- With Pen tn Hand...

Becom&n:g a Better Writer
"'cwmz_aﬁecmm



Z@d/oémay J[ZLKCL’AAM&, Zw@ /500%&, 775% G{mo&m



Copyright 2006 by ClaudeL. Crum
All RightsReserved

Available from:

Parkway Publishers, Inc.
P. O. Box 3678
Boone, North Carolina 28607
Telephone/Facsimile: (828) 265-3993
www.par kwaypublishers.com

Cataloging in Publication Information:

Library of Congress Catal oging-in-Publication Data

Crum, ClaudeL &fie.
With peninhand : becoming abetter writer / Claude Lafie Crum.
p. cm.

Summary: "Becoming aBetter Writer dea swith theintricaciesof
grammar, broken down into twenty short, easy lessons. The book covers
only those principlesand rules one needsto know to become abetter
writer"--Provided by publisher.

ISBN-13: 978-1-933251-32-5

1. Englishlanguage--Rhetoric--Problems, exercises, etc. 2. English
language--Grammar--Problems, exercises, etc. 3. Report writing--
Problems, exercises, etc. I. Title.

PE1413.C78 2006
808'.042--dc22
2006016908

book layout and design by JulieL.. Shisder
cover designby GinaCavalaro



Contents

Part One: Categories of Words———

Chapter 1 Nouns 1
Exercise 1 Recognizing Nouns 5
Exercise 2 | dentifying Subjects and Objects 6

Chapter 2 Verbs 7
Exercise 3 Recognizing Verbs 10
Exercise4 Recognizing Subjects, Predicates,

and Objects 11

Chapter 3 Modifiers 12
Exercise5 Recognizing Modifiers 16
Exercise 6 | dentifying Subjects, Objects,

Predicates, and Modifiers 17

Chapter 4 Connectors and Interjections 18
Exercise7 Recognizing Connectors 22
Exercise 8 | dentifying Subjects, Objects, Verbs,

Modifiers, Connectors, and Interjections 23

Exercise9 Definitions 24

Exercise 10  Identifying Parts of Speech 25
Part Two: Forming Sentences

Chapter 5 Clauses and Phrases 29
Exercise1l Ildentifying Independent Clauses,

Dependent Clauses, and Phrases 32
Exercise12  ldentifying Independent Clauses,
Dependent Clauses, and Phrases 33

Chapter 6 Beyond Basic Sentences 34
Exercise 13  Identifying Independent Clauses 36
Exercise14  Combining Independent Clauses,

Dependent Clauses, and Phrases 37

Chapter 7 Sentence Errors 38
Exercise15 Recognizing Sentence Errors 43
Exercise16  Recognizing Fragments 44
Exercise1l7 Recognizing Sentence Errors 45
Exercise18 Recognizing Sentence Errors 46



Chapter 8 Sentence Types 47
Exercise19 Recognizing Types of Sentences 49
Exercise20 Definitions 50

Part Three: Punctuation

Chapter 9 End of Sentence Punctuation 53

Exercise21  Periods, Question Marks, and
Exclamation Points 56

Chapter 10 Commas 57
Exercise22 Using Commas 61
Exercise23 Using Commas 62

Chapter 11 Other Punctuation 63
Exercise24  Punctuation 69
Exercise25  Apostrophes 70

Chapter 12 Punctuation Used with

Quoted Material 71
Exercise26  Using Punctuation 76
Exercise27  Using Quotation marks 77
Exercise28 Definitions 78
Part Four: Capitalization, Pronouns,
——Subject/Predicate Agreement——

Chapter 13 Capitalization 83
Exercise29  Capital Letters 86

Chapter 14 Subject Predicate Agreement 88
Exercise30  Subject Predicate Agreement 93

Chapter 15 Pronoun Antecedent Agreement 94
Exercise31  Pronoun Antecedent Agreement 98

Chapter 16 Pronoun Case 100
Exercise32  Pronoun Case 103
Exercise 33  Pronoun Case, Pronoun Agreement,

Subject Predicate Agreement 104



——Part Five: Syle, Revision, Quoting Sources——

Chapter 17

Chapter 18

Chapter 19
Exercise 34

Chapter 20

Exercise35

Style 107

Revision 114

Citing Other Writersin Your Writing 117
Quoting, Block Quoting, Paraphrasing,

and Summarizing 125
Creating an MLA Works

Cited Page 126
Documenting Sources 138

Answer Key 141



| ntroduction

The goal of this book is to help you become a better writer.
Grammar is an uncertain subject, full of inconsistencies. Just when
you think you understand a grammatical rule, you learn about
several exceptions to the rule. Then you learn that there are
exceptions to the exceptions. So, the rule you thought you had
so clearly mastered fades into a mist of uncertainty.

If learning grammar has ever left you feeling frustration like this,
Becoming a Better Writer is the book for you. The intricacies of
grammar are broken down into twenty short, easy lessons. We
only explore the basics of grammar in this book, only those
principles and rules you need to know to become a better writer.
In addressing the basics, we’ll ignore all those vague rules and
countless exceptions that can be so frustrating—you don’t need
to know most of that stuff anyways.

Becoming a Better Writer is designed to lead you through the
confusing world of grammar one step at a time. With this in mind,
you should work your way through this book chapter by chapter
from beginning to end. The book opens with an analysis of the
individual words used to form sentences. Once you've mastered
this concept, you’ll move on to the next step, understanding how
clauses and phrases work. As you progress through the book,
you’ll deal with increasingly complicated grammatical concepts.
Just make sure you understand the material presented in each
chapter before you move on. Before you know it, you'll reach the
end of the book, and you will have learned everything you need
to know to improve your writing.

Almost every chapter of Becoming a Better Writer ends with
exercises to help you practice and apply what you've just learned.
Some of the exercises are easy, designed to give you confidence.
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Others are more difficult, designed to challenge your understanding.
Just keep in mind that you need to understand the material presented
in each chapter before you move on to the next.

Mastering grammar is much easier than you might think. Simply
think of learning grammar as a journey, and think of this book as
a map. Turn the page when you're ready to begin your journey
into the world of good writing. Bon voyage and good luck!
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Pat 1
Categories of Words

Nouns, Verbs, Modifiers, Connectors,
| nterjections

Being able to recognize the words in a sentence is the first step
to becoming a better writer. In a sentence, every word has a
function. Understanding these functions takes a lot of the mystery
out of writing.

There are five word categories you should be able to recognize:
nouns, verbs, modifiers, connectors, and interjections. Being able
to recognize how these different words work together will allow
you to better understand how sentences work.



Chapter 1
Nouns

Recognizing Nouns
Nouns are people, places, or things.

It's easy to recognize people and places because you can see or
touch them, but things can include activities, times, distances, or
concepts, and these things aren’t always as easy to recognize.

noun noun
Bowling isapopular sport. (“ Bowling” isan activity and
“gport” isa concept)

noun noun
A kilometer equals 1000 feet. (“ kilometer” and “ feet” are
distances)
Math isadifficult subject. (* Math” and “ subject” are
concepts)

Spring isacolorful season. (“ spring” and “ season” are times)

Pronouns are another kind of noun. Pronouns stand in the place
of other nouns by renaming them.

Terrahisagood friend. (“ Terrah” isanoun—* friend” isa
noun)

Sheisagood friend. (“ She” isa pronoun that standsin the
place of “ Terrah”)

Thedog followed Arnold to school. (“ dog” isa noun—
“ Arnold” isanoun—"* school” isa noun)

It followed Arnold to school. (“ It” isa pronoun that stands for
" dog")



Aleisha, Rodney, Heather, and Natashawent to the moviesafter
dinner. “ Aleisha, Rodney, Heather, Natasha, movies, dinner”
arenouns)

Everyone went to the movies after dinner. (“ everyone’ isa
pronoun standing for * Aleisha, Rodney, Heather, Natasha” )

Common pronouns:

he she we they
them us him her
everyone everybody anyone anybody
one noone nobody

Possessive pronouns and possessive nouns ARE NOT nouns. A
noun or pronoun that shows possession of another noun is
not a noun. Instead, possessive nouns and possessive
pronouns are modifiers. We’'ll learn more about modifiers
later.

A possessive noun uses an apostrophe to show possession.

A mother’slove lasts forever. (“ mother’'s’ is possessive, so it
isNOT a noun)

A possessive pronoun also shows possession.

My head hurts. “ my” isa possessive pronoun, soitisNOT a
noun—* head” isa noun)

Common possessive pronouns:

my his her their
mine your yours our



How NounsWork
Nouns function either as 1) subjects or 2) objects in a
sentence.

1) Subject

A subject performsthe action in a sentence.
—3
Zac kicked the ball over the fence. (“ Zac” kicked the ball—
“Zac” isthe subject)
3
Rainy days are so boring. (* are” isan action—" days’ isthe

Marcie and Jessica ordered a pizza. (both “ Marcie” and
“Jessica’ performed the action—both “ Marcie” and

“Jessica’ arethe subject)

Sometimes the subject of a sentence is understood. Certain
commands, for example, have an “understood you” as their
subject. To find the understood subject in a sentence, simply locate
the action and ask who performed it.

Go to the store and buy some wrapping paper. (you isthe
under stood subject—] You] go to the store and buy some

Wrapping paper)

[ You] Always take aflashlight trick-or-treating.
2) Object

An object is a noun that receives the action in a sentence. To
find the object in a sentence, ask yourself who received the action
or where the action happened.
—
Marcie and Jessica ordered a pizza. (ordered what?—" pizza”
isan object)



—— 3
Justin ran through the sprinklersintheyard. (ran through what?
ran where?—" sprinklers’ and “ yard” are objects)

¥
Keisha passed the ball to Kristal. (passed what? passed to
who?—" ball” and “ Kristal” are objects)

All nouns are either subjects or objects. If the noun performs the
action it's a subject. If the noun receives the action it's an object.

Quick Review

* Nounsare people, places, things, or pronouns.
* Possessive nouns and possessive pronounsARE NOT nouns.
* Nounsfunction either as 1) subjectsor 2) objectsin a
sentence.
1. A subject performsthe action in a sentence.
2. Anobject isanoun that receivesthe actionina
sentence.




Exercisel
Recognizing Nouns

Makealist of the nounsfound in each sentence. Remember that gerunds
and pronouns are nouns.

Example: The boy threw the ball into theyard. boy, ball, yard

1. The congressman adjusted the microphone and cleared his
throat.

2. While scientists claim that vampires do not exist, vampire
legends have existed for centuries.

3. My nose started itching when he lit the cigar.

4. Alexandriawanted to get in shape, so shejogged to school this
morning.

5. Fishingisasport enjoyed by people around the world.

6. Thedream started in an open meadow but quickly shifted to a
dark graveyard.

7. The Eagles defeated the Bearslast night.

8. Eventhough Hansel loved snow, she couldn’t wait for spring.

9. Wendell’s house overlooked the town.

10. Heknew thekiller washidinginthecloset.

11. Gold, silver, and platinum are valuable metals, but steel,
copper, and aluminum are more useful.

12. After thelong trip, everyone decided to go home early.

13. The runner circled the track.

14. Raymond went to themall, where he met Nancy, Ted, and Cindy.

15. Thedolphinleapedinto thewater, and the minnow darted under a
rock.



Exercise2
| dentifying Subjects and Objects

Makealist of the subjectsand objectsin each of thefollowing sentences.
Remember that every noun, pronoun, and gerund is either a subject or
an object.

Example: The peaches and the applesfell off the trees.
Subjects: peaches, apples
Objects: trees

Running promotesahedthy heart.
Scubadivingisadangerousactivity.
Gerald mowed the grass and trimmed the hedges.
Margarita and Jennifer volunteered to wash the dishes tonight.
Which contestant will win the prize?
To whom did Ronald give the keys?
Reginald went to the dance with Sara.
The newspaper was read by the young man.
The young man read the newspaper.
. The newspaper isfull of coupons and advertisements.
. Eddie drove to the park alone, but Rita, Susie, and Tony met
him at the game.
12. Paul joined the Navy and came home with atattoo.
13. To produce amule, farmers must breed adonkey and amare.
14. Why don't farmersjust breed two mules?
15. Mulesare sterile, so they cannot produce offspring.

© o N g wDdPE

e
= O



Chapter 2
Verbs

Recognizing Verbs

Verbs show action. There are three types of verbs: 1) action
verbs 2) to-be verbs 3) helping verbs.

1) The most common type of verb is the action verb. These are
easy to recognize. Run, jump, play, eat, sleep, cough, explain,
determine, think, look, wonder, and know are all examples of action
verbs.

Preston ate the hotdog.
Krissy likes ketchup on her hamburger.

2) To-be verbs (sometimes called linking verbs) show
connections or express being.

| am the king of the world!
Amandaseemslikeaniceqirl.

Here’s a list of to-be verbs to help you learn to recognize them:

is are was were
am been being become
seem

3) Helping verbs work with action or to-be verbs. Helping verbs
usually add information to a verb, explaining when an action occurs
or the necessity or certainty of an action.

Matt will study tomorrow. (“ study” isan action verb, “ will” is
a helping verb explaining the certainty of the action)

Kevin must study for his calculus exam. (* must” isa helping
verb explaining the necessity of the action verb “ study” )



Common helping verbs:

have may should does
must can will shall

A helping verb will never be the only verb in a sentence. Helping
verbs must attach themselves to action or to-be verbs.

Kayla should the movies. Kayla should go to the movies.
Mikawill the milk. Mikawill drink the milk.

Some Action Words Are Not Verbs

Action words aren’t always verbs. Gerunds and infinitives are
action words, but they aren’t verbs.

Gerunds are action words ending “—ing” that are used as nouns.

Running is Tasia's favorite activity. (“ Running” isan action
word, but it's an activity, so it's a noun—an action word
ending “ —ing” that's also a noun is a gerund)

Important note: not all action words ending “—ing” are gerunds. A
gerund is always a noun, but action words ending “—ing” can also
be verbs. To recognize a gerund you must first decide whether
the word is a noun or a verb.

Rachel’s constant crying gave me a headache. (“ crying” isa
gerund—' gaveisaverb)

The baby is crying in the next room. (*iscrying” isa verb)

Infinitives are verbs preceded by the word to. “To run,” “to think,”
and “to throw” are examples of infinitives. Infinitives ARE NOT
verbs and should not be confused with verbs. Whenever you
locate an infinitive, the verb should be nearby.

Brandon decided to move to an apartment closer to campus.
(“ decided” isaverb, “to move” isan infinitive)
8



Brittany wanted to buy her mother anicegift. (* wanted” isa
verb and “ to buy” isan infinitive)

How Verbs Work

Averb is an action word. A verb performed by a noun is a predicate.
Since a noun that performs an action is a subject, the
predicate is the action performed by a subject.
— 3
Derrick raked the leavesinto apile. (* Derrick” isthe subject
and “ raked” isthe action he performed)

~3
Kyleisthetallest boy in class. (“ Kyle’ isthe subject—'"is’ is

The dog jumped over the fence and chased the car. (“ dog” is
the subject—* jJumped” and “ chased” form the predicate)

Because the predicate and the subject work so closely together,
finding one can lead you to the other. There’s a simple test you
can use to find the subject and predicate of a sentence. First, find
the action performed in the sentence. This action is the predicate.
Next, ask yourself who or what performed this action. The answer
to this who or what question is the subject.

Quick Review

Ver bs show action. There are three types of verbs: 1) action
verbs 2) to-be verbs 3) helping verbs.
1. The most common type of verb isthe action verb.
2. To-be ver bs show connections or express being.
3. Helping ver bswork with action or to-be verbs.

Gerunds (-ing verbs used as noun) and I nfinitives (to + action
word) are not verbs.

A predicateisaverb performed by a subject.




Exercise3
Recognizing Verbs

Make alist of the verbsin the following sentences. Be sureto list ALL
of the verb, including to-be verbs and helping verbs. DO NOT list
infinitives or gerunds.

Example: The patient was visited by a heart specialist. was visited

1. Thedoctor washed his hands and dlipped his fingersinto the
cold gloves.

2. Thetornado was sighted by the cameraman, but he forgot to
load film in his camera.

3. Nicholas and Jeremy decided to move to the city so they could
be closer to home.

4. Theknife grated across the stone eerily in the moonlight.

5. Jogging isahealthy activity, good for the heart, lungs, and
muscles.

6. Thedogs are running through the yard.

7. The batteries were fading, and no one brought a spare
flashlight.

8. Thenew curfew helped to end crimein the town.

9. Mr. Simmons promised to wear a dressto school on Friday.

10. Marty whistled as he danced to the music.

11. Midnight is a strange time to mow the lawn.

12. Many miles separated Jonathan from his family.

13. When the busfailed to arrive as scheduled, Catherine’'s mom
wasworried.

14. Pete is superstitious, and he refuses to go to work without his
lucky hat.

15. The horse bucked high into the air, kicking and running.

10



Exercise4
Recognizing Subjects, Predicates, and Objects

In the blank before each sentence, write Sif the bold word is a subject,
O if theword isan object, and P if the word is a predicate.

Example: S The monkey escaped from the | ab.

1.  Theclasshas studied anthropology for three semesters.

2. Basketball playersare usually tall and thin while football
playerstend to be stocky and strong.

3. Whenyou haveacold, you should rest in bed until you feel
better.

4.  Fromapamtreeonabeachto an oak onamountainside, all
treesuse sunlight, water, and miner alsto survive.

5. Underthetree, thedog dept inthe shade.

6. Mention the name of George Washington and most Americans
think of alarger-than-life hero.

7. Although most people associate suits of armor with the knights
of medieval Europe, leather armor has been used for thousands
of years.

8. Bowlingishisfavorite sport, but helikesto play volleyball when
he goesto the beach.

9. Under thetree, thedog dept in the shade.

10.__ Alfredo and Manuel have been best friendssincekinder gar ten.
11. Timeisonmy side.

12._  Thehour isat hand.

13._Themail wasdelivered to the wrong address.

14. Thepoll wastaken by everyone on campus.

15. Thewhalecalled out to its young then disappeared into the sea.

11



Chapter 3
Modifiers

Modifiers describe other words. Modifiers include 1)
adjectives, 2) adverbs, 3) possessive nouns, 4) possessive
pronouns, and 5) articles.

1) Adjectives

Adjectives modify nouns. This means adjectives can describe a
noun’s color, size, location, etc. Adjectives can also answer
guestions about a noun: which noun? what kind of noun? how

many of that noun?
pd .

