museum collections 

E. Introduce the student to the varied literature pertaining to the Museum field 

F. Review the responsibilities associated with the possession and care of different types of museum collections 

G. Explore funding options available for museum collection management 

H. Review different types of cataloging and documentation strategies 

I. Review different methods of access to museum collections including exhibition, digital collections, and private research 

J. Introduce the student to the different fields related to Museum Collections including registrar, curator, conservator, exhibition preparatory, and collection manager

K. Introduce the student to the field of Museum Informatics 
C. REQUIRED PURCHASES: TEXTBOOK(S) AND SUPPLIES
Buck, Rebecca A., and Jean Allman Gilmore. MRM5: Museum Registration Methods. Washington, DC: AAM, American Association of Museums, 2010. ISBN: 9781933253152
  

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. New York: Simon & Schuster, 1994. ISBN: 0671880756
D. COURSE TOPICS/UNITS/READINGS AND SCHEDULE 

Week 1 An Introduction to the Museum’s role in Collection Management, January 27, 2014
Functions of a Museum 

Non-Profit vs. For-Profit Institutions 

Different Types of Museums 

The role of collections in carrying out a museum’s mission 

Staff roles within the museum

 

Week 2 Collection Management Policies, February 3, 2014 

    

Principles of Collection Management 

The importance of implementing a Collection Management Policy 

Ethics including Cultural Property, Native American Collections (NAGPRA) and Fish & Wildlife Collection Federal Laws and Regulations 

Disaster Planning 

  

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 2-11, 24-29, 360-362, 394-422, Recommended to review pg. 448-470

  

Recommended Reading AAM Museum Accreditation Criteria & Characteristics http://www.aam-us.org/museumresources/accred/upload/Collections%20Stewardship%20ACE%20(2005).pdf 

Week 3 Ethics/Collection Processing Part 1, February 10, 2014 

 

Collection Processing Activity 

Acquisitions 

Accessioning/ Appraisals 

  

Required Reading   

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 38-57, 62-73, 206-208

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Intro, Chapters 1-2

Week 4 Collection Processing Part II, February 20, 2014
   


QUIZ on reading from MRM5: Museum Registration Methods
Storage/ Object Housing 

Handling Objects Part II 

Seeking funding for conservation 

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. 293-299

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 3-4

Week 5 Preservation/ Conservation Part I, February 24, 2014
Creating a condition report, handling objects, numbering, marking

Preservation Presentations by students

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. 209-246

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 5-6

    

Week 6 Preservation/ Conservation Part II, March 3, 2014
  
Deaccessioning

Incoming and Outgoing Loans 

Preservation Presentations by students

  

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. 100-108, 120-132

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 7-8

  

Week 7 Cataloging/Documentation Part I, March 10, 2014

QUIZ on reading from The New Museum Registration Methods

Objectives of the Catalog 

CDWA and CCO

Review of database types 

Content Standards 

Controlled Vocabularies (AAT, LCSH, Chenhall's Revised Nomenclature for Museum Cataloging)   

Collection Cataloging Activity I
Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. 161-165, 169-183

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 9-10

  

Familiarize yourself before class with: 
"Categories for the Description of Works of Art (Getty Research Institute)." The Getty. Web. 08 Dec. 2011. http://www.getty.edu/research/publications/electronic_publications/cdwa/introduction.html

"Categories for the Description of Works of Art (Getty Research Institute)." The Getty. Web. 08 Dec. 2011. http://www.getty.edu/research/publications/electronic_publications/intrometadata/crosswalks.html
Visual Resources Association, Cataloging Cultural Objects (browse the different summaries and selections on this site, we will be discussing in further detail and you should at least be familiar with what this is.) http://cco.vrafoundation.org/index.php/
  

