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T o+ . INTRODUCTION. = . - ... .
" » WGrammar, which knows hOW\t‘o., .éonprpl_,_.e\;r‘;gn,,I;ing,s,,!'z_,_ .
»?S\& .. Les Femmes Savantes (1672) » ' ‘ .
N o Act, II -Scene’ 6 R ,,‘ ‘ L
- .o . AU : ' - ‘&.\ .

o Wha* is grammar” Grammar is the ,study of the way a’ language 1s
used. Grammar comes after a system of language has been estab- .
‘lished. In other words, grammar is simply structuxe or a study
oF' the way a language works. A

o

. N . . ey

_ The Ehgllsh language has more native speakers‘than any other
language in the world except Chinese. English is a required
language in nearly every school system ‘in the world. Since
language changes constgnt1y3 it does not die. As James Donald
Adams wrote in the ‘Magic Mystery of Words, "Language is like
quicksilvpr or alchemy, changing baser metals to better, and

5 vice versa." o _ **«‘ : : :
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‘At first glance, some words seem to belong to certain parts of
- speech and to no others. Some of them, however, are interchangeable.'

Jwe undetrstand its use in a sentence. - A student who has a real

\ ‘ . '//_ :1 ’ g
//v' AN ‘- »
/}/ . 4-5' |
- . ’ _ S
o ",///%;= : Y I o RN
. _ A ES o R I T
2 T .- }92/ * PARTS -OF SPEECH A
e, . T - — e . -
Every word/ln the Engllsh language must. perform one of five
functions ‘paming, asserting, modifying, connécting, ex-
claimlng P .
The naming words are called nouns and pronouns; the.asserting
.words, verbs, the modifying words, adjectives -and adverbs; the
connecting words, prepositions.and conlunctions, the: exclaiming
words. interjections.” '
LA
'Ekamine carefully the follow1ng sentence om Shakespeare s
~ Hamlet:
Cy .7._:‘ -t - o - B : oL S e
"Q that this too too solid flesh would melt, "
Thaw, and resolve itself 1nto>a dew!! e .
: - '¢ . '
In :this sentence all eight parts of speech arg 1ilustrated. A
N = Nouns.. flesh dew. ' '
[1id
Pronoun:' itself, A o : v, e
4 e . o ) : : )
Verbs: would, melt, thaw, resolve.
AdjectiVes3‘ this, solid, a, T .
- o . L . v P
. Adverbs: too, too. _ .
Erepositiont' into. . e o - T
' Conjunctions: ;that; and, ¢° ks .}' ' ' ”j.
. ' . ,' . "‘ ' . ~ ‘-’ ) ’
Interjection: O. S

We can never be toa sure of the classification of ‘a word until

knowledge of grammar will &chieve it "by note" rather than L "by .

"ear." He W111 be' able not’ only to use correct English but to

tell why every expression he writes is correct. Understdnding the
"why's' of English is one obJective "Workshop in Effective English"

vaims to ach1eve.-
o o
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‘ A ) CLASSIFICATION OF PARTS OF SPEEGH BY FORM B . ' ;"'
B THE COMPLETE PICTURE c ‘ o .
\ cor - B . o . ) 7 . . . .- ; e )

’ Noun$ (name words) (L.. T _'Af'Verbs (action_wofds - key{Wode) E
e, ;,_ _ o -?‘f".-: o o - "f R e
Pronouns (sybstitutes) ° I L el '

' P -f" form1ngia cOmplete
o thought : -
\ f : - A ’ )
, Adjectivee-.‘ o - N . Adverng - Information words
L . S o R or modifiers,
. y o - T , giving details. -
| - Ly o
Prepositions f’"..f--';' B Conjunctions - Connecting words,
' . ¥ N . ® _'making short
A : o . ot cuts in thought. -
.iv . . - . . . . -. . ' ' l . .
Clause N ».L’ . ’ * A
A clause is a group of related wonds conta1ning a subJect and’a
predicate.

Phrase
A phrase is a group of related words - without a subJect and pred1cate
- used as a noun, adjective, adVerb, or verb.,
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:'A),‘dDear'Mr. Jansen: - A 'R.Y F

,B)%"Dear Mr.‘Doe:' i""ﬂf~\ :

N N . ( . o . // ‘
E o . - P o
, K v LETTERS FOR APPRAISAL -

At

In reply to, your letter of April 8, 19XX, we are- enclosing four
- SF 95 "Claim for ,Damage or Injury" forms for submission of a /7
- claim of alleged damages to your car. :
P : : &
It is requested these forms be executed on both sides. and
reﬁurned to this office in tr1p1icate. The extra copy is
. your records.f . , ‘ bff’ SR )

C e

“the necessary supporting evidence, an investigatory epor R
~will be made and forwarded with the claim ‘to the Sol icitOr for .jdj(, ;/

T et

. Thank you for sendihg us an application for employmentd‘“ ,’ . ﬂvh o
The -types of\positions for: which you are eligible reau] re' fi< R
a ‘personal” interyiew and aptyopriate tests which must be scheduled
“~<—dn advance. 1f you will let us know when you plan to be in ~ e
washiﬁgton,wwe will ‘be pleased to make the necessary aj rangements.-" !

L . k o /‘”, Sincerely yours, .! L _~A
, o < ; .
o o . Yo, , ' ' ]

R . o o4

: . . . . ’
. - v
« o . B e, o
. . A . e i , .
Nl v - ‘. - - . SV . . 4
v 3 ) o . - N N N
h Y . . . . . .

T I ‘Anna Joseph -
' ' Pldcement Officer ffmnml ,

Mr. John Cﬁ’Doe',“ ’ e - o < .
1234 43rd Street -’ : - » - o
Anywhere, Anycity ' 00006“ e . N




| i 1! . f‘
) s s 3 . T
o e’ . N “ i {}: n “d‘
' L " [ “‘ o0 o ] / S - o . ~ * o
. C)' Dear MiSS e . /,—. o . i o »4 - v. ; : ! ' -q :‘. » , _—

3 . A - /"/n\%\ W % A , . N -t ‘l . 9 v . ' ‘
AR ' The President has asked ‘mel'to acknowledge the receipt of your .o ERTE
letter to him conicerning the . pfOJECt- o . N

. . »
N . . . i . . Ve

. 1 As the news. med1a have reported, the Pres1dent'%nd Jis expert .
. adv1Sers have under cons1derat1on many suggestlonsvfor reduc1ng 1-}g-®‘~ =

non—m111tary expendltures. L. L T U

./ ) e

. | apprec1ate the sp1n1t of patriot1sm wh1ch, I ‘am conf1dent,
pr mpted you to write to th President. o s .

P o o . Lo
. IS I oo ) i o

5' S1nbenely,

.

Dear'Theresa:
On th1s your last day‘f1th us, T wish to. expre G- the appreciatlon of o
‘the entire d1v1s1on f r the f1ne JOb you havey one for us. e . 7‘.7_1 o

- f ‘-‘r""““

+

‘Jcarr1ed out you; ‘as 1gned duties.” Above ‘all, 1 want to commend you f'
« for your cooperativkness, your w1111ngness to work and your pro-h -

fessienal approach to any assignment. : oAyt
N ) 8 . ‘ .
Best wishes go wi ypu. for. cont1nued success from all’ of ‘us, and 1, .
‘am confident that you will meet new: challenges with the same.sp1r1t : .
_you ‘have d1splay d here . . . TR LI S
. ) . . e : '.‘v S T
'3 1 . - Sincerely yours,, ' R L
) ) ‘.-. O AT \", g \‘ ’ : e ".':'; - ’

',number of ‘marr age 11censes 1ssued These reports have made 1t v g',a L

.We are now r ce1v1ng monthly reports of marr1ages for the ent1re State S

"from Dr. L. M. Garner; Acting D1rector of HeaL{h, Department of Publlc A
Health ‘and W 1fare at Jefferson City, Missouri, to ‘whom you are- nqw '
-making month y reports: Consequently, it will be unnecessary for you

© to cont1nue ending a monthly report also to this office. I want to -

“exXpress our appreciat10n to youw for- the fine cooperation:you have '
~given. ~The|reports have %een rece1ved regularly and were EV1dently

prepared wi h great care. Thank you very NMch ;vj-ﬁ S

‘ s 3

e
We are enclbsing a copy of the MONTHLY VITAL STATISTICS REPORT Tf .
you would" like to recelve this* regularly, please let us know’and the : .,
publication will be mailed to yoﬁ each month W1thout charge, T
RT3 e wt& ‘ T . o } j _ » . R
. ~ ) ‘
Y K H _. d ey




e IDENTIFYING SUBJECTS AND VERBS -+ .  16f

‘\?\ . S : ' ) ) 4 - ' 7a

@ . : . 3

15a :
16c o b

A . ' e o 1l6g

In this exercise, underline the subject once, and the correct verb
twice. : : , , )

.

2

0.
: .down.;,__-. I T

a1,
12,
13,
14,

'fThe profits from that auction (is, are) enormous.-

Our director, as well as his assistant, (was, were) consulted »
The folder on current available budget plans (are, is) in that £ile. V
Here (comes, come) the two summer employees.- .

One of’the girls (are, is) to be,transferred o | T R

In that office (was, were) the budget analysts..,

4 Here (is, are) the desk and file cabinet we ordered | S _"v"?,'

& e - . A

The last item to be covered (were, was) reéent studies on=marijuana.

Y

The basis for those decisions (were, was) inaccurate_.vo'

..'_-,- R N v

4Lack?of oil not these loose screws, (have, has) caused the break—

M . .- D . R

Where (is, are) your criteriaﬂ '_ ‘,l‘ : ‘fm ((f s R

High office mbrale and detailed career planning, in addition to o
this ideal location, (makes, make) me want- to. stay.

Where (is, are) ‘the officer's list?

Which (is, are)-cheaper--rented cars or buses?

A

e-6. . R ;j . o 'j . : -

e
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A clause contains a subject-and a verb.
. Lo » .

T : . ma
Hé came. "=" A cl&ﬁse T . =
ge;égmg. = DA sent@nce, also. (A'sentente must cuntainv_ T
B _ at least one clduse.) . _ '
So sometimes,a'sentencea;s nothing more than one c1ause; other tines; :
a sentence coritains several clauses,.phrases, and various modifiers. - -
. v o : - i . A
-1 1eft. = A clause ana'a sentence. ' - ‘
NI .TI left hurr1ed1y, because 1 was runn1ng 1ate,'I barely madeuthe“ _
. 'if' 1ast bus, at 1 a.m., and vas sound asleep by 2 a. mj = A sentence,'
’ T e . . : .
" ) "légt;containing three clauses and tWO phrases. 1: o
.f - In'the fulluwiné sentences, bireleveaeh clause; and number it.,; ., :
, -
: ) . 'E_remained cal untii:it moved. ),
;°«1f ;1They typed at a fur1ous rate a11 week stilivthe work'piied“up !
'2: VYSoc1a1 Secur1ty benef1ts “have been 1ncreased generaliy several t1mes>
over the years.because wages and pr1ces have gone up. N
3. 1 eat very little, but 1 ga1n ou1ck1y o 4
o 4. We have the best boss in theyworld : LT ',
‘ 51‘ .
5.:' Calling on FTS or- Autovdn*is iften cheaper than writ1ng aoletter.,
. - ' :

Y -The average Government 1etter cqst% anywhere\from $2. 50 to $4 10

" . . . : . . X .
. N PO <> B .

e e e
I O SRR BRS

PAruiitex: provided by ERiC : . . - . \




¢+ . ' XOUNS

.+ ANALYZING ERRORS: NOUNS AND PRONOUNS

o cérrect )the errors whicli you see in’thene_lentencee:"

i Iknowit mehina.t thedom.'