Justin wore the large hat and the black shoes. (“ large” and
“black” describe the nouns*® hat” and “ shoes’)

The old dog slept under the nearest tree. (“ old” describes
“dog” and “ nearest” tellsuswhich “tree”)
— ¥ T

Seven of the kittens were male. (“ seven” describes how many
“kittens’ and “ male” describes what kind of “ kittens”)

P2 S  TT—0
That car is new, and Ritais so proud of it. (“ that” tellswhich
“car,” “new” describes” car,” and* proud” describes
“Rita”)

Sometimes more than onge adjective can describe a single noun.

It was adark, stormy night. (both dark and stormy describe

She wasintelligent and beautiful. (* intelligent” and
“ beautiful” describe® She”)

12



/1 _—

Every boy developsacrush on someolder girl. (“ every”
describes*® boy” —' some” and “ older” modify girl)

Sometimes a noun can work as an adjective by describing another

noun. //l/l

Sherefused to pay the high property taxes. (* high” isan
adjective modifying “ taxes’ —' property” isa noun modifying

“taxes’) /l
Ronald and Lindawent to a baseball game. (“ baseball” isa
noun describing “ game” )

2) Adverbs

Adverbs modify verbs, adjectives, and other adverbs, describing
actions or answering questions like how? when? where?

Savanna arrived late. (* late” modifiesthe verb “ arrived” by
describing when)

He crept into the room silently. (“ silently” describesthe verb
“crept”)

She always watches the clock at quitting time. (* always’ tells
when she “ watches”)

_—1

Aleishawas secretly angry. (“ secretly” describesthe adjective
“angry”)

Important note: most adverbs end —ly. As a result, many adverbs
like quickly, randomly, and finally are easy to spot. Not all words
that end —ly are adverbs, however, and not all adverbs end in —ly.
The only sure way to determine if a word is an adverb is to decide
whether the word modifies a noun or a verb/adjective/adverb.

13



3) Possessive Pronouns

Possessive pronouns modify other words by expressing
ownership.

/

His car isblack and shiny. (“ his” describes whose car)

Heather bumped her head on the desk. (* her” explains whose
head)

4) Possessive Nouns

Possessive nouns also show ownership.
M
Sharlee's dog barked at the strange man. (“ Sharlee’'s’ explains
whose dog)

Important note: possessive nouns always use apostrophes to
show ownership. Possessive pronouns never use apostrophes.

5) Articles
a, an, the

The articles (a, an, the) show whether a writer is referring to a
general or specific noun. “A” and “an” are indefinite articles. “The”
is a definite article.
3 3
The pony galloped around thering. (“the” isa definite article
referring to a specific “ pony” and specific “ ring” )
A — 3
A snakebite can be adeadly injury. “ @ isan indefinite article
referring to a“ snakebite” and an “injury” in general)

Use “a” and “an” with nouns your audience is unfamiliar with. Use
“the” with nouns your audience is familiar with.

14



Use “the” with all specific nouns. Use “a” with unfamiliar nouns
beginning with a consonant. Use “an” with unfamiliar or general
nouns beginning with a vowel.

A dog isgood company. (“ dog” begins with a consonant)

An appleis anutritious snack. (apple begins with a vowel)

Quick Review

* Modifiersdescribe other words. Modifiersinclude 1)
adjectives, 2) adverbs, 3) possessive houns, 4) possessive
pronouns, and 5) articles.

1. Adjectives modify nouns.

2. Adverbsmodify verbs, adjectives, and other adverbs,
describing actions or answering questions like how?
when? where?

3. Possessive pronouns modify other words by

expressing ownership.

Possessive nouns also show ownership.

5. Thearticles(a, an, the) show whether awriter is
referring to ageneral or specific noun.

>
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Exercise5
Recognizing Modifiers

Make alist of the modifiersin each sentence.

Example: Robin'sbirthday party wasabig surprise. Robin’s, birthday,
a, big

Charlie's car is parked on my lawn.

A dark and stormy night isagood time for a scary story.

Every night Justin dates a different girl.

Carefully, Judith crept into the dark room.

The bread was stale.

Marhal washandsomein hisshirtandtie.

Marshall wore a handsome shirt and tie.

Marley and Henricks were great musicians.

The old man drove recklessly.

10. Eleven of the birds flew away, but one lonely bird stayed.

11. With acrisp one-dollar bill in his hand, Joey ran to the candy
store.

12. Withasigh, the suspect’slawyer admitted defest.

13. The desert is hot and dry, a bad place for inexperienced hikers.

14. My toe hurts, so my mom is taking me to the doctor.

15. Green vegetables are good for you.

© o N gk wbdPE
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Exercise6

| dentifying Subjects, Objects, Verbs, and Modifiers

In the blank before each sentence, write Sif the bold word is a subject,
Oif theword isan object, Pif theword isapredicate, M if theword is
amodifier.

Example: __M__Thewoodchuck nibbled on the grass.

1. Thirteenblack cats sat on the old lady’s porch.

2. Themayor recognized hismistake.

3. Thecouple decided to move out of town to escape the high
property costs.

4.  Normally, the car ride would have made Thomas sick.

5. Catching mice wasfun for the cat.

6. Tocatchtheeusive butterfly, the naturalist used anet and an
artificial flower.

7. Running through the sprinklers, the children laughed and
cheered.

8. Thebrothers shared their new toys.

9. Thebeautiful poemwasrecited by the nervouslittle boy.

10. The home team won the game by two points.
11. Several dogs played quietly in the yard.

12. Hisgear included an accurate compass, a detailed map, and a
sharp knife.

13.  Thebig monkey snatched the last bananafrom thelittle
monkey.

14. Fried chicken and mashed potatoes ar e his favorite foods.
15. The cross-eyed mule fell awkwardly into the pond.

17



Chapter 4
Connectors and Interjections

Connectors

Connectors join words, ideas, and sentence elements
together. There are two kinds of connectors: 1) prepositions
and 2) conjunctions.

1) Prepositions

A preposition connects a noun to the rest of a sentence. A
preposition is usually followed by at least one noun. This noun is
referred to as the object of the preposition. The preposition
indicates the relationship between the noun (object of the
preposition) and the rest of the sentence.

N\

Thebird flew over thefence. (“ over” isapreposition—
“fence” isthe object of the preposition—*“ over” shows the
relationship between “ fence” and the subject “ bird”)

.

Amy drove to the store. (“to” isa preposition and “ store” is
the object of the preposition)

—1

Amandawent to themovieswith us. (“ to” showsrelationship of
“ movie’” and “with” shows relationship of “ us’— “us’ and
“movie’ are objects of prepositions)

A good test to determine if a word is a preposition is to ask yourself
if the word could show the position of an airplane in relation to a
cloud: An airplane can fly to a cloud, fly from a cloud, fly through,
above, under, beside, next to, below, after a cloud. The airplane

18



test works most but not all of the time. Learning to find the object of
the preposition can help you to locate tricky prepositions.

The word “to” is a preposition, but remember that the word “to” is
NOT a preposition when it comes before a verb. “To + verb” is an
infinitive.

Here’s a list of common prepositions not easily recognized by
using the airplane test:

like since until about
despite except past throughout
off concerning except off

for during

2) Conjunctions

There are two important types of conjunctions: coordinating
conjunctions and subordinating conjunctions.
* Coordinating conjunctions link words or groups of
words together.

N

Keishaand Kaylan are best friends. (“and” links the nouns*“ Keisha”
and “ Kaylan”

NAA

Rodney istall but strong. (* but” links the adjectives*” tall” and

“strong”)
/NN

Caitlin neither cheats nor steals. (“ nor links the verbs

“cheats’ and “ steals’)

| |

Because she was such atalented dancer, and since she was so tall, the

coach thought Kristal would be good at basketball. (“ and” links* Because
she was such a talented dancer” and “ since shewas so tall”)

19



The coordinating conjunctions are easy to remember because there
are only seven of them.

for and nor but
or yet SO

There’s even an acronym to help you memorize them. Just spell
FANBOYS:

For And Nor But Or Yet So

Subordinating Conjunctions make complete thoughts
incomplete. Subordinating conjunctions connect ideas by
forcing complete thoughts to require explanations. Because
explanations must be added, the new information must be
connected. Thus, subordinating conjunctions are
connectors.

Steven went to the barbershop. (complete thought)
Before Steven went to the barbershop . . . (“ Before” isa
subordinating conjunction which creates an incomplete
thought—we don’t know what happened before)

Hager washed his car in the driveway. (compl ete thought)
Because Hager washed his car in the driveway . . . (* Because”
is a subordinating conjunction which creates an incomplete
thought)

Prepositions often work as subordinating conjunctions. Here’s a
list of common subordinating conjunctions:

because even though since
though while as
unless when

20



| nterjections

Interjections are words with no grammatical connection to the
rest of the sentence. Interjections convey emotions, serving the
same purpose that facial expressions, tone of voice, and hand
gestures serve in speech.

Wow! You must be joking. (“ Wow” is an interjection that
conveys surprise or disbelief)

Oh, I didn’t know you were coming to dinner. (Ohisan
interjection that conveys mild surprise)

In addition to interjections, transitory words like therefore,
furthermore, likewise, and however don’'t have any grammatical
connection to the rest of the sentence. Instead, these transitory words
help to establish meaning between sentences.

Quick Review

Connectorsjoinwords, ideas, and sentence el ementstogether.
There are two kinds of connectors: 1) prepositions and 2)
conjunctions.

1. Prepositions show the relationship between a noun and the
rest of a sentence.

2. There are two important types of conjunctions:

coor dinating conjunctions and subor dinating conjunctions.
= Coordinating conjunctions (FANBQOY S) link words and
groups of words together.
» Subordinating Conjunctions make complete thoughts
incomplete.

I nterjectionsarewordswith no grammatical connection to therest
of thesentence.
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Exercise7
Recognizing Connectors

Make alist of the connectors in the following sentences.

Example: The beans and turnips grew large because of the rain. and,
because, of

1. Mirandaand Michellewent to the dance alone.

2. Thefox crept down into the barnyard, and the dog under the
porch growled.

3. When thewoman couldn’t find her son, she asked theguard
for help.

4, Theguard called the police, and the police spent two hours
looking for the boy.

5. They searchedinthetoy section and in the el ectronics section.
They wereready to panic when they found him deeping
on abed inthefurniture department.

7. Bluegill and sunfish are easy to catch.

8. Because catfish have astrong sense of smell, they areeasily
caught at night.

9. Oh, I forgot to bring my flashlight.

10. Harold stayed home because he had acold.

11. At the antique store, Janice bought alamp and achest.

12. Friendsarevery important, for friendshipispriceless.

13.  Thebrothersdecidedtoridetheir bikestothelake.

14.  Thelawyer worealampshadeon hishead.

15. Manuel added carrotsand celery and peppersto the soup.
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Exercise8
| dentifying Subjects, Objects, Verbs, Modifiers,
Connectors, and Interjections

In the blank before each sentence, write Sif the bold word is a subject,
Oif thewordisan object, Pif thewordisapredicate, M if thewordisa
modifier, Cif thewordisaconnector, and | if theword isan interjection.

Example: __C__Thebiscuitsarebrownand flaky.

1. Thechickendanced onthehot tin roof.

2. Adtronautsmust endureyearsof training.

3. Allen’smother told himtowait an hour beforehegot into the
pool.

4.  Therabbit darted into the hole beforethe hunter could raise
hisgun.

5. Thebanditsswarmed ontothetrain, but theguard had hiseye
on them.

6. They searched intheluggage car and inthedining car, but

they could not find thegold.
7. Finally, therobbersscurried fromthetrain and returned to
their hideout.
8. Theaverage human head weighs eight pounds.
9. Thekitten chased the grasshopper through the tall grass.
10._  The mongoose and the snake are natural enemies.
11.  Becausebatsonly come out at night, they scare many people.

12.  WhileTony rummaged thr ough themessy closet, Randy
searched in the cluttered basement.

13._ Aneight-year-old boy istoo young to own a BB gun.

14.  Paul Bunyontested theiceontheriver whilehisox watched

15.  Soroeydepsbolam Mrs. Milly’sghost walksthese halls.
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Exercise9
Definitions

Match each definition below with aterm from thelist. Writetheletter of the
termintheblank beforethe correct definition. Each letter will beused only
once.

A. noun B. pronoun C. subject

D. object E. verb F. to-beverb

G helping verb H. predicate I. infinitive

J. gerund K. article L. possessive noun
M. possessive pronoun N. adjective O. adverb

P. subordinating conjunction Q. coordinating conjunction

R. interjection S. modifier T. preposition

1. connectsideas, FANBOY S

2. modifiesanoun

3. person, place, or thing

4.3, an, the

5. aword or phrasewith no grammatical connectiontotherest

of the sentence.

6. aword that connectsanoun to therest of asentence

7. verbsthat show connectionsor expressbeing

8. modifiesaverb or adjective

9. wordsthat stand in the place of nouns
____10.to+verb
____ 11 anounthat performsan action
____12.-ingactionword that worksasanoun
____13.actionword
___14.anounthat receivesan action instead of doing an action
____ 15 aperson, place, or thing that owns or possesses something
___16.anaction performed by asubject
____17.aword that makesacomplete thought incomplete
___18.its, your, my, mine, his, hers
___19. adverbs, adjectives, possessive pronouns, possessive nouns
___20.wordsthat work with action or to-be verbs, could, should,

will, may, might
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Exercise 10
| dentifying Parts of Speech
In the blank at the beginning of each sentence, identify each boldfaced

word(s) by writing the letter of the correct term from the list in the blank.
Some letters may be used more than once.

A. pronoun B. subject C. object

D. to-be verb E. helping verb F. predicate

G infinitive H. gerund |. article

J. possessive houn K. possessive pronoun L. adjective

M. adverb N. preposition O. subordinating conjunction
P. coordinating conjunction Q. interjection

1. The doctor washed his hands and dlipped his fingersinto the cold
gloves.
2. The tornado was sighted by the cameraman, but he forgot to load
film in his camera.
3. Nicholas and Jeremy decided to move to the city so they could be
closer to home.
4. The knife grated across the stonein the moonlight.
5. Jogging isahealthy activity, good for the heart, lungs, and muscles.
6. Running is excellent exercise.
7. The batteries wer e fading quickly, and no one brought a spare
flashlight.
8. The soldiers marched to the music of the band.
9. Oops, | forgot about the test tomorrow.
___10. Marty whistled as he danced to the music.
____11. Midnight is astrange time to mow the lawn.
___12. Many miles separated Jonathan from his family.
__13.When the busfailed to arrive as scheduled, Catherine’s mom was
worried.
__14. Peteis superstitious, and he refuses to go to work without his lucky
hat.
__15. The horse bucked high into the air, kicking and running.
___16. The congressman adjusted the microphone and cleared his throat.
____17. While scientists claim that vampires do not exist, vampire legends
have existed for centuries.
___18. My nose started itching when helit his cigar.
____19. Alexandria wanted to get in shape, so she jogged to school this
morning.
___20. Fishing is a sport enjoyed by people around the world.
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Part 2

Forming Sentences

To become a better writer, you must first learn to recognize complete
sentences. The first mistake many writers make is thinking of a
sentence as nothing more than a group of words beginning with a
capital letter and ending with a period. On the contrary, sentences
are made up of word groups called clauses and phrases.
Understanding how phrases and clauses work together to form
sentences can help insure that you will avoid grammar errors and
improve your writing.



Chapter 5
Clauses and Phrases

Sentences are formed by word groups called clauses and phrases.

Clauses

A clause is a group of related words containing BOTH a subject
AND a predicate.

subject predicate
Rachel found her ring. (* Rachel” isa subject and “ found” is
averb)

There are two types of clauses: 1) independent and 2) dependent.
1) Anindependent clause is a complete unit of thought containing

a subject and a predicate. The group of words must make sense
and relate a complete idea. An independent clause is a sentence.

subject predicate
Leah wrote aletter to Brian. (independent clauserelates a
complete thought)

subject predicate
John dlept. (thisis a complete thought, an independent clause,
and a compl ete sentence)

independent clause independent clause

‘ subject predicate ‘ subject predicate

The president called his secretary, but she had gone home for the day.

Don't forget that some clauses use an “understood you” as a
subject. These clauses are independent.

subject predicate
[You] Close that door.
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2) Adependent clause is an incomplete unit of thought containing
both a subject and a predicate. A dependent clause does not relate
a complete idea, so it cannot stand alone as a sentence.

subject  predicate
Brandi risked. (risked what?—dependent clauseisnot a
complete thought)
subject  predicate
Audralistened to. (listened to what?—dependent clauseis not
a complete thought)
subject  predicate
When Catlyn entered the room. (then what?—incomplete
thought=dependent clause)

dependent clause independent clause

subject predicate ‘ ‘ subject predicate

After Jermaine washed the car, he used a brush to scrub the wheels.
(* After Jermaine washed the car” —then what? incomplete
thought)

Phrases

A phrase is a group of words that DOES NOT contain BOTH a
subject and a predicate. A phrase might contain either a noun or
a verb, but a phrase DOES NOT contain a noun that performs
the action of the verb. A phrase cannot stand alone as a sentence.

noun

The grass under the tree. (* The grass under the tree” does not
contain a verb—thisisa phrase)

verb

Driving in therain. (“ Driving in therain” contains no subject)

independent clause phrase

‘ subject predicate ‘ noun

The major called a special meeting in the city hall building.
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A Quick Review

A clauseisaword group that contains both asubject and averb.
Therearetwo typesof clauses: independent and dependent.
0 Anindependent clauseisacompleteunit of thought
containing a subject and a predicate.
0 A dependent clauseisan incomplete unit of thought
containing both a subject and a predicate.
A phraseisagroup of wordsthat DOES NOT contain both a
subject and averb.
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Exercise11
| dentifying I ndependent Clauses, Dependent Clauses,
and Phrases

Inthespaceprovided after each sentence, identify thebold portion of
text asa dependent clause, an independent clauseor a phrase.

1. Themaelionisthemost danger ousanimal on theAfrican
plains.
2. Becauselions eat only meat, they must kill their prey.

3. Becauselionseat only meat, they must kill their prey.

4. Lionshavelongclaws, sharp teeth, and power ful
jaws.
5. Most lionsfound in zooswer ebornin captivity, but eventame
lionscanbedeadly.
6. When humanslive close to wild lions, deadly encountersare
certain to occur.
7. Despitethefear lionsinspirein peoplearound theworld, these
nobleanimalsdeserverespect for their power and
beauty.
8. Despitethefear lionsinspirein peoplearound theworld, these
nobleanimalsdeser verespect for their power and
beauty.
9. Degspitethefear lionsinspirein peoplearound theworld,
these noble animal sdeserve respect for their power and
beauty.
10. Despitethefear lionsinspirein peoplearound theworld, these
nobleanimalsdeserverespect for their power and
beauty.
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Exercise12
| dentifying | ndependent Clauses, Dependent Clauses,
and Phrases

Inthespaceprovided after each sentence, identify thebold portion
of text asa dependent clause, an independent clauseor a phrase.