Week 8 Cataloging/Documentation Part II, March 17, 2014
  

Collection Cataloging Activity II
Levels of Cataloging 

Cataloging Specific Types of Objects 

Descriptive Metadata Schemas 

Required Reading

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 11-12

  
Week 11 Digital Exhibitions/Access to Collections Part I, March 24, 2014
Museum Informatics – Online Collections/Exhibits, Podcasts, Blogs, Folksonomy/Social

Tagging

Digital Collections 

Digital Asset Management System

Online Collection Catalog Activity

Required Reading

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 18-19

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 184-192

Simon, Nina. "What Is Museum 2.0?" Web log post. Web. 1 Dec. 2006. http://museumtwo.blogspot.com/2006/12/what-is-museum-20.html
(Also watch the video)

Abbott, Leala. "Content Technologies: DAM, CMS and Collections Management Systems – What’s the Big Dif?" Web log post. LABBOTT. 15 June 2010. Web. http://lealaabbott.com/wp/archives/185
Week 12 Access to Collections, March 31, 2014

Evaluation of Access to Collections Presentations and Papers DUE 

Rights and Reproductions  

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. 427-437



United States Copyright Office, Copyright Basics http://www.copyright.gov/circs/circ1.pdf
Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 20-21

Week 13 Exhibitions Part I, April 7, 2014
Field Trip to Grand Central Terminal for exhibition

  

In-House Exhibitions 

  

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 138-140 

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 13-15

Simon, Nina. “No! More! Exclamation Points!” Web log post. Web. 21 July 2011
http://museumtwo.blogspot.com/2011/07/no-more-exclamation-points.html
Week 14 Exhibitions Part II, April 28, 2014
Collection Exhibition Activity 

  

Traveling Exhibitions 

Hosting Traveling Exhibits 

  

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 133-137, 141-146

Hoving, Thomas. Making the Mummies Dance: Inside the Metropolitan Museum of Art. Touchstone 1994, Chapters 16-17

  

Week 15, Libraries & Archives in the Museum, May 5, 2014
Making the Mummies Dance Paper & Presentations Due
Libraries and Archives within the Museum

Required Reading 

Buck, Rebecca A. and Jean Allman Gilmore, eds. MRM5: Museum Registration Methods, Washington, D.C.: American Association of Museums, 2010. pg. 193-202

Week 16 Wrap Up, May 12, 2014
Job Prospects 

Professional Organizations 

Review of final paper

  

Week 17 Final Paper Due, May 19, 2014
E. ASSIGNMENTS, DUE DATES AND GRADING PLAN 
Please refer to the tentative schedule above for assignment due dates.
	Assignment/Activity
	Percentage
	Objectives Met

	Quizzes (2 x 10% each)
	20
	1-3

	Preservation Project
	10
	2, 3

	In-Class Collection Project
	20
	2-5

	Attendance and participation (includes, but is not limited to, in-class discussion, in-class projects and presentations, class attendance)

	15
	1-6

	Evaluation of Online Access
	 10
	4, 5

	Making the Mummies Dance Paper & Presentation
	10


	1, 5, 6

	Grant Proposal
	15
	6

	Totals
	100
	


Overall Course Grades
Evaluation will be on a percentage system as detailed above.  Grade assignment will follow the scholastic standards in the 2012-2013 Queens College Graduate Bulletin, p. 30 (http://www.qc.cuny.edu/Academics/Documents/Grad_Bulletin_2012_13.pdf )

	A+
	97-100
	B-
	80-82

	A
	93-96
	C+
	77-79

	A-
	90-92
	C
	73-76

	B+
	87-89
	C-
	70-72

	B
	83-86
	F
	0-69


Incompletes

An incomplete (I) grade for the course will not be granted unless extenuating circumstances exist and with explicit, prior approval of the instructor and in compliance with the rules of the College.  See the 2012-2013 Queens College Graduate Bulletin, p. 31 for additional information (http://www.qc.cuny.edu/Academics/Documents/Grad_Bulletin_2012_13.pdf ) 

Please note that falling behind in course work or receiving unsatisfactory grades do not, in themselves, constitute sufficient cause to receive an Incomplete. 