2. Jones's Job 1s in the om.ce of the cunptroller genenls' co-
) \3 \ She 1- one of those: people who yqu re-pectr eu:l.ly
: s/
o, '.l'he memora.ndmu ata.ted thlt embergos would .be employed. T \A L

5_. Are they as capeble as us tw do the work’ properly?
6. - 'I'he employeee' unim has received itl flu 1nnocul=nt,ion8 e |
. 7. The z_mrgecn gene_ra.ls of both states.will discuss the case.
<8 '.l:hetwo competitors, Inugh}:ln and him, submitted bias. .
9. The bogrda of gove;'noi's ordered go],dﬁll}ee fyorv its pom}.v
10, Do 5ou think 1t 18 them who, -.ré‘réaponaible‘?' o
| 1. 'I'he ettocmies lecured right-or-wl.ya rur their c].ients. :
3;2_. ‘M Eldred vill be more helpt‘ul than him

13. World economics have vittl :I.mporrt;ence today.

&

ll}} Have you  heard from the directqr or /they? o .

15. We don't know who you're talking sbout.




e

' together, it takes_a 51ngu1ar verb : _ 2

NOUNS IR :

"And out of the ground the Lord God formed every beast of the field,
and” every fowl of the air; and brought them unto Adam to see what he,
would call them:" and whatsocever Adam called every living creature,

- that was the name thereof And Adam gave names to all cattle, and to
_the fowl of the air,Aand to every beast of the field.... .

»

Primitive man named many more things than Adam was asked to. He named
trees and stones and fruits and birds. He gave names to, peoplé about
him; those who-fed their young mwere father and mother; those who were

.fed were son and daughter. - named, too, feelings within him; that

which made him tremble and run was fear; that which made him fight thie .

fear and stirred him to action was courgg ’ .

- All these'names of people and -hings that exist in-‘space or withia the -
"~ experience and mind of man are called NOUNS, a.word that means names.‘v
_ A noun, then, is the name of’a person, place, ething, or idea.' -

. " tree S Rodsevelt N s
. '~ - stone - _Paris = "~ : S
. ) ) ~ farmer : scarf
‘. o .\ .hammer - courage = - . . .
- & 3 vengeance - " " fear . . ,

@

KINDS OF NOUNS. For practical purposes, nouns are48ikhen common or .

o .

. proper.. v s . T . _ e

-1, A common_ncun'indicatesfone of a clas 8S,.88

~
- - . -

‘ - city l'state .~ general apostle_: book - ‘ man’

- b

2. A g;oper noun is the special name given to individualize or

T " make distinctive a person or- place, thing or 1dea. Proptr nouns are
) "< always capitalized » o -
Paul Virginia Darwiniem Richard.Nixoﬁ '-‘Denver

'SPECIAL CLASSES OF NOUNS. " When a common or proper noun signlfie

group, it is.called a collective noun.

\’_ ’ ' R N

\

me - Cohgress jury ) committee militia

.
’

A coilectiVe:nouP may be either 51ngu1ar of'plural If he noun is
thought of as a 'single’ unit with all the bndividuals of the group acting

Py

The cladss has voted its approv&l }; .o

¢ a -

B The committee has-approved the recom?endatiOHS-q o o
. /." * » - ’ °
3 . ’ - i ~ ’
:" ) . ! g ) -
4 2 g ‘ "



|

L

\

verb.

e

/ _ .
The jury were. disagreeipg on the" verdict.

L . The team were talking over some new plays. ‘ .

The Board of Directors hold different views.

o9

When a common or proper noun is made up of ‘two or m@re words, ft is !

. called -a compound noun. A compound /noun may be written aspa single word

A-NOUN, OR A NOUN EQUIVALENT, HAS FOUR PROPERTIES:

two or more separate words, or as’ tWo or more hyphenated words. :

/ . on

grandfather~“ courthouse B baseballv ,post office = .

) .ﬁew/Zealandb _'son-in-lewi : selfbrestraint., " . :
When a common of proper noun(refers to anything that is experienced b F
through.the ph s1calosenses, it may be called a concrete noun. .~ . "

, - - cloud ) brick lamp animai - girl_ boy off1ce .
When a common or proper noun indicates a concept or intangible quality, /
it is called. an abStrac noun, - o o o

'l¢;1 wisdom C folly © homesty  courage o

i

. . *~ 1. Gendér . . o 3. Person r‘ ] ‘ ) ,

i» 2, Number : 4. Case

: LY N t. .

| 1.~ GENDER, " Gender is sex distinction. There are four genders: .masculipe,

feminine5 common, and neuter. , N “~.' , o

1; A noun is masculine in gender when thelmale sex is indicated.;

» N s . 4 -

" man . boy »king prince S I . -
S - LR . . I _
2. A noun is feminine in gender when the femdle sex is indicated. - .
R , : L 2
woman girl queen - princess :

- :
A . . r-

© . , w X 7

el By_amsuffix:. R #“7‘\

[

4 - ' ~ MASCULINE . ' FEMININE SRR L
‘ >\ priest. .+ priestess . . e
.- .. host . " hostess’ SR '
”f ‘count . ° ., countess - '®
AP "hero -~ * .. heroine o - L
.~ " aetor s actress (A change of spelling
: R e , . © - sometimes actompanies ’.
L ‘ L s AR * the addition of a suffix )
T, . St . o PR A
T ‘ . "-"“ ) » > W ;
- ! oA ) P ’ '
o ' 10.. :f?f .

A feminine noun’ is distinguished from 1ts correspondingqmasculine noun: ,;“




B 4

" FEMININE
: maidservant
he-goat - she-goat
/ bull elephant gow elephant
' buck shad ‘roe shad

’

‘i Bj a change of word:

MASCULINE : FEMININE -

nephew niece

drake © . duck .

‘wizard . witch

lord - " lady -
A noun is " commen in gender when the person or animal indicated
may be considered either male or_female, or when the noun 1nc1udes
find1v1duals of both’ sexes. - : .

hd N .

‘child rabbit‘ audience ~ . crowd ‘.
..~ A noun is ‘neuter in gender when it names an objecg\without sex.,
book 'lawn : expectatlon ‘aIlegory'

. 2/, NUMBER, There are two numbers. singular and plural Generally, the
plural is- formed by addlng s or es to’ the singular, butythere are many
exceptions to thlS rule.' - S o
“virtues Focks™ banJos '7 rodfs ' committeeéu,

. Form the plural of nouns ending in ch, iﬂrs, sh X, and z
~adding es. . '

Form the plural of common nouns end1ng in y preceded by a
vowel by’ adding only,s. : C e : , >
- attorn_yc : dayS»v' turk_y ‘,'-'all_ys‘». jock_ysﬂ

-

Form the plural of all Eroger npuns ending in x by adding*_

the Marys the F1ndlays\ two Germanys .'y
'4;; Form the plural of common ,nouns endlng in y preceded by a’
__) consonant By changlng the y to.i and adding es.: =

batteries '_n c1t1es ° galaX1es\ ' phllosophies

.y .(The plural of whiskey 1s,rather 1nteresting,_being spe11ed
-~ whiskeys when referring to spirits made in ‘the U. S but
} spelled whiskies when 1mported Yoo . R

3
X

K]
4




Lo . . . R . 5
» . . - - . K ) < _ . , b d
) [

.5; From the plural"of most nouns endlng in o preceded by, a vowel
" by addlng S. . : ;
a {

cameos 'rodeos ;atoos 2008,

-
f -
~ oot

6, Form the plural of mést common ‘nouns endlng in o preceded by
.- a consonant:by, addzng es. .

S

-

ll:

'E

Aruitoxt provided by Eic:

f“Coacs

RIC - 4

echoes heroes '; Ave“t:oesQ 'innnendoes potatoes
) - embargoes | : , ’
. " (But nouns end1ng in o which refer to music add only s.)
. . ) 14 .
L altos bassos pxanos , solos ' trios ' crescendos

Words wHich’take only s ;nclude those’ infrequently used of
romance lanvuaue derivation, or of great length L

credos

Some . words nf]
plural form..

cr1s1s/cr1ses, thes}s/theses/ datum/data, alumnus/alum
alumna/alumnae; memorandum/memorandums or memoranda;

appendix/appendixes or appendices;
gymnasiums; phenomenon/pneuomena,ncr1terion/criter1a,,

beay/beaux

- dynamos

* provisos .f\\\\ ©

Eorelgn\derlvatlon may retain thelr orlglnal

v -

. L
.~ juntos =

° .

Ty

’ T
4
v’

Proper nouns end1ng in o add s only

Eskimos

~.

Some words endlng in o preceded by a consonant may be

0§ Or oes.-

spelling.

?
commandos,  oes

v
A e

e ‘." Y g
tobaccos,_oes

£

Flliplnqé

”’zeros,

»

RomeOs

Follow the GPO °fx e Manual for. the ‘preferred

“
politicos,. oes .’

oes. -

»

'magnetos

X

e
EXCEPT{

salvos, oes

photos

« o - g
>

v

A L]
.
<.
13,

gymnaftﬁm7g§mna51a or . ’

*

\ Fo %

\ .- . ~ B
,‘Negroes o

¢

spelled

1

.

Form the plural of compound nouns by maklng the slgnlflcant

word plural

attorneys at law
brothers-in-law ¢

. NOTE:

of -arms

‘masters at arms

commanders in chief -

“éomptrollers general

Sometimes both vords "are pluralized,

R Y

-

S 12,
m

S ¢ R
¢ menservants

S

governors general

surgeons general

~

¥
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i . , Ao :
~ 12, Form the plural of compound nouns ending in ful by adding s .
only to. the end of the word. o

bucketfuls - cupfuls b. mouthfuls "teaspoonfuls ’
& N 3 / L] T -
. , - . '
.. o= 13, Many nouns ending in £, fe, or ff, form|their plurals‘with an
's but may change to ves, especially if monosyllabic.
' : beliefs,'halves,_leaves, motifs, reefs, |rooefs, shelves, v
. pi&intiffs,'thieves, knives, wharvesu ‘ oy ‘ *
14, Sometimes the internal structure of a noun is changed to form -
the plural S <
. ) - R ) ' - - RS
»goose/geese louse/lice man/men . mongoose/mongooses
; .
15, Some nouns -have plural forms identical Wlth the singular,'

: especially those fishes and birds generally hunted and used
ffr food and certain peoples and tribes., '
_'bison, deer, fowl, grouse, moose, sheep, swine, trout Bantu,

K Japanese Siamese, Portugese, Ir0quis

VA . 16. The plural of some nouns ihdicates different species in com-’
' * - 'binatibn, most. commonly for fish and its compounds. _ ’

3 trout plus 3 trout equals é‘trout or 6 fish -
3 trout plus 3 bads’ equals 6 \fishes.

17. A few words retain the Old English in the plural -
y -

- Lo

. ’ . ?oxen , children - brethren )

a ) ! . . .
- . .8

- 18, Some nouns “may be used only in the singular,\particularly !
Lnames.of materials, qualities, and substances.' L ‘
/ _ . . . :

..
©

~

copper, luggage, mirth rice, timber heather\ wickedness

B : »
. .

‘19. Some nouns are used in the plural 2

.annals, ashes, billiards, clothes, dregs, eaves, entrails,

- goods, leaVings, leedy linKs, nuptials, oats, obsequies, papts,
“pliers, pincers, proceeds, remains, riches, -scissors, shears,
 snippers, spectacles; suds, thanks, thongs, tongs, trousers,
‘tweezers, Victuals Vitals, wages R

~ . 20, Some nouns are plural in ‘form but singular in meaning. " There- -

. foge, they always take a Singular verb. . . .. v T -,W‘\ .

L acoustics, aeronautiqs, alms, analytics, athletics, belloWs,

- c’civics, comics, 'dynamics, economics, esthetics, ethics, hydrﬂaiics,
'hydromechanics,.linguistics magnetics, athematics, means,
{-measles, metaphxsics molasses, mumps, news, optics;} phonetics,-

phonics,’ physics, pneumatics, poetics, politics rickets,
spherics, statistics, tactics, United States, whereabouts

13

-

4

9

. \ %
0 ) ' ) ‘ L

1S3



21, ‘Form the. plurals of letters, figures, symbols, and words beingv PR
| discussed by !'s or just s if this is your division s usage.’ ‘
Dot your i's and cross your t's. . |

There are three 9‘s in my ;elephone number.