1. Basketbdl playersareusudly tall and thinwhilefootball players
tend to bestocky and strong.

2. When you have a cold, you should rest in bed until you feel
better.

3. From apalm treeon a beach to an oak on a mountainside,
all trees use sunlight, water, and minerals to survive.

4. Although most people associate suits of armor with the
knights of medieval Europe, leather armor has been used for
thousands of years.

5. Bowlingishisfavorite sport, but he likesto play volleyball
when he goes to the beach.

6. Bowlingishisfavorite sport, but helikesto play volleyball
when he goes to the beach.

7. Bowlingishisfavorite sport, but he likesto play volleyball
when he goes to the beach.

8. Themail was delivered to the wrong address.

9. Themail wasdelivered to the wrong address.

10. Thewhale called out to its young and disappeared into the
sea.
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Chapter 6
Beyond Basic Sentences

Now that you understand how to recognize dependent clauses,
independent clauses, and phrases, it's time to learn how they
work together to form long, complicated sentences.

The first thing you need to keep in mind is that all sentences must
have at least one independent clause.

subject predicate
Jordan washed hiscar inthedriveway. (* Jordan washed hiscar”
isan independent clause—“ inthe driveway” isa phrase)

independent clause

phrase

‘ ‘ ‘ subject predicate
After dieting for two weeks, Ritagained eight pounds. (“ after

dieting for two weeks” isa phrase—* Rita gained eight
pounds’ isan independent clause)

dependent clause independent clause phrase

‘ subject predicate ‘ ‘ subject predicate ‘ ‘ ‘
Because Rodney was so short, he couldn’t find adate for the prom.
(“ Because Rodney is so short” is a dependent clause— “ he
couldn’t find a date for the prom” is an independent clause)

independent clause phrase phrase

The crows gathered at the edge of the cornfield, ready to pounce at any moment.

Remember that every sentence must have at least one
independent clause, but some sentences can have two or more
independent clauses.

independent clause independent clause

The ball rolled down the hill, and it finally settled in the grass.
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A sentence is like a Christmas tree. An independent clause is the
tree, and dependent clauses and phrases are like ornaments. It's
pretty simple: a sentence is nothing more than an independent
clause with phrases and dependent clauses attached to it.

Quick Review

* Every sentencemust have anindependent clause
* Phrases and dependent clauses can attach to an independent
clause to form long, complicated sentences
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Exercise 13
| dentifying Independent Clauses

Underlinetheindependent clausein thefollowing sentences. Underlineonly
the independent clause. DO NOT underline any part of any phrase or
dependent clause. Example: When hearrived, everyone started laughing.

1. Someof theboysstayed after school, hoping to earn extramoney.
2. Whentherainsfinaly came, thedrought had dready killed thecrops.
3. Mauriceasked the police officer for help, because he needed atow

truck.

4. Theduckswaddled acrosstheroad and splashed into the water.
5. Though heconsidered Jamie hisfriend, Matt didn’t invite her tothe

© o N o

party.
Whilethe other children played basketbal |, Mariapainted apicture.
Unlessyou have other plans, you canjoin us.

Ritareturned the cosmetics since she never wore makeup.

The horse kicked the man after he hit the horsewith awhip.

10. Toimprove histime, therunner trained hard for two weeks.

11. Whilescientistsclaim that vampiresdo not exist, vampire legends

haveexisted for centuries.

12. After thelongtrip, everyonedecided to go homeearly.
13. When the weather warmed, thefrogsin the pond croaked.
14. Sincehehad acold, Marvin’smother wouldn’t let him play inthe

SNOW.

15. Most of the boysliketo pitch horseshoes, while most of the girls

would rather play tag.
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Exercise 14
Combining Independent Clauses, Dependent Clauses,
and Phrases

I n each exercisebel ow, combinetheindependent clauses, dependent clauses,
and phrasesto form ONE sentence. You must used | clausesand phrasesin
your sentenceswithout leaving any wordsout. You may rearrangethe phrases
and clausesany way youlike.

1. Ontheroof. When the applefell. Roland avokewith afright.

2. Because the car was used. Roland asked a mechanic to inspect it.
Before he bought it.

3. Alan asked the tutor for help. As algebra was his worst subject.

4. The mother bear ran to help. When the cub howled in pain.

5. Iceformed on the lake. When the temperature dipped below freezing.
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Chapter 7
Sentence Errors

Now that you can recognize the parts of a sentence, it's time to
learn about sentence errors. Believe it or not, there are only four
sentence errors: 1) the fragment, 2) the run-on sentence, 3)
the comma splice, and 4) the fused sentence. All four of these
mistakes can be avoided if you can recognize independent clauses,
dependent clauses, and phrases.

1) Fragment

A fragment occurs when a phrase or dependent clause stands
alone as a complete sentence. Remember that every sentence
must have an independent clause.

Fragment: When ayoung lady reaches sixteen yearsof age. (then
what?—an independent clause must be a complete thought)
Fragment: Over the meadow and through the woods. (no
subject or predicate)

Fragment: Although Matt is older than Megan. (then what?)
Fragment: The best team of all time. (no predicate)

To correct a fragment, simply make sure every sentence has a
subject, a predicate, and relates a complete thought.

Fragment: Down across the creek and into the valley. (no
subject or predicate)

Correct: The ball rolled down across the creek and into the
valley.

Don't forget that some sentences use an “understood you” as the
subject. These sentences usually begin with a verb and relate simple
commands.

[You] Try amushroom bacon burger today.
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2) Run-on

A run-on occurs when two independent clauses (complete
sentences) are joined with no punctuation. In other words, the
sentence “runs on” on through a period.

independent clause independent clause

Run-on: Jordan shot from the corner Preston rebounded under the goal.

independent clause independent clause

| ||
Run-on: Kevinwalked to the store Whitney rode her bike. |

independent clause independent clause

Run-on: Aleishawent to the game she sat with Brittany.

Run-on sentences can be corrected four different ways.
Run-on: Shannon threw arock at the dog the rock broke awindow.

1. Use a period between the independent clauses.
Shannon threw arock at the dog. The rock broke a window.

2. Use a semicolon between the independent clauses. (A
semicolon should only be used to connect two related
sentences, sentences about the same action or the same
subject.)

Shannon threw arock at the dog; the rock broke awindow.

3. Use a comma and a coordinating conjunction
(remember the FANBOYS) between the independent
clauses. (You must use a comma and a FANBOYS to join
two independent clauses.)

Shannon threw arock at the dog, but the rock broke a window.

4. Make one of the independent clauses dependent.
Shannon threw arock at the dog, breaking awindow.

39



Shannon threw arock at the dog and broke awindow.
When Shannon threw arock at the dog, the rock broke awindow.
While throwing arock at the dog, Shannon broke the window.

Here’s another run-on and possibilities for correcting it:
Run-on: Joe moved to Hollywood he dreamed of becoming a
movie star.
Correct: Joe moved to Hollywood. He dreamed of becoming a
movie star.
Correct: Joe moved to Hollywood; he dreamed of becoming a
movie star.
Correct: Joe moved to Hollywood, and he dreamed of
becomingamoviedar.
Correct: Joe moved to Hollywood, dreamed of becoming a
movie star.
Correct: Joe moved to Hollywood because he dreamed of
becoming amovie star.

3) Comma Splice

A comma splice occurs when two independent clauses (complete
sentences) are joined with just a comma. Without a coordinating
conjunction, a comma cannot join two independent clauses.

independent clause independent clause

\ | \
Comma splice: Aleishawas worried about her grade, she studied all night.

Three independent clauses can be joined with commas if the
three clauses work together to form a series.

independent clause independent clause independent clause

Matt brought the cake, Tony brought theice cream, and Ron brought the soda.

A comma splice can be corrected by the same four methods of
correcting run-ons we listed earlier.

Comma splice: Steven dealt the cards, he dealt one card too many.
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Correct: Steven dealt the cards. He dealt one card too many. (period)
Correct: Steven dealt the cards; he dealt one card too many. (semicolon)

Correct: Steven dealt the cards, but he dealt one card too many. (comma
+ FANBOYS)

Correct: Steven dealt the cards but dealt one card too many. (making an
independent clause dependent by removing a subject)

4) Fused Sentence

A fused sentence occurs when two independent clauses are
joined by a coordinating conjunction with no comma.

independent clause independent clause

The crowd gathered outside the capitol and they waited for Elvisto appear.

independent clause independent clause

Jesco appeared instead so the crowd was very disappointed.

You can correct a fused sentence by using one of the four methods
used to correct run-ons and comma splices.

Fused sentence: The kitten crept across the floor and it pounced on the
ball.

Correct: Thekitten crept acrossthefloor. It pounced ontheball. (period)

Correct: The kitten crept across the floor; it pounced on the ball.
(semicolon)

Correct: The kitten crept across the floor, and it pounced on the ball.
(comma + FANBOYS)
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Correct: Thekitten crept acrossthefloor and pounced ontheball.
(making an independent clause dependent by removing
subject)

Quick Review

There are four sentence errors:

» Afragment occurs when a phrase or dependent clause stands
alone as acompl ete sentence.

e Arun-on occurswhen two independent clauses (complete
sentences) are joined with no punctuation.

* A comma splice occurs when two independent clauses
(complete sentences) are joined with just acomma.

e A fused sentence occurs when two independent clauses are
joined by a coordinating conjunction with no comma.

Run-ons, comma splices and fused sentences can be corrected
by using one of four methods:

1 Use a period between the independent clauses.

2. Use a semicolon between the independent clauses.

3. Use a comma and a coordinating conjunction
(remember the FANBQOY S) between the independent
clauses.

4. Make one of the independent clauses dependent.
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Exercise 15
Recognizing Sentence Errors

In the space after each sentence, write CSif the sentence isacomma
splice, R-Oif itisarun-on, FRAG if itisafragment, FSif itisa
fused sentence, and CORRECT if it is correct.

1. TheLittle Rascalsmade Buckwhest and Alfalfahousehold names
inthe1930s.

2. A gresat car for the beginning driver because of itssafety
features.

3. Whenthesheriff’sgunjammed, theoutlawsranfor cover.

4. Sincespring, Marciehasbeenlivinginldaho soshefoundajobin
Boise.

5. Kevincleanedthefish, Stephen started the campfire, and Ryan
pitchedthetent.

6. Briancalled Stephanie’'shousebut shewasoutwithTony,

7. Theaverageeagle swingspanissix feet theaveragefor abuzzard
canreachninefeet.

8. Responsivesteering, good handling, and acomfortableinterior with
lotsof features,

9. Thebrook trout isashy fish, therainbow trout isan aggressive
feeder.

10. Arnieplaced birdfeedersin hisyard but squirrelsrobbed
them.
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Exercise 16
Recognizing Fragments

Read the following passages. I n the space before each sentence, write
F if the sentenceis afragment and C if the sentenceis correct.

1) IsaacNewtoniswidely recognized asthediscoverer of gravity.
2)  Alsoasaleadingscientistinlightresearch.3)  Few people
know, however, that hewasasointerestedinreligion.4)  Evengoing
asfarascollectingbibles.5)  Fewer peoplestill know that Newton
wasanalchemist.6)  Interested primarily intheancient art of turning
basemetalsintogold. 7) _ Newton even predicted the apocal ypse.

8)  Insisting that theworld would endintheyear 2060.

9)  Today, Newton'sscientific discoveriesare celebrated around the
world. 10) _ However, few people know about Newton’sless

sientificdde.

1)  Byflexingdlthewaytothemiddle.2)  Graphiterods
produce plenty of power.3)  Greatfor landingredly bigfishintight
quarters.4)  Graphiterodsareeasytouse.5)  Theperfectrod
for thebeginner or theprofessional.6) _ All Caney Creek Rods
featuregraphiteconstruction.7)__ Thesamegraphiteusedin
professiona gradegolf clubsand spaceageaircraft.8) Stainlesssted
hardware, cork handles, and agraphitecore.9)  Thesefeaturesare
found on rods costing hundredsof dollarsmore. 10)  Try aCaney
Creek Rod today.
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Exercise 17
Recognizing Sentence Errors

Write X in the blank before each sentence containing a sentence error.
Write C in the blank if the sentenceis correct.

Example:__C__Rabbitslove carrots, lettuce, and pess.

1 Snakesare classified asreptiles but some snakes spend their
entirelivesinwater.

2. The car was arolling rust bucket, it was all Tim could afford.

3. Weight lifting is good exercise because it strengthens the
bones, however, osteoporosis cripples many elderly peoplein the
United States.

4, Some children enjoy playing outside, and other children prefer
to stay inside playing video games.

5. Tornadoes can ravage mobile home parks, and strong
tornadoes can even move houses, but the worst storms can destroy
concrete bridges.
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Exercise 18
Recognizing Sentence Errors

Write X in the blank before each sentence containing a sentence error.
Write C in the blank if the sentenceis correct.

1 Theresearcherstried to establish aconnection between violent
video gamesand violent behavior in children but theresearch
showed that video gameviolence had no effect on children.

2. Some of theworld'sbest cheeseisfound inWisconsin, somedairy
farmersthere have been making cheesefor generations.

3. Thecampershiked to thelake, then went for aswim beforelunch.

4, The old man smoked hispipewhile he made asandwich, and the
bread was smeared black with ashes.

5. Theguitar player lost afinger in achainsaw accident, but he

learned to play despitehisinjury.
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Chapter 8
Sentence Types

Now it's time to use what we’ve learned about independent clauses,
dependent clauses and phrases to build the four types of sentences:
1) the simple sentence, 2) the complex sentence, 3) the compound
sentence, and 4) the compound, complex sentence.

1) Asimple sentence is an independent clause, a group of words
that contains both a subject and a predicate and works together
to form a complete thought. A simple sentence may contain one
or more phrases attached to an independent clause, but simple
sentences DO NOT contain dependent clauses.

independent clause
‘ subject predicate ‘
Amanda ate an ice cream cone. (complete thought)

simple sentence

‘ independent clause phrase

William tossed the ball hi‘gh‘ into the air. (ind clause +
phrase=simpl e sentence)

2) A complex sentence is composed of an independent clause and a
dependent clause.

dependent clause independent clause

When the home team scored, the crowd stormed the floor.
3) A compound sentenceis formed when two independent clauses are
joined.

independent clause independent clause

Rodney jumped into the frigid pool, and he caught a cold the next day.
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4) A compound, complex sentence is composed of a compound
sentence (two independent clauses) connected to a dependent
clause.

‘ dependent clause ‘ ‘ independent clause

When Mallory threw Kim into the lake, Krista pushed Chad into the water,

‘ independent clause ‘

s0 Krista and Chad both had to swim to shore.

Quick Review

There are four types of sentences:

A simple sentence is an independent clause.

A complex sentence is composed of an independent
clause and a dependent clause.

A compound sentence is formed when two
independent clauses are joined.

A compound, complex sentence is composed of a
compound sentence (two independent clauses) connected
to a dependent clause.
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Exercise 19
Recognizing Typesof Sentences

In the space after each sentence, write SIMPLE if the sentenceisasimple
sentence, COMPOUND if itisacompound sentence, COMPLEX if itis
acomplex sentence, and COMPOUND, COMPLEX if itisacompound,
complex sentence.

1.

When the plumber arrived, the entire basement had been flooded,
and thefurniturewasfloatingintheyard.
Whilemost reptileslay eggs, rattlesnakesgivebirth toliveyoung.

Jeannie refused to attend the party because Tammy would be
there.
The monkey threw the zookeeper’s keysinto the lake.

In the murky water, the guards searched for the keys.

The guards found the keys, and the zookeeper locked the
cage.
The monkey was very upset, but he was eager to have his
dinner, so he devoured a basket of bananas.

The embarrassed zookeeper considered finding another job,
but he decided to keep hisjob at the zoo when he thought of
hisfirst job asawaiter.
After dl, he liked monkeys better than people.

10. Since the incident with his keys, the zookeeper has decided to

keep a spare key in his shoe.
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Exercise20
Definitions

Match each definition below with aterm from the list. Write the letter
of the term in the blank before the correct definition. Each letter will
be used only once.

A. independent clause B. dependent clause

C. phrase D. subordinating conjunction
E. compound sentence F. complex sentence

G. compound, complex sentence H. fragment

I. run-on J. commasplice

K. fused sentence L. subject

M. predicate N. object

O. coordinating conjunction

1. anoun that performs the action of averb
2. aconnecting word used with acommato join two independent
clauses
3. an error occurring when a dependent clause or phrase stands alone
as a sentence
4. a sentence formed by a dependent clause correctly linked to an
independent clause
5. agroup of words lacking a subject or predicate
6. the action performed by the subject
7. an error occurring when two independent clauses are joined with a
comma
8. an incomplete thought containing both a subject and a predicate
9. anoun that receives the action of the predicate
___10. error occurring when two independent clauses are joined only with
a coordinating conjunction
____11. two or more independent clauses correctly joined to form a
sentence
___12. error occurring when two or more independent clauses are joined
without punctuation
__13. adependent clause and two independent clauses correctly joined to
form a sentence
__14. acomplete thought containing both a subject and predicate
___15. aword that makes a compl ete thought incomplete
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Part 3

Punctuation

You now understand how nouns, verbs, modifiers, connectors,
and interjections work together to form sentences. You also know
how to combine sentence elements to create long sentences and
avoid sentence errors. The next step in becoming a better writer is
to learn about punctuation. In this chapter you will learn how
punctuation is used to clarify meaning. Knowing how and when
to use punctuation is one of the most important aspects of writing.



Chapter 9
End of Sentence Punctuation

Period

A period is used to mark the end of a sentence that makes a
statement.

Arniefell off the horse.
A period is also used after some abbreviations.

Dr. Santiago isthe chief heart specialist at Liberty Memorial
Hospital.

Mrs. Dawson is my favorite teacher.

Not all abbreviations require periods. A good dictionary can help
you determine if an abbreviation uses periods.

NASA NAFTA NAACP
DVD MLA ACLU
TV FBI

Question Mark

A question mark is used at the end of a sentence that asks a
guestion.

Did Arniefal off the horse?
Where is my math book?

Be careful to recognize indirect questions. An indirect question

occurs when a question is phrased as a statement. Indirect
guestions require periods.
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Matthew asked when the gamewould begin.
Kyndra wanted to know how anyone could be so stupid.

Exclamation Point

An exclamation point shows that a statement is an exclamation.
Exclamation points should be used only when a sentence makes
an emphatic statement. Picture someone speaking. Now, imagine
that this person is speaking normally until he or she becomes
excited, waving and gesturing and raising his or her voice (not
necessarily shouting, just being loud and emphatic). The loud
and emphatic speech would be punctuated with an exclamation
point.

