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GRAMMAR AND MECHANICS


PARTS OF SPEECH
ADJECTIVES describe or modify nouns and pronouns.  They specify which one, what quality, and how many.

ADVERBS describe or modify verbs, adjectives, other adverbs, and whole groups of words.  They specify when, where, how, and to what extent.

Avoid double negatives—using two of the following negative words together, thus canceling out each other.


no
none
neither
barely
hardly
scarcely
Comparative and Superlative Forms of Adjectives and Adverbs

· Use either –er/-est or more/most, not both.

· In general, use the comparative to compare two things and the superlative for comparing three or more things.

· Use the comparative or superlative forms only for modifiers that can be logically compared.

	
	Adjectives
	Adverbs

	Positive—The basic form listed in the dictionary
	red

awful 

	soon

quickly 

	Comparative—A greater or lesser degree of the 

quality named
	redder

more/less awful
	sooner

more/less quickly 

	Superlative—The greatest or least degree of the 

quality named
	reddest 

most/least awful 
	soonest

most/least quickly 



Irregular Adjectives and Adverbs

	
	Positive
	Comparative
	Superlative

	Adjectives
	good

bad

little

many

some

much
	better

worse

littler, less

more   
	best

worst

littlest, least

most 

	Adverbs
	well

badly 
	better

worse
	best

worst 


CONJUNCTIONS join words, phrases, and clauses.

Coordinating Conjunctions:  show that the elements it joins are similar in importance and structure


and
or
nor
but 
for
so
yet 


Common Subordinating Conjunctions:  join a subordinate (dependent) clause to a main (independent) clause

after
although
as
as if
as much as
as long as

as soon as
because
before
if
in order that
lest


since
so that
than
that
though
unless


until
when
whenever
where
wherever
whether
while
Correlative Conjunctions: paired conjunctions that link balanced words, phrases, and clauses 

both/and
not only/but also
not/but


as/as 
either/or

neither/nor
whether/or

Conjunctive Adverbs:  adverbs that act as a transition between complete ideas; normally show comparison, contrast, cause-effect, sequence, or other relationships; usually occur between independent clauses or sentences, but may be parenthetical

accordingly
afterward
also
anyhow
anyway


as a result
at last
at the same time
besides
certainly
consequently
earlier
finally
eventually
finally


for example
for instance
further
furthermore
hence


however
in addition
in any case
incidentally
indeed


in fact
instead
later
likewise
meanwhile
moreover
namely
nevertheless
nonetheless
next


now
on the contrary
otherwise
perhaps
similarly


so
still
subsequently
that is
then


therefore
thus
thereafter
therefore
undoubtedly




INTERJECTIONS show strong emotion, usually followed with an exclamation mark
NOUNS name people, places, things, and ideas.  Writers should always choose nouns carefully.  If an abstract noun is used when a concrete noun is more appropriate, revise.  If a general noun is used when a specific noun is more appropriate, revise.

Abstract—names qualities or ideas 


beauty, anger, reality, love
Concrete—names things you can touch or otherwise know by your senses 


chair, desk, book, glass

General—names classes or groups of things 



dog, tree, building, rain

Specific—names particular members or varieties of a class 


Pitt Bull, oak, Trump Tower, drizzle

Collective Nouns—refer to groups 
audience, band, bunch, choir, club, college, committee, company, Congress, crowed, dozen, ensemble, factory, faculty, family, flock, firm, government, group, herd, nation, number, orchestra, the poor, public, the rich, school, the Senate, society, swarm, team
PRONOUNS substitute nouns and serve the same function as nouns.


Subjective Case—pronoun used as a subject

Objective Case—pronoun used as an object

Possessive Case—pronoun that shows ownership

	
	
	Singular
	Plural

	Subjective
	1st
	I
	we

	
	2nd
	you
	you

	
	3rd
	he, she, it
	they 

	Objective
	1st
	me
	us

	
	2nd
	you
	you 

	
	3rd
	him, her, it
	them 

	Possessive
	1st
	my, mine
	our, ours

	
	2nd
	your, yours
	your, yours 

	
	3rd
	his, her, its
	their, theirs, its


Indefinite Pronouns—refer to general or indeterminate people, places, or things

	Singular
	Plural
	Singular or Plural

	each, either, another, neither, everybody,

everyone, everything, anybody, anyone, 

anything, nobody, no one, nothing
	both, few, many, 

several, none, some
	all, any, more, 

most


Demonstrative Pronouns—point out or specify certain people, places, or things


Singular
Plural


this

these


that 

those

Relative Pronouns—introduce a qualifying or explanatory clause

	who
	Used as a subject in reference to people

	whom
	Used as an object in reference to people

	which 
	Used as a subject in reference to things

	that 
	Used as a subject in reference to things

	whoever
	Used as a subject 

(I will give the prize to whoever comes in first.)

	whomever 
	Used as an object 

(I greeted whomever I met. ~~ Give the package to whomever.)


Reflexive Pronouns—used to indicate action performed to or on the antecedent


Singular
Plural
1st
myself
ourselves
2nd
yourself
yourselves
3rd 
himself, herself, itself 
themselves 
NOTE:  Writers commonly mistake “theirselves,” “theirselfs,” and “hisself” as reflexive pronouns.  Do note that these “words” do not appear in the above chart.  Actually, they are not even words.
PREPOSITIONS connect a noun or pronoun to the rest of the sentence, often showing location or time.

Common Prepositions:
about
above
across
after
against
along


among 
around
as
at
before
behind
below
beneath
beside
between
beyond
by


concerning
despite
despite
down
during
except

excepting
for
from
in
inside
into


like
near
of
off
on
onto


out
outside
over
past
regarding
round

since
through
throughout
till
to
toward

under
underneath
unlike
until
up
upon


with
within
without

Compound Prepositions:

according to
along with
as for
aside from
because of

by way of
except for
in addition to
in front of
in spite of

instead of
next to
on account of
out of
regardless of

with regard to
An important element of English sentences is the prepositional phrase.  It consists of a preposition and its object, a noun or pronoun.

 (In the afternoon), we went (to the zoo).

VERBS express an action, a feeling, or a state of being.

Action Verb = shows action (Ex. run, jump, exclaim)

Helping Verb = always appear with a main verb

do
does
did
can
could
may
might
will
would
shall
should
must
has
have
had

Linking Verb = shows being

am
is
are
was
were
be
being
been
seen
appear
become
grow
remain
stay
feel
look
smell
sound
taste

Irregular Verbs:  Many irregular verbs (more than 100 in English) do not form the past tense by adding –ed or –d.  Some verbs do not change forms at all.  Some verbs form the past tense by changing the spelling of the entire word.  The following is a list of the most commonly used irregular verbs.