T

R . or . . o .
$ e ,There are three nines in my telephone number. = - S .
* . ' & . s : . - : ’
1930's - andls or. ands o -ﬁv IR S _-‘ RS S

C 22, \Form the plural of a noun hyphenated with an adverb or- preposiﬁion
' ' on the noun.\ s

" . LT .

.passers-by I fillers-in ‘goings-on makers-up

'23. Form the plurai of nouns made from words which are not nouns | o

on_the last word., . : -
2 . .
slso-rans ."'go-betweens ~higher-ups - tie-ins

3. PERSON. ,In English grammar there are “three persons._ first, second, - U
and third. - ) . S o : : F

¢ . ' . b

IS noun including the speaker is in’ the £irst person.// ;

»

: "We Americans have many problems. ta solve. s R )
: He spoke well but I, the listener, was "bored. : . ig*
b T

R Y

2, ‘A noun naming the person or object addressed is in the second .

v f - persom. - B - ?_‘ L
. . . ‘e Co - ‘.' o . . . oo N
N Come, my Chlld and tell me all about 1t.r»\ . T

7 . 3. ‘:A noun naming the person or thing spoken of is inithefthird . ;
- o _persom. . . R '

NTHe girl was speaking quietly, but there 'was a little g
" of excitement in her face. - _
Trazlor was an illiterate backwoodsman. !

°

4. T&sE English nouns and pronouns ‘have ghree cases -- n0minat1ve,‘ -
L possespive, and objective. -

~ Taa >




) . PRACTICE: USING PLURALS OF NOUNS - -
: S . sl b )
’ - s, oo . ~ o ’
Correct each incorrett plural form,' . L
.1, The recipe requires three spoonsful of curry. e T ‘57'\
Gt N . b" ':‘ *A'; . " a)//:f ’ -
%, 2., The consul genérals are meeting in the lounge., ' -
3. Qur father-in-laws lost their suitcases, =~ . . . - ot
: . . . R . S . o ‘ ~
b4, The»manuséfibt\cbntains,toq many howevers', = A o .
. 5. Halfs of the’'calfs were stored on'shelfs. = .» = = o
6. The provisoes in the-treaty were strict. e
- 7;winth memoréndums indiCated'fhe ana1yses were'correct,
8., The thiefs stole six loafs of bréad-and,tw0~kﬁifes}’ S
. < - 9, Woman writers are forming an association. -
| 10. The list of former postmaster generals is in the dppendixes. -
| RS N R . e T T ‘
i_ - ‘ . ) : L . . -’; PR ‘;._ ER
| . Voo R , . LT " ;
, | . N 7 - . ! - v i
. Write the plural form of eacti"noun.” a : .o ‘
. .. bay - : e ‘radio . -~ o ‘ 4
. - . ~, T R T ,' : ) ”
cliff - © ' . runner-up T (
. . s ‘\‘: ] T e J - ", n .‘m . . -
a o ‘ : : salary- -. i I
lieutenant colonel. i. - shééﬁs' L - i
~ potato L valley . ___ .° o )

. oy

el T,

; . . Y 2 . s
e L - & : . e
. N N . . R g S
. . i . .




. /- POSSESSIVE FORM OF News . . -
" “What s wﬁgng With'fo]]owing'sentenceé? Rewfite;wherevneCéESQPY-i-1] 

e

1. The léwyébfs secretary's desk is here..

"A room's decor s important. . L

©apo.

|

3. Fran's brother's'sisfékéﬁnklaw,ﬁiiT be coming too."

” ‘«L'v’ . . : e . _
. o~ P . ‘-> - . . . . . . . »

4. Bob and Joe's fathers workat’AID. - . - S
'5; ,Junefs.tota1s'aré highéthhéh<Mé§3“§;;.
. . . B N
. 6. MWas that MrsI‘Fritzenheim's,dog‘dr:hekCB?Other?f P S
ST ' TR T
7. The room on the 1éft is Fred's and Jim's.~ .

¥ Tl

- 8. Her brother-in-laws' son is ah'eng¥hé§r,

- . . ) - AN

9. It was.fiyé day”SiqukJT‘ R ; | L o

f 10(_ These books are thei#s',,

l -

11. " Many companys' payrolls were not met. T

P




153

.

‘3

2. My apartment's carpeting_musf be replaced.

L

P

- ) .

3. Tﬁgiirgport is Mr. Jones.

4t
_&

14, Mrs. Greens' grade

1

K]

-

-

raise came through.

17.

v

b\”; ’



ST o IO tad-h
“i E . o~ : 'Possession‘of;comppﬁnd Words ' 1
,»cbange.the following Hof! pgsséssiﬁES into ”apgstropﬂe" fbfh. : -
Examplq the car of G(?orge -‘f George 5. car - N ‘ | ’\ | .
Note that the Mof" phrase is sometimes preferable. o o
‘ 5" ~ R S . ey . '
| 1;‘_the'signatﬁre of a nOtary'pnblic -— ;.r ' f
: au?"'éhé Signatures'of-tno notaries pnblic . _ii ” .
. .//' 3. the'orfice.of thebsuxgeon genefai _;:r‘,;.. . J:.-n R ;:
F\\\;;;;/A. zhe happiness of two mothers in- law ;~ S iif: . . - ,
T .54 an opinion of John King the Singer o ;Hg.. . Ldif,h:{\ ; | ”
| '~;'A BT 3 R

LR

/} 10. .8 car belonging to Jan and Jack --

Yy

6. the car of my"lawyer Mr. Bates -51" SR S\Jﬁy_;

. 'f. the kids of my friends the Smiths --:g,ff fiszf'f

‘,. ~

,” the desk of my secretany, Marge Clark‘—4>>

9. -a cat of Mr. Green, the judge__- :, ,”f’,;f

. S M

S

11, .'a home belonging to Pat Sue, and Fran ;-1__(71j'3;,_‘ v
lZlﬁ a shop belonging to Sam, Fred and me.--g.‘.‘ ~ﬁ$i :
13. " stock belonging to my aunt and him a- t TR .éi ~
14. . the wings of a one-spot stink bug --“}'5,n. -'t i; o -
"15; the wings of a three cornered alfalfa hopper and a,plum gouger -- -
;‘16. “the steno skills of Jan and Sue -s [ . .
17; the cars of sam and Fred - '
ld. ﬁthe wives of Joe, Ken and Jim -- P \ -
.19, either,the hat pfvTim or Ja:k -—j? v * . n .
20.’ neithen‘the'job,of Mr,;Rowe nor ﬁr;.ﬁright _:‘* i
“‘ ' : .1,_:, ,4_ | . s
p X .0 18.
‘e e v
e 25 .

o
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Aruitoxt provided by Eic:

¢ q.

A

the puppy of George Grande, Jr..-- ] L R e

i ! ol o / ,
- :u; ~ . " o y
: . 14F ¢
R . - X . _.14(;‘
“ ) EE R
. R Fal : . i ' '. » AR
the education of an M.D. -- . i ; - :.. .
the edu€ation of the MiD.s:'-- .~ ¥ '
. - . . T “ [} e .
i:heastore of' the Bréwh Broé. —— " o o )
’ ~ A . '. - ) ..
.merchandise of the two PxS - : : . v
L0 .
\nerchandise of the ABS Cq. == v 2 ‘ " .
A 7?

. ‘
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B o | POSSESSIVES = S

fInsert the apostrophes needed in the'folloWing sentences." - r
'“lh A childfens«home'was buflt_in Dover. A o ’L.’ . :“' .
é2; - They are adyertiSing girls'bicycles today. o o ;'1.
% i;: 3. éeveral series have been\played this summer.}r' o Z}d
i.‘ 4, There were three 38s in the list checked by the tellers. £
5. The'Childrens Bureau is nearby. o N S h o d //(
6: %Wilkes & Ross isibuilding a'students~dormitcry. i ) Jh~ o
‘ i' 7. ThlS gentleman sells‘doctors and nurses supplies. o
- 8. These repective teachers salaries‘are too 10;1"{ gée
9. ‘ Seven members dues’are delinquent : .A
‘o - 10. The Carpenters Union and the Fwtizens Protective League are:meeting
T o in JOlnt sesslon. . o » ~.“ . ‘53?
11. He has OWed the roofing billvfor three months. | . co N

12. 'A few days delay. would causeqserious difficulties.

13, Automat1c oil heating is used in severalfof your neighbors homes. o

‘14, The secretarys report was read at the stockholders meeting.
15. Jessies” and Gladys mothers are ChlldhOOd chums. . - e

16.' Mz, Charles Will ‘was read after several relatives requests.‘

) 17. WP are'having a month-end sale of boys, girls, womens, and mens shoes.

.18, | Mr. Hughes dogs annoy the neighbors.

-

19, A creditors meeting will be advertised in three ‘'weeks. -

20. - It is only ten minutes walk to Kanns.

w

T 21, St Johns Churcb 1s near the White House.'vvf

-~

22, © All employees names are listed 1n the timekeepers office. ‘: .

23. ..Many competitors bids‘are'lower,thanfhis.u

v

. 24, It is everybodys duty to. vote.v'
25. . She attended Prince Georges Commun'
_ o .. 20. . , - ? L

7

1ty CQllege'in Prinhe Georges County.
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PRACTICE: ' POSSESSIVES, PLURALS, AND POSSESSIVE PLURAL FORMS

n

.Supply the correct possessive, plural or possessive plural
form, [ _ S

r '
- .
N

1, The marine bravery was teSted by the enemy gunfire
-l

2. The President position was contrary to the Attorney

General o :

3. The ambassador wife gave a ladies__ tea for Children;_
" Hospital oL ' ' .

A e
4, The citizens" coUncil will meet today.' :
_5;, Many_laoorer wages are’ helow average.’iwi | e

6. The -two ship__ carga-_ are fruit of several kinds. -
‘7,:tThe crescendo of three'piano : were‘deafening.

" 8. ‘Men__ neckties are frequently women presents._,"?

L9, The officlal examined the travelers R passports at the'
© custoims___ gate oo

T .; '

10, The two‘company presented to tne zoo ~ pairs of ox
_mongoose__, fox__ , monkey bison ) and buffalo» .

. "
- .
o : .
o ) e

. =



®
|

SUPPLEMENTAL POSSESSIVE'EXERCISE )
‘ v '
§ S \
In each of the following séhtences underline the word or words shown in the
possessive form. If theré is an error in the form or usage, write the
correct form in the blank at the right, If a sentence is correct as it stands,
write a “"C" in the blank.. : : .
- : . "

1. .The black cat's fur is silky and glossy.

2. His father's-in-law library was at his disposal.

3. The criminal'never'did’an honest day's work._ -

- 4, 1 1eft the womans' luggage at the office.

.5, The men were unhappy because of their wive's 1ate arrival.

’ {6¢ vMy shoes are at Bill's, the bootblack.

- \k 7. Dallas' Neiman-Marcus store is nationally known.

8. Your first duty is to arouse your assistant's interest in their work,

o

&

9. A persons' attitudes are not’likely to change overnight.

10, Did you buy your hi-fi at Wilson's and Sanborn's?

11, . Mr. Doss' yard is- the beauty spot of the neighborhood._ 3

12, .For conscience' sake, everyone must face this issue.

13, Donaldson's and Borden's houses were both sold last week.

';14; His suggestion was to keep a record of all members' names.

15. I do not have the probler's solution.

16. The han'sbbeing a judge should not excuse him. N\

'17. - They carry a.complete stock of children's clothing.

'18. Dr, Carne's‘arrival'at Minneapolis was unexpected;‘“

19. The club's ¢hoice for president will be made soon. - i

: A . 1 shall appreciate information about B. F. Brant's, Jr. dredit rating.