(In other words, do not assume that you may simply choose to take an incomplete; this must be requested of the instructor with ample justification in writing; it is not guaranteed!) 

ASSIGNMENTS
Quizzes

Two quizzes that covers reading topics. Each quiz is worth 10% of your grade. 

Preservation Project

Students will be assigned a medium (ex. painting, furniture, photographic print, digital image) to research and will give a 10-15 minute presentation on the best methods for preserving that particular type of material. This assignment is 10% of your grade. 

  

Collection Project 
Students will be responsible for bringing one item, or one small group of items into class three times throughout the semester that will act as a donation to a museum (be sure the item(s) are manageable as you will have to carry it in THREE times). The items to be donated will be based on a specific museums mission statement and scope of collection. 

During each of the class projects we will work in two person groups to: 

· Complete the acquisition process (accession, condition report, fill out a deed of gift, storage evaluation and label)

· Catalog the item(s)

· Prepare the item(s) for exhibition

Participation in this project will be 20% of your grade. 

  

Evaluation of Online Access to Collections 

Students will evaluate a museums online collection database or exhibit. The student will be given a list of questions that need to be answered as part of the evaluation. A 3-5 page evaluation of the accessibility of the Museum’s Collection will be due along with a brief presentation to the class on your findings. This project is 10% of your grade. 

Making the Mummies Dance Paper & Presentation

Students will pick a subject, person, event or object that is discussed in the Thomas Hoving book to explore further in a 2-3 page paper & 5-minute presentation. This project is 10% of your grade.

Final Project— Grant Proposal
Students will write a proposal for a grant covering any one of the following topics of their choice (based either on a real collection or an imagined scenario): conservation; access to the collection; cataloging; processing. A grant source and guidelines will be provided to fund the project. Students will write a 3-5 page proposal, including statement of the problem, intended results and plan of work, and a short bibliography of sources. This paper is 15% of your grade.

Attendance and Participation in class discussions is 15% of your grade. 

F. ePortfolio/Learning Matrix Requirement

All GSLIS students must construct an Epsilen ePortfolio with a Learning Matrix in the first core course taken. You will continue to update your ePortfolio/Learning Matrix in every course you take until you graduate. The ePortfolio/Learning Matrix course requirement is part of your Participation grade in each course and failure to maintain your ePortfolio/Learning Matrix in every course will result in a lower grade in the course in question. 
Go to www.Epsilen.com and register for an online portfolio. You will be permitted to keep your portfolio after graduation. Portfolio contents will be available to GSLIS and Queens College to support institutional evaluation. 

Please review the following directions and set up your ePortfolio at

· ePortfolio page posted by the QC Center for Teaching and Learning http://www.qc.cuny.edu/Academics/SupportPrograms/CTL/ePortfolios/Pages/default.aspx  (note the tutorials that show you how to construct your ePortfolio)

· http://www.youtube.com/QPortfolio (additional tutorials to support your ePortfolio construction)

Your ePortfolio must include at least the following components: 
· Contact info

· Welcome/Introduction/Personal Background

· Learning Matrix with all GSLIS assignments deposited

You can add additional components to your ePortfolio if you wish.

Your Learning Matrix will demonstrate which of your assignments in each course support particular GSLIS program objectives. Please deposit your assignments in this manner:

· Find the course you are presently taking along one axis

· Look along the other axis at the GSLIS Program Objectives listed

· Think about the components of assignment you are placing in the matrix

· Place your assignment in the cell or cells across from the GSLIS Program Objectives that you feel are supported by your assignment. If your assignment is not in a format that can be placed in a cell (i.e. an oral presentation), write a brief paragraph describing the assignment and why you feel it belongs in the cell where you are placing it.

You will continue to build this ePortfolio Learning Matrix in each of your courses throughout your time at GSLIS so that upon graduation you will have a record of your best achievements in an electronic portfolio format that you can share with perspective employers. 