	Simple Form
	Simple Past
	Past Participle

	arise
	arose
	arisen

	awake
	awakened, awoke
	awakened, awoken

	
	
	

	backslide
	backslid
	backslidden, backslid

	be
	was, were
	been

	bear
	bore
	borne, born

	beat
	beat
	beaten, beat

	become
	became
	become

	begin
	began
	begun

	bend
	bent
	bent

	bet
	bet
	bet

	bid – farewell
	bid, bade
	 bidden

	bid – offer amount
	bid
	bid

	bind
	bound
	bound

	bite
	bit
	bitten

	bleed
	bled
	bled

	blow
	blew
	blown

	break
	broke
	broken

	breed
	bred
	bred

	bring
	brought
	brought

	broadcast
	broadcast
	broadcast

	build
	built
	built

	burn
	burnt, burned
	burnt, burned

	burst
	burst
	burst

	buy
	bought
	bought

	
	
	

	cast
	cast
	cast

	catch
	caught
	caught

	choose
	chose
	chosen

	cling
	clung
	clung

	clothe
	clothed, clad
	clothed, clad

	come
	came
	come

	cost
	cost
	cost

	creep
	crept
	crept

	cut
	cut
	cut

	
	
	

	daydream
	daydreamed, daydreamt
	daydreamed, daydreamt

	deal
	dealt
	dealt

	disprove
	disproven
	disproved, disproven

	dive – jump head first
	dove, dived
	dived

	dive – scuba
	dived, dove
	dived

	dig
	dug
	dug

	do
	did
	done

	draw
	drew
	drawn

	drink
	drank
	drunk

	drive
	drove
	driven

	dwell
	dwelt, dwelled
	dwelt, dwelled

	
	
	

	eat
	ate
	eaten

	
	
	

	fall
	fell
	fallen

	feed
	fed
	fed

	feel
	felt
	felt

	fight
	fought
	fought

	find
	found
	found

	fit – tailor, change size
	fitted, fit
	fitted, fit

	fit – be right size
	fit, fitted
	fit, fitted

	flee
	fled
	fled

	fling
	flung
	flung

	fly
	flew
	flown

	forbid
	forbade
	forbidden

	forecast
	forecast
	forecast

	forego
	forewent
	foregone

	foresee
	foresaw
	foreseen

	forget
	forgot
	forgotten

	forgive
	forgave
	forgiven

	forsake
	forsook
	forsaken

	freeze
	froze
	frozen

	
	
	

	get
	got
	gotten

	give
	gave
	given

	go
	went
	gone

	grind
	ground
	ground

	grow
	grew
	grown

	
	
	

	hang – to suspend
	hung
	hung

	hang – to execute
	hanged
	hanged

	have
	had
	had

	handwrite
	handwrote
	handwritten

	hear
	heard
	heard

	hide
	hid
	hidden

	hit
	hit
	hit

	hold
	held
	held

	hurt
	hurt
	hurt

	
	
	

	inbreed
	inbred
	inbread

	inlay
	inlaid
	inlaid

	input
	input, inputted
	input, inputted

	interbreed
	interbred
	interbred

	interweave
	interwove, interweaved
	interwoven, interweaved

	interwind
	interwound
	interwound

	
	
	

	keep
	kept
	kept

	know
	knew
	known

	kneel
	knelt, kneeled
	knelt, kneeled

	
	
	

	lay 
	laid
	laid

	lead
	led
	led

	leave
	left
	left

	lend
	lent
	lent

	let
	let
	let

	lie – to set or place
	lay
	lain

	lie – not tell the truth
	lied
	lied

	light
	lit, lighted
	lit, lighted

	lost
	lost
	lost

	leap
	leaped, leapt
	leaped, lept

	learn
	learned, learnt
	learned, learnt

	
	
	

	make
	made
	made

	mean
	meant
	meant

	meet
	met
	met

	mislay
	mislaid
	mislaid

	mistake
	mistook
	mistaken

	miscast
	miscast
	miscast

	misdo
	misdid
	misdone

	mislead
	misled
	misled

	misread
	misread
	misread

	mow
	mowed
	mowed, mown

	
	
	

	pay
	paid
	paid

	put
	put
	put

	plead
	plead, pled
	plead, pled

	proofread
	proofread
	proofread

	prove
	proved
	proven, proved

	put
	put
	put 

	
	
	

	quit
	quit
	quit

	
	
	

	raise 
	raised
	raised

	read
	read
	read

	relay – pass along 
	relaid
	relaid

	relay – for example, tiles
	relayed
	relayed 

	rewind
	rewound
	rewound 

	rid
	rid
	rid

	ride
	rode
	ridden

	ring
	rang
	rung

	rise 
	rose
	risen

	run
	ran
	run

	
	
	

	say
	said
	said

	see
	saw
	seen

	seek
	sought
	sought

	sell
	sold
	sold

	send
	send
	sent

	set 
	set
	set

	shake
	shook
	shaken

	Shave
	Shaved
	shaven

	shed
	shed
	shed

	shine
	shone, shined
	shone, shined

	shoot
	shot
	shot

	show
	showed
	shown, showed

	shrink
	shrank, shrunk
	shrunk

	shut
	shut
	shut

	sing
	sang
	sung

	sit
	sat
	sat

	slay
	slew, slayed
	slain, slayed

	sleep
	slept
	slept

	slide
	slid
	slid

	slit
	slit
	slit

	speak
	spoke
	spoken

	speed
	sped, speeded
	sped, speeded

	spend
	spent
	spent

	spin
	spun
	spun

	spit
	spit, spat
	spit, spat

	split
	split
	split

	spread
	spread
	spread

	spring
	sprang, sprung
	sprung

	stand
	stood
	stood

	steal
	stole
	stolen

	stick
	struck
	stuck

	sting
	stung
	stung

	stink
	sank, stunk
	stunk

	strive
	strove
	striven

	strike - delete 
	struck
	stricken

	strike – hit 
	struck
	struck, stricken

	string
	strung
	strung

	swear
	swore
	sworn

	sweep
	swept
	swept

	swim
	swam
	swum

	swing
	swung
	swung

	
	
	

	take
	took
	taken

	teach
	taught
	taught

	tear
	tore
	torn

	tell
	told
	told

	think
	thought
	thought

	throw
	threw
	thrown

	tread
	trod
	trod, trodden

	thrust
	thrust
	thrust

	
	
	

	understand
	understood
	understood

	undertake
	undertook
	undertaken

	upset
	upset
	upset

	
	
	

	wake
	woke, waked
	woken, waked

	wear
	wore
	worn

	weave
	wove
	woven

	weep
	wept
	wept

	win
	won
	won

	wind
	wound
	wound

	withdraw
	Withdrew
	withdrawn

	wring
	Wrung
	wrung

	write
	Wrote
	written 


Commonly Misused Irregular Verbs:

Lie:  to rest or recline




lie ~~ lay ~~ lain 

Lay:  to place or put (takes an object)


lay ~~ laid ~~ laid
Rise:  to move upward, to return from death


rise ~~ rose ~~ risen
Raise:  to lift something, to elevate (takes an object)

raise ~~ raised ~~ raised
Sit:  to be seated





sit ~~ sat ~~ sat
Set:  to place or put (takes an object)


set ~~ set ~~ set
Sentence Structure

TYPES OF SENTENCES
The sentence is the basic unit of thought.  Its grammar consists of words with specific forms and functions arranged in specific ways.