“Get over here!” the angry woman shouted at the crying child.

Arnie should |eave horseback riding to the experts before he
gets himself killed!

Important note: Exclamation points should be used sparingly.
Because they are used to show emphasis, overusing exclamation
points can minimalize their effect. Remember the imaginary person
who started ranting and raving and gesturing wildly in the passage
above? What if every sentence that person said was an emphatic
shout? Consider an example from this imaginary person:

| wanted to go for awalk outside today, but it's too hot! | don’t
like hot weather! Maybe I’ll just stay inside and read a book,
maybe have some ice cream! At least it’s not raining! That
building ison fire! Quick, somebody call the fire department!

In this example, every sentence is emphatic, and the two
sentences about the fire are no more important than the sentences
about the weather or about reading a book. Exclamation points
show a difference in emphasis, and when they are overused,
they lose their effectiveness.
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Quick Review

A period is used to mark the end of a sentence that makes a
statement and after some abbreviations.

A question mark isused at the end of a sentence that asks a
guestion.

An exclamation point shows that a statement is an
exclamation. (Use exclamation points sparingly)

55




Exercise21
Periods, Question Marks, and Exclamation Points

Fill in the blanksin the following sentences with the correct
punctuation: either a period, a question mark, or an exclamation point.

1. Theguidewantedtoknowwhenwewereleaving_

2. Dr__HammondgaveMartinsomebad newslastnight
3. Theimpatient lady asked how muchtimeit would taketofinish
rekingtheleaves

Wheredidl putmyrake

Whotoldyou Tomwasplanningtoleave

| asked himwhy hehad chosentoleave

Wouldyou pleasetell everyoneTomisleavingnow

Whenareweleaving

© © N o a A

Whenwewereleaving, Tomaskedif hecoulddrive
10. Janet wassureTomalready left

11. WasJanet sureTomadready left

12. “Tom__" Janet shouted.

13. Janet wanted toknow if Tomwascomingback

14. IsTomcomingback

15. | don’t know
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Chapter 10
Commas

A comma is used to separate sentence elements. Commas are
probably the most difficult type of punctuation to master because
commas can be used in so many different situations. There are
basically five situations in which commas are used.

1) Use a comma to separate items in a list.

Kristacarried pencils, anotebook, apair of scissors, and abox of
crayonsin her backpack. (commas come between each item
listed)

The president of the company fired his secretary, sold all the
stock, took all the money out of the safe, and bought a plane
ticket to Hawaii. (commas separate list of actions)

The candidate was a tall, awkward man with abig nose. The
audience knew he was also rich, intelligent, and charismatic.
(commas separ ate list of adjectives)

My new bossisfrom Kansas City, Missouri. (comma
separates city and state)

2) Use a comma and a coordinating conjunction (FANBOYS) to
join two or more independent clauses.

independent clause independent clause

Justin loves seafood, but he can’t eat shrimp because he has allergies.

My cousin from Akron is coming to visit this weekend, so | have to
finish my chores before he arrives.

Arniefdl off thehorse, and now he must use crutches.
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3) Use a comma to separate a long phrase or dependent clause
from the rest of a sentence.

dependent clause independent clause

Because hewas such agood hitter, Murphy played in every gamethis season.

In the cold morning air, the car rattled and sputtered.

From the back of the bus, Ledliewatched the stoplight turn fromyellow to
red.

If the phrase or dependent clause is short and the sentence is
clear enough to avoid misreading, you may decide to omit the
comma.

After the game we walked homein therain.

4) Use a comma to separate words or phrases that disrupt the
flow of a sentence.

Natashawas, after al, my best friend.

He was a dishonest person, however, and his lack of moralsled to his
downfall.

The movie was, in my opinion, much too long and boring.
In fact, everyone thought the movie wasterrible.

Here is a list of common transitional words and phrases that disrupt
the flow of sentences and usually require commas:

therefore however furthermore for example
in fact thus moreover consequently
on the other hand meanwhile besides first

second finally next last

besides in conclusion otherwise
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5) Use commas to separate words or phrases or dependent clauses
that add nonessential information to a sentence.

nonessential information
| |
My uncle, who used to livein Wisconsin, isaloyal Greenbay Packers
fan. (* who used to live in Wisconsin” is extra information—we still
know who the subject of the sentence iswithout knowing this
information)

essential information

| |
The book about Vince Lombardi was a best seller. (the phrase “ about

Vince Lombardi” isessential information because it explains which
book—without the phrase * about Vince Lombardi” the sentence could
be about any book)

DO NOT use commas to set off words, clauses or phrases that
are essential to the sentence. Essential phrases provide
information necessary to identifying the subject or object of a
sentence. There’s an easy test to determine whether or not the
word or phrase is essential: simply read the sentence without the
word or phrase in question. If the meaning of the sentence remains
unchanged, it's OK to use commas. If the sentence changes
meaning or the missing words leave out important information
about the subject or object, do not use commas.

nonessential information
\ \
The chimpanzee, who had never lived in captivity, wasavaluable addition
to the zoo. (“who had never lived in captivity” provides extra,
nonessential information—we still know that “ chimpanzee’ is the
subject—use commas to set off nonessential clause)

essential information

| |
The veterinarian offered assistance to the lady who brought in the stray cat.
(the phrase “ who brought in the stray cat” is essential because it explains
which lady—DO NOT use commas to set off essential information)
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nonessential information

| .
Albert Einstein, who immigrated to the United States from Europe, is

one of the greatest scientistsof all time. (* who immigrated to the United
Satesfrom Europe” isextra information—nonessential phrasesare set
off with commas)

Keep in mind that words or phrases that rename nouns are
nonessential.

nonessential information
Algonquin Press, t‘he publisher who printed hisfirst boo‘k, miscal culated
hisroyalty earnings. (* the publisher who printed hisfirst book” renames
“ Algonquin Press’)

Quick Review

A commais used to separate sentence elements. There arefive
common uses for commas.
1. Useacommato separateitemsin alist.
2. Useacommaand acoordinating conjunction (FANBOY S)
to join two or more independent clauses.
3. Useacommato separate along phrase or dependent clause
from the rest of a sentence.
4. Use commas to separate words or phrases that disrupt the
flow of a sentence.
5. Use commas to separate phrases that add nonessential
information to a sentence.
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Exercise 22
Using Commas

Below isalist showing thefivereasonscommasareused. Intheblank before
each sentence, writetheletter that best representsthe reason commasare
used inthe sentence.

Example._A__Therabbit, thekitten, and the duck played besidethe
pond.

A. Useacommato separateitemsin alist.

B. Useacommaand a coordinating conjunction (FANBOY S) to
join two or more independent clauses.

C. Useacommato separate along phrase or dependent clause
fromtherest of asentence.

D. Useacommato separatewordsor phrasesthat disrupt the flow of
asentence.

E. Useacommato separate words or phrases or dependent
clauses that add nonessential information to a sentence.

1 Thechildren, who had been playing on the porch, tossed
popcornintotheyard.

2. A squirrel nibbled the popcorn, and adog inched closer.

3. When the dog jumped, the squirrel scurried up atree.

4, Thesquirrel dropped anut onto the dog’shead, however,
tofrightenthe dog away.

5. Thedog howledintotheair, but the squirrel dropped
another nut.

6. Deciding to giveup, thedog hurried back intoitsown
yard.

7. Thetriumphant squirrel danced on alimb, shaking more
nutsout of thetree.

8. Thefrightened dog tucked itstail betweenitslegs, lowered
itshead, and crawled intoitsdoghouse.

0. Thesquirrel, who had been dancing thiswholetime,
continued to eat popcorn.

10._ Thechildrenlaughed, and they went insideto make more
popcorn.
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Exercise23
Using Commas

In the blank before each sentence, write X if the sentence contains a
commaerror. Write C if the sentenceis correct.

1. WhenFred stoppedtoask for directionsherealized he' d belate
for the party.

2. Jlllitthecandleand theroom dowly brightened.

3. Becausetheteacher required her studentsto read aloud,
Ferdinand never signed up for her classes.

4.  TheBeast, consdered oneof thescariest roller coastersinthe
world, isHorace' sfavoriteride.

5. Hisinjuriesincluded abroken leg abruised elbow, and abroken

collarbone.

6. Thebook wasinmy opiniontoo difficult for third gradersto
understand.

7. Thevideo game contained scenes of violence, prostitution, and

drug use, so the game should not be sold to children.

8. Thebook, about Adolph Hitler, isabestsdller.

9. Wiadlter Payton, whoisbest knownfor hisflashy running style, was
admitted tothe NFL Hall of Fame.

10._ Thebrown fuzzy mouse scurried under the bed, for the sneaky
hungry cat wasonthe prowl.
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Chapter 11
Other Punctuation

Semicolon

A semicolon is used to connect two closely related independent
clauses.

Arniefell off the horse; he must use crutches now.

Thebarn roof wasin need of repair; however, low crop prices
meant money was scarce. (semicolon required between these
independent clauses—“ however” isnot a coordinating

conjunction and will not join two independent clauses)

Don’t overuse semicolons. Use periods between independent
clauses that are not closely related.

Colon

A colon is used to introduce a list, a quote, or a conclusion.

The items he carried were heavy: a pole ax, an ammunition
bag, and arifle. (introduces a list)

Dr. King walked quietly up to the podium and exclaimed
bravely: “1 have adream!” (introduces a quote)

| thought about the question for weeks and finally the answer
came: he must die. (introduces a conclusion)

DO NOT use a colon with the phrases “such as” or “for example.”
When going on along hike, pack only the essentials such as
rope, atent, matches, aknife, and asignal mirror. (no colon
with “such as’)
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When going on a long hike, pack only the essentials: rope, a tent,
matches, a knife, and a signal mirror. (colon used alone)

Always make sure to use an independent clause (complete
sentence) before a colon.

independent clause

|
Blake’s Christmas list was long and expensive: a bike, a

plasma TV, and a laptop.
Hyphen

Use a hyphen to join multiple words used as a single modifier.

The old man had a know-it-all attitude. (“know,” “it,” and
“all” work together as a single word to modify “attitude”)

The parking space was reserved for mothers-to-be. (“mothers-
to-be” is a group of words acting as a single word)

Numbers twenty-one through ninety-nine are hyphenated.

The winning lottery numbers were fourteen, thirty-six, forty-
four, and seven. “thirty-six” and ‘‘forty-four’ are individual
numbers working together to form a single number)

DO NOT hyphenate multiple word modifiers that follow the word

they modify. //\
D

At the time of the incident, the boy was fifteen years old. (no
hyphen because “fifteen years old” follows “boy”)

At the time of the incident, he was a fifteen-year-old boy.
(hyphenate *fifteen year-old” coming before “boy”)
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DO NOT hyphenate modifiers unless they work together as a single
word.

Anniewasatall, lanky mare. (“ tall” and“ lanky” both modify
“mare” but the two words don’'t work together asa single
word)

Anniewasacross-eyed mare. (“ cross-eyed” worksasasingle
word to modify “ mare”)

There’s a simple test to help determine if a group of modifiers
work together as a single word. Use each of the modifiers
individually. If the meaning is clear with each modifier, don’t use
hyphens. If using each modifier individually makes no sense, use
a hyphen.

My roommateisaselfish, childish person. (* selfish person”
makes sense—*“ childish person” make sense—the modifiers
are not working together—no hyphen)

When| visited thepound, | fell inlovewith agreen-eyed cat.

(“ green cat” doesn't make sense—* eyed cat” doesn’'t make
sense—*“ green-eyed” works together as a single modifier—
use a hyphen)

Dash

A dash marks a sudden interruption in a sentence. Make a dash
by typing two hyphens without spaces before, after, or between
them.

The combination to the safe is twenty-four right, sixteen left—
no, that’s not it! (sudden interruption in sentence marked by
dash)

The Burger King on Oak Street—the red building with the big
playground out front—is the top selling fast food restaurant in
the entire state. (dashes set off interruption)
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Sah

A slash is used to indicate an either/or relationship between two
alternatives.

With areceipt, you may request arefund/exchangeat any of our
stores. (either arefund or an exchange)

Apostrophes

Apostrophes show possession and indicate omitted letters in
contractions.

Apostrophes indicate omitted letters in contractions.
TheBearscan't possibly beat the Broncos, just likethe Chargers
couldn’t beat the Colts. “ Can't” iscontraction for can not, and
“couldn’t” is contraction for could not—apostrophes stand for
an omitted letter in each contraction)

That'sthe tallest mountain in the world. (“ That's” isa
contraction for that is)

It'salmost midnight. (“ It'S” isa contraction for it is)

Apostrophes also show possession. Add an apostrophe + s (’s)
to singular possessive nouns.

Rodney’s car wouldn't start, so he drove Chad’struck to the
lake. (“ Rodney'scar” and “ Chad'struck” show possession)

Possession is not limited to objects. Emotions, actions, and
gualities Also belong to people.

A mother’sloveisapowerful bond. (“ love” belongsto
“mother”)
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Thebaby’sconstant crying kept meawaked| night. (the
“crying” of the “ baby”)

Hanniba’sbravery iswhat made him such an effectiveleader.

(“ bravery” of “Hannibal”)

Plural ownership (something owned by a group of two or more)
uses an s + apostrophe (s’).

Thegirls basketball team won their first two games. (“ girls’
is plural—the team belongs to a group of girls)

My brothers' game was postponed until Saturday. (more than
one brother)

My brother’s game was postponed until Saturday. (only one
brother)

DO NOT assume that all possessive nouns ending —s are plural.
Mr. Harris, for example, is singular. Add (’s) to singular possessive
nouns ending with the letter -s.

Mr. Harris syard isthe prettiest in town. (“ Mr. Harris” is
singular)

The business's clients were dissatisfied with the new CEO.
(* business’ issingular)

I’m going to prom with Freddy Jones'slittle sister. (“ Jones’ is
singular)

Tonight we are going to have dinner with the Joneses'.
(* Joneses” isplural)

DO NOT use an apostrophe with possessive personal pronouns.
(its, your, yours, his, her, their, my, mine)
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Jessicaand Marcieliketo watch moviesinthe r dormroom.
(“ their” ispossessive)

Trent twisted hisankle playing basketbal. (* his’ is
[possessive)

Thefina piece of pizzawas hers. (“ hers’ is possessive)

The rabbit cared for itsyoung. (“ its’ is possessive—n0
apostrophe)

It'sraining outside. (“ It's” isacontractionfor itis—* It'S’ is
not possessive)

DO use apostrophes with possessive indefinite pronouns.
(everybody, anyone, no one)

Hamburgers are popular in the cafeteria, but pizzais
everybody’sfavorite. (“ everybody” ispossessive)

Anyone's feelings would be hurt by such a cruel remark.
(* anyone” is possessive)

Quick Review

» A semicolon isused to connect two closely related
independent clauses.

* A colon isused to introduce alist, aquote, or aconclusion.

* Useahyphen tojoin multiple words used as a single modifier.

» A dash marks asudden interruption in a sentence.

» A dashisusedtoindicate an either/or relationship between
two alternatives.

* Apostrophes show possession and indicate omitted lettersin
contractions.
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Exercise24
Punctuation

Select the correct punctuation fromthelist below tofill theblanksin the
following sentences. Writetheletter of the correct punctuationin each
blank. Example: Raymond mowed Elizabeth_F_sgrasswhen shebroke

her leg.

A.
D.

wnN

8.

9.
10.

11.

12.
13.

semicolon B. colon C. hyphen
dash E. dash F. apostrophe
The congressman paused after the speech to wait for questions

_____comments.
Vampiresdo not existinAmerica____they areaEuropean myth.
Vampires ___areyoucrazy ___ werewolvesarethereal problem.
He brought lots of tools __ahammer, anail apron, and atape
measure.
Alexandriawanted to getin shape  shejogged to school this
morning.
Fishing requires lots of expensive equipment_ arod, aredl,
tackle, and bait.
He didn___ t receive a grade because it was a pass___ fail
course.
Eventhough Hansel  smother loved snow, shecouldn__ t
wait for spring.
Wendell__ shouse overlooked the town.
Thepunch___ drunk boxer circled his opponent.
The ninety seven year old building sold for
almost nothing.
Thewater  sewer company inspected the old building.
They decided the building wasunsafe the building was
later condemned.

14. When the well built building was condemned because of

the company’s decision, the real estate agent was
dumbfounded.

15. Hisget rich quick scheme had failed.

69



Exercise 25
Apostrophes

Intheblank before each sentence, write X if the sentence containsan error
involving apostrophes. Write Cif the sentenceiscorrect.

1.  Charliescarisparked on my lawn. (oneCharlie)

2. Thefamily'sreputationinthetownwasruined. (onefamily)

3. Thesoldiersbravery was celebrated by the people of thetown.
(onesoldier)

4.  Thetown'sMemorial Day paradewas canceled thisyear dueto
bad weether. (two towns)

5. Carefully, Judithlifted Marcus hat. (oneMarcus)

6. Theschool’ssoccer team wasvery good. (one school)

7. Bess'sanger droveher insane. (one Bess)

8. Thedogrestedinsideit’sdoghouse. (onedog)

9. Il cantgotoRanddl’sgamewithyoutonight. (one Randal)

10.  Itsashamepeoplehavetobesorude.

11.  Theold man'srecklessdriving worried the neighbors. (oneman)

12.  Themayor’sspeech waslong, boring, and pointless. (onemayor)

13._ Thatsthetdlest buildinginVermont. (onebuilding)

14.  Thedoctor’sroleinthe murder wasunclear until we heard the
coronerstestimony. (one doctor, one coroner)

15._ Thesquirrelscarried the peanuts back to the denin the oak tree.
(two squirrels)
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Chapter 12
Punctuation Used with Quoted Material

Quotation Marks

Quotation marks are used to indicate direct quotations, to set off
titles of short works, and to mark words used in a special sense.

When asked about global warming, the congressman insisted
that “We have no evidence that the phenomenon exists.”
(quotation marks set off direct quote)

DO NOT use quotation marks with paraphrased quote. A
paraphrase occurs when a writer changes the wording of a direct
guote, but retains the general idea.

According to Joseph Campbell you should “be kind, for
everyone you meet isinvolved in agreat struggle.” (quotation
marks set off direct quote)

According to Joseph Campbell, people should be nice to one
another because we all endure trials and troubles. (no
guotation marks around paraphrased quote)

Quotation marks are also used with titles of short works like
essays, articles, short poems, short stories, and songs.

“ Stopping By Woods on a Snowy Evening” is my favorite
poem. (quotation marks used with short poem ttitle)

Sunday’s New York Times featured an article titled “ Credit
Card Debt and College Freshman.” (quotation marks used with
article title—notice that newspaper title isitalicized)

| took guitar lessons for two years, and the only song | learned
was “Twinkle, Twinkle Little Star.” (quotation marks set off
song title)
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Quotation marks can be used to draw attention to a word or phrase
used in an unusual way.