— v . , , ,
. _ . B L
. o - , .
L] . 22, , o e
v : I
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The GPO Style Manual

-Capita11ie‘when necessary.

plaster of paris .

roman type | |
anglicize

the great lakes

‘the apache reservat1on :
the english channe1

the reclamation proaect |
new york watershedu_
the netherlands .3
','spriné : '
fa'étate captfol‘

the atlantic magazine |

middle east‘of‘the state o

federal, tate, and local
governments ’ .

>out-of-state :
- state legislature |

swiss watch -

. attorney general ocha]ifornia

swiss c¢heese

CAPITALIZATION - Chapter 3

macadam
the north po]e

southern france

-south of.fnance'-

* plexiglas

.vbrussels sprouts

lower california .
_southern california
the reneissance

gospel

© “tropics
o .
~ eastern standard time

. K H
_'a department of the

government

- a repuincan form of

government ,
bl

" the north at'lant1c states

lvanguard pnoJect - “} .

svtatesArighgs'~

.

state of the union message.
’ (\ o i o

state and church




1. GENERAL B T

-

" b. Common nouns used as proper nounll B

.

.- o C_FROMTHE.v

“¢ g U.S. GOVERNMENT CQRRESPONDENCE s

A R MANUAL |

« . R ' ‘ﬁp . ' . o ' ) “: . - i '.
s . CHAPTER1 - .2,

S R T e | y
R .'_-CAEITALIZATION" e

v,

4
Problems’ of capita jzation which most oftcn arise in ‘Government corrcspondcnces-are covcrcd in, thxs
chaptcr. Commtmly principles are briefly stated, and then supported by -examples. When to capitalize

_ is shown at the Jeft of the page; when not to capitalize is shown at the right. For words or terms not included

here, correct practice can be determined’ by relating them to the principles that are gwcn. Also see the
Government Printing Office: Style Manual for other points on capitalization:

. ° Two main rulqs govern use of capitals: (1) Proper nouns, titles, and first, words are capitalized, ‘and

(03] common noans are not capitalized unless they have gamcd the status of proper .nouns. Conswtcncy
in capitalizing is important. Once a practice has been adopted, for example, capxtahzmg a word for S
cmphasm, that practice should be carcfully followed uuoughout the pxecc of wrmng e

z Pnrwm NOUNS - - "

a. Namel of persom, places, and thmgl. (See a,lso paragraphs c—g, followmg) P r i

Capztalzze ‘names of pérsons, places, and thmgs, ‘and - Do not oapztalzze names w/nch have become common, or
tlmr. dmuatwes whzch refain proper noun meanmgs _ gezr derivatives which have general meamngs, :

macadamized

J ohn Macadam, Macadam famnly . :
Paris, Paristan . : ' - _ - plaster of-paris oo ‘

* Ttaly, Italian o ‘ ’ » L italics, italicize ' - . -
Romef Roman L ’ roman (type) - N ‘ -
Capltol in Walhmgton, D. c - ’ 0 a State c,'apntol o ' ‘ﬁ-

.

* Capitalize common ‘nouns ‘used as parts of proper names Do not capitalize when used as a substitute for aname,

v . and of tztles : or to derivte time, sequence, or reference. o S

, Mauachusctta Avcnuc : : ) .7 ~the longest avenuc . U
Faceral Express - ot the express to Boston ’
Cape of Good Hopc : . ‘ S s  the southernmost cape :

- : Union Station ' L N the railway station in Washington -
..  Budgetand Accountmg Procedures Act ‘ W . act of 1951 ) :

.. Appendix C * , e . - apart of appendix C : ‘ -
.Column 2 ‘ -, o in column 2, page 3 . R M
Exhibit D7 - ’ o .- areprint of exhibit D7 ' I
The Vcrsal-llcs Treaty . ' - o the treaty of 1919 : o

v\)

ERIC

Aruitoxt provided by Eic:

Lapitalize common nouns ,when used alone as a well-known % Do not oapztalzze wlzen used ina general sénse }
short form of a proper name. - : : S C

> Biitish Commbrlwicalth‘:»‘thc Commonwealth " a commonwealth of nations + . - g
- Cherokee Nation: the Natioh LR : a nation ofavarlike people  ©*-
«  Union of South Africa: the Union ’ . a union btween families - -
¢ "United States: the States v : : . state’s evidence® o
. . . B B ' 1
A © . 24' v N
. R ™
. a4 -




.

E

\ .‘, c., . .
Bl
Capztalza plural -forms of common nouns when used as .
part of a proper name. .

* Seventh and I Streets
Lakes Eric and Ontario

. - State and Treasury Departments ; v_" °

c. Namel of orgamzed bodtel. _—

(1) Iedetal Government units, .

Capitalize titles of the Federal Government and its units,

and their shortened forms. Capztalzze other substjtutes
only to show distinction.

The US. Govemment
" National Government, the Government

U.S. Congress: 86thCongrcu R -

_ the Senate, the House

" Commyittee of the Whole: the Comxmttee

z

- (2 Internatxonal orginizationl._ -

. United Natlons the Security Council, the AsscmBly, the '

Department of Agriculture: the Department

Division of Grants: the Division

Burcau of the Census: the Census Burcau, the Bureau

*"Geslogical Survey: the Survey

Interstate Commerce Commission: the Commmxon

American Embassy: the Embassy = -

- Department’ of Defense: Military: Eatabhshment, Armed
Forces

US. Army: the Army, Regular Army, the Infantry, 8ist
Regiment, Army Band

"~ U.S. Navy: the N avy, Navy (Naval) Eltabl:shment

Manne Corps

Capitalize names of international organizations.

. Secretariat, the International Court of Justice * . -
i :

‘wWorld Health Organization

(3) Names of other orgamzed bodxel. (For names of cheral Govemmcnt/ um}s ar'gldrintcrnational or- .

ganizations, see paragraphs (1) a-nd (2), preceding.)

Capitalize. names of oiher orgamzed bodies wlzen used as

titles.

' erglma Assembly, West Vi ginia\Ho‘ule of Delegates

. Dutchland Railroad Company the Dutchland Rallroad ‘

\

A -

California Statc nghway Commxmon nghway Com-
mission of California

d. Names of members of organized bodiei.‘

Ca}'talzze names '$f members of organized bodzes to
distinguish them from the same words merel} in'a de-
:mptwe sense.

.2 Representative (Member of Congreu)

a Republican .(member of a political party)
‘a Catho\cimember of the Cathohc Cliurch)

Q

3 -

the Federal Government,t‘ thc

" Do not tapiialz'zg when used in a generai sense. _

-

Do not céﬁfib(ke when'used in general sense. ™ 7

. %o

two old strects .
these inland lakes
+ - executive departments . .

'3

] ' LTS
Do not capitalize when used in a general sensey or when
referring to other than a Federal Government upit.
L3 . 'y . )

democratic government, a federal union, ‘two national
N governmentl, city government
a congress of citizens

a genate or house unit inTowa '
committees of the Senate, a PTA committee
any department of the government

a division of the organization

.

-formation of a burcau, the census bureau in Lautel

a sugvey of minerals o,
a comrmnission on trade rights, mterltatc cbmmlsuom '
a foreign embassy : also the consulate, the consulate general

a defense estabhshment, armed forces exploring the area,

also armied services

- an arimy, Grant’s army, mfantrymen, the regxment, the'

March King’s band , _
naval shipyard, naval statiQn . st
corps of ﬁghtmg men | : o

"Do not capitalize when used in a general sense.

united nations-in the Middle East, a council of citizens, a
town assembly, a secretanat for the du-ector, a citizens’

", court - ..

funds for a health orgamzatxon ‘

E)

1
- L4 . ‘ .

/
thc assembly, the State senate, “the house of delegates in
West Virginia ‘.

" the "highway commxsslon, the commission for highway

construction
the rallroad. edmp: y,‘“the rallroad in fennsylvania

a representatwe of a group
a republi@an form of government
catholic (universal) interests

N



proper adjectwes v . . ST e \_ .
Umtcd States: the Republic; the Nation; the Union? a rcpubhc, two nations, "national income, uni n of States
: @ | - (US.) .

New York State: the Empire State church and state . e ¢

Dominion of Canada: the Domqun o a dominion of the Western Hemisphere .

"Province of Quehec: the Province, ) - farnting provinces of Canada, . o

U.S.S.R. (Union of Soviet Socialist chubhcs) Comin- a secialist form of government, experiment in commumsm .

form {Communist Information - Bureau), T mumst ) g
International . . . _ R . .
- 'L , . . 'Q .
f. Namel of regnonl, localmel, anl'l gcograpluc featurel. ) e .
R ’ .
/\ Ca[nt 1ze names of regions, locahtxes, and geographxc Do not capztalxze terms used to denoté mm dzremon or ;

 features s when used as proper names. posmon © N e

the North Atlantic States - . orth south _cast, west, northerly, northcm, northward

tlie West, the Midwest _ . ; “road to the west, a midwest du-ccuon k

Equatorial Africa - T N " equatorial countries

the Middle East (Asia) ' ) . ° middle east of the State s <

the Promised Land e i " aland of promise . .

the Continent T, v continental Loundaries

) . . . . . N

N g Namel of calendar dwmons, hohdayl, hutorxc events, and permdl of time.

c. Official designations of countries, domains, and their divisions. ~ |

A . v .

Capitalize names of countries and their dwzszons when . Do not gapitalize when used ina gmeral ser
“used as proper names, as parts of froper names, or as ..

4

<

" Capitalize .names of montlxs of Iize year and days of the Do not capztahze names of the seasons or the words ycal‘

e

Aruitoxt provided by Eic:

week. . . ... and century when used with numbers.
: january, February, March : ' ~ spring, lummcr, autumn, winter ' 4
Monday, Tuesday, Wednesday . the ycar 1960, the 20th century ’
Capitalize names of events and of holidays. o oo Do not capztahze when used ina general sense. s '
¢+ ~  Battle of Lexington . S ‘the battlc fought at chmgton e ‘
'War of 1812, World War 11 - ' 7 the war yéars, tWo major wars _

. ' Feast of the Passover’ \ / © . arreligious feast
Fourth of July: the Fourth on July the fourth, a natlonal hohday

e g

3, TITLES USED WITH NAMES OR TITLES STANDING FOR PERSONS R

a. Titles precedmg names. ' L
Capitalize titles preceding proper names. . Do not ‘cap'italiz.e when used in a general sense.
President Roosevelt ., | v . apresident of a club .
King George N o ' - a'king of spades : -
: .. Chairman McDowell : ) ] . a chairman of the committee
. * Ambassador Page v o A -ambassador at large . o
. 26 . - ’ =
4 5o ~ 1 .
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- ° -
e ) »
Part 1 :
b. . Titlej following names, or titles used aloné. - ‘ » .
Capita.':.:a titles followirg proper names, or used alone as < Dg ot ca[ntahze when used in a general smse, or whm
substitutes {ar names, a;lzen they indicate [Jreemmence not mdu:atmg preeminence.