Subject
Predicate


Art
can be controversial.


Its meaning and value to society
are often the focus of debate.

Sentences may be simple, compound, complex, or compound-complex.  Overuse of simple sentences makes choppy, monotonous writing.  One way to avoid this error is to read writing aloud to make sure that is sound smooth.  Another way is to have someone else proofread the assignment.   Use conjunctions and pronouns to vary sentence structure.  

Simple:  one main clause, no subordinate clause

Last summer was unusually hot.

The summer made many farmers leave the area for good or reduced them to bare existence.

Compound:  two or more independent clauses, no subordinate clause

Last July was hot, but August was even hotter.

The hot sun scorched the earth; the lack of rain killed many crops.

Complex:  one main clause and one or more subordinate clause

Rain finally came, although many had left the area by then.

Those who remained were able to start anew because the government came to their aid.

Compound-Complex:  two or more main clauses, one or more subordinate clause

Even though government aid finally came, many people had already been reduced to poverty, and others had been forced to move.

CLAUSES
A Clause is a group of related words containing both a subject and a verb and functions as a sentence or part of a sentence.

An Independent Clause contains a complete subject-verb combination and can stand alone as a complete sentence. 
A Dependent Clause (or subordinate clause) begins with a subordinating conjunction or relative pronoun and cannot stand alone as a sentence.

Restrictive Clauses are essential to identify nouns or to complete the meaning.  These clauses simply follow the nouns or ideas they are modifying.  No commas are used to offset restrictive clauses.

In the line, the young woman who was wearing a red bandana and hoop earrings needed a ticket.

Most clauses beginning with that are restrictive clauses and are not set off with commas.

Where is the report that he left on the desk this morning?

Nonrestrictive Clauses are not essential to complete the meaning of the sentence.  You can remove them from the sentence, and the basic meaning of the sentence will remain clear.  Because they are nonessential, these clauses are always offset by commas.

Linda and Burt, who just returned from Alaska, would go on another vacation tomorrow.

The cockatiels, which were chirping loudly to the music of the nearby television, should live for up to twenty years.

Noun Clause:  Clauses may function as the subject, direct object, predicate nominative, object of a preposition, or appositive.


Noun Clause Markers:


that
whether
if
who
whom
whose

which

what
when
where
why
how
whoever
whomever
whichever
whatever
· Subject



Whether we travel by train or plane has not been decided.
· Direct Object

We did whatever was necessary.
· Predicate Nominative

Painting portraits is what she enjoys most.
· Object of the Preposition
He said nothing about where he would go next.
· Appositive




The idea that he could succeed carried him through.
Sometimes the introductory word that is omitted when the noun clause is used as a direct object:

They thought (that) Thursday was a holiday.

Adjective Clause:  Clauses may modify nouns or pronouns.  Relative Pronouns introduce adjective clauses.    A relative (1) serves a grammatical function within its own dependent clause; (2) joins the dependent clause that it introduces to anther clause; and (3) refers to an antecedent in another clause.



Relative Pronouns:
who
whom
which
that
whoever
whomever
God, Who created the universe, also controls it. 


(Who is the subject of created)
That is a battle about which much has been written.    


(which is the object of the preposition about)
A Chopin nocturne was the first piece that he played.   


(that is the direct object of played.)
A hemophiliac is one whose blood does not clot. 


(whose is an adjective modifying the noun blood)
We just passed a place where we could have eaten breakfast.   


(where is an adverb, modifying the verb could have eaten)
Sometimes the relative pronoun is omitted, but this understood pronoun still serves its usual functions.

The flight I needed was canceled.  

Adverb Clause:  Clauses may modify a verb, adjective, or adverb.  Subordinating Conjunctions (listed under Conjunctions) introduce Adverb Clauses.  Adverb clauses answer the questions where, when, how, why, to what extent, and under what condition.
We will leave when the storm subsides.  (modifies the verb will leave)

He is certain that his request will be granted.  (modifies the adjective certain)

Their boat rides smoother than ours does.  (modifies the adverb smoother)

Essential parts of an adverb clause may properly be omitted if no misunderstanding will occur.  Such a clause is called an elliptical clause.

Scott can swim better than I (can swim).

Distinguishing Between the Types of Clauses

Adjective clauses are often introduced by word that can also introduce noun clauses or adverb clauses.  A clause is an adjective clause if its introductory word has an antecedent in the other clause.  Words that introduce noun clauses or adverb clauses do not have antecedents.

Select a time when we can meet.     

(When introduces an adjective clause that modifies the noun time.  When has the antecedent time in the main clause.)

I do not know when we can meet.   

(When introduces a noun clause that is used as a direct object.  When has no antecedent.)

We can meet when you have time.   

(When introduces an adverb clause that modifies the verb can meet.  When has no antecedent.)

Combining Clauses

· Often, clauses are combined using conjunctions.  Independent clauses are combined using a comma and coordinating conjunctions.

· Independent clauses may also be joined with a semicolon or with a semi-colon and a conjunctive adverb.  These conjunctions may also serve as transition words.

· Dependent clauses are joined to independent clauses with the addition of a subordinate conjunction.

When a dependent clause precedes an independent clause, a comma follows the dependent clause.

Because its propeller was broken, the ship returned to port.

MAJOR SENTENCE ERRORS
RUN-ONS, COMMA SPLICES, FRAGMENTS (MAJOR ERROR)
Comma splice:  two independent clauses joined by a comma with no coordinating conjunction or transitional element

I went to the store, I bought bread.

REVISED:  I bought bread when I was at the store.

Christopher needed a new notebook, however, he did not go to the store.

REVISED:  Christopher needed a new notebook; however, he did not go to the store.

Run-on:  two independent clauses joined by nothing

I went to the store I bought bread

REVISED:  I bought bread when I was at the store..

Christopher needed a new notebook however, he did not go to the store.

REVISED:  Christopher needed a new notebook; however, he did not go to the store.

To Repair Comma Splices or Run-on Sentences: 

· Form two sentences if the ideas are separate.

· Use a semi-colon between closely related sentences.

· Use a conjunctive adverb (ex. therefore, however) if the ideas show a relationship.  Place a semicolon before the conjunctive adverb.

· Use a comma and a coordinating conjunction.

Fragment:  group of words with no main subject/verb combination

To Repair:  Add words to the fragment, or connect it to a sentence around it.

An unknown illness could affect the child making the parent stay home.  There, making the teen miss valuable school work.

REVISED:  An unknown illness could affect the child, cause the parent to stay home, and thus making the teen miss valuable school work.

If someone were fighting and a gun or knife were used as a weapon and the fight resulted in someone being killed.

REVISED:   If someone were fighting and a gun or knife were used as weapon, the fight may result in someone being killed.

MODIFIERS
Misplaced Modifiers modify the wrong word in a sentence or are placed so that it is not clear which word is being described.  Modifiers should be placed as close as possible to the words they modify.  When they are not, they may make the sentence seem confusing or even ridiculous to the reader.  To correct a misplaced modifier, place the modifier near the word it modifies, so that there cannot be any confusion.