“Love’ inthissenseisnot an emation; instead, it isacommodity to
be bought and sold. (quotation marksindicate unusual
meaning)

With “friends’ like her, who needs enemies. (quotation marks
indicate unusual meaning)

Using Quotation Marks with Other Punctuation

Periods and commas always fall inside quotation marks.

Her favorite poems were“ The Raven,” “Annabel Lee,” and
“TheBédlls.”

Colons and semicolons fall outside quotation marks.

Henry David Thoreau insisted that “ The mass of men lead
lives of quiet desperation”; Buddhist philosophy clearly
underlies histhinking.

Question marks and exclamation points come inside quotation
marks when the quote is an exclamation or a question.

Muhammed Ali exclaimed, “I’ m pretty—I’m so pretty!” (quote
isan exclamation)

Kaylan asked, “Why should we listen to him?’ (quoteisa
guestion)

Question marks and exclamation points fall outside of quotation
marks when your own sentence is a question or exclamation but
the quote is not.

Which boxer yelled, “1’ m pretty—I’m so pretty” ? (the sentence
is a question so question mark goes outside of quotation

marks)
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It made mefuriouswhen hesaid* It wasour ideafirst”! (sentence
IS an exclamation—quote is not)

Use single quotation marks when one set of quotation marks falls
inside another set. Type a single quotation mark by using an
apostrophe.

Joe said, “‘Heartbreak Hotel’ isthe greatest song of all time”

Italicizing and Underlining
Italicize or underline titles of long works.

Remember that shorter works are set off by quotation marks. It is
important that you can distinguish between long works and short
works.

Titles of long works are italicized (or underlined).

movies: The Notebook

television shows: Lost, Monday Night Football

book-length works including newspapers, novels, long poems,
speeches, and plays: New York Times, To Kill a Mockingbird,
Beowulf, Othello, Gettysburg Address

names of ships and aircraft: Apollo 1, Mayflower

Titles of short works use gquotation marks.

short stories, short poems, articles, and essays. “A Worn Path,”
“The Raven,”

Longer works like newspapers are italicized, but shorter works
like the articles that make up newspapers are set off by quotation
marks

| just finished an article called “How to Get Any Guy You
Want” in this week’s issue of Glamour Girl.
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Of Miceand Menis Seth’ sfavorite book.
“Annabel Leg” isagrim and disma poem about lost love.

Mallory stayed up lateto watch The Sxth Sense, and she had
nightmaresfor aweek.

Parentheses

Parentheses are used to enclose supplemental information.
Catlyn showed up two hours|late (I thought he’ d never come).

Arnie'sfavorite horseisthelittle pony (the one
al the childrenride.)

Parentheses are also used to document quoted sources.

The Transcendental movement of the nineteenth century was
based on the idea that “the mass of men lead lives of quiet
desperation” (Thoreau 23). (parentheses enclose page number
where quote can be found and last name of author of quoted
material)

Thoreau maintains that “the mass of men lead lives of quiet
desperation” (23). (parentheses enclose page number where
guoted material appearsin original text—author’s name not
needed since it is mentioned before the quote)

Thessian argues that *“ human cloning demeans what it means
to be human” (34). (notice that period falls outside
parentheses)

In addition to providing page numbers (and author’s name) in
parentheses, a works cited page showing publication information
must also be included for essays in which you document
information.
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Brackets

Brackets show that material has been added or that changes
have been made to a quote.

Thoreauinssts, “themass of men [and women] lead livesof quiet
desperation” (23). (“ and women” isnot part of the original
guote and has been added by the author)

Ellipses

Ellipses indicate that material has been omitted from a quote.
Use three spaced periods to indicate missing words or phrases.
Use four spaced periods to indicate that an entire sentence or
more has been omitted.

Walter Morrison, an expert on gunfighters, states, “Doc
Holliday was a southern gentleman . . . and adeadly
gunfighter” (41). (only a few words have been omitted)

Walter Morrison claims that “Doc Holliday was a southern
gentleman . . . . and one of the best-known heroes in the west.
(41). (a sentence or more has been omitted from the quote)

Quick Review

* Quotation marks are used to indicate direct quotations, to set
off titles of short works, and to mark words used in a specid
sense.

» [talicizetitles of long works, but use quotation marks around
titles of shorter works.

* Parentheses are used to enclose supplemental information.

» Brackets show that material has been added or that changes
have been made to a quote.

» Ellipsesindicate that material has been omitted from a quote.
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Exercise 26
Using Punctuation

Locateerrorsinvolving parentheses, quotation marks, brackets, dlipsis, and
italics'underlininginthefollowing sentences. Intheblank after each sentence,
writetheletter that matchesthe punctuation used incorrectly in the sentence.
Write CORRECT intheblank if the sentenceiscorrect.

A
C.
E

10.

. parentheses B. quotation marks

ellipsis D. brackets

. italics’'underlining

Michele Rolando’s book Offensive Basketball offers an
excellent guidefor beginning coaches.

Rolando is known all over the world as “ The Queen of
Basketball”._

In her book, she suggests that “ proper spacing isthe key to
getting openshots” 45.

Rolando’scollege career (she played at the University of
Tennessee) proves that she knows athing or two about
basketball.

Martin Bloomberg insists that “Rolanda sic is one of the
greatest scorersof al time” (34).

My favorite book isAs| Lay Dying by William
Faulkner.

| read an articletitled Making Money in last month’s Wall
Sreet Journal.

The article suggested that “education isthekey..... to getting a
goodjob” (12).

Electric razors shave close and give you what one advertiser
describesas“ababy-soft face”.

“My goodness!” Enrique shouted asthe dog chased him downthe
street.
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Exercise 27
Using Quotation Marks

Read thefoll owing sentences, looking carefully for errorsinvolving quotation
marks. In the space before each sentence, write Cif the passage containsno
errors. Write X if thesentence containserrors. Becertain to recognizesituations
inwhich capitdization or punctuationisused incorrectly with quotetion marks.

1.  Thegraveyard wasquiet and dark and themoon had just risen as
Michad turned toAmy, “Haveyou ever read Stephen King' sbook
titlted“ Sdem’'sLot?"”

2. "l don'twantto hear aboutit”, Amy whispered.

3. “lreadanarticleabout vampiresinthe‘Nationa Enquirer,’”
Michael said. “It wastitled* Blood-Sucking Freaks’ and explained
that vampiresredly doexist al over theworld.”

4.  Amy’seyesnarrowed with anger, “1 don’t want to hear about that

dupidarticle’.
5. *"Youdon'tbeieveinvampires, doyou’ ?Michael asked.
6. “If youdon'tshut up, I’m never speakingtoyou again.”
7. “Ha, ha ha” Michael laughed ashe crept toward Amy, hiseyes
focused on her neck.

8.___ Hecovered hismouth with hishand, and when hepulled hishand
away Amy shrieked. “thereissomething | want to show you,”
Michad said.

9. Michad removed the engagement ring he held between his
clenched teeth and dropped to one knee. “Will you marry me’?

10.__ “No,Amy said. “| liked you better when | thought youwerea
vampire”
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Exercise 28
Definitions

Match each definition below with aterm from thelist. Writetheletter of the
correct terminthe blank besidethe corresponding definition. Each letter
will beused only once.

A. period B. question mark C. exclamation point
D. comma E. transitional words F. semicolon

G colon H. hyphen I. dash

J. dash K. apostrophe L.’s

M. s N. italics/'underlining

O. quotation marks P. parentheses Q. brackets

R. ellipses S. essentia information

T. nonessential information

1. however, therefore, for example

___ 2.usedtointroducealist, aquote, or aconclusion

_ 3.usedtoshow possession or omitted |ettersin contractions

4. usedwith acoordinating conjunction to join two independent
clauses

___ 5. usedafter someabbreviationsand at the end of astatement

______ b.showsaneither/or situation between two words

___ T.usedattheend of aquestion

___ 8. usedtoconnect two closely related independent clauses

9. usedto show words have been omitted from aquote

__10. used to show something has been added to aquote

___ 11.useddoneorinpairstoshow asuddeninterruptionina
sentence

12 usedtoshow that asingular nounispossessive

__13. usedwithtitlesof long workslike books, newspapers, movies
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14. phrase or clause set off by commasthat adds unnecessary
informationto a sentence

15. used to show that asentenceisan exclamation

16. used to show that aplura nounispossessive

17. used tojoin multiplewordsused asasinglemodifier

18. used to set of f quoted material, dialogue, and titles of short
works

19. used to set off page numbersin aquoteand to extra
information added to a sentence

20. phraseor clause NOT set off by commasthat provides
necessary information inasentence
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Part 4

Capitdization, Pronouns,
Subject/VVerb Agreement

Now that you have a grasp on forming and punctuating sentences,
it's time to turn our attention to the words within sentences. This
section focuses on capitalization, subject/verb agreement,
pronoun agreement, and pronoun case.



Chapter 13
Capitalization

Capitalize 1) proper nouns, 2) titles, 3) abbreviations, and 4)
the first word of sentences.

1) Proper nouns are specific names of people or places.

FromtheAtlantic Ocean to the Pacific, the United Statesisamix
of mountains, plains, and deserts. (* Atlantic Ocean” and

“ Pacific” are proper nouns which name specific places—

“ mountains, plains, and deserts’ are not proper nouns
because they refer to placesin general but not to specific
places)

Of dl thefree-flowingrivers!’ veever fished, my favoriteisthe
Rockcastle River. (“ Rockcastle River” isa proper noun, a
specific place—* free-flowing rivers’ isnot a proper noun, not
a specific place)

The street was dark and deserted; it reminded me of Oak Street,
inthe neighborhood wherel grew up. (“ street” isnot a proper
noun—"* Oak Sreet” isa specific street)

Heather’s dad remembered how tough high school could be.
Back in the eighties he had nearly flunked out of Tolleyville
High School. (capitalize “ high school” only when it's used as
part of a high school’s name)

Brian always had trouble in biology classes because they
require lots of memorization. (* biology classes’ doesn’t refer
to a specific class)

Because shewasonly afreshman, Terrah couldn’t take aBiology
401. (“ freshman” isnot a proper noun—"“ Biology 401" isa
specific class)
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The secretary stayed lateto typethe memo for Trent’smeeting.
(“ secretary” isnot a name—* Trent” isa name and a proper
noun)

Capitalize titles like “Mom,” “Dad,” “Uncle,” “Grandpa,” “President”
“Mr.,” “Ms.,” and “Senator” when they are used as names. A title
used to describe a person is not capitalized. Usually (but not
always) a title following a possessive pronoun is descriptive and
IS not capitalized.

| gavethe earringsto Mom because shelikessiver better than
gold. (* Mom?” isused asa name)

| went to the supermarket with my mom, and we shopped all
afternoon. (* mom” follows possessive pronoun “ my” and is
not used as a name)

Things can also be proper nouns if a brand name is used.

Lilian’sfather bought a new Corvette and grew long hair when
he turned forty. (“ Corvette’ isa brand name)

Arnielikesto drink colafor breakfast. (* cola” isnot a brand
name)

Matthew likesto drink Coca Cola. (“ Coca Cola” isa brand
name)

2) Titles should also be capitalized. DO NOT capitalize
coordinating conjunctions, articles, or prepositions of less than
five letters unless they are the first or last word of the title.

Inmy literature classweread The Sound and the Fury. (“ and” is
a coordinating conjunction—*“ the” is an article—notice that
“The” iscapitalized when it isthefirst word in the title)

Wanting to know more about spontaneous human combustion,
Justin read an article titled “Human Being 451: Facts Behind
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theMyth.” (* Behind” isa prepositionlonger than fiveletters—
“the” isanarticle)

3) Capitalize abbreviations made up of letters.

CD TV VCR
DVD NASA FBI
PVC ESP NYC
AWOL CIA NATO

4) First words of sentences are always capitalized. Also capitalize
the first words in lines of dialogue and the first words in complete
sentences enclosed in parentheses or following colons.

Theold gypsy said, “Only aperson pureof heart can savethe
villagefromthewerewolf.”

The reason he missed work was simple: He didn't feel like
putting up with his boss's rudeness.

The intern pretended to like the boss's son (She knew it was
the only way to get a promotion).

Quick Review

Capitalize 1) proper nouns, 2) titles, 3) abbreviations, and 4)
thefirst word of sentences.

1) Proper nounsare specific namesof peopleor places.
. Capitalize titles used as names. (Mr., Dad)
. Capitalize brand names. (Crest toothpaste)

2) Titles should also be capitalized.

3) Capitalize abbreviations made up of letters.

4) First words of sentences are always capitalized.
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Exercise29
Capitd Letters

Write Cinthe blank before each sentenceif thereareno errorsinvolving
capital letters. Write X inthe blank if the sentence containsacapitaization
eror.

______ 1. Mikegavetheflowersto hisaunt.

__2.Surprisingly, Aunt Maybe wasdedighted by theflowers.

___ 3.Shemetwiththree Lawyerstoday.

4. TheHighway wascrowded withtraffic, so Holly took Salsburg
Street instead.

______5.Inlast night'sgame, the eagles defeated the bearsin overtime.

_____ 6.BecauseRay loved Science classes, hesigned up for Biology
350.

_____T.History isTandy’sbest subject, so shesigned up for history
101.

8. Theteamwasmade up of three Freshmen and two Seniors.

9. Marthastayed hometo watch tv.

__10.Gary sad, “you boysneed to bemore careful.”

11. Sheislucky thefirst personto arrive at the scene of the

accident wasadoctor.

12. Beforetheambulancearrived, Dr. Sanderstreated her injuries.

13. Therewasonereason for hisrudeness: hedidn’tlikehis

mother-in-law.

4.1 gavetheletter to mom.

15 My momread theletter to Father.

____16. Thewar ended onAugust 3, 1954.

_ 17.TheCivil War started in 1841.

____18. TheChampionship Gamewill be played tonight.

_____19. TheMud Valey Tournament Championshipwill beplayed
tonight.
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20. Rhondabrought plenty of snacks: crackers, cookies, and

Chesetohs.

21. " Silent night” ismy favorite Christmassong.

22. The Man with No Nameisagreat movie.

23. Learning about Mathematicsisthe textbook weuseinthe

class.

24. Much Ado About Nothing waswritten by William

Shakespeare.

25. Because sheloves spring, Easter isher favorite holiday.
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Chapter 14
Subject Predicate Agreement

Subjects and predicates must agree in number. In chapter one,
we learned that every sentence contains a subject and that every
subject performs the action of a verb within a sentence. This verb
is the predicate. Every subject must agree with the predicate it
performs. If the subject is singular, the verb must be singular; if
the subject is plural, the sentence requires a plural predicate.

sub verb
That dogismangy. (* dog” isasingular subject—"is’ isa
singular predicate)

sub verb
Dogsareloyal pets. (“ dogs’ isaplural subject—" are” isa
plural predicate)

Notice that sometimes words, phrases or even clauses can fall
between the subject and its verb. Remember that no matter how
far apart the two words may be in a sentence, the subject is the
performer of the action and the action is the predicate.

sub verb
The boy, who did well on all hisexams, is one of the best

studentsin class.

sub verb
The problem with the solutions you proposed is that the fund
isamost bankrupt.

Not all sentences begin with a subject. Sometimes the subject
can follow the verb. The subject and verb must still agree.

verb sub

There are many reasons for his embarrassing behavior.

verb sub

Is his appointment with Dr. Harold or Dr. Gibson?
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Not all subjects ending —s are plural.

Mathematicsis my favorite subject. (“ Mathematics’ isa
single subject requiring a singular verb “is’)

The Bearsis my favorite team.

Single groups made up of multiple people are singular and require
singular verbs.

Theteamislooking forward to next season. (* team” is
singular—* is’ issingular)

Important note: in all of the examples above, we used to-be verbs
because it is easy to see the difference between “is” and “are”
and “was” and “were.” All other verbs work the same. Sometimes
it is hard to determine whether a verb is singular or plural. You
don’t have to worry about memorizing long lists of verbs, however.
There is an easier way. If you have problems determining if a
verb in question is plural or singular, use the verb in a simple
sentence which is easier to understand. For the verb “has” you
might use a single sentence like:

Matt hastwo marbles. (“ Matt” isa singular subject—" has’
sounds right with “ has,” so we know that “ has’ isa singular
verb)

They havetwo marbles. (“ They” isaplural subject—* have”
sounds right with a plural subject, so we know that “ have’ is
aplural verb)

To make things easier, here is a list of singular and plural to-be
verbs.

singular plural
IS are
was were
has have
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Up to this point, it is easy to make the subject and predicate agree.
If you can locate the subject and verb you can make them agree.
However, there are five instances in which subject and predicate
agreement can be more difficult.

1) Compound subjects (two or more nouns joined by the word
“and”) usually require plural verbs.

sub sub verb

A map and compassareall he needed to find hisway back to
camp. (“ map” and “ compass’ are each singular, but they
forma plural subject when used together—* are” isa plural
verb)

sub sub verb

Insurance and gas are the two biggest expenses associated with
owning acar.

2) However, when a compound subject is a single thing, use a
singular verb.

sub sub verb
Curds and whey is Miss Muffett’s favorite dish. (* curds and
whey” isasingle dish—one dish requires singular verb “is”)

3) When compound subjects are joined by the words “or” or “nor,”
the subject closest to the verb determines whether the verb is
singular or plural. If the closest subject is singular, use a singular
verb. If the closer subject is plural, use a plural verb.

sub sub verb

Mr. Mitchell nor his neighbors are going to like the new leash
law. (“ neighbors’ isthe closer subject, so usea plural verb
“are’)

sub sub verb

The neighbors nor Mr. Mitchell is going to like the new leash
law. (“ Mr. Mitchell” isthe closer subject, so use a singular
verb“is’)
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4) When “each” or “every” precedes a plural noun, use a singular
verb.

sub  verb
The students are going to the library. (“ students’ isplural, so
useaplural verb* are”)

sub  verb
Each of the studentsisgoingto thelibrary to study. (“ students’ is
preceded by “ each,” souse asingular verb“is’)

sub verb
Thedogsintheyard havefleas. (* dogs’ isplural—* have’ is
plural)
sub verb

Every dog intheyard hasfleas. “ dog” is preceded by “ every,”
so useasingular verb * has’)

5) Some indefinite pronouns are always singular. When a
singular indefinite pronoun is used as a subject, it always
requires a singular verb. The only way to recognize indefinite
pronouns is to memorize them. Here are some of the most
common indefinite pronouns:

everybody everyone anyone

no one nobody one

none either neither

someone somebody each
sub verb

Everyoneisgoing to Zac's party tonight.