»  .John Adams, President of the United States; the President, Burns Mason, president of the Potomac leway ‘president-
the Presi cnt-clcct, the Executive, the Commander .in elect of the union, the ‘exccutive’s suite, a_young com-
Chicf, Ex-President Adams, a former President - mander in chief, ex-president of Cullen Institute, a former

“Thomas Howells, Vice Prcsndpnt of the United States; the 4 president of the uhiversity :
Vice President “ Caleb Johnson, vice: president of the Exchangc the vice
B. A. Rowland, Secretary of St te; the Sccrctary, the Actmg ) prcsldcnt o$SDA .
Sccrctaxy, the Under Sccretpry, the Assistant Sccrctary, . secretaries of the military departments (part of the clerical
, tiwe Director, the Chlcf. or th Assnstant Chief ) staff), but Secretaries of the military departments (heads
' 2 of Army, Navy, Air Force); the director, -or chiief, or
« Capitalize tilles in the second fierson. , : . assistant chicf of the laboratory = © .
. ) B : . v
Your Excellency’ ' o o » ‘ .
Mr. Chairman, Ma am Secretary - ' e, T : o (
- ‘4

(\4} TI'I'LES OF PUBLIGATIONS DOCUMENTS ACTS, ET C..

s

Capztaltze all wards in mler of [zubltcatwns and docu- Do ot capitalize w/zen used a[zart from mles orin a

ments, except a, an, the, at, by, for, in, of, on, to, gmeral sense. - 3
up, and, as, but if, or, and nor.’ , :
.y Statutes at Large, Revised Statutes o . ;- - - the gpplicable statutes - R .
District Code ot ., the code of the District - . _ = -4
Bancroft’s History ' " history books * 7.
Journal (House or Scnate) o *~ ajournal of legislative- action /
American Jourpal of Science * . aprofessional journal 7
. - Monograph 55, Research Paper 123 . any monograph, a research paper by Sales
o - Senate Document 70, but Senate bill 416 . a-historical document from the Scnatd‘?l
‘ House Resolution 68, but House bill 26 - a committee resolution : [
Kellogg Pact, North Atlantlc Pact ) a pact between nations - P i
Treaty of Ghent R . 1 ' the treaty signed at Ghent Lo

'“ - . . ,7. . . =t ~ .
. ) . . ‘ . T . . , 7'

"5. THE DEFINITE' ARTICLE . T ' e . 5
Ca[ntaltze ‘the word the whm used as [mrt af a name or . Do not capitalize when the is used adjectively or with
' title. , _ -~ titles of newspapers, berzadzca_l:g! vrssels, airships, or firm
. " names. N » N
; The Dalles (Orcgon) o . - the Dalles rcgidn
" The Weirs (Nva' Lampshn‘c) o i the Weirs streets
The Haghe . +  the Hague Court; also the Netherlands
i The Attorncy Gcncral(nf so written in copy) : " the attorney general of Texas i
_ . " the Times, the Atlantic Monthly
v o T . - the'Mermaid, the U-3,
. i ‘ o the National Photo Cp.
’ . 8 N ¢ -
- - * 3 - e v o <
v “ ) N lo‘ 'L‘
- . . <
27. ] .
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forename or title.

Part II,

x
\a I3 ) )
. @ :

Do not capitalize in farezgn names wlmz preceded by a

Alcide d'Orgibny
Cardinal da Ponte )
E. L. du Pont de Ngmours. & Co.

Do ‘not cajntahze when an individual prefets lowercase.
< . > r
P Henry van Dyke (hxs usage)
hénéc du Pont (his usagc)

Do not ‘capitalize a fragmentary quotatton ora mﬁplemen—
. tary remark followmg a-colon.

% He objected “to the phraseology, not to the xdeas »

Revolutions arc not made: they come.
<

RN

‘. +
3
6. PARTICLES IN NAMES OF PERSONS
Capitalize patticles in foreign namgs or #itles—d’, da,
della, du, van, and von,
. v D'Orbigny -
’ . Da Ponte
" Du Pont v
C'apztahze partzcles« in anglmzed names, even if preceded
‘bya forename or title. - L N
. Justice Van Devanter. >
« Samuel F. Du Pont . ~ s
. Reginald De Koven
1; ¥ * . . V A
o e “ e
k. . N
i - ’ o .
7. FIRST WORDS B
‘ " Capitalize the first word of a sentence, of a direct'quotation,
- of a line of poetry, or of a formally mtroduced series of
‘ items following a comma or a golon.
,The question is, Shall the bnll pase? .
» o He asked, #‘And where are you going?”
o Lwcsofgrcatmenallrcmmdus Sy
. We can make our lives sublime.
. The vote was as follows: In the aﬂirmatwc, 23 in- thc .
) negatwe, 11; not votmg, thrce .
o - . — s “
N . . g
v - ;o ;
\
J »
T LR w .
. . a2
3 ) i
. .
N :
+ " 1
' . ( o _
- K 28 .
Q
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. Example: George is here.

. 'Y . .
“Brother" is the ap; Qsitive. It means George Brother. S

. o ’ | s ‘ '13
APPOSITIVES ' - . v " 62

Y

An_appositive give tadded information, in noun or pronoun form, ‘about

‘a noun or a-prono' .« S g SR ‘ » S

George, m brother, is here.

= " . : C Tom

NOTE: Appositives ome right after their antecedent’ and are usually .
- set off by aicomma pair, as above. Both)commas are essential, - “
unless the appositive ends the sentence, If the appositive is '
- restrictive, it is not set off by commas (62c),

‘More Examples: My'b §S, Jim Bean, works in there. T B j&.'

. - _This-desk, an antique, is quite solid

explicit. (Remember thiat appositives are nouns or pronouns only, The - "u  .

. followisig. are. examples-of ‘diective phrases after the noun, not appos-
"~ itives, ) e

Wy,

.

ey
. Sam, ta11 and handsome, walked in, (adjective) A
Sam, smiling and waving, walked in. - (present participles)

Sam, defeated and' discouraged, walked out. (participles) v
. Sam, at his wit's end, walked out. (prepositignal phrase)
1. Roger came late. ~ - - ,
K S '
2, The director;spoke feelingly;i~ ) o - . \C

.

. ) ] B
3. We must refuse this offer, . . »

4, The contraétor sent,in his bid. - e _ o

29,

o




s

+*

", 5. Mr. Foley met'the new director.

6. ,Ihat'bui1ding will be torn down by January.

o

7. ,Thé~book'wasbwritten by George Sand. °

Ce e : . , . o

¢

~ 8.. The cia;s:lasfs 10 days.¥ .

9. ‘Beethoven was born in Gérmanx%': -
| o e

10, Ted admired Martin buther King.

~ 1. Her boss hired,two'girls;

1

SN,

. ‘Saiiy typed1the memo ohTthe Seléctric7

t

'

13. This peh,w§s a gi?g from Bill. - -




In each of the fo]]ow1ng sentences, one noun is under11ned

-8 :
P S

e
S .
N
i
‘6.

. THE VARIOUS NOUN FUNCTIONS

o

lﬁY:‘n

<

in the space prov1ded whether the noun is funct1on1ng as a:

subject - 7a
predicate nominative - 7c
- "appositives - 12 .

: At this po1nt-we can~d1sclose nothing; _/

o :: _object (direct or\1nd1rect) ~Tc.
“object of a preposition - 13c

adJect1ve - 4d »

The d1rector promoted h1s secretary

.Indicate S

-Examg1e SUBJECT '
P 4 selected ﬂaggy_for the job. . _ |

2. You should stamp "U S Government Property" on every book

3. éwe proofread the r _gpggt_agarn ‘
_,4;. It will be a w1nter class f
: 5. 'I wou]dn t go if I werﬁhSam.r' o - _.sfh
'.6. Mr. Browh must*have a,Eooy, n En |
7. ‘ashihgton'Weather is anpredictable 2

8.~ Our boss, Joe Smith, 1s .in a meet1ng .

9. Our’ boss is Joe Sm1th - j.’ ,

10. My Qro;ec t will be d1scussed N

1. .

12. That conference was intéresting.
A3. The staff assistant Wili‘go'g '
14, G1ve it to the secretary ) o : . R
15. -They 1nv1ted Margaret R 'e%;hés
; 3
] U
a8




- . : -

T Under11ne all 'nouns in the fo]]ow1ng sentences and 1dent1fy the1r o
“function as one of the follawing: Lol '
1.. subJect T o .D' '.">‘ - o - B “;';_t “
2; direct ooject K  1:. L f:'_  ,e S *f '?v,h
",e;° 3. 'predicate-nominatjrev o o "_ u ' lg';_ﬁ' |
o 4. object of pregos}tioh.' )
'X-. 5 “appositivek" | ,
| 6. 'a‘noun fdnotfonino as‘an,adjectiVe ' | |
R I \ . \
. Frank likes pizza. - S P s }
2. Go]df1sh are. vertebrates 7 | ; .. R
Y3, The town was struck by a hurricane.. .
D 4, He is a reporter _’-f R | o . R '  7 -
‘f)s; Th1s bus]1ne runs 1nfrequent1y : S j -;x'- _ ;fﬁﬁt'
| "v | 6,/“My boss, Mr. Rub1n, is very tall. _ . “
' iﬁ F1tzs1mmons rea1]y is an adm1n1strat1ve ass1stant 'd:r | ,
;8§ of the men ava11ab1e, George is your best bet. ";
9. Me have a green,vegetab]e w1tn every mea]. »
'.>i0; This wa11 pa1nt is the best. e' | )
;11T; 1 prefer wa]]paper ; | |
; 12; Coca Co]a my favor1te dr1nk, 1s bad for the teeth
. .
! | ' T
. | s : .
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PROBLEM PRONOUNS =~ .~ - . e

. ? . ' . b v S 4
1. Indefinite pronouns. An indefinite pronoun is a pronoun which,
.- having no expressed- antecedent, does not personalize or make e
" definite the person, place, thing, or idea.for which it stands. -
-« Its appeal to the imagination is neither specific nor limNted.
: o 7- . - : . .

a, each, someone, either, neither, somebody, nobody, .everybody,
anyone, nothing. These;pronouns alw;ys take a 51ngu1ar verb.

-

Each»of,us ig.ablebto do the work.'~

“«

Neither of the men was there. . ‘} - ‘5-“

. ’ : v - .
. . N

. b. Several, few, both, and many always take a Elural verb.‘

’Manx(are called, Bug.fEW are chosen. L o -
Few women work there. - o ~ 0, ' —

/ e

e

%

" ¢. Some,. any, none, all and most may be” either singular or
' plural, depending upon their antecedents. When a preposi-
tional phrase follows the word, . the number of the noun in
the phrase controls the number of the verb. -When no such
phrase follows, the writer signals his intended meaning
T T by his choice of the singular or the plural verb..

'Some of the work has been done..i o . RV

Some of the jobs have been.done. . .

. % T
. - .
. d . T N
: ' ) H .
- .
° ? % ‘-'»‘. O

2. Reciprocal pronouns. The pronOuns each other and one another
are called reciprocal pronouns. They ‘express a mutual relation-
-ship between or among indlviduals of a plural dntecedent. When
the antecedent refers to. ;two persons or things, each other is
.properly used. When the’ antecedent refers to more than two
‘persons or things, one: another is correct.

The members - of -the class resgected _one another s feelings. - Many ‘

»

*.. - The duelists killed each. other. - Two o
| >z ’ . *
| 4. oo




) . . '\}
\ O 16g
o7 ) 16d
“ " ) T l
R -~ /" SUBJECT-PRONQUN-VERB AGREEMENI oo .
L '\—‘:-'l"

Or, either---or, neither---nor

. . » . .
. - - . P

 In the sentences below, under11ne the pronoun or ‘verb whlch properly
' refers back to the antecedent ' Bl o

)i: We will ask e1ther Mary or Sue whether (they, she) can come on
'Saturday._ S ‘ .

2. Neither Sam nor Jack wants (their, his) office moved.
v 3.0 Clara or the boys (was, were) here

4, -The men or Sam (needs, need) those data S ' _ o -

L

5. Nelther damp nor heat nor coId:nor pressure (affect, affects) th1sb

fabric.
I‘ s

6."Either;one or two more chapters (is, are) needed.

N .f&* _
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PRONOUN CASE

- ‘

: L 3.

. ‘ |
' " The Turn-around Game , . R
- . . .
Turn the following sentences around. S T \ 1
Example: , oo . i |
Nou, n OBI. Cy T L
He and she gave the books to us and them. EE : ‘
"We and they gave the books to him and .her.
. R - . o Y
NOMINATIVE VERB PREPOSITION - OBJECTIVE w
N "1, .She and they like him and me.
— ) . o
2. They and. I jnvited George and him. L
- ) - ‘ . B . . &
3. 'He and you will assist- them and her. . -
-~ "4, Marge and she work’ with me and him.
_ , ; s
~ 5. Sam and we are going to see jﬂl‘-’ " Cdrol and him. ‘
6. My boss and 1  hired Mr. Dabney and him. '
. - ~ - ‘
~ 7. Susan and he supervise . ' Ter\imd her. |
' 8. Mrs. Scott and they ariswe;’_t;'he phone for Bob}lﬁd us. {
. ’ i . |
* 9. He and she walked between Mary and me. 1‘
: . ‘ - O — — 1
10. Mr. Anderson and she } walked toward : them and us. ! . //
, . .‘ . £
11, She end 1 were sent “by . , Mr. Green and him.
v . . . B ] . v i : N ‘ “, .
12. The Smiths and he ‘snapped\/' 1 - at “her and me.