The underlined phrase in each sentence below should be placed where the ^ appears.

He ^ wants someone to wash the windows badly.  

The courier delivered the material ^ to the vice president in the red envelope.

The magician ^ produced the rabbit with the black mustache and silken cape. 

The pheasants ^ were eaten by the hunters killed the day before. 

Hints for dodging misplaced modifiers:

· Place modifiers where they will clearly modify the words intended.

· Place limiting modifiers carefully.

almost, even, exactly, hardly, just, merely, nearly, only, scarcely, simply
· Make each modifier refer to only one grammatical element.

Position adverbs with care.

In automobile manufacturing, robots have been useful especially.

REVISED:   In automobile manufacturing, robots have been especially useful.

The wreckers, soon after they began demolishing the house, discovered a box of coins.


REVISED:   Soon after they began demolishing the house, the wreckers discovered a box of coins.

Three wreckers lifted, with great effort, the heavy box.

REVISED:  With great effort, three wreckers lifted the heavy box.

Keep parts of infinitives or verb phrases together

The weather service expected temperatures to not rise.


REVISED:   The weather service expected temperatures not to rise.

Many students had, by spending most of their time on the assignment, completed it.

REVISED:  By spending most of their time on the assignment, many students had completed it.

REVISED:  Many students had completed the assignment by spending most of their time on it.

Dangling Modifiers do not seem to modify anything in the sentence, or they may appear to describe a word in a way that makes no logical sense.  They usually occur at the beginning of a sentence.   To correct a dangling modifier, rewrite the sentence.  Either provide a subject that the modifier can sensibly modify, or reword the modifier itself.

To sew efficiently, your needle must be sharp. 


REVISED:  To sew efficiently, you must use a sharp needle.

While washing my hair, the drain got clogged. 


REVISED:  While I was washing my hair, the drain got clogged.

After painting the house, the furniture was rearranged. 


REVISED:  After painting the house, we rearranged the furniture.

MOOD OF THE VERB
The subjunctive mood appears in clauses following statement of request, demand, suggestion, or recommendation.  In the abstract, you may find these occasions hard to identify; in practice, they are easy to spot.

Wishes:

I wish it were bedtime.

“If” clauses that describe situations contrary to fact, hypothetical, or improbable:

If Bertha were to call, Benjamin would pretend not to hear the phone.

If it were to rain, the protestors would move their meeting indoors.

We all wish the theater were not so decrepit.

“That” clauses that make demands, requests, recommendations, or motions:

General Campo asked that his troops be silent.

“I ask only that all soldiers give their best,” he said.

The board urged that everyone contribute.

The members insisted that they themselves contribute.

They suggested that each donate both time and money.

Common Expressions:

Be that as it may . . .

As it were . . . 

Come what may . . . 

Peace be with you . . . 

The present subjunctive is the base form of the verb—that is, the present infinitive form without to:




Verb

Present subjunctive
to be

be

to give

give

to send

send

to bless

bless

The base form is used even in the third person singular, where you might ordinarily expect a verb to take another form:

It is essential that Buck have [not has] his lines memorized by tomorrow.

Carrie insisted that Travis be [not is] on time for their dinner at her mother’s.

For be, the past subjunctive is always were.  This is true even in the first and third person singular, where you might expect the form to be was:

First person:

I wish I were the director.
Second person:

Suppose you were the director.

Third person:

I wish she were the director.

PARALLEL STRUCTURE
Parallel structure means using the same pattern of words to show that two or more ideas have the same level of importance. This can happen at the word, phrase, or clause level. The usual way to join parallel structures is with the use of coordinating conjunctions such as "and" or "or." 

Words and Phrases
Mary likes hiking, swimming, and bicycling.

Mary likes to hike, to swim, and to ride a bicycle.

Mary likes to hike, swim, and ride a bicycle.

Proofreading Strategies:

· Check on each side of coordinating conjunctions to see whether the items joined are parallel.  

· If you have several items in a list, put them in a column to see if they are parallel.

· Listen to the sound of the items in a list or the items being compared.  Do you hear the same kinds of sounds?  Or do you hear a rhythm being repeated?  If something is breaking that rhythm, check for parallelism.

Do Not Mix Forms:
The production manager was asked to write his report quickly, accurately, and in a detailed manner. 


REVISED:  The production manager was asked to write his report quickly, accurately, and thoroughly.

The teacher said that he was a poor student because he waited until the last minute to study for the exam, completed his lab problems in a careless manner, and his motivation was low. 

REVISED:  The teacher said that he was a poor student because he waited until the last minute to study for the exam, completed his lab problems in a careless manner, and lacked motivation.

With Correlative Conjunctions:  Whenever you join parts of a sentence with correlative pairs, use the same grammatical form in both parts.

Explorers can be both afraid of the unknown and, when they encounter something new, they want to understand it.

REVISED:  Explorers can be both afraid of the unknown and curious about it.

Clauses:  A parallel structure that begins with clauses must keep on with clauses.  Changing to another pattern or changing the voice of the verb (from active to passive or vice versa) will break the parallelism.
The coach told the players that they should get a lot of sleep, that they should not eat too much, and to do some warm-up exercises before the game. 

REVISED:   The coach told the players that they should get a lot of sleep, that they should not eat too much, and that they should do some warm-up exercises before the game.

REVISED:  The coach told the players that they should get a lot of sleep, not each too much, and do some warm-up exercises before the game.

The salesman expected that he would present his product at the meeting, that there would be time for him to show his slide presentation, and that questions would be asked by prospective buyers.  (The last clause is passive.)

REVISED:  The salesman expected that he would present his product at the meeting, that there would be time for him to show his slide presentation, and that prospective buyers would ask him questions.

Lists after a Colon:  Be sure to keep all the elements in a list in the same form.

The dictionary can be used for these purposes:  to find word meanings, pronunciations, correct spellings, and looking up regular verbs. 

REVISED:  The dictionary can be used for these purposes:  to find word meanings, pronunciations, correct spellings, and irregular verbs.

PHRASES
A Phrase is a group of related words within a subject, verb, or both subject and verb.  Phrases are used in sentences to complete thoughts or add descriptive detail.  To avoid problems with ambiguous meaning or errors in punctuation, phrases must be placed near the noun, verb, or other part of speech to which the phrase refers.

Prepositional Phrases contain a preposition and its object.

He waited for the train.

The cat prefers to stay in the house.

They enjoy going out for pizza after the football games.

Absolute Phrases consist of a noun or pronoun and a participle plus any other completing words.  Absolute phrases modify the entire sentence and cannot be punctuated as a complete sentence.

Their project nearly completed, the painters began to clean their equipment.

The violinist, her arms and shoulders aching with pain, practiced long hours every night.

Appositives are words or phrases that rename the preceding words or phrases.  They are often identified as noun phrases.  The punctuation of an appositive follows the rules for restrictive and nonrestrictive clauses.

My friend Mary loves to cook with chocolate.