No oneis coming to the study session in the library. (“ no one”
isthe singular subject, so usea singular verb “is’)

Remember that “all” “most” “some” ARE NOT singular pronouns
and DO NOT require a singular predicate.
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Quick review

Subj ects and ver bs must agree in number. There are five instancesin
which subject verb agreement can be tricky:

1) Compound subjects (two or more nouns joined by the word
“and”) usually require plural verbs.

2) When acompound subject isasingle person or thing, useasingular
verb.

3) When compound subjects are joined by the words “or” or “nor,”
the subject closest to the verb determines whether the verb is
singular or plural.

4) When “each” or “every” precedes aplural noun, use asingular
verb.

5) Indefinite pronouns are always singular. When an indefinite
pronoun is used as asubject, it always requires asingular verb
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Exercise 30
Subject Predicate Agreement

In each of the following sentences, choose the predicate that agrees
with its subject. Write the number of the correct choice in the blank
before each sentence.

1.  Neither of thesisters(1) is(2) aregoing to the party tomorrow.

2. Bothof thebrothers (1) was(2) wer ebornwith adeadly bone
disesse.

3. TheBeatles(1) is(2) aremy favorite band.

4.  Thefox, who had eaten all thefarmer’schickens, (1) was(2) were
feedingalitter of pups.

5. (1) 1s(2) ArelLarry and Jim coming to the game?

6. Neither themayor nor the congressmen (1) believe (2) believes
thenew law will pass.

7. Despitethe congressman’sbest efforts, thevoters (1) has(2) have
passed thelaw.

8. Theéeffortsof thecongressman (1) was(2) wereinvain.

9. Theditizens, thevoters, and themayor (1) was(2) wer edisgppointed.

10.___ Every voter and citizen (1) has(2) have vowed to contest thevote.

11.  Everyangry citizen wanted anew vote, but all the supportersof the
law (1) was (2) wer e convinced thisideawas nonsense.

12. Anyonewho canrespect therules(1) is(2) arewelcometo stay.

13.  Thosewho can’'t obey therules(1) is(2) areasked to leave.

14. Thesolutiontotheproblems(1) is(2) areto bringin an expert.

15._ Highgasprices(1) is(2) areforcing many Americansto use mass
trangit.

16.  TheDoalphins(1) is(2) ar ethedominant sportsfranchisein Miami.

17._ Theorganization’sdetermination (1) is(2) ar eastonishing.

18._ Everybody (1) was(2) wer ehoping theteamwould maketheplayoffs.

19.  Onewinintheplayoffs(1)is(2) are atremendous
accomplishment.

20.  Thecoaching staff (1) is(2) ar e hoping for aplayoff berth next
Season.

93



Chapter 15
Pronoun Antecedent Agreement

Just as a subject must agree with its predicate, a pronoun must
agree with its antecedent. Remember that a pronoun is simply a
word that stands in the place of a noun. The noun for which a
pronoun stands is the antecedent.

v

antecedent pronoun

College studentsfacealot of stressintheir classes. (“ their” isa
pronoun that stands for the antecedent “ students”)

antecedent pronoun pronoun

Thegroundhog scurried into the hole when he spotted his shadow.
(“ groundhog” isthe antecedent—*“ he” and “ his’ are
pronounsreferring to “ groundhog”)

Pronouns must agree with antecedents in two ways: 1) number
and 2) gender.

1) Pronouns must agree in number. Asingular antecedent requires
a singular pronoun, while a plural antecedent uses a plural
pronoun.

antecedent pronoun pronoun

When a person has adeadline to meet, he or she needsto organize hisor her
time effectively. (“ person” is singular, so use singular pronouns “ he or
she” and “ hisor her”)

antecedent pronoun pronoun

When people have deadlines to meet, they need to organize their time
effectively. (“ people” is plural, so use plural pronouns “they” and
“their”)

antecedent pronoun

If astudent wishesto appeal agrade, heor shemust fill out the appropriate
form in the Dean’s office. (“ student” is singular—singular antecedent
uses singular pronoun “ he or she”)
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If studentswish to apped agrade, they must fill out the appropriateformin
the Dean’soffice. (* students’ isplural—plural antecedent usesaplural
pronoun “ they” )

A single group made up of multiple people is singular and requires
a singular pronoun.

Correct: The team choseits new captain. (“ team” isasingle
thing—use “ its’)

Incorrect: Theteam chosetheir new captain. (* teamis
singular—* their” isplural)

The company has released its newest product. (singular
“company”’ matches singular “its’)

2) A pronoun’s gender refers to the sex represented by the
pronoun. The sex of the pronoun is determined by the antecedent.

antecedent pronoun

The boy straightened his collar. (“ his’ refersto “ boy”)

antecedent pronoun pronoun

When Marcie was six years old, she fell off a swing and broke her
arm. (antecedent is a female, so use “ she” and “ her”)

Sometimes itis unclear whether an antecedent is male or female.
In this case use “they” and “their” for plural antecedents and “he
or she” or “his or her” for singular antecedents.

antecedent pronoun

Batsare beneficia becausethey eat so many bugs. (“ Bats’ isthe
antecedent—* they” isa pronoun)

antecedent
A secretary should take effective notes because effective note taking is
pronoun

animportant part of hisor her job. (“ secretary” could bemaleor female,
and there’s only one secretary—use * hisor her”)
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pronoun
antecedent

Because note taking is such an important part of their job, secretaries
need to have good note taking skills. (“ secretaries’ is plural, so use
plural pronoun “their”)

The rules about subject verb agreement also apply to pronoun
antecedent agreement.

Remember that some indefinite pronouns are always singular.

Singular Indefinite Pronouns

everybody each everything
everyone anyone no one
nobody one either
neither someone somebody
none anyone

antecedent pronoun

Everyone at the conference had to bring his or her own linens and
toiletries. (* Everyone” issingular, so usesingular pronoun“ hisor her”)

antecedent pronoun
Participantsin the conference had to bring their own linensand toil etries.
(* Participants’ isplural, so use plural pronoun “ their” )

Each participant in the conference had to bring his or her own
linens and toiletries. (“Each participant” is singular, so use singular
pronoun “his or her”)

antecedent pronoun

One of the boys showed me hisnew toys. (singular pronoun“ his’ refers
to antecedent “ one of the boys” — “ boys’ is plural, but the sentence
only refersto * ONE of the boys,” so a singular pronoun is required)

Two antecedents joined by “and” are plural and require a plural
pronoun.

antecedent antecedent pronoun

Rodney and Chad took their canoeto thelake.
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Poeisan extraordinary writer. “ Fall of the House of Usher” and“The Tell-
TadeHeart” aretwo of hisbest works. (“ his’ isasingular pronounreferring
to the antecedent “ Po€e” )

When two antecedents are joined by “or” or “nor,” the antecedent
closest to the pronoun determines if the pronoun is singular or
plural.

antecedent antecedent pronoun

Neither Matt nor his cousinswere planning to attend their family reunion.
(“ cousins” isclosest to the pronoun—* cousins’ isplural, so useplural
pronoun “ their”)

antecedent antecedent pronoun
Neither histwo cousinsnor Matt was planning to attend hisfamily reunion.
(“ Matt” is closest to pronoun, so singular pronoun “ his’ agrees with
“ Matt” —no need for “ hisor her” because we know “ Matt” ismale)

Quick Review
QU

Pronouns must agree with antecedentsintwoways. 1) gender and
2) number.
1) Thegender of the pronoun isdetermined by the antecedent.
2) Pronounsmust agreein number . A singular antecedent requires
asingular pronoun, whileaplural antecedent usesaplural pronoun.

Most of the rules about subject verb agreement also apply to
pronoun antecedent agreement.

* Remember that some indefinite pronouns are always
singular.

» Two antecedentsjoined by “and” are plural and require a
plural pronoun.

*  When two antecedents are joined by “or” or “nor,” the
antecedent closest to the pronoun determines if the pronounis
singular or plural.
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Exercise 31
Pronoun Antecedent Agreement

Select the correct pronoun to match the antecedent in each of the
following sentences. Write the number of the correct choicein the
blank before each sentence.

1. Neither of thessterswanted to part with (1) their (2) her (3) hisor
her toys.

2. Thesoldierswaitedin (1) their (2) hisor her position.

3. Someof thesoldierswaitedin (1) their (2) hisor her position.

4.  Eachof thesoldierswaitedin (1) their (2) hisor her position.

5. Everyonemustfinish (1) their (2) his(3) hisor her homework.

6. Eachof thedogsdrank from (1) his(2) their bowl.

7. If anemployeewishestofileacomplaint, (1) they (2) he(3) heor
shemust contact the manager.

8. Matt andthe coachesplanned (1) his(2) hisor her (3) their next

move.

9. Matt nor the coachesplanned (1) his(2) hisor her (3) their next
move.

10.__ Thecoachesor Matt planned (1) his(2) hisor her (3) their next
move.

11.  Thecoaching staff planned (1) their (2) itsnext move.

12.  Peoplenever consider the harmful effectssmoking canhaveon (1)
hisor her (2) their health.

13._ Somepeoplenever consder the harmful effects smoking can have
on (1) hisor her (2) their health.

14.  Someof the peopleunderstood the harmful effectssmoking could
haveon (1) hisor her (2) their hedth.

15._ Eachof the peopleunderstood the harmful effects smoking could
haveon (1) hisor her (2) their health.
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16._ Most of the people understood the harmful effectssmoking could
haveon (1) hisor her (2) their hedth.

17.___ Oneof the people understood the harmful effects smoking could
haveon (1) hisor her (2) their hedth.

18.___ All of the peopleunderstood the harmful effectssmoking could
haveon (1) hisor her (2) their hedth.

19._ Neither Martin nor isclassmateshave decided on (1) his(2) their
schedule.

20.___ Everyoneshouldwash (1) their (2) hisor her hair.
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Chapter 16
Pronoun Case

Pronoun case is determined by the role a pronoun plays in a
sentence. Unlike other parts of speech, pronouns change form
depending on whether they are used as objects or subjects. When
a pronoun is used as a subject, the subject case of pronoun is
used. When a pronoun is used as an object, use the object case of
the pronoun.

Luckily, only six pronouns are determined by case, so there are only
twelve total pronouns to remember.

Subject Pronouns Object Pronouns
(Used when pronoun (Used when pronoun
is a subject) Is an object)

1.1 1. me

2. he 2. him

3. she 3. her

4. we 4. us

5. they 5. them

6. who 6. whom

No other pronouns change case. When using one of the twelve
pronouns from this list, make sure to use a subject pronoun if the
pronoun is doing an action. Make sure to use an object pronoun
when the pronoun receives an action.

sub obj
| threw the ball to her.

sub obj
She threw the ball to me.

sub obj
Hethrew the ball to her.

sub obj
We threw the ball to them.
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sub obj

They threw theball tous.
sub obj

Who threw the ball to you?

sub obj
You threw the ball to whom?

Notice in the last two examples that “you” doesn’t change case.
Remember that only the twelve pronouns in the list change cases.
All other pronouns are the same when used as subjects or objects.

Aleshagavethebooksto Ralph and me. (* me” isan object
ppronoun)

Amy and | went to the game with Rachel. (“1” isa subject
pronoun)

Rodney and hewent out to eat with them after thegame. (* he” is
a subject pronoun—* them” is an object pronoun)

Who earned the promotion? (* who” doesthe action, soit'sa
subject)

The promotion was given to whom? (* whom” receives the
action, so it’s an object pronoun)

Justin is the one who invented the game. “ who” does the
action of inventing, so use subject pronoun)

There are only two situations in which determining pronoun case
is difficult: 1) incomplete comparisons 2) predicate
nominatives.

1) Incomplete comparisons occur when a pronoun is compared
to something or someone else, and the pronoun ends the clause.
Just as some clauses begin with an understood subject,
incomplete comparisons end with an understood verb. Always
use a subject pronoun in incomplete comparisons.
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Sheisbetter at checkersthan . (am) (“1” isasubject pronoun
used with the understood verb “ am™)

They are more skilled than she (is) because they practice every
night. (“ she” isa subject pronoun used with understood verb
“is’)

Preston is certainly smarter than he. (is) (* he” isa subject
pronoun used with the understood verb “is”)

2) Predicate nominatives are pronouns that follow to-be verbs
and rename the subject in a clause. Always use a subject pronoun
as a predicate nominative.

sub verb PN
It was | who showed her the way to the hotel. (“1” isa

predicate nominative following the to-be verb “ was’ and
renaming the subject “ it” —use subject pronoun “ 1)

subverb PN
| was convinced it was she who stole my watch. (“ she” isa

predicate nominative following the to-be verb “ was’ and
renaming the subject “ it” —use subject pronoun “ she”)

Quick Review
Pronoun caseis determined by the role a pronoun playsin a
sentence.
*  When apronoun is used as a subject, the subject case of
pronoun is used.
*  When apronoun is used as an object, use the object case of
the pronoun.
There are only two situations in which determining pronoun
caseisdifficult: 1) incomplete comparisons 2) predicate
nominatives.
1) Incomplete comparisons occur when apronounis
compared to something or someone else, and the pronoun ends
the sentence. Always use a subject pronoun in an incomplete
comparison.
2) Predicate nominatives are pronouns that follow to-be
verbs and rename the subject in a clause. Always use a subject
pronoun for a predicate nominative.
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Exercise 32
Pronoun Case

Write the number of the correct pronoun in the blank before each
sentence.

1. Myrtleand(1) she(2) her went rock climbing yesterday.

2. Rubencametothemovieswith Saraand (1) | (2) me.

3. Hewasthestudent (1) who (2) whom scored highest on the exam.

4. | gavetheticket totheman (1) who (2) whom askedfor it.

5. Itwas(1) 1 (2) mewhoinvited Sheilato the dance.

6. Il triedtooutrunthedog, but it was much faster than (1) | (2) me.

7. BecauselLarry wastdler than (1) | (2) me, hewaschosenfirston
the basketball court.

8. Heisthebatter about (1) who (2) whom the pitcher was most

worried.
9. I’ll givetheawardto (1) whoever (2) whomever | want.
10._ Juliaand Saralikejazz, but Marty and (1) | (2) me prefer heavy
metd.

11.  Whenasked about the practical joke, | confessed that the cul prit
was (1) I (2) me.

12.  Rolandand (1) he(2) him went fishing in the pond.

13._ Kirbyand (1) I (2) measkedto gowiththem.

14.  Matt, Parker, and Joefollowed Kirby and (1) | (2) metothe
pond.

15._ Roland asked, “(1) Who (2) Whom invited these guys?’

16._ Ritamademoremoney than (1) he(2) him.

17. (1) We(2) Usfarmersmust stick together to fight the new tax bill.

18.  Theanti-tax rally wassponsored by (1) we(2) usfarmers.

19._  Noonecaresmore about thefarmersthan (1) | (2) me.

20._ Everybody forgetsthatitwas(1) | (2) mewhofirst thought of the

anti-tax raly.
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Exercise 33
Pronoun Case, Pronoun Agreement, and Subject
Predicate Agreement

Writethe number of the correct choicein the blank before each sentence.

1.  Mostof thebrotherswill share (1) his(2) their dessert.

2. Eachof thebrotherswill share(1) his(2) their dessert.

3._____ Noneof thebrotherswill share(1) his(2) their dessert.

4. Anyonecould misplace (1) his(2) hisor her (3) their keys.

5. Naeither of theboys(1) is(2) are going to school tomorrow.

6. Meganand (1) she(2) her went ice skating on the pond.

7. Everyoneat themeeting (1) was(2) wer e excited to meet Herbert.

8.___ Hewastherunner (1) who (2) whom finished with the best time.

9. Theawardfor best actor wasgivento (1) who (2) whom?

10. (1) Who (2) Whom received theaward for best actor?

11. | gavemoney totheman (1) who (2) whom asked for it.

12. Itwas(1) | (2) mewhoinvited Katherineto the meeting.

13._ Doug went to the park with Robinand (1) | (2) me.

14. I triedtokeepupwith Doug, but hejogged muchfaster than (1) | (2)
me.

15._ Aeronautics(1) play (2) playsanimportant roleaircraft design.

16. Theanswerstotheriddle (1) is(2) aredifficult to understand.

17.  Michelleissomuch smarter than (1) | (2) me.

18.  Heisthepatient about (1) who (2) whom the doctor was most
worried.

19. I'll offerthejobto (1) whoever (2) whomever deservesit the
mosL.

20.  Fred made more money than (1) he (2) him.
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Part 5

Style, Revision, and Quoting Sources

There is more to good writing than recognizing grammatical
mistakes. Now that you understand the basics of grammar, it is
time to turn our attention to matters of style, revision, and working
the ideas of others into your writing.



Chapter 17
Style

Good writing is pleasurable to read and easy to follow. This is
why style is so important. Here are some tips about style that can
help to improve your writing.

1) Avoid wordiness in your writing. Be concise and to the point.
If you can express an idea gracefully and thoroughly in ten words,
don’t use eleven words to get your point across. Provide detail in
your writing, but make sure the detail you provide is relevant.
Here are some tips to help you recognize and eliminate wordiness
in your writing.

Learn to recognize empty words. The most
effective way to eliminate unnecessary words from
your writing is to learn to recognize empty words
that have little meaning in a sentence. Words like
“that,” “very,” and “really” usually have little meaning
and can be omitted from most sentences. After all,
there’s not much difference between “a good car”
and “a really good car” or “a long way” and “a very
long way.” Likewise, the word “that” is often
unnecessary:

The doctor told him that he needed glasses.
The doctor told him he needed glasses.

- Learn to recognize empty phrases, phrases that
possess no meaning. Sometimes when writers are
compelled to sound formal in their writing, they start
using empty phrases. Eliminate phrases that don’t
serve a purpose or mean something.

He was surprised by the fact that she gambled her entire
paycheck.
He was surprised because she gambled her entire paycheck.
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Upon thetime of her arrival, shetook her place on stage.
When she arrived, she took her place on stage.

- Do not use a lot of adverbs. Adverbs are modifiers
that describe verbs. Adverbs can be useful, but
choosing the right verb makes most adverbs
unnecessary. Consider the use of adverbs in the
following sentences, noting how using a specific,
active verb eliminates the need for a descriptive
adverb in each instance.

He walked slowly into the room.
He crept into the room.

He thought carefully about his decision.
He pondered his decision.

Don't try to totally eliminate adverbs from your writing, but don’t
overuse them either.