CUNY POLICY ON ACADEMIC INTEGRITY
The Policy on Academic Integrity, as adopted by the Board is available to all candidates.  Academic Dishonesty is prohibited in The City University of New York and is punishable by penalties, including failing grades, suspension, and expulsion. This policy and others related to candidates’ issues are available to you at: http://www.cuny.edu/about/info/policies/academic-integrity.pdf .  [Note:  if the link does not work try copying the URL and pasting it in the address line.]

USE OF CANDIDATE WORK

All programs in New York State undergo periodic reviews by accreditation agencies. For these purposes, samples of candidates’ work are made available to those professionals conducting the review.  Candidate anonymity is assured under these circumstances.  If you do not wish to have your work made available for these purposes, please let the professor know before the start of the second class.  Your cooperation is greatly appreciated.
Reasonable Accommodations for Candidates with Disabilities
Candidates with disabilities needing academic accommodation should: 1) register with and provide documentation to the Special Services Office, Kiely 171; 2) bring a letter to me indicating the need for accommodation and what type. This should be done during the first week of class. For more information about services available to Queens College candidates, contact: Special Service Office; 171 Kiely Hall; 718-997-5870 (8:00 a.m. to 5:00 p.m.).

RECENT BIBLIOGRAPHY

Books

Malaro, Marie C. A Legal Primer on Managing Museum Collections. Washington, D.C.: Smithsonian Institution, 1998. Print.

The National Trust. Manual of Housekeeping. Elsevier Butterworth-Heinemann, 2006. Print.

Ritzenthaler, Mary Lynn and Diane Vogt-O’Connor. Photographs: Archival Care & Handling. Society of American Archivists, 2006. Print.

Gorman , G. E. and Sydney J. Shep, editors. Preservation Management for Libraries, Archives and Museums. Facet Publishing, 2006. Print.

Holben, Margaret Ellis. The Care of Prints and Drawings. AltaMira Press, 1996. Print.

Metropolitan Museum of Art. The Care and Handling of Art Objects. New York, NY: Branford D. Kelleher, 1986. Print.

Visual Resources Association. Cataloging Cultural Objects: A Guide to Describing Cultural Works and their Images. 2006. Print.

AAM Committee on Ethics. Museum Ethics. Washington, DC: AAM. 1978.

Guthe, Carl. The Management of Small History Museums. Nashville, Tenn.: AASLH. 1964.

Malaro, Marie C. Collection Management Policies. Washington, DC: AAM.1983.

Mac Leish, A. Bruce. The Care of Antiques and Historical Collections. Nashville, Tenn.: AASLH. 1985.

Phelan, Marilyn. Museums and the Law. Nashville, Tenn.: AASLH. 1982.

Reibel, Daniel. Registration Methods for the Small Museum. Nashville, Tenn.: AASLH. 1978.

Websites

AAM: Welcome to the American Association of Museums. Web. 13 Jan. 2012. <http://www.aam-us.org/>.

American Association for State and Local History. Web. 13 Jan. 2012. <http://www.aaslh.org/>.

Icom, Joining. ICOM - The International Council of Museums- ICOM. Web. 13 Jan. 2012. <http://icom.museum/>.

"CultureGrrl." ArtsJournal: Daily Arts News. Web. 13 Jan. 2012. <http://www.artsjournal.com/culturegrrl/>.

"Art & Architecture Thesaurus (Getty Research Institute)." The Getty. Web. 13 Jan. 2012. <http://www.getty.edu/research/tools/vocabularies/aat/>.

Museum 2.0. Web. 13 Jan. 2012. <http://museumtwo.blogspot.com/>.

Museum 3 - What Will the Museum of the Future Be Like? Web. 13 Jan. 2012. <http://museum3.org/>.

Museum Collection Care - Northern States Conservation Center. Web. 13 Jan. 2012. <http://www.collectioncare.org/>.