Mary, a chocolate lover, shops carefully for the best chocolate in town.

The novel The Grapes of Wrath is often studied in college English classes.

Gerunds are verb forms ending in –ing and functions as a noun in a sentence.  
Gerund phrases include a gerund and its completing words.

Dancing is her favorite activity.

Writing a collection of poems remains Sophia’s secret hobby.

Employees will not be paid without completing the weekly projects.


In some cases, the possessive form of a noun or pronoun precedes a gerund.

The parents were not thrilled with their son’s tattooing a snake on his arm.

Her dancing in the moonlight amazed the children.

Infinitive Phrases are groups of words consisting of to plus a verb and its completing words.  An infinitive phrase can function as a noun, adjective, or adverb.

To read is the best way to study grammar.

Disneyland is one of the best places to visit while on vacation.

Her daughter was too nervous to play the piano in front of an audience.

Participial Phrases are groups of words consisting of a participle and its completing words.  All verbs have present participle and past participle forms.

Staring at the blank computer screen, Martin found himself unable to finish his essay.

Interrupted by the demands of his hungry two-year-old, he could not finish reading the paper.

Walking down the hall, she was hit by the door as it flew open at the end of class.

Bewildered by the question, the student could not finish the test.

PRONOUN REFERENCE
The word or word group that a pronoun replaces is called the antecedent.  In order for your writing to communicate its message clearly, each pronoun must relate precisely to an antecedent.  Pronoun reference is clear when readers know immediately to whom or what each pronoun refers.  

Ambiguous Reference:  a pronoun can refer grammatically to more than one antecedent


The teacher informed the student that he needed another test booklet.

REVISED:  The teacher told the student to pick up another test booklet.


Jane said that her mother became pregnant before she graduated from high school.

REVISED:  Jane’s mother got pregnant at the age of sixteen.

After Jack combed the horse’s mane, it ran around the field.

REVISED:   The horse ran around the field after its grooming.

Implied Antecedent:  pronoun’s antecedent is only implied by the wording of the sentence


In the armed forces, they can retire at an early age.

REVISED:  Veterans in the armed forces can retire at an early age.

Reserve you for only direct address.

Prison uprisings often happen when you allow overcrowding.  
REVISED:  Prison uprisings often happen when prisons are overcrowded.

In Russia, you usually have to stand in long lines to buy groceries.  
REVISED:   Russian consumers usually have to stand in long lines to buy groceries.

Make a pronoun refer to a specific antecedent.

Comets usually fly by the earth at 100,000 mph, whereas asteroids sometimes collide with the earth.  This interests scientists. 
REVISED:  Comets usually fly by the earth at 100,000 mph, whereas asteroids sometimes collide with the earth.  This difference interests scientists.

I told my friends that I was going to major in geology, which made my parents happy. ( My parents were happy because I discussed my major with my friends. 
REVISED:  My parents were happy because I chose to major in geology.

This subject unites the sciences of physics, biology, and paleontology. 
REVISED:  Geophysics units the sciences of physics, biology, and paleontology.

They say that earthquakes are becoming more frequent. 



REVISED:  Seismologists say that earthquakes are becoming more frequent.

It said in the newspaper that California has minor earthquakes almost daily. 
REVISED:   The newspaper reported that California has minor earthquakes almost daily.

NOTE:  Never use the words “this” + a verb to begin a sentence.  Instead, place a noun between the two words, thus making meaning clearer.

Guidelines for Clear Pronoun Reference:

· Do not overuse it.

· Place pronouns close to their antecedents.

· Use that, which, and who correctly.

Who
Used as a subject in reference to people

Which 
Used as a subject in reference to things

That 
Used as a subject in reference to things

SUBJECT-VERB AGREEMENT
Reminders:

In any inverted sentence or question, the subject appears after the verb.

A subject is never in a prepositional phrase.

Word or phrases that separate subjects and verbs do not affect agreement.

Singular

Titles of movies, books, plays, etc.

Names of cities, countries, states, etc.

Subjects modified by each or every

Does, Is, Was, Has

Subjects joined by and relating to one person

Certain indefinite pronouns
each, either, neither, one, no one, nothing, nobody, anyone, anything, anybody, 
someone, something, somebody, everyone, everything, everybody
Certain words that end in s
mumps, measles, rickets, shingles, diabetes, AIDS, molasses, news
Words with foreign origin
stamina, phenomenon, medium
Plural

Compound subjects joined by and
Do, Are, Were, Have

Certain indefinite pronouns
many, both, few, several
Words with foreign origin
phenomena, media
Either Singular or Plural

Units of Measure—weight, money




Singular:  unit




Plural:  separate parts

Collective Nouns




Singular:  group as a unit




Plural:  individuals acting separately

Certain nouns that end in s
civics, dramatics, ethics, linguistics, mathematics, physics, politics, statistics, 
harmonics, hydraulics, aeronautics, tactics



Singular:  study; science




Plural:  qualities, behavior, physical activity

Compound subjects joined by correlative conjunctions.  Look at the last word in the series; if that word is singular, use a singular verb; if that word is plural, use a plural verb

Relative pronouns--Look at the word to which the relative pronoun refers

Certain indefinite pronouns agree with the word to which the pronoun refers or the word in the prepositional phrase
all, most, some, any, none
Certain words agree with the word in the prepositional phrase
half, part
PRONOUN-ANTECEDENT AGREEMENT
Follow the same rules as Subject-Verb Agreement.
A pronoun must agree with its antecedent in both number and case.

The army won their most important battle.

REVISED:   The army won its most important battle.

The class came to the gym for their picture.

REVISED:  The class came to the gym for its picture.

VERB TENSE
In addition to simple forms, there are more complex verb forms.  The following chart illustrates the most commonly used verb tenses.  Each tense expresses a specific time or duration.

	Tense
	First Personal Singular
	Third Person Singular
	Third Person Plural

	Present
	I talk
	He talks.
	They talk.

	Present progressive
	I am talking
	He was talking.
	They were talking.

	Present perfect
	I have talked
	He has talked.
	They have talked.

	Present perfect progressive
	I have been talking
	He has been talking.
	They have been talking.

	Past
	I talked
	He talked.
	They talked.

	Past progressive
	I was talking
	He was talking.
	They were talking.

	Past perfect
	I had talked
	He had talked.
	They had talked.

	Past perfect progressive
	I had been talking
	He had been talking.
	They had been talking.

	Future
	I will talk
	He will talk
	They will talk.

	Future progressive
	I will be talking
	He will be talking.
	They will be talking.

	Future perfect
	I will have talked
	He will have talked.
	They will have talked.

	Future perfect progressive
	I will have been talking
	He will have been talking.
	They will have been talking.


VERBALS
Verbals are verb parts that function as nouns, adjectives, or adverbs.

Gerunds are verb forms used as nouns.  Like nouns, gerunds can be used as subject, direct objects, predicate nominatives, objects of the preposition, and appositives.  The gerund always ends in –ing.

Subject
 Jogging is a popular exercise.
Eating in diners on the road is an adventure.

Direct Object
Our pastor enjoys preaching.