- Write in active voice. A sentence written in active
voice follows a subject/verb/object pattern.
Sentences using a object/verb/subject pattern are
written in passive voice. Writing in passive voice
requires more words to express the same ideas.

object verb subject

passivevoice: The applewaseaten by the deer.
subject verb object

activevoice: Thedeer atetheapple.

object verb subject
passive voice: Thetornado was sighted by the cameraman.
subject verb object

activevoice: The cameraman sighted thetornado.

Writing in active voice also places emphasis on the subject of the
sentence. In a passive voice sentence, a reader must wait until
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the end of the sentence to find out who or what performed the action
of the verb.

- Avoid negative sentence constructions. Instead,
make your sentences affirmative:

negative: Abortion should not belegal.
affirmative: Abortion should beillegal.

2) Use active verbs. Action verbs show action, so writing that uses
action verbs is active. To-be verbs show that something “is.” How
boring! Compare these two passages. The first contains to-be verbs
while the second uses active verbs.

The Gulf of Mexico is a place where millions of vacationers
go each year. The sand on the beaches is snow-white, and
tourists are amazed by the clear waters. The Gulf ishome to
many forms of sealife, so the beaches are always full of happy
fishermen.

The Gulf of Mexico draws millions of vacationers each year.
The snow-white beaches and clear waters amaze visitors, and
the Gulf teems with sealife, filling the beaches with happy
fishermen.

As you can see, eliminating overused to-be verbs will force you
to write more efficiently and can help to eliminate wordiness in
your writing. Don’t think you should try to eliminate all to-be verbs
from your writing. Just be careful about overusing them.

Here’s a list of to-be verbs to help you learn to spot them:

is are was
were am become
being been seem

3) Use transitions in your writing. Transitions work like road signs
in your writing, showing contrasts, setting up comparisons, and
reaffirming main ideas. Just as a stop sign warns drivers that a
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stop is required, the transition “however” warns readers that the next
sentence will contradict something stated in the last sentence.
Consider the following passages. The first lacks transitions, while
the second uses transitions to assist the reader in understanding
relationships within the material presented:

One study showed that cancer is a disease caused more by
lifestyle than by heredity. A curefor the diseaseis not likely.
An effectivetreatment might be discovered to hel p treat symptoms.

One study showed that cancer isadisease caused moreby lifestyle
than by heredity. Asthisdata suggests, acurefor thediseaseis
not likely. What islikely, however, isthat an effective treatment
will bediscoveredto help treat symptoms.

Remember that paragraphs need to work together just like
sentences. You wouldn’'t write one sentence and follow it with
another sentence from way out in left field without some sort of
transitory comment, so follow the same rule when writing
paragraphs. You might want to consider the breaks between
paragraphs as good places to put transitory road signs to help
guide your readers through your writing.

4) Make certain your modifiers are clear. Remember that
modifiers like adjectives and adverbs tell us something about other
words like nouns and verbs. When you proofread your writing,
take a minute to identify all the adjectives and adverbs. Then, try
to determine which words the adjectives and adverbs modify. If
you have trouble recognizing the modified words, your modifiers
are unclear.

Believe it or not, the placement of modifiers can drastically change
the meaning of a sentence. Consider how the placement of the
word “only” affects the meaning of the following sentence:

Only Marvin eats pancakes for dinner. (“ only” modifies* Marvin”)
Marvin only eats pancakes for dinner. (“ only” modifies” eats”)
Marvin eatsonly pancakesfor dinner. (“ only” modifies“ pancakes)
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Marvin eats pancakesonly for dinner. (“ only” modifies” pancakes’)
Marvin eats pancakes for only dinner. (“ only” modifies“ dinner”)
Marvin eats pancakes for dinner only. (“ only” modifies“ dinner”)

Notice that moving the word “only” changes the way you read
each sentence because you naturally use “only” to modify a nearby
word in each sentence. As a result, the best way to clarify the
relationship between a modifier and the word it modifies is to place
the two words close to one another.

Incorrect: Already, the poisonwasin her veins.

Incorrect: The poison wasin her veins already.

Correct: The poison was already in her veins. (“ already”
modifies the verb “ was”)

Prepositional phrases (preposition + noun) should also be
positioned near the words they modify to insure clear meaning.

Incorrect: He served sandwiches to the men on paper plates.
(the men are on paper plates?)

Correct: He served sandwiches on paper plates to the men.
(* on paper plates’ describes*” sandwiches’)

Incorrect: The boyswere forced to sleep with the busdriver in
an entirely different building. (the busdriver is inan entirely
different building?)

Correct: The boyswereforced to sleep in an entirely different
building with the bus driver. (“ in an entirely different
building” describes where the boys slept)

In formal writing, it's usually a good idea to avoid ending a sentence
in a preposition.

Incorrect: He decided to return the present to the store it came
from. (“ from” isa preposition)
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Correct: He decided to take the present back to the storefrom
whichitcame.

Infinitives (to + verb) should not be split. That is, no words should
come between “to” and the verb that follows it.

Incorrect: He decided to never visit hisaunt again. (* to visit”
isan infinitive)
Correct: Hedecided never to visit hisaunt again.

5) Avoid clichés. Clichés are figures of speech that everyone
knows. For example, “as blind as a bat” and “as cold as ice” are
clichés. Writing that uses too many clichés lacks originality. When
you use a cliché in your writing, you are using someone else’s
idea. Even worse, everyone is already familiar with the idea. So,
clichés are actually short cuts to thinking. You use them so you
don’t have to think of an original way to describe something.

Using your own original ideas and descriptions adds life and
excitement to your writing by providing your readers with new
ideas and new ways of thinking about the world around them.
Consider how these dead clichés are brought to life when new
ideas and fresh descriptions are used in their places:

The flame flickered to life. (not bad, but not exactly original)
The flame spread its wings like a moth. (much better, more
original)

Abner was chilled to the bone. He' d never been so cold in his
life. (clichéalert!)

The cold was so deep in Abner that he knew he’d go to bed
cold that night, wake up cold the next day. This cold would
stay with him until his dying moment, and even then he would
die with ablanket clutched tight around his neck. (more words,
but much more original, more interesting, more alive)
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6) Vary sentence structure. Changing the length and structure of
your sentences creates variety in your writing. Mix up long, flowing
sentences with short, choppy sentences. Use a variety of compound,
complex, and compound, complex sentences. Begin some of you
sentences with prepositional phrases. This kind of sentence variety
adds spice to writing, making it almost musical.

7) Write parallel sentences. A parallel sentence is made up of
equal parts, so the clauses and phrases that make up parallel
sentences are balanced. When the clauses that make up sentences
are of balanced length and sound the same, sentences become
clearer and easier to understand. Consider the following examples:

clause 1 (parallel) clause 2 (parallel)
Not parallel: Matthew enjoyed visiting the White House, seeing the Pentagon,

clause 3 (not parallel)
and the artwork on display in the Smithsonian. (clauses 1 and 2 are

parallel because both contain “-ing” verbs—clause 3 is not parallel
becauseit hasno “ -ing” verb.)

clause 1 (parallel) clause 2 (parallél
Paralld: Mathew enjoyed visiting the White House, seeing the Pentagon,

clause 3 (parallel)
and viewing the artwork on display in the Smithsonian. (each clause
beginswith “ -ing” verb)
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Chapter 18
Revision

Ok, so you've completed your writing assignment, and now you're
ready for a nice long break, huh? Not so fast—you’re not quite
finished yet. Now comes the most important step of all: revision.

Even famous writers who write for a living make mistakes. In fact,
it's just about impossible for anyone to write anything and get it
exactly right the first time. Think about it this way: writing is simply
the act of recording your thoughts on paper. The benefit writing offers
is that you have a chance to review these written thoughts and
consider ways to make them better before you share them with
others. It's sort of like rehearsing before giving a speech. You might
review your written thoughts, for example, and find that you've
overlooked a comma splice or that one of your sentences is wordy
or unclear. You might even discover that the ideas you explain in
your writing might work better in a different order or that you need to
add another idea or leave an idea out.

This ability to improve your written thoughts before sharing them
is the beauty of revision. However, revision can be difficult.
Revising a piece of writing involves reviewing it closely and being
aware of how the words work together to form sentences, how
the sentences present ideas that are grouped in paragraphs, and
finally, how the paragraphs work together to form an essay. The
good news is you've already had plenty of revision practice. In
every chapter of this book you've been presented with exercises.
When you completed these exercises you were learning revision
skills.

This chapter will focus on tips to help you with the revision process.

1) Print out a paper copy of your essay. It's much easier to
track the changes you've made to a piece of writing when you
can read it on paper. When you delete text on a computer screen,
it's gone. On a piece of paper you can label the parts of speech in
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your sentences if you need to or draw arrows from modifiers to
nouns. Plus, it's not easy to stare at a computer screen for long
periods of time. It's much easier to play close attention to a sheet
of paper.

2) When examining your essay for grammatical errors, read
each sentence individually. Read each sentence carefully and
stop to think about it. Remember the lessons we’ve covered in
each chapter of this book and apply them to each sentence in your
essay.

. Identify the words that form the sentence.

. Locate the subject and verb to make sure they
agree and so you can recognize the way the
clauses and phrases work together. Are
independent clauses joined correctly, working
in such a way that there are no comma splices,
run-ons, or fused sentences?

. Locate all pronouns, making certain they
agree with their antecedents and follow proper
case.

. Examine the punctuation used in the sentence.

Are commas used correctly? Do possessive
nouns have apostrophes?

. Think about the way the sentence is written.
Are there any stylistic improvements that could
be made to improve the sentence? Is the
sentence wordy? Is it parallel? Does it contain
active verbs?

3) Read your essay backwards. If you're having problems
stopping to read each individual sentence in your essay, it probably
means you're a good writer and that your writing naturally draws
a reader from one sentence to the next. Sometimes it can help to
read the last sentence of your essay first, then the next-to-last,
etc. Reading an essay this way forces you to stop at the end of
each sentence. Then it's easy to examine individual sentences.
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4) Put your essay away for awhile before revising it. Revising
an essay you have just written is very difficult. Because the thoughts
and ideas you are trying to convey are so fresh on your mind soon
after you have completed an essay, you are likely to read sentences
the way you intended them to sound instead of reading them the
way they are actually written. As a result, putting your essay away
for a day or two before revising it can help you to spot mistakes in
your writing you might have overlooked earlier. In addition, this extra
time will allow you to rethink your ideas and take a fresh look at your
topic.

5) Have someone else proofread your work. Having a
classmate read your work can also help to improve your grade on
writing assignments. Maybe your weakness lies in using commas
correctly. Perhaps you can find a classmate who is good with
commas, but his or her sentences are too wordy. This classmate
can help you recognize and correct comma mistakes in your writing
as you help to eliminate wordiness from his or her essay.
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Chapter 19
Citing Other Writers in Your Writing

It's time to learn how to incorporate the ideas of other writers in your
writing. Often, writers must conduct research to complete a writing
assignment. Good writers research their topics carefully and
thoroughly. When the research is done, however, these writers must
figure out how to work the rewards of their research into their own
writing.

You must cite ideas borrowed from other writers. Ideas that
must be cited include arguments, lines of reason, opinions,
theories, etc. Citing these ideas simply means that you give the
original author of the idea credit and document the source where
the idea was found.

In this chapter you will learn how to work sources into your own
writing and to cite these sources. In the next chapter, you'll learn
how to document the cited sources in a works cited page.

There are two popular ways to format quoted material in essays
and to organize works cited entries: 1) MLA (Modern Language
Association) Style and 2) APA (American Psychological
Association) Style.

1) MLA style is most often used to cite materials
in essays concerned with the arts. Disciplines like
literature, art, music, and drama usually use the MLA
style of documentation.

2) APA style is most often used in writing about
the sciences. Disciplines like psychology, sociology,
biology, anthropology, and history often use the APA
style of documentation.
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Which StyleIsBest to Learn?

Because the basic formats of the two styles are so similar, learning
to document sources in both MLA and APA style at the same time is
far too confusing. Instead, it's a better idea to learn the basics of
one style of documentation and then learn the subtle differences
between the two styles.

As a result, we will focus only on MLA style.
What Material Should Be Cited?

Cite any idea borrowed from someone else. There is one
exception to this rule: you don’t have to cite information borrowed
from someone else if that information is common knowledge.
Common knowledge includes facts that are known by most
people and are generally accepted as true. For example, it's
common knowledge that the Earth is spherical. Most people know
this fact, and it is accepted as fact by nearly everyone. However,
the idea that the world is 4 billion years old is less certain. Lots of
people argue about the age of the planet, and setting the age at
4 billion is only theoretical, so the age of Earth is not common
knowledge. Thus, you would cite a statement about the age of
the Earth, but you don’t need to cite a source regarding the fact
that the Earth is round.

Be sure you cite each and every instance in which you use
someone else’s ideas in your writing. Remember that you don’t
have to use another writer’s exact words to use that writer’s ideas.
There are three ways to use others’ ideas: (1) direct quote (2)
paraphrase (3) summary.
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Quick Review

You must citeideas borrowed from other writers. Do not citefacts
considered common knowledge.

Common knowledge includes widely known generally
accepted astrue.

Therearethreewaysto useothers ideas: (1) direct quote (2)
paraphrase (3) summary.

1) A Direct Quote uses another person’s idea by quoting exactly
what that person has written or said. When you quote someone,
you copy a passage from another writer word for word. To use a
direct quote in your writing:

DO NOT change the direct quote in any way. It should
appear in your essay just as it does in the original
source. Don’t change any of the words or punctuation.
Enclose direct quotes in quotation marks. More than
one sentence can fall inside a single set of quotation
marks.

Include the page number where the quote is found in
parentheses at the end of the quote. For quotations from
online sources, films, interviews, or audio recordings that
don’t use page numbers, use only the author’s name. In
direct quotes, the period comes after parentheses, not at
end of sentence.

Introduce the quote, using the author’s name if possible.
If you cannot use the author’s name in the introduction
of the quote, you must include his or her name with the
page number in parentheses at the end of the quote.
Use active verbs in present tense, “contends, maintains,
argues,” to introduce quotes.

Here’s an example of how to work a direct quote into your own
writing.
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Original Source: Scientistsagreethat weare, perhapsuniquely
among the earth’screatures, theworrying anima. Weworry awvay
our lives. Weworry about work, about families, about illness. This
isperhapsour greatest and most tragic ability. (book by Lewis
Thomas, page 233)

Direct Quote: Accordingto LewisThomas, “weare, perhaps
uniquely among the earth’s creatures, theworrying animal. We
worry away our lives’ (233).

Direct Quote: Thomasmaintainsthat weare“theworrying anima”
(233).

Direct Quote: Some scientists call humans “the worrying
animal” and contend that we “worry away our lives’ (Thomas
233). (author is not mentioned in text, so include author in
parentheses)

Rules to remember when using direct quotes:

You don’t have to quote entire sentences. Just quote
important ideas. Try to make quotes work smoothly
within your sentences.
You can use brackets to add to or make changes to direct
quotes.
» According to Bart Reiter, “the Texaco station [just
outside Chicago] is one of the busiest in the nation” (89).
(bracketed phrase “just outside Chicago” added for
clarity)
« “[O]ne of the busiest in the nation” is how the Texaco
outside of Chicago is described by Bart Reiter.
(bracketed letter “O” shows that letter has been
capitalized)
You can use ellipsis to indicate that material has been left
out of a quote. Remember to put the ellipsis in brackets.
Don't use ellipsis when leaving off a portion at the
beginning or end of a quote. Only use ellipsis when leaving
out a portion from the middle of a direct quote.
* According to Lewis Thomas, “we are [. . .] the worrying
animal’ (42).
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* Use ellipsis plus a period to indicate that a period has
been omitted from a quote. The period means an entire
sentence has been left out.

* Byron Todd calls dogs “man’s most under-
appreciated friend [. . . .] and wonderful companion” (54).

* Ifyou spot a mistake in a quote, include the mistake and
put the word [sic] beside the mistake.

» Ralph Peterson insists that “if you loved Macbeth,
your [sic] going to love Hamlet” (102).

» Block Quote direct quotes over four lines long. DO NOT
use quotation marks with block quotes. Indent them ten
spaces instead. The period comes before parentheses
at the end of the sentence.

Original Source:

Scientistsagreethat we are, perhaps uniquely among the earth’screatures,
the worrying animal. We worry away our lives. We worry about work,
about families, about ilIness. Thisis perhapsour greatest and most tragic
ability. (book by Lewis Thomas, page 233)

Block Quote:

According to Lewis Thomas:
Scientists agree that we are, perhaps uniquely among the
earth’s creatures, the worrying animal. We worry away our
lives. We worry about work, about families, about iliness. This
is perhaps our greatest and most tragic ability. (233)

2) A Paraphrase occurs when you use another writer’s idea in
your writing, but you don’t use the other writer’s exact words.
Sometimes it's impossible to use a direct quote in your writing.
Remember that quotes should combine with your own writing. If
you can’t make a direct quote work smoothly within one of your
sentences, paraphrase the quote. To paraphrase someone else’s
idea in your writing:
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Change the words and punctuation in the original material
any way you like, but be careful not to change the original
idea too much.

Do not use quotation marks. Only use quotation marks
with direct quotes.

Introduce the author of the idea being paraphrased and
include page numbers in parentheses. Like a quote,
period comes after parentheses, not at end of sentence.

Consider this example of how you might paraphrase a writer’s
idea within your own writing.

Direct Quote: Ma colm Howely insiststhat the perfect search
engine would order information by importance, would
eliminate al irrelevant information, and would be smple to
use. The perfect search engine does not exist” (42).
Paraphrase: Malcolm Howely explains that no search engine
is perfect. He argues that a perfect search engine must be
simple and must rank important information while eliminating
irrelevant information (42).

3) A Summary occurs when you shorten someone else’s

idea and put it in your own words. To summarize someone
else’s idea:

DO NOT use quotation marks.

Introduce the author of the source and include page
numbers.

Period comes before parentheses at the end of the
sentence.

Original Source: Scientists agree that we are, perhaps uniquely
among the earth’s creatures, theworrying animal . Weworry away
our lives. We worry about work, about families, about illness.
This is perhaps our greatest and most tragic ability. (book by
Lewis Thomas, page 233)

Summary: LewisThomas claimsthat the distinctly human ability
to think tragically dooms us to worry constantly. (233)
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Quick Review

1) A direct quoteisusing another person’sidea by quoting directly
what that person wrote or said.

» DONOT changeadirect quotein any way.

» Author’s name should be used with a direct quote, and page
number where quote appears go in parentheses at end of
sentence containing a quote. Period comes after parentheses.

» Use bracketsto indicate changesto adirect quote.

» Usedlipsistoshow asection of adirect quote hasbeen omitted.

* Use"dc” toindicateamistakeinadirect quote.

» Block quote direct quotes over four lineslong. Indent block
guotes, but don’t use quotation marks. Periods come at end of
sentence in ablock quote, not after the parentheses.

