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1.   Make sure each question is designed to assess an important outcome.
2.   Present a single clearly formulated problem in the stem of the item.

3.   State the stem of the item in simple, clear language.
4.  Put as much of the wording as possible in the stem of the item and avoid repeating the stem in the correct answer and distracters.

5.  State the stem of the item in positive form whenever possible.

6.   Avoid negative phrasing.  If the stem cannot be stated positively, emphasize the NEGATIVE by bolding, italics, capitalization, etc.

7.  Make certain that the intended answer is clearly the correct one, or at least the best response.

8.   Ensure that all alternatives are grammatically consistent with the stem of the item and parallel with each other.
9.   Avoid verbal clues that might enable students to identify the correct answer to eliminate an incorrect alternative.  
10.  Make the distracters plausible and attractive choices to the unprepared student.

11.  Vary the relative length of the correct answer to eliminate length as a clue.
12.  Avoid use of “all of the above” and/or “none of the above” as choices.

13.  Randomly vary the position of the correct answer.
14.  The difficulty of a test item tends to increase when (a) the stem has more complexity; and, (b) when the similarity of the choices is increased.  This can result in items becoming more difficult even when the content is not difficult.

15.  Make certain that each of the items is independent of the other items on the test.

16.  Maintain an efficient item format.  Avoid repeating terms and use as simple phrasing as possible.
17.  Follow the normal structure of grammar.
18. Avoid vague “qualifiers” (e.g., “sometimes”, “often,” “a few,”  “many”).

19. Try to have an equal number of choices for each item.

20. Four or five choices per item are better than more or less.

21. Bend or break these rules if it will improve the item.

* Adapted from: Gronlund, N. E. (2003). Assessment of student achievement (7th ed.). Boston: Allyn and Bacon. 