Object of the Preposition
Faith comes by hearing the Word of God. 

I am tired of editing.

Predicate Nominative
Her favorite chore was feeding the chickens.

Appositive
Her problem, overspending, was resolved when she re-evaluated her finances.

Infinitives are verb forms used as nouns, adjectives, or adverbs.  Like nouns, infinitives can be used as subjects, direct objects, predicate nominatives, objects of the prepositions, and appositives.  The infinitive is usually, but not always, preceded by the word to; the word may be implied.

Subject

To eat now is inconvenient.
Direct Object
Kelsey likes to listen to opera.
Object of the Preposition
He gave me advice about how to begin.

Appositive
God’s command, not to lie, must not be ignored.
Predicate Nominative
To learn self-discipline is to conquer one’s self.
Adjective
The person to edit your work is Max Perkins.


They have a truckload of tomatoes to sell.
Adverb

He waited to edit the manuscript. 


He studied to show himself a changed person.
Participles are verb forms used as adjectives.  They end in –d, -t, -n, or –ed.

Present Participle
Running water may not be safe.




The man editing your manuscript is Max Perkins.

Past Participle
Boiled, filtered water is safe




She cut her hand on the broken vase.




The burnt chicken tasted disgusting.

VOICE—ACTIVE AND PASSIVE
Voice is a concept of verbs easier to illustrate than define.  Verbs that take objects (called transitive verbs) can be either in active or passive voice.  

In the Active Voice, the subject acts.  In the Passive Voice, the object of an active verb becomes the subject of a passive verb.  The form of the verb becomes be + past participle.

Active:

Carol tells the story.




Kyle managed the advertising.



The students finished the project.
Passive:

The story was told by Carol.

The advertising was managed by Kyle.



The project was finished by the students.

Passive verbs are always formed with some form of be plus the past participle:

Jenny was selected by Representative Pickle for an appointment to the Air Force Academy.

She had been nominated for the honor by her teachers.

The van had been wrecked by Tracy.

The accident was caused by faulty brakes.

Not every sentence with a form of the verb to be is passive, especially when be is used as a linking verb.

She was unhappy that the damage to the van had been so great.

Nor is every sentence passive that contains a past participle.  Perfect tenses, for example, also use the past participle.  

Tracy had driven for ten years without an accident.

To identify a passive verb form, look for both the past participle and a form of be.

The van had been loaded with cream pies when it was sideswiped.

When you have identified a passive form, locate the word in the sentence that actually performs the action.  Make it the subject.  When you revise the sentences in this way, the original subject usually becomes the object.


Passive:  Jenny was selected by Representative Pickle for an appointment to the Air Force Academy.

Active:  Representative Pickle selected Jenny for an appointment to the Air Force Academy.
Although writing in the passive voice is often necessary and appropriate, many writers use the passive voice too often.  By eliminating passive constructions, you can often turn vague sentences into stronger, more lively ones.  That is because active sentences are usually more economical than passive ones:  the action moves more directly from subject through verb to object.  To revise effectively, you need to recognize passive voice and to know how to make passive verbs active when appropriate.

Not every passive verb can or should be made active.  Sometimes you simply do not know who or what performs an action.

Hazardous road conditions had been predicted the morning Tracey ventured out.  To make things worse, oil had been spilled at the intersection where her accident occurred.

She had been assured, however, that it was safe to drive.

The van had been loaded with cream pies before it was destroyed.

In this last example, you might revise the second verb, but leave the first alone:

The van had been loaded with cream pies before Tracey destroyed it.

Prefer the Passive Voice under certain circumstances:

1.  When the doer of the action is unknown, unimportant, or less important.

My car was stolen.  (The doer, the thief, is unknown.)

Flight 107 has been canceled.

The check was lost in the mail.

2. When the receiver of the action is more important than the doer.

My neighbor was permanently disabled by an irresponsible drunk driver. (The neighbor’s suffering is the focus, not the drunk driver.)

Tracy was featured on the TV nightly news. (The channel is not important.)

Tracy was interviewed by several reporters. (The interviewer is not important.)

The following list shows the conversion of the active to the passive voice for the important verb tenses:

	Tense
	Active
	Passive

	Present
	Carol tells the story.
	The story is told by Carol.

	Present progressive
	Carol is telling the story.
	The story is being told by Carol.

	Present perfect
	Carol has told the story.
	The story has been told by Carol.

	Past
	Carol told the story.
	The story was told by Carol.

	Past progressive
	Carol was telling the story.
	The story was being told by Carol.

	Past perfect
	Carol had told the story.
	The story had been told by Carol.

	Future
	Carol will tell the story.
	The story will be told by Carol.

	Future progressive
	Carol will be telling the story.
	The story is going to be told by Carol. 

(going to is often used instead of will)

	Future perfect
	Carol will have told the story.
	The story will have been told by Carol.


Punctuation and Mechanics

ABBREVIATIONS
· Use standard abbreviations for titles immediately before and after proper names.  Spell them out in the absence of a proper name.


We learned to trust the doctor. / We learned to trust Dr. Kaplan.

· Use certain abbreviations with dates and numbers only.
· Use certain abbreviations for official names of business firms.
· Reserve Latin abbreviations for source citations and comments in parentheses.
· Units of measurement, place names, and other elements are usually abbreviated in technical writing but should be spelled out in other academic writing and general writing.
The dog is thirty inches (not in.) high.

The building is 150 feet (not ft.) tall.

The publisher is in Massachusetts (not Mass.).

He came from Auckland, New Zealand (not N.Z.).

She lived on Morrissey Boulevard (not Blvd.).

The truce was signed on Tuesday (not Tues.), April (not Apr.) 16.

The Christmas (not Xmas) holidays are uneventful.

I’m majoring in political science (not poli sci).

Economics (not econ) is a difficult course.

NOTE:  Long phrases such as miles per house (m.p.h.) or cycles per second (c.p.s.) are usually abbreviated, with or without periods.  

NOTE:  The United States is often referred to as the U.S.A. or the U.S.  In writing of the U.S. capital, we use the abbreviation D.C. for District of Columbia when it follows the city’s name:  Washington, D. C.

	Before a 

name
	After a 

name
	With dates and 

numbers
	With names 

of businesses
	Latin abbreviations 

	Dr. 
	M. D.
	B.C.
	Inc.
	i.e. – id est:  that is

	Mr.
	D. D. S. 
	A.D.
	Bros.
	Cf. – confer:  compare

	Mrs.
	D. V. M.
	A.M.
	Co.
	e.g. – exempli gratia:  for example

	Hon.
	Ph. D. 
	P.M.
	&
	Et al. – et alii:  and others

	Rev.
	Ed. D. 
	$
	
	Etc. – et cetera:  and so forth

	Msgr.
	Sr.
	
	
	

	Gen.
	Jr. 
	