2) A paraphrase occurs when you use another writer’sideain your
writing, but you don’t use the other writer’s exact words.
» A paraphrase should express the same idea as the original
source, just using different words.
* DO NOT use quotation marks with paraphrases.
» Page number in parentheses required. Period comes after the
parentheses.

3) A summary occurs when you shorten someone else’sidea and put
it in your own words. To summarize someone else's idea:
* DO NOT use quotation marks.
* Introduce the author of the source and include page numbers.
» Period comesbefore parentheses at the end of the sentence.

TipsAbout Citing Sourcesin Your Writing

1) DO NOT incorporate too many sources in your writing. Think of
your writing as a battle with your audience. Your goal is to “conquer”
your audience’s way of thinking, influencing it so that it matches
your own. DO NOT fight this battle on the works cited page. Thatis,
don'tjust cite authorities to make your argument. You should propose
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a logical argument which might be supported by other sources, but
don’t rely solely on quoted material to prove your point. Remember
that you don’t quote from other sources just to prove that the quoted
material is true. Instead, you are using the ideas quoted to advance
your own argument.

2) Asarule, put as little information as possible in the parenthesis
at the end of your in-text citations. If a source is worth quoting, its
author is worth introducing in text.

3) Use “three part’ quotations whenever possible. Part 1) introduce
the author. Part 2) quote/paraphrase/summarize the source. Part
3) provide a “coming away” statement—say something about the
guotation, make a judgment, draw a conclusion, etc.

4) Instead of filling your essay with lots of long quotes, break
those quotes up by paraphrasing and summarizing some of them.
After all, your writing should be just as elegant and graceful as
the source you are citing, so go ahead and paraphrase or
summarize and save direct quotes for those instances when an
author writes something that can’t be improved upon stylistically.

5) Use present tense verbs to introduce quotations even though
the remainder of your essay is written in past tense. For example,
Robinson maintains/Harrison argues/Perkinson insists.

6) Never end a paragraph with quote, paraphrase, or summary.
Instead, include a coming away statement which explains the
cited material or establishes the importance of the cited material
to your argument.
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Exercise 34
Quoting, Block Quoting, Paraphrasing, and Summarizing

Read the passage and follow the directions bel ow.

Me ungeonsareoneof anthropology’ sgreat mysteries. When thefirst
European settlers explored the Appal achian region hundreds of years
ago, they discovered a community of dark-skinned peopleliving in
near isolation. Some Melungeons claimed Portugese descent. Others
claimed Native American heritage. Most Melungeons had no idea of
their ancestry. Sadly, the origin of the Melungeon peopleisstill a
mystery today.

—Geoffrey Hamilton

page 45

1. Write a sentence that makes use of a direct quotation from the

passage above. Be careful to punctuate your quote correctly.

2. Write a sentence that makes use of a paraphrase from the passage
above. Be careful to punctuate your paraphrase correctly.

3. Write a paragraph that summarizes the passage above. Be careful to
punctuate your summary correctly.

4. Write a sentence that makes use of a block quote (4 lines or longer)
from the passage above. Be careful to punctuate your block quote
correctly.

5. Write a sentence that makes use of a paraphrase from the passage
above. Be careful to punctuate your paraphrase correctly.
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Chapter 20
Creating an MLA Works Cited Page

Now that you know how to create an in-text citation for quoted
material, it's time to learn how to create a reference page. When
you cite quoted material in an essay, your goal is to provide your
reader with the author’s name and the page number on which the
material can be found. The purpose of your works cited page is
to give your reader enough publication information about your
sources so that he or she can find the sources of your information.

Once again, we will focus solely on MLA documentation of sources.
Learning to document sources is really nothing more than following
examples found in a guidebook. Consulting a book about APA
documentation is no different than consulting a book about MLA
documentation. The main concern here is that you learn to use a
guidebook to create a works cited page.

Because documentation rules can change over time, it is important
that you use an up-to-date guide to format your MLA works cited
entries. A number of publishers offer thorough guides to MLA
format, but for now let's focus on some of the most important
features of MLA style and some of the most common types of
works cited.

Setting Up an MLA Works Cited Page

An MLA works cited list should come at the end of your essay.
Begin at the top of a new page, titling the page “Works Cited.”
Next, simply add an MLA entry for every work you cite in your
essay. The entries should be listed in alphabetical order according
to the first letter of each entry. Each entry should use a hanging
indent.

A hanging indent is the opposite of conventional indenting used
for paragraphs. Asconventional indention requiresthat you indent
the first line of each paragraph, a hanging indent requires that
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you indent every linebut thefirst. The paragraph you arereading
followshangingindent format.

So, an MLA works cited entry would look like this:

Marrianes, Audrey. Men Who L ie and the Women Who Believe
Them. Berkley: CdiforniaUP, 2006.

Formatting MLA Works Cited Entries

MLA works cited entries follow a general format which
requires four pieces of information: (1) author (2) title (3)
publication information (4) date. Obviously, this format works
better when creating entries for books, magazines, and newspapers
than it does for creating entries for emails, lectures, or audio
recordings. No matter what you're citing, however, it's always best
to follow the guidelines in a reputable handbook when creating a
works cited page. This chapter will show you how to create entries
for some of the most common types of works you're likely to cite in
your writing. The list includes samples for books, periodicals
(newspapers, magazines, journals), internet sources, and
miscellaneous sources. To use the list to create a works cited list,
simply determine what your source is, find an example of your source
on the list, and copy the format, substituting the information from
your source for the information of the source on the list.

Be certain to examine each sample entry carefully and to follow
the examples exactly. Remember that each punctuation mark is
important in an MLA works cited entry, so don’t leave out any
punctuation found in the examples. Likewise, don’'t add any
punctuation not found in the examples.

Books

Books are generally the easiest works to cite. Simply supply the
four required pieces of information described above:
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1) Listthe author first, putting the last name first and the first
name last.

2) List the book’s title next. Make sure you underline or
italicize book titles.

3) Next, list the book’s publication information beginning with
the city where the book was published (never include state
or country). Follow the city with a colon and list the
publisher. Choose one or two key words to list for the
publisher. For example, if the publisher is W. W. Norton, list
only Norton. For Harper Row, just list Harper. For Parker
Sons, however, list Parker Sons since both words are of
equal importance in the publishing company’s name. For
university presses, list the university followed by UP
(University Press). For example, Yale University Press =
Yale UP.

4) Finally, close your entry with the year the book was
published.

So, an MLA works cited entry for a book would follow this format:

D 2 ©) &)
Last name, First name. Title of Book. City: Publisher, Year.

Book with One Author:

@ @) ® )
Williams, Randolph. America’'s New Economy. Ithaca: Jameson, 2005.

Book with More Than One Author:

When creating an entry for a book with more than one author,
reverse only the first name. Names of second and third authors
are listed first-name-first, last-name-last. Be sure to separate
names of authors with commas and to use “, and” before last
author’s name.

last first first last
Harmore, Alice, and Willy Rubenson. Racia HateintheAmerican
South. Tucson: ArizonaUR, 2004.
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Murdock, Allen, Bob Baraccas, and George Hanniba . TheA-Team:
Great TV of the*80s. Boston: Harvard UP, 2004.

For a work with more than three authors, list only the first author,
then “et al” which means “and others” in Latin.

Smith, Thomas, et al. Flag Burning Hippies. America’s Young Protest.
Artville: Red Wagon, 1973.

Book with an Editor:

When documenting an edited book, follow the format for other
books, but substitute the editor’'s name in place of the author.
Use a period, acomma, and the abbreviation “ed.” after the editor’s
name.

Rondell, Larry., ed. The Captain Goes Down with the Ship. Fresno:
High Street, 2006.

When citing a book with both an author and an editor or translator,
list the author’s name first. Then include the editor or translator’s
name after the book’s title. Use the abbreviation “Ed.” before the
editor’'s name and “Trans.” before the translator’s name.

author editor
Barnes, Roland. FabulousFinds. Ed. JamesAnderson. Atlanta: Front
Street, 1998.

Ecuardo, Phillipe. Pre-Columbian Art and Architecture. Trans. Rita
Velacruz. San Antonio: New Mission, 2003.

Sory, Article, Essay, Poem, etc Found in a Book:

1) Begin with the author of the article, poem, story, etc.

2) Then put the title of the essay, poem, story, etc in
guotation marks.

3) Next, list the title of the book.
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4) Then list the editor of the book if it has one. List the
name first-name-first, last-name-last, and use the
abbreviation “Ed.” before the name.

5) Thenlistthe city and publisher as you would for any
other book.

6) Listthe date in which the book was published.

7) Finally, list the pages of the book that contain the
article, poem, story, etc.

() @) )
Hooten, Jameson. “ Credit Card Debt and College Freshmen.” Money Woes.
4 ©) (6 ™

Ed. Hershel Camden. Raleigh: Trinity, 1999. 417-45.

article author article title book title
Bufont, Lamont. “Why I’'m Not GoingtoWatch TV.” What Isthe World
Coming To?Cincinnati: U Cincinnati P, 1982. 12-56.

Periodicals

Periodicals are written sources published periodically. That is,
periodicals are printed sources sold at regular intervals: a weekly
newspaper, a monthly magazine, a yearly pamphlet.

MLA works cited entries for periodicals follow the same basic
format used to document books: 1) author, 2) title, 3) publication
information, 4) date. Unlike books, however, periodicals are usually
organized as a collection of articles or essays. Because periodicals
are also published more frequently than books, the publication
process of periodicals differs from books. These differences
between books and periodicals are reflected in how each source
is documented.

Newspapers

When citing a newspaper:
1) Begin with the author of the article.
2) Put the article title in quotation marks.
3) Underline the newspaper title.
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4) List the date the newspaper was published in date,
month, year format.

5) Include page numbers where article appears. For
newspapers use section and page “C1,” “B3,” etc.
For articles appearing on more than one page, use
section, page + “B3+,” “Al+.”

D 2 (€)
Carlson, Arnie. “Prescription Drug Priceson the RiseAgain.” Toledo Times
@ )
12 Dec. 2005: A2+.

If an edition is listed, include that information between the date
the newspaper was published and the section and page number
of the article.

McAndrews, PhillisL. “Local Singer, Songwriter Diesin Plane
Crash.” San Fernando Gazette 2 July 1981, state ed.: B4.

Magazines are published much like newspapers. To document a
magazine:

1) List author of magazine article.

2) Put the magazine article title in quotation marks.

3) Underline the magazine title.

4) List date of magazine’s publication here. For monthly
magazines, include month and year. For weekly
magazines, list date, month, year.

5) Include page numbers where article appears.

Monthly M agazines:

0 2 (3 ) (5
Alexander, Jonah. “Uncovering the Big Bang.” Discover. Aug. 2005: 23-56.

Weekly M agazines:
(€ @)
Porter, Jermaine. “ Growing Your Own Delicious Mushrooms.”
® @ ®)

Modern Gardener. 6 March 1999: 34-8.
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Journals

Ajournal is a periodical usually issued four times a year. Journals
cater to readers with very specific interests. While you won’t find
too many journals in bookstores, they are important library
sources. When citing a journal, you must first determine whether
the journal in continuously paged from issue to issue or whether
each issue of the journal begins on page one.

To document a Consecutively Paged Journal:

1) List author of the journal article.

2) Put the article title in quotation marks.

3) Underline the journal title.

4) Include the volume number here. Volume number
can be found on the publication page at the front of
the journal.

5) Put the year the journal was published in
parentheses. For monthly magazines, include
month and year. For weekly magazines, list date,
month, year.

6) Include page numbers where article appears.

() ) ©)
Walters, Randol ph. “Preadolescent Aggression.” Child Psychology.
@ &  ©
4 (2003): 453-512

To document a Journal in Which Each Issue begins at Page
One:

1) List author of the journal article.

2) Put the article title in quotation marks.

3) Underline the journal title.

4) Include the volume and issue number here.

5) Put the year the journal was published in
parentheses. For monthly magazines, include
month and year. For weekly magazines, list date,
month, year.

6) Include page numbers where article appears.
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@

@

Greer, Timothy. “Viewpointson Partial-BirthAbortion.”

(©)

4 ©) (6)

American Ethics. 4.1 (2003): 34-57.

I nternet Sources

The Internet allows you to do extensive research from nearly
anywhere. Web pages, online encyclopedias, online books, online
journals, and research databases are all available online. However,
you must be careful when doing Internet research. Make sure the
information you find on web pages (especially personal web
pages) is accurate and reliable.

Web Pages

To document a web page:

1)

2)

@

List the author of the cited information. If no author
is listed, begin your works cited entry with the title.
Put the title of the web page in quotation marks.
This is the title of the page you cite from, not the
name of the website.

Underline the website name.

Indicate the day the web page was posted. The post
date is usually found somewhere near the bottom
of the page.

List the date you accessed the information.

Put the web address in angle brackets. < > Include
the entire web address.

%) (3) 4

Malcolm, Gerad. “ Smallpox Symptoms.” Web Doctor. 4 March 2004.

(%) (6)

7 Jan. 2005 <http://small poxsymptoms12.webdoc/online/
prognosis>.
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(1) no author (2)
(5)

(©) (C)

“Trillium Root.” Natural Healing Plants Page. 4 April 2000. 23 May 2006

(6)

<http:/ftrilliumroot.plants~a-z>.

M iscellaneous Sour ces

This listincludes works like encyclopedias, audio recordings, films,
television programs, interviews, letters, and emails, works that
don’t fit in any single category. The information required to
document them is similar to the information required to document
other sources.

Encyclopedias

To document an encyclopedia entry:

1)

(@)

List author of the entry. Sometimes only author’s
initials are given, but you can usually find author’s
names on a page near the beginning of the
encyclopedia volume.

Put the entry title in quotation marks.

Underline the encyclopedia title.

Include the edition and year of the encyclopedia.

@ 3 “

Larder, Elaine. “Buddhism.” Worldbook. 12" ed. 1999.

Audio Recordings

To document a CD, MP3, or other audio recording:

1)
2)
3)
4)
5)

@

List the performer or band’s name.
Put the song title in quotation marks.
Underline the album title.

List the recording company.

List the year the recording was issued.

2 ©)] 4 ()

Nirvana. “Lithium.” Nevermind. Geffen. 1990.
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Films

To document a film:
1) Underline the title of the film.
2) List the director of the film, placing the abbreviation
Dir. Before the director’s name. Use first-name-first,
last-name-last format for director’s name.

3) Include the name of the production company.
4) List the year the film was released.
@ @ (©) )

Scarface. Dir. Brian DePama. Universal Studios. 1983.

Television Programs

To document a television program:

1) Put the episode title in quotation marks. Skip this
part if there is no episode title.

2) Underline title of the television show.

3) List narrator (if there is one) and producer. Use first-
name-first, last-name-last format. Use the
abbreviation “Narr.” For narrator and “Prod.” For
producer.

4) Name of channel where the show aired. Use station
or channel name, not the number.

5) Date the show aired.

1 e (€) @ ©)
“Man Hands.” Seinfeld. Prod. Nicholas Reddington. NBC. 24 Jan. 1992.

1 e (©)
“Marriage Customs.” Taboo. Narr. Bret Plankton. Prod. Neil Laskas.
@ ®)
National Geographic Channel. 2 April 2004.
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I nterviews

For interviews you conduct (interviews in which you ask
someone questions and receive answers):

1) List name of the person interviewed. Use last-name-
first, first-name-last format.
2) For face-to-face interview write “Personal interview.”

For interview conducted over the phone write
“Telephone interview.” For interview conducted via
email write “Email interview.”

3) List the date the interview occurred.

(€N} 2 3
Austin, Samford. Personal interview. 20 Dec. 1997.

To document an interview conducted by someone else:

Simply document the source of the interview. If you read the interview
in a magazine, document it as a magazine article. If you read the
interview on a web page, document the web page. The person
conducting the interview is the author. If you watch the interview on
TV, document the TV program. Make it clear that you're quoting
from an interview in your in-text citation.

Emails and Letters

To document an email or letter:

1) List the name of the person who wrote the email or
letter.

2) Put the subject of the email or letter in quotation
marks.

3) List the name of the person who received the email
or letter. For emails, write “Email to (receiver’s
name).” For letters, write “Letter to (receiver’s
name).”

4) List the date the email or letter was received.

136



@ ) ®3)
Holland, Marcus. “New DressCode.” Email to FeliciaDelL oren.

4
3 Oct 2006.

(€ @) €)
Edtill, Fox M. “Reply to Complaint Letter.” Letter to Holland Marcus.

“
5 Oct 2006.
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Exercise 35
Documenting Sources

Using the information provided, create MLA works cited entries.
(2) A book titled Bearswritten by MariaGoldsmith and Harriet Siverstein.

Thebook waspublishedin Cleveland, Ohio by Horizon Publishing Company
in 2005. The book 15250 pageslong.

(2) Atdevisonshow titled Wilderness Crusaders. Theepisodetitleis” Lewis
and Clark.” The show was produced by Harvey Sammonsand aired June, 4
1989 on CBS.

(3)Anarticletitled” Globa ConcernsAbout Globd Warming” which gppeared
involume2,issue 1 of thejournal Government Watchdog. Eachissueof the
journal beginswith page one. Thejournal waspublished in Pocatello, Idaho
in2003. Theauthor of thearticleisRobert Hammonds. Thearticle appeared
on pages 34-52.

(4) A newspaper articletitled “Young ManWinsBig.” Thearticle appeared
intheAugust 12, 2003 edition of The Hartfield Times. Thearticlehad one
photo and appeared on page B2.

(5) Aninterview with Hugh Hefner conducted by Laurel Simpson on June 12
1967. Theinterview appeared inaMarch 1992 issue of Time on pages 39-
47. Theinterview wastitled“ A Conversation with Hugh.”
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(6) An email from Janice Rawlings. The subject of the email was“New
International Laws.” Theemail wasreceived by Cody Fannin on December
23 2003.

(7) Anessay from abook titled Bear Attack. The essay waswritten by Holland
Smithandistitled Grizzly Encounters.” Thebook waspublishedin 1972 by
Bay Pressin San Fransisco. The essay appears on pages 22-32. The book
was edited by Sleepy Jones.

(8) A web pagetitled “ Growing Bigger Tomatoes.” The page appeared on
the Gardener’s Friend website. The page was posted on June 4 2003 and
accessed on July 8 2004. The addressis: http://gardenersfriend.net.12/
tomatoes./post.

(9) A letter from Roland Toggleto RebeccaToggle. Theletter wasreceived
onMay 4 1982.

(10) Book titled Hair by Farlin McNabby. The book was printed in Boise,
Idaho by Marlin and Sonsin 1987.
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