Pronhoun Case

Remember that some pronouns must be in the nominetive case because they are
the subject of an elliptical (missing) verb, . :

[}

- Example: He is as old as 1. (am) A

e

_ We are older than they, (are)

Cross out the underlined words and substitute a single pronoun, .

Exampie: He is as tall as N#x&d. she

1

-

.é.‘ ,

0"

1. He is as tall as Jane.

oo

2. He'is as tall es Geo:ge.

'3. He is as tall as the others.

S~

4, He is as tall as Frank and I.

S. He is as tall as Sue.-

6. He is as tal} as Jan and you.

7. He is as tall as ist person
singular, S

8. He is as tall as those boys.

' 9.-,He is as tell as Joe.

o

10, He is as tqll as Jane and I,

(In each of the above, what is the elliptical verb?" Put it in the:

parentheses ) .
‘ T P

They are older than Mary.

vThey are older than Jabk}“

: Tﬁey are older than Mary and
Jack.

Theylare_oldgx than Frank and
1, . ) - o

"37.

i1




\;5.>
. 6.

7.

10.

11.

12,

9.

10.

b 4

They are older than Geérgg.

They are older!than Joe and you, -

. L

I play tennis better

than Sue.

I play tennis better than Joe.

I play tennis.bettef

- Joe.

I pliy tennis better
I pléy'tennis better
I play tennis better

N

Rockefeller is a lot

Rockefeller is a lot

< ‘person singular.

,Rockqfeiler is4a lot
. and Sues- ”

- Rockefeller isva.loﬁ
" husband and I.

. o
Rockefeller is a {ot

~ and John, -

i

~ The Beatles are more

Larry.

The Beatles :are more
others.

The Beatles are more
person_singular.

' The Beatles are more
- Wanda. - :
| p———

q

The{ﬁeatles are nore

~ Doors.

than Sue and

| ———

_than my brother.

than my sisters.

Al

than ﬁy brothérs.

ob

richier than Joe.

richer than®lst

richer than.Joe.

;

richer than my

richeve than you -

'

famous than

. famous than

2

famous than

famous thép_

famgusf;hén

.38,

s
I
s
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e PéONOUN CASE AFTER LINKING VERBS

.
. o

I have been to a large conference athyour agency. You weren't able to
attend. You ask me about various individuals and couples. I describe .
them and you decide whether T. saw them or not. Use pronouns only. .

1.(YOU: Did yon meet May McGrata? .- o o

’ v I:" I met a tall blond woman, young, vivacious--a pianist.
a0 Yous That must have been- Lo s ‘ ‘UV i
2. YOU: Did you meet Bob Salk? . .. .
I: _Well I met a "Bob"--loud, fat, and oVerbearlng. _ A . :
" YOU: Yes, that was - o . -/ ' e

3. YOU:- Did you meet Janet Jones? : S
I: I don't know, 1 met a redhead who handles travel arrangements o

v Y?U: .No, that wasn't __ -~ —" _ _
<-4, YOU: Did youmneet Mr. and Mrs Ware? . _ S a - o
. "I: Well, I met a young,newly married couple. She looked about 21.
YOU: Yes, tnat was probably 7 _ . ‘
5. YOU: \\Yid }ou meet my boss? ' ' ' B
I: don't know. I met a man *£rom GSA--tall, greying at the temples,
. very quleﬁ‘ ° , ‘ N
- YOU: That couldn t poss1bly have been - _ S . o

6. YOU: Did you ‘seé my brother’ ' e
i I: 1 saw a man who looked like you~-he‘gave-a talkvon security

5 regulations. e _ I : o o -
YOU: That, was probably R A . : ’
7. YOU: Did you meet the reglonal directors” R
S : I met a group of regional administrators. S o - oy
¢ YOU: That was undoubtedly _* " - ' ‘ \

8. YOU: Was Billy Shears there? _ ' S
.~ I: 1 think so--he ‘was short, dark, and well dressed.

YOU: Yes, that was 4 e . PR :
9. YOU: Did you meet a girl named Lois Barnes? . : : L
, I: I met a "Lois"--very nervous and talkatlve, chaln-smoker.' : L,
. YOU: No, that wasn't . . 3 L . .




... PRAGTICE: DETERMINING CASE '
. : S ! - L ) \ :
1." (o, Whom) does this go to? T @ - )
2. ﬁYou cen counit on (we,Aus) leunteets, ‘
"3. ‘The letter.was sent to (ve, us) suBscribers.‘ .f_; }
;;éfi 1 thought the new appointee was (him, he). 7 L -
s, w'Mail Johnson and’ (she, her) a copy. . | | A 6
6. The first arrivals were Top and (mf’,l)" . N N
| R o v! ", . AR ) ’
» . | o
2. o _ ' S ) '
, _ CORRECT OR INCORRECTZ. ‘
;ﬁéyp | ;,. Could it hgverbeeh them who made‘the error? -
AAv.zﬂ ‘They’are the ones whom, I be ieﬁe, will win the-awatd.v'
?, Wefbﬁrselyes made the decisibg. S V4
,‘4.A-whomfdo'you“e#pect te'gkoith? _: ,u 4<'A_ ,’% ‘ L .
5. It may‘he Ve'who will be'éhosen‘tdigo. ‘ ' '
6. Him I'remember very well. o v
7. Have you seen’ the janitor or heé A T ’
8.3 The papqr mentioned both you and he. o  .v~A‘f_ il .
R 9. Could you bring us stenographers? v BEN '
.16. That must. be him now. “‘7: : N ; . )
0 ) / :
v . |
o

- '




PRONOUN CASE

I T : N T : _
Change each noun to a pronoun.f Then reverse the sentence, changing °
" .those compared second into subjects, ‘and subjects into those compared
. second. Use only pronouns, ‘i.es, he she, we," they, I, you.

Q1.~ George can run.a lot fgster than Mary. \,ﬂ

1

Reversedf ’
' - r/‘“ S : .
2. Sue anthrank are much older than Sam and Mary. . e
. ‘ . N -‘ ~\ ) .‘ . » ] " f "
R Reversed' __ . :‘u . _ - ’ 2E B i o
3. Frank isn't as styong as those boys. ; . 9 A . ‘ :
Te , -"‘ . ‘ N ' 2 R T N .
Reversed: . o ' . _1lg‘a;' . s T
" Part a. --Change nouns to pronouns .
Part b. - Make the ‘objects subjects and the’ subJects ObJeCtS B
. Example: Roger and Sally saw Jack and his daughters. T
o © . .a. He and she saw him and them.3 )
: ~ b. He and they ‘saw him and her. .
1. George and Janet like Sam"and Sure, ' . ” - o
’Gﬂg_- a, . o : B : s
- : bo. . . (»: ' L v «"
2. Mrs. Smith hates cats. . ]
alt e - . .
" b. ' .
3. My sister -and my brother invited Linda and the Browns.
a. ¢ . . . . : .. . Y
b. ' ’ :
. 4. Anna and the King of Siam were kind to their manservant and the1r children.
S a. . * .
‘b.. I
. 5. My boss and his secretary ‘work wfth Mr. Jones and his as51stant Mr. Green.
a. Ce : :
b. ..D } .
, 6. Janet and:I were plafing golf.with Jack and his.daughter.
,ao. o .‘ " “ * o T - ) .
t ba o . . ° . \
Qo y : ‘ . s SR
mc o 48



| NHO/NHOM, ‘WHOEVER/WHOMEVER EXERCISE |

‘ , ., £ B
R ) . E ‘. . . s . » i » ) : ‘ .
- Write the correct form of the pronoun peeded. -~ . \
_ . : C N ) N :
1. ____has Mr, Martin selected for the position?-

2. With - did you discuss this matter?
0 . , :
3. : ‘has the authorlty to make a decis1on° o

v . \ . —————

’ 4,1'M1ss Klng is the appllcant L we. haVe selected for .
' . the pos1tion. .

5. " ~do you be11eve is thffbest man for this work?

. S
6.. .The matterﬁgf 1s to. represent us will be deC1ded
-/at the meetihg.~ ' p .
V// o 7.-:Mr. Jackson is a man - we can entrust with this - *}j
‘ important WOrk . " -
- // .. 8, 1 have just talked WIth the salesman L 1 believe‘ypu :
f ' 1nterviewed yesterday. o g -
9. NObody Seems to know to' L the goods arevgo be shipped.

\ T ‘ /

- 10. There is no doubt in my mind as to should do the work
11, Yo) will have‘to prepare a deta11ed 1t1nerary for - the -
. offficers selected to make the tr1p. : ’ '

- made this sh1pment should have packed the merchandlse
in two cartons. . o Y : - s
o ’°,l. - . N . ' o . E / X Y i
13. ,The bonus'will goto __~~  pgets thé'largest number of

:/ , orders next month,
‘."14; Please ask"‘ s ca111ng whether he w111 be able to
. ' vcome back tomorrow morvlng. . -‘.
15, - \goes about h1s work cheerfully and dlligently W111 ‘
. surely be Cons1dered for the promotlon -
' ;it ‘ ‘lG;' : you say is qua11f1ed for the“WOrk W111 be con51dered

'for the pos1tlon

‘ B 17. " I'm sure that -« gets the promotion will.-£find his new
) S : ~work interesting. ' : ‘ o

18 (Whoever, whomeVer) you designate will be welcomed by (we, us)
r» . - ‘_"'h‘k off1c1als : t v :

)




* WHO/WHOM,. WHOEVER/WHOMEVER

[

Y -

“
v - »

KComplete each of the following sentences’by writing in the space
provided the correct form of the pronoun, who, whom, whoever whomever; o

1. It was he _ they selected for the pos1tlon. I
- 2. Sometimes it is the one : does the most work. who )
- receives the least credit. - : )
3. Iuwant,to hire“a‘secretary' . - is good atiEnglish{
._-4, . The job belongs to | presents the best application.v ;
5. ,The accountant is the one to . the records should be -
, ‘sent. . : : ' S
6. ° do you. th1nk will be elected as our new Pres1dent?
N 7. It is hard £o te11 "Vmight be chosen.
! f V4 . a : X
8. ;. shal‘ I ca11 in case. of emergency°'iv ) , : A ; ; ./
o L e o B . | ) . /
‘9., They wanted to know the visitor was. ™ ‘
"' / . . B . : 4 .1 a . ‘. . ‘» »
10. . It is a wise salesman - % studies ddily market trends. . -
E . . " ) o o ) \ . ‘ ~(‘. ) . v. . -
31,7 He, .. received the greatest number of votes  in the. ’
primary election, will be our f1na1 cand1date for the organiza- -
tion's hlghest offlce. : é" _ , I .
. 12.. Give the receipt for the)depgsit'to o __ calls from'the A, B, Cole Go.
13. John Green, who ‘was a popular candldate, was the one . L . -
' . they elected. o ' T
s S . . o .
14. The author of those books, a .1 have met, is an inspiring
person. i . ’ . . -.;‘:;' w:~v. - . N . B ) : ° ]
15. yhe'man to - 1 W1shed to speak is not here.:-'” o ET
s have you dec1ded . should superv1se the work” i;{;of;j_'. A
/ _ Ce L
SR ¥ P i W111 give me the keys to the bu11d1ng? SO
.18.vae shall send the certificates to . - youLselect,Q
.‘V Ny 19} ' The President, _ we.did:notaexpect;to'see’pntilanex g
'/l"week, arrives today. . A e
26.' Will you give me the address of a man ' B you,ﬁhink'can; v
give me th1s 1nformatron? , _ L R ‘“-: '
L . \ .- ) 43‘ . -»-t’ : B L . ‘\ L. —
: ’ \) . . ’ . ’..‘ - r o .l. .v. ;‘ v"- '-.. .- ‘-". f"v : ., ‘/ - K L.
- ERIC - A ~_’~’O_:‘. |




PRONOUN EXERCISE
(We, Us) Democrats are a liberal group on the whole,

‘She is . a much wiser”woman than (me, I). .«

He is a man (who, whom) 1 always be11eved would be capable
. anythlng.