	
	

	
	St. (Saint)
	
	
	


ACRONYM
An Acronym is an abbreviation that spells a pronounceable word—institutions, organizations, corporations, people, and countries.  Examples are LSU, UCLA, NYU, ULM, CIA, FBI, YMCA, NATO, IBM, CBS, ITT, MIT, JFK, LBJ, FDR, USA.  These and other abbreviations using initials are acceptable in most writing as long as they are familiar.  Abbreviations of three or more words are usually written without periods.



When using a common acronym repeatedly in a composition, write the words and place the abbreviation in parentheses the first time the term is used; then, use the acronym only.

He said he would be gone a fortnight (i.e., two weeks).

Bloom et al., editors Anthology of Light Verse
Trees, too, are susceptible to disease (e.g., Dutch elm disease).

APOSTROPHE
	Contraction 
	Meaning 
	
	Contraction
	Meaning

	It’s
	it is
	
	Who’s
	Who is

	He’s
	he is
	
	Doesn’t
	Does not

	She’s
	she is
	
	Weren’t
	Were not

	They’re
	they are
	
	O’clock
	Of the clock

	You’re 
	you are
	
	Ma’am
	madam


· To form a contraction

· Learn to differentiate between the following contracts and possession pronouns
	Contraction
	Possessive

	It’s
	its

	They’re
	their

	You’re
	your

	Who’s
	whose


· To indicate possession for nouns and indefinite pronouns

	
	Add
	Example

	Singular nouns and 
indefinite pronouns
	‘s
	· The boys tore the book’s first page in the fight.

· Anyone’s eyes would widen.

· Bill Smith’s card tricks amaze children.

	Singular nouns ending in s
	‘s
	· Henry James’s novels reward the patient reader.

· The business’s customers filed suit.

· Los Angeles’s weather is mostly warm.

	Plural nouns not ending 
in –s
	‘s
	· The bill establishes children’s rights.

· Publicity grabbed the media’s attention.

	Plural noun ending in -s
	‘
	· Many students benefit from several years’ work after high school.

· The Jameses’ talents are extraordinary.

· Workers’ incomes are stagnant.

	Figures, letters, words 

treated as words
	‘s
	· Many students made C’s on the paper.

· Do not use so many “okay’s” in your speech.

· He scored 98’s on both tests.

· The sentence has too many but’s.

· Remember to dot your i’s and cross your t’s.

	Singular compound word 
or word groups
	‘s
	· The council president’s address was a bore.

· The brother-in-law’s business failed.

· Taxes are always somebody else’s fault.

	Two or more words that
show joint possession
	‘s to last 

word
only
	· The child recovered despite her mother and father’s neglect.



	Two or more words that 
show individual possession
	‘s to all 

words
	· Youngman’s and Mason’s comedy techniques are similar.


BRACKETS
To set apart editorial explanations.

· Explain:  

The tenor sang ‘Angel of Music’ [original version sung by Michael Crawford] for his encore.
· Explain:  
That Texaco Station [just outside Chicago] is one of the busiest in the nation,” said a company spokesperson.
· Add capitalization:  

[O]ne of the busiest in the nation” is how a company spokesperson described the station.

· Clarify:  
Despite considerable achievements in other areas, [humans] still cannot control the weather and probably will never be able to do so.
· To indicate editorial corrections to quoted material.  

The dean wrote, “All faculty must teach sumer [sic] school.”

According to the newspaper report, “The car slammed thru [sic] the railing and into the oncoming traffic.”

NOTE:  The word “sic” (which means “thus”) placed in brackets next to an error in quoted material means that the mistake appeared in the original text and that it is not the writer’s error.

CAPITALIZATION
· Days of the week

· Names of months

· Titles of holidays

· First word of every sentence

· The pronoun I and the interjection O
· Proper nouns and adjectives--names of specific people, places, and products

· Common nouns used as essential parts of proper nouns

· Trade names

· Name of a course that is a language or is followed by a number

As parts of proper nouns
Trade names
Courses 

Main Street
Scotch tape
English 1001

Mississippi River
Dell computer
biology -- no #

Louisiana College
Chevrolet
Ethics 410

Lake Superior 
Bunsen burner
Spanish 

· Compass directions only when they refer to a specific geographical region

Directions/no caps:  
The storm blew in from the northeast and then veered south along the coast.

Region: 
 Students from the South have trouble adjusting to the Northeast’s bitter winters.
· Most words in titles and subtitles of works (except articles—a, an, the—and short connectors in the middle of a title)

A Connecticut Yankee in King Arthur’s Court

Genius:  A Mosaic of One Hundred Exemplary Creative Minds

· Names of relationships only when they form part or substitute for proper nouns

I remember how Father scolded us.
The father of my friend has a minor traffic accident.

COLON
· To separate titles and subtitles 


Charles Dickens:  An Introduction to His Novels
· To separate the divisions of time


1:30 A.M.
· To separate the parts of biblical citations 


Romans 8:28
· To introduce a concluding explanation
Soul food is a varied cuisine:  it includes spicy gumbos, black-eyed peas, and collard greens.
· To introduce a series
At least three soul food dishes are familiar to most Americans:  fried chicken, barbecued spareribs, and sweet potatoes.
· To introduce an appositive
Soul food has one disadvantage:  fat.
· To introduce a formal quotation
One soul food chef has a solution:  “Soul food doesn’t have to be greasy to taste good. . . . Instead of using ham hocks to flavor beans, I used smoked turkey wings.  The soulful, smoky taste remains, but without all the fat of pork.”
COMMA
· To separate main clauses linked by a coordinating conjunction

· To set off most introductory elements

Even when identical twins are raised apart, they grow up very like each other.

Explaining the similarity, some researchers claim that one’s genes are one’s destiny.

Concerned, other researchers deny the claim.

· To set off nonrestrictive elements

The empty building symbolizes a weak local economy, which affects everyone.

The company, which is located in Oklahoma, has an excellent reputation.
· To separate items in a series

The city needs healthier businesses, new schools, and improved housing.

· To separate coordinate adjectives that modify the same word
A tall, sleek skyscraper is not needed.

Eventually, only wealthy, fashionable French women wore high heels.

· To set off absolute phrases

Domestic recycling having succeeded, the city now wants to extend the program to business.
Many businesses, their profits already squeezed, resist recycling.

· To set off phrases expressing contrast

The essay needs less wit, more pith.
His generosity, not his good looks, won him friends.

It is not light that is needed, but fire; it is not the gentle shower, but thunder. – Frederick Douglas

· To set off parenthetical expressions—explanatory, supplementary, or transitional words or phrases

Few people would know, or even guess, the most celebrated holiday on earth.

That holiday is, in fact, New Year’s Day.

· To separate quotations and identifying words

Eleanor Roosevelt said, “You must do the thing you think you cannot do.”

“Knowledge is power,” wrote Francis Bacon.

People should always say, “Excuse me,” when they bump into fellow pedestrians.

· To prevent misreading

Soon after, the business closed its doors.

To Laura, Ann symbolized decadence.

· To set off yes or no

Yes, the editorial did have a point.

· To set off tag questions

Jones should be allowed to vote, should he not?