Conservation OnLine. Web. 13 Jan. 2012. <http://cool.conservation-us.org/>.

Films

The Art of the Steal, 2009

Traces the history of the Barnes collection of Post-Impressionist paintings, which was worth billions and became the subject of a power struggle after the 1951 death of the owner. Dr. Albert Barnes collected 181 Renoirs, 69 Cézannes, 59 Matisses, 46 Picassos and many other valuable paintings. But the political wrangling over the collection eventually led to its division.

The Rape of Europa, 2007
Joan Allen narrates this documentary that chronicles 12 years of the Nazis' pillaging works of art throughout Europe and the international effort to locate, protect and return millions of valuable treasures. The film traces the story of art lovers and everyday heroes who tried to thwart the looting Nazis and reveals how experts from Europe and the United States are working to recover priceless works of art missing or hidden for decades.
CHECKLIST FOR MINIMALLY ACCEPTABLE WRITTEN PAPERS
Papers that do not adhere to these guidelines unless specific exceptions are granted in advance will be returned for revision before being graded. Please note that these are MINIMUM guidelines. Adhering only to them without the content specified in the assignment is not enough for a passing grade.

FORMAT

___Includes a cover sheet with name of class/section, student, and paper, plus semester and date.

___Uses an APA-style running head on all pages.

___Includes print as well as web-based sources, not online sources exclusively, including monographs as well as journal articles.

___Uses no less than 10-point type.

___Lines of text are double spaced. (This includes the reference list unless permission given to do otherwise.)

___Nothing is single or triple spaced.

___Pages are numbered top right corner starting on the title page.

___Margins are at least one inch on all sides of the paper.

___Writing is in the third person unless permission has been given to do otherwise.

___Citations in text are in GSLIS-mandated APA style for all ideas, data, facts or claims drawn from other sources, including personal and online sources. This includes both direct quotes (requiring specific pages or sections) and paraphrased materials (page numbers optional but recommended). "It is not necessary to provide citation support for "common knowledge" such as "George Washington was the first President of the United States", but references should document facts that are not widely known". 
___Sources for visual images and graphics are similarly credited in the body of the assignment and in the reference list.

___A reference list of all cited works, interviews, online sources, listserv posts, etc. in GLSIS-mandated APA style is included at end of the paper, listed in alphabetical order by last name of first author (or title if no author).

___Each reference cited in text must appear in the reference list, and each entry in the reference list must be cited in text” (APA, 2010, p. 174).

___Subheadings relevant to content are included, if needed, in addition to "Introduction," and "Conclusion."

___All claims are supported by examples or citations.

___Correct spelling and grammar are used, especially as indicated in the following usage examples.

___When papers are posted on Blackboard or emailed, the file name identifies the student, assignment and class (e.g. 790StummFinalppr.doc or similar).

USAGE

___Understand the difference between “number” and “amount” and where each is used.

___Know the difference between plurals and possessives such as “libraries,” (plural) or “library’s”(singular possessive and “libraries’” (plural possessive).

___Do not confuse “their,” “there” and “they're,” or “its” and “it's,” “site” “cite” and “sight,” “aid” and “aide,” etc.

___Do not confuse it’s (it is) and its (possessive). 

___Make sure the subject and verb agree.

___Use spell-checker, but double-check that the correct term has been used in context.

___Use complete sentences, not sentence fragments.

___Do not using single-sentence or run-on paragraphs.

___Use active voice, try to be clear and concise.

___Alternate short and long sentences.

___Check for overuse of the same words within one paragraph (e.g. for “also,” consider “in addition”, or “as well”).

___Break up lengthy paragraphs or lengthy sentences for greater readability.

___Use “a,” “an” and “the” appropriately.

___Ensure agreement in number between pronouns and the nouns to which they refer—in other words, does not use sentences like, "the student (singular) must turn in their (plural) papers by...."

___Do not use “due to” when what should be said is “because of.”

___Do not use “different than” when what is meant is “different from.”
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