He is a man (who, whom) ‘T always be11eved to be capable of,
’ anythlng. ' o ‘ g : ’

1 don't care (who, whom) he is; I don't trust h1m.

"He is a man (who, whom), in sp1te of h1s questlonable
-reputation, I always wanted to be11eve.

L 1
-(Who, Whom) do you think we saw? '

l

It is just such people as (they,’them) who ‘give pOllthS a:_

bad name. . / o 4
. , _ Y :

a /

¥J9.. It is not what you know that copnts, it is (who, whom) you
" know,.

ot ]
. ' .

'10. Give it to (whoeVer, whomever) you want. o

-

- *




PRONOUNS AND POSSESSIVES o f

‘-
v

1s ‘incorrectly used, write the correct form: If a sentemce is correct, -
writeC. DO NOT CHANGE ANY -SENTENCE THAT IS CORRECT. Do-not rewrite the

sentence,

’
.

ySome of the sentences on this page are 1ncorrect. If a'pronoun or possessiﬁb

sentence; make the Ieast poss1b1e change. Do not change the meanlng ‘of the:w’

1.- No one exeept you and I has seen the flnlshed product. _ e

..

2. Mr. Strong asked we, men whether we had orders from the home offlce.i
. [N . . . . - ) .

+

3. -Are'them all®the oranges'we can buy?

3 Ny

4. Us men are sure we have broken the shop record th1s time.

5. The Lees sent Dave and I p1ctures of the1r mountain cab1n

™ R h o

.'6. The Mannings showedpwe amateurs some 1nteresting'books.

7. Mrs. Tilden helpedrthe Greens and we in\our search for an apartment.

'

3

“'8, . John Nelson and him will.see~the postmaster"aboutithis.:

] B - . X
» c . : - s . N 3 : <, -
9. Miss Carney watched Tom and I as we-twirled the dials.'7

>

\. o vLO,- Clara gave h1m and her d1rect10ns for f1nd1ng the.§hop

> 'i 1. Jameses coat was found hang1ng on the rack

v

12, Them are the candles Frances wanted for the party tonight.

- 13, Please let me see both operator's comments on this new routine.

-
-

ot

5]

'14. The womens' recommendations were carefully considered. ’

15. Dr. Baxter'showed'the results of his experiments to we dietitians. |

o \

]
-

16._¥Their office is being repainted. Shall weflet them‘uSe our's? ~ ' \




3

7.

18.

19.

20.

2l

22.

v 23,

" 24,

oy
The workmen's lockers are Perng moved to the next fIOor_‘

A

£

Miss Howe asked Us typists for our opinion of the new carbon paper.

Alice went with Esther and she to the leEture about Latin Ameriea;‘

.

.

The citizens association will considerfthe'suggestiqn tonight. f

2

N . . ¥ - g ) -

They wanted help because they knew that they could not finish it e

vthemselves. ' . ‘ .
' Lo % . : ' S
The headwaiter he hurried to seat the new¢omers. .
Miss Rogers and her are hoping to finish early tonight -
Does that firm print the phone number on it's ltteerhead° ’ i
. . . - ‘ \ 1, .
L . ) '
: s
Al * )
LI ~
; ® , °
5 @ )
r
C , .
7 A
\ , '
3 ‘ “ .
. "- N
f
- - ~ ©
46 .
v ]




'f6, Some of theSe errors are preventable.

™~

'PRACTICE: VERB AGREEMENT = - -
) ) i » K] Pq ‘ ‘ - . iﬁ’ - Y
Correct the verb to agree with the pronoun.

. . _' N - ..: ,V-A

¢

3. Every one-of us are eprctlng you eagerl

4, A few from the bullding guard are §Q~ng transferred . i*

S5 A11 of our coffee breaks are spent here. '; -b,\ e

» . B,

T e

By P One of our under secretaries are scheduled for promotlon.

8. Ne1ther of the JObS rggulres much techn;cal knowhedge. j%

2

9. Everybody 11V1ng in- those States pays state income tax.

ld.‘“Several of‘the study groupsbw111 be meet;ng tomorrow.v'h

fr' CORRECT THE ERRORS .

R «

1, Ne1ther of the reports was good enough to pub11sh

2, Who sha11 I say is: ca111ng¢ .

il ' . .

3. He has been worklng here longer than me.

4, All members must. ma1nta1n thelr own f11es. T'“"

5, "Where's she and Wanda° y§

s

B

6. The d1rector, who youvmet yesﬁerday, will see you tomorrow.

7. Alice Ann andhmyself intend to g0«
. ) FE . i LA

. ¢ .
. . . . IR

D ~

8. This is one of those programs thatiére.always popular.
- * X . K o » . . . . L

9. Whoever is nominated we shall support.

10, Each of the men have chosen néw secretaries. .

(i‘v . . .Q ‘ ;47’. s .4 ’




~ PRONOUNS

v,

In the following sentences, correct all errors of pronouns.‘ Give.

your reason for each correct1on. .
S - Y
o, e - : X . . ’ . L_,/ - . ' - i
1. Whom do pedple think the stranger is? .
) : N ™ ® . T - '

2. John and. myself took she and Edna homelql - '
3. The man which met Tim and I was a senator.
4.  Us boys thought the 'scarecrow to og he., o -~

5. Betﬁéen'you:and'l;ﬂenty stole the dog what we saw.

6. Everyone tried to cast their vote before sunsét., .

: D
» ©a
‘

a

7;- We did not know,whovthey-wanted, but we ﬁoped_it-wos bim.

N - - . ’ . ' ‘ '\Wﬂ ’
'"8. The sccuts asked my brotlier and myself to-go“%ith.tpéi{"‘
e - ST P
9. Each student looked at the long list of grades, expectlng to-
: find their own:at any mlnute. Cel ) -

“ .

.

A -

.
~ 4

10. Virtue isit's own reward honesty is the best policy, and
honor in its self is 2 pearl of great price. ).

Y - -
A,
. N " = oo N
. . .
. . ) .
R T
e’ "L S
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. S . . 13d .-
' PRONOUNS AND THE VERBAL “IO BE" | . ‘13e

1. 1t seems to be (us, we) who are at fault.

° B S

~
5

&
- . . b .

Q Y
\ ,
2. It ought to be (him, he) who gets the promotion.

a

™ _ - , o .
3. It seems to be (us, we) who will be chdsen to go.

Y
f .

» : * ’ ’ .

4. The new chairmaq;was~thought to be (him, he). L

-

5
<

5. You believed;qggylés to be (who, ﬁhom)?

[ ‘ . i : ) g;

6. We assumed the writer -of the report to be (him: he).

a

. 7. né expected the ones promoted to be (us, we) secretaries.

© e
. [ 4

14

"7 . 8. You assumed the new difector to be (who, whom)?

=4




- VERBS.

: o ANAEg.Ysz minoxs IN VERBS D k

(See "Prxnczpal Pants of Treublesome Verbs" in yOur notebook )
- I . R
“ po : ’

: Correct the incorrect verbs.< oo ;f o | A
N ) : i » : : . q\"
IO PR ouashould Qf typed that report more carefully._, o

L] i)

2, The r1ver had overflown its banks,: but Pom dove in and SWum across.

L3N
# T

3. The m1lk had froze and burst the bcttle.

.

40 1 haven*t spoke to the boss about the p1ctune I hanged yesterday.

5. She raised six ch11dren after her husband was sla1n.

e

6. The eamera was shook too much when the p1cture was took.
7. She waked at dawn’ but cont1nued 1ay1ng in bed, -

8. The f pzpes had sprang a leak and spewed water on the desk
9. He was hung after’he slew.h1s wife. . B

10. The patient-laid"inahed while the‘gnest.set beside him;F:w
o o : .,fl - ' Y el

. ' ~v | .
2. °The total of bills was high:

\

3. EVery one of the p1etures looks f1ne to me.

_ 4. Do each of them know where to. go?

5. The presence of so many older women , were d1sconcert1ng__ R

6. A flash11ght and an old tin con are “all that yOu W111 need

;7. Each of the men have chosen toogo hls own way. _A T

\l 8. The cOmmittee‘now understand the fresh problems which lay ahead.‘:

9. E1ther the ‘workmen or the employer were not1f1ed today N e

10. Have you been 1ay1ng there “all day9

~ ’
* * -

o
. Which sentence§ are correct? ) o o ; ' 16'a-g
] . i . : : 30 a
N 1.  The cause of his many‘failures\were easy to discdver; : IR




] -

VERBS,* VERBS, VERBS!

A verb is a word that tells what the subject of the sentence is doing
or what is being done to it. The verb is the most important part of

- speech in our language because verbs are the action words. Next time
you are reading your favorite novel or article, notice that the author
will probably use more verbs than any other part ofcspeech

PROPERTIES OF VERBS. A verb has five properties. person, number,
voice, mood, and tense. - . o
*PERSON AND NUHBER A verh must agree with ite subJect in person and
number. A verb is in the first,’second, or third person as its subject
is in the first, second or third person.

First person: I am sure you are hoping for an'early dismissal,
Second person: I am sure you are hoping for an early dismissal, '
Third person: I am sure you are hoping he is on his way home. - s $-

; A singular verb requires a Singular su’ject;ﬁa plural subject requires a ;”
plural verb. . : '

SINGULAR: She was leaving her- house
PLURAL: - What do 1 want now?

«* When two singular ‘subjects are joined by and, the verb should be plural

.-

The direc¢tor and his staff are in conference. :
The “assistance of three attorneys two economists, and a scientist = .-

N, was (not were) necessary to prepare the case., , &
N The Secretary, together with his Assistant. Secretaries, is expected -
\ shortly. .
. . A
Note ‘that in the last two sentences, the namber of the subJect is not SRS

changed by phrases between it and the verb.
.EXCEPTION: When two singular subjects connected by and present a single ' .
T idea, the verb.may be singular. . )
His chief pride and joy is his beautiful home.
 Bread and jam was the ch'Td‘s favorite food. ) ;
C e ~ . Lobster tails is the first‘item on the menu. . o . /\
Soup and salad'Is too light a lunch. '
A large home and a sizable bank account is his aim.
o - Hawkins and Thurston is a law firm. =
C . Playing the piano and 5. Singing 51multaneous1y 1s hard.
Ham and eggs is my favorite breakfast. _

S A horse and biiggy was a necessity. - T !
- Mary andsédarence Et”the same table i _§ gnthinkable.
he L v 51 - :




163

When two orrware subJects are connected by or, either ... or, or neither coe
nor, the verb agtees with the nearest subject. : . :

s

Keither the Senator nor his assistants are attending.

. Neither the assistants nor the Senator is. attending.

Either the Presidents or his aides are expected to be there. -
E: ther his aides or the President is expected to be there. e

<

. L]
-

Wordc stating time, money, fractions, weight, and amounts are generally
singular and take a singular verb. : : _
Thirty days is a reasonable period. . _
Three yards of rope is sufficient. 1 /
Two thirds of three is two. (Expressed as a unit.)
. ... Two times two_equagls four. (Some books treat times as plural.)
. ' " 40 plus two equals four. ' S
: “ " Twenty minutes is not long enough for the test. A
o -~ 8ix divided by three is two. , . -
S S - Sevan minus two is five.. = -~ ! : A
: Theee and four are,seven. (Subject is compound.) .
Fifty cents is the price. ) .
» . Ten miles is a long way to walk.