· To set off words of direct address

Cody, please bring me the newspaper.
· To set off mild interjections

Oh, they forgot all about the baby.
· To separate parts of dates, addresses, long numbers

Dates:  The bombing of Pearl Harbor on Sunday, December 7, 1941, prompted American entry into World War II.
Addresses:  Use the address 5262 Laurie Lane, Memphis, Tennessee, for all correspondence. ~~ Columbus, Ohio, is the capital of Ohio and the location of Ohio State University.

Numbers:  A kilometer is 3,281 feet.

DASH
To indicate sudden shifts in tone, new or unfinished thoughts, and hesitation in dialogue

· Shift in Tone:  
He tells us—does he really mean it?—that he will speak the truth from now on.
· Unfinished Thought:  
If she found out—he did not want to think what she would do.
· Hesitation:  
“I was worried you might think I had stayed away because I was influenced by—“ He stopped and lowered his eyes.
To emphasize nonrestrictive elements, especially those that include internal commas

· Appositive:  
The qualities Monet painted—sunlight, rich shadows, deep colors—abounded near the rivers and gardens he used as subjects.
· Modifier:  
Though they are close together—separated by only a few blocks—the two neighborhoods could be in different countries.
· Parenthetical Expression:  
At any given time there exists an inventory of undiscovered embezzlement in—or more precisely not in—the country’s businesses and banks. ~~ Her new teacher—a dynamic teacher—helped her to understand American society.

To set off introductory series and concluding series and explanations

· Introductory Series:  
Shortness of breath, skin discoloration or the sudden appearance of moles, persistent indigestion, the presence of small lumps—all these may signify cancer.

· Concluding Series:  
The patient undergoes a battery of tests—CAT scan, bronchoscopy, perhaps even biopsy.
· Concluding Explanation:  
Many patients are disturbed by the CAT scan—by the need to keep still for long periods in an exceedingly small space. 
 
He studied for the exam for two days—then fell asleep before he finished!
ELLIPSIS MARKS
· To indicate omissions within quotations

NOTE:  A regular ellipsis mark consists of three periods with a space between each.  However, if the punctuation is needed at the end of a sentence, use four periods—one standing for the end punctuation.

HYPHEN
· To form compound adjectives before a noun 
a well-written play, a forty-year-old woman
· To form compound numbers
twenty-one, ninety-nine
· Certain compound words always require a hyphen.  Check the dictionary. 
good-for-nothing, father-in-law, president-elect, self-reliance
NOTE:  all “self-“ words are hyphenated

· Certain words with prefixes always require a hyphen.  Check the dictionary. 
ex-husband, non-English-speaking
· To break a word at the syllable at the end of a line of writing

NOTE:  Do not use a hyphen after an adverb that ends in –ly 
quickly changed opinion, beautifully designed home
NUMBERS
· Use figures for numbers that require more than two words to spell out.  Use words to write numbers that are fewer than three digits (one, ninety-nine).
· Be consistent when using both large and small numbers; that is, if you have a large number (2,587) and a small number (45) in the same sentence, you would use numerals for both to maintain consistency.

· Use Words 

· for time used with the phrase o’clock (one o’clock in the afternoon)

· Use Arabic numerals (instead of words) 

· for dates (August 8, 1970)

· for street addresses (1234 Gulliver Avenue)

· for page numbers (page 43)

· for time stated in terms of a.m. and p.m.  (1:00 p.m.)

· for scores (21 to 7)

· for statistics (a ratio of 8 to 1)

· exact amount of money ($4.50)

· in a short passage in which several numbers are used

· Never begin a sentence with a number.

PARENTHESES
· To enclose letters and figures labeling items in lists within sentences

· To set off explanations, facts, digressions, and examples that may be helpful or interesting but are not essential to meaning

Many students name famous athletes as heroes (Sammy Sosa and Mark McGuire, for example).

Tom Sawyer (1876) is one of Mark Twain’s most enduring works.

The population of Philadelphia (now about 1.6 million) has declined since 1950.

Ariel (published in 1965) contains Sylvia Plath’s last poems.

· NOTE:  Place the period for the sentence outside the parentheses when the enclosed information occurs at the end of the sentence and is not a complete sentence itself.  If the enclosed information is a complete sentence, the period is placed inside the parenthesis.

Many students name famous athletes as heroes (for example, Sammy Sosa).

Many students name famous athletes as heroes.  (One example is Sammy Sosa.)

QUOTATION MARKS
· To enclose direct quotations.

Direct Quotation:  “Life,” said the psychoanalyst Karen Horney, “remains a very efficient therapist.”
Indirect Quotation:  The psychoanalyst Karen Horney remarked that life is a good therapist.
· To set apart certain titles that are part of larger works:  Essays, Magazine articles, Short stories, Short poems, Chapters, Subdivisions of Books, Episodes of Television or Radio Programs, Songs

· To set apart a word, phrase, or letter being discussed

Descriptive words such as “brilliant,” “glowing,” and “illuminating” support the dominant impression of “light.”

· To set apart uncommon nicknames and words used in irony or sarcasm, or in a special sense.

James “Melon Ball” McCarthy prefers to shave his head.

His crime made him “public enemy number one.”

By “charity,” I mean the love of one’s neighbor as oneself.

· Use single quotations to indicate a quotation within a quotation.

Jennifer said, “My favorite short story is ‘A Rose for Emily’ by Faulkner.”

· Place periods and commas inside quotation marks

· Place semi-colons and colons outside quotation marks

· Place dashes, question marks, and exclamation points inside quotation marks only if they belong to the quotation.

· If the quoted material is part of a longer sentence that asks a question, put the question mark outside the quotation marks

SEMICOLON
· To separate main clause not joined by a coordinating conjunction

The side-effects are not minor; some leave the patient quite ill.

· To separate main clauses related a conjunctive adverb

The Labor Department lawyers will be here in a month; therefore, the grievance committee should meet as soon as possible.

Springfield’s population makes it an average American town; thus, pollsters often flock there for samples.

· To separate main clauses if they are long and complex or if they contain commas, even when a coordinating conjunction joins them

By a conscious effort of the mind, we can stand aloof from actions and their consequences; and all things, good and bad, go by us like a torrent. – Henry David Thoreau

· To separate items in a series if they are long or contain commas

The custody case involved Amy Dalton, the child; Ellen and Mark Dalton, the parents; and Ruth and Hal Blum, the grandparents.

SLASH
· To separate lines of poetry that are run in to the text

· Between options

I don’t know why some teachers oppose pass/fail courses.

UNDERLINING OR ITALICIZING
· Foreign words and phrases that have not been absorbed into the English language

· To set apart certain titles:  Books, Magazines, Journals, Movies, Works of art, Television programs, CDs, Ships, Plays, Airplanes, Trains

· For emphasis, especially when reporting how someone said something

“Why on earth would you do that?” she cried.

· A word used as a word or a letter used as a word.

Do not follow the conjunction although with a comma.

Students should not expect an A on every assignment.

The word syzygy refers to a straight line formed by three celestial bodies, as in the alignment of the earth, sun, and moon.

NOTE:  Underline in hand print; Italicize in type print.
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