See 1éb fo; axoeption”to this rule. ' v e,




*NUMBER = | | S

L hEe

- The words the number dre_generally singular while a number "is- generally

single idea use singular verbs,

b » .

plural

* . “e

The number of people here is surprising,
A number of people ‘were unable to attend the meeting.

Titles *of books, works of art, plays, etc., and quotations expressing a

~ "Bartiett's"Familiar Quotations" is a handy book. :
Johﬂ:on s "Lives of Eoets" was published in the 18th century

-

. When the subject- and the predicate nominative are different in’ number,

the verb agrees with the subj ect, not the predicate nominative.

The clothes that we received were (the most appreciated gift5_ : .
The most appreciated gift was the €lothes that we recéived.
Most of all we appreciated the clothes  that you sent us.
?
Every or many a before-a wdrd or series of words is foll owed by a singular
verb, -~ < v

Every man, woman, and child was asked to contribute.-
Many a boy in these circumstances has hoped for a lucky break

- ‘,'D' el P bi_"
When the subject comes after the verb is in sentences beginning with here,
there, and where, be especially careful to determine the subJect and make -
sure that the verb agrees with it , L L o
_ Where gre your mother and father° ﬂ . e ;f!
" There- are three courses of action we can take.
Here gT& your coat and hat :

 at—— . . a

e
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NOUNS, PRONOUNS AND VERBS

-

-

wh

' DETERMINING SUBJECT AND VERB

MORE PRACTICE:

Underline the subject once, the'verb_twice.

p/'l‘ T

A Have you been waiting long for an appointment°

Z.. There are many questionnaires on the subject in the files. -

Despite the many difficulties, we expect to complete our

: - , project. __ S . , ~///

The index for the _book has not been completed yet.

High oh the list is our request for funds.
RN ) . {
6. The Secretary, 1n;addition to the Assistant Secretary, is -

- coming. !

7. Try the alternative plan'tomorrow.
8. From every‘State came~delegates«and alternates.
9. What were the prinff;al ohJections to our proposal?
10, Not only our director but also the staff will assist in
S -every way. : R - . -

11. Fuﬂas for'a new'building have‘been~recently‘requested.ﬁ

. iz, Should he.call, ask him td call again at'4:30.,

13.° She takes dictation and types very satisfactorily.

a

14, Have they been receiving our newsletter each week°




’:
,_Practice in .
SUBJECT-VERB AGREEMENI'

g“A:tEio ofvboys (was scheduled, were scheduled) to sing.

A box of_eggs.(is, are) on the table. V’ ﬁ,'» ‘."

‘There (is, are) a group'ready to enter'now. '
-‘ 4

Here (come, comes) my brother and his friend.

Pete or’l (are, am) ;esponsible’for ‘the’ accident. ;

‘The new model as well as several older models, (is 1nc1uded,
are included) in the sale. : .
The purpose of such fantastic claims (is, are) to creaté panic
__among American citizens. . : : : .

The slum districts of any large C1ty in this country (breed breeds) ._:
crime and disease. o , - E 0o o

. .0 N
o

."Neithér rain nor snow nor heat nor gloom of night (stays,qstay) these -
couriers from the sw1ft completion of . their app01nted rounds.

IO.W\Three ,quarts of anti- freeze (is, are) not enough
11. Our football team,(is,-are) popular. _ -
12. Oneith d of.the paper (was sold,hmere sold).

.iB.V:EVeryone opened‘(their; his)-boch‘and'(was,‘were)‘ready;x

14, A number of men (were hurt, was hurt). h\' - . o

YR .

15. The vessel, with its entire\crew and cargo, CWere lost was -lost).

. 16, Macaroni and cheese (are, is) the cafeteria speciab on~Friday.

17. Neither Don,nor Russell (wants, want) the job. “ff' ‘;r.
18.; Both ‘the funds appropriated by the législature and the income from
the sales tax (was exhausted were exhausted) o

19. :The crowd (was’ fighting, were fighting) for (their lives, its life)
20. The crowd (was, were) quiet. |
21. Every one of his sons. (have, has) been§successfu1;

" 's5.
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22. Fifteen minutes (is, are) enough time for this exercise. '~ ©
123. ""The Magnificent Ambers°n8" (is,.&re).wgrth reading.

24, The:sum and substance of the ietter (was, were) anti-Ameriean. T

A -~ . . .
25. 'Broadway at 48th Streat and the surroundlng area (is known, j R A
are known) as. T1n Pan Alley. o :

26. She fs»one of those -teachers who (is,-sre) inspiringg.- A .
Q;é7.f'The number:of.aceidents (are; is) great. | i‘ o V.{.l
- 28. One fifth of the boats (ﬁere lost;-ﬁas 1ost)." .
’29.. itKWas th;;'nho'(nere, was) to do theAwork.-? » S -, ‘“
;30. Joe is one offthe boys/yho(are,';s) on.time.' | o |

v
i

31. It is 1 who (am, is) to make the call. o
32."Joe is the only one - of the boys wno (are, is) on t1me.:

33. The cost of his exploratlons (was, were) pa1d by 501ent1sts

34, ‘Nelther the President nor the FBI (were, was) w1111ng to release
' " any 1nformat10n. ‘

0

35. ;Every planet incIudlng thﬁ/earth (revolves, revolve) around the-sun.
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" PRACTICE: AGREEMENT OF SUBJECT AND VERB

Ad
. - . ‘ _’ . .', : . . !‘3’ 1
~-Use is or are in the blanks., Ly
) ,. N _.‘: . ‘ . ’.;.‘: - . [
l. He is one of those men who always éager to assist. .
2. The chairman, as well as board of directors,- _ voting now.
‘ EER A : ' R o ) S .
3. A great number of employees _ interested in the“plan. )
4, There my boss and yours standing together.
- R '. . . N ’ . « .‘. . ." ‘. .».'.-" <
5. ~This is ohe of the seminars’that ___ always. popular.
, : 6. Neither the letter nor the'en¢iosure-. .‘EHSatisféétéry o
’ ‘ . answer. - - : : ‘ B .
7. Here two magazines to read. = .
¢8.f‘The great number of employees attenﬂ;ng , ,-astonishing.,;
9. Either management or the union __ * disputing the-contract.. )
" : . N J
“ . - R . L . . . : - - .. Lo 7 B
10. Only Grace, Sam, and Carl _ - expected today. 0
. . . i ".'1 . ) ' . ot
. A.; ’
o L ‘ g e
" ‘ B i |
. . \
. » 1
- A .
R ' Vo .
. , ; .
. v |
v 4
. 4 ,- |
v : \ .- -
, |
V.;fe 5 |
,“ - b
: v L B, T o . 57~ -




. o

" 10.
.ll..

. 12. ;

13,

14

15.

ﬁas the draln overfloyn°

K The'reflectihg'pool‘had froze solid.

Have you got any erasers?

Of Troublgsome Verbs'
e your notebook; (P'
PRACTICE:" USING VERBS

' inoorreCt'vefb

The river rose and the water overfloweg its ba ks.
You‘bhould have went sooner. -
Hav they spoke to the chlef about lt°‘

The.telephone,has‘rang at_least'twelve times.

She had went before: I knew it.:

Slnce it does not work, the typewrlter must ‘be broke.»d

"«, ]

He has~bore all h1s affllctlons w1th fortltude.

=

A wreath friom our offlce.lald on the ?rave;- ‘7'

o -

I saw that the pipes in oup‘anteroom had bursted.

-

We ﬁoluntezrs strove to do the job well.

At the‘eqd of the daﬁ,mshe was ‘all wore out. -*

\_ i

59- 63)
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" PRINCIPAL PARTS OF VERBS, The pr1nc1pa1 parts ofa verb _are the three
. forms from which all tenses are made. These three forms are the present
" sinfinitive without the to, the past temse, and the past participle.
» . Except in the case of the verb be, the present infinitive has always the
' same form as the first person, singular number, present tense, indicative
. mood. A knowledge of, the prigcipal’ parts of verbs is 1ndlspensab1e to
. careful writing and speaklng.

B

Z C - PRINCIPAL PARTS OF TROUBLESOME VERBS ;
J“Présent Infinitive ., = . T S 1
or Present Tense ""  Past Tense - - Past Participle :
» o . : . .7 :11' » o . ‘é :
abide - - » abode, abided®§  ahode, abided' '
arise . . ‘arose " arisen. '
Y _ : ' . : o
awake - awoke, awaked " awaked
bare . bared bared
_ be (am, are, is) ~ ° was PR been
~ bear (carry) - bgre . .. .borne
bear (give birth to) Bore _ s Borné, borp -
begin. _ o began S : begﬁn- o K: -
bid (command) | bade ., - bidden 4
bid (offer to pay) = bid - bid
bite - . bit bitten '
. . . . > * \ . ! ; ¢
= blow ' blew B , blown :
) break = " " - broke . broken -
. . . . .
‘burst - . burst . tburst
Cbuy - - bought. o ' bought
.
, -
59.
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' * \ f .
-, :
T . . )
. : .
Present Infinitive ‘ ‘ : , .
or Present Tense . Past Tense .. -Past Participle
‘ . v};*; X - R . .
catch | T .- caught caught :
. choose . .. chose - chosen R
K'd . - : . ) . ot N
. cleave (cling) =~ ., cleaved ' cleaved ;
 cleave (cut) cléft,'clqayed" clef;,cqleavgd, cloven
 come o o came ) ¢oqev,
creep » ‘ crept : cfépt‘ffﬁ
" deal T -,dealb‘ ;, ‘dealt .
dive - u - ‘dived - dived
A [3 ‘ . N . v ‘. -
S do ‘ ' - did done
drag - .dragged - dragged | .
% . dream o | s dreamed, dreamt = dreamed, dreamt
draw o -;' drew g drawn - .
drown * drowned drowned -
dwell - dwelt. dwelt . .
. . : * : » B
drink ~ drank . .drunk o
- drive ‘ - drove -~ driven
eat . -~ - ate -eaten .
fall : fell " fallen
flee . fled fled :
"fliqg:’ R _'flung’ o . flung = . 7
9
A v )
< N )
v q ’
. 60. 07
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Present Infinitive
* or Present Tense

. flow_

fly .
- forget-
“forsake
e
freeze
get
 give ‘ 'v;,'r
go .-

‘g}ow;>
hang ﬁs&spend)j
hané (EkécufeS
) hige
E .kﬁpw’
‘ i#y‘}”
lead '
llehd Y
f.1ie (recline) .

lie,(faisﬁfy}
1ight>'i’7‘ﬂ
~ loose .
.100§en
’v}oée
'me;n,fj.

meéﬁ

- mend -

- pay

— led

g : Paét Tense

liflowed
flew .

‘ idrgot”-%f"
;férsookl » T

froze

gave
“'went
grew
' ‘hung
g -h;héed
hid
'kneéj" i

‘laid

lent

»1ay‘

o lied

P ligﬁ£e&, iiQk'A 
] .
| 1003e§: B
' -loos;ned
lost” -
meaﬁt”
;ﬁet

. mended

.paid

" Past Partigiple‘

 flowed
‘]“forgotteﬁ, fdggqf]: 

- frozen = R

got, gotten,"
{ o S

~ grown.

‘ hung_  -

'Ihid'

lain

s ‘ ; ~’. ' , ‘

. VV : v,n
flown . :

- forsaken .

given :

gone

-

hanged

“hidden . . 4

| knpwﬁ : ;fwﬁ o S A

1ed .

lent s,

. lied

lighted, lit

loosed

~ loosened .

lost

,mgant j

. met ' +

ﬁehded”

péid .
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' - . . 4 ?- » ) O ',3 ’ . ) ""«. B v “ . ._:‘ ‘ ' . . .'
Present Infinitive . = = & . R o T
*  or Preéesent Tense i ..~ 'Past Tense - + . -Past Participle .
; , . _ ‘ —_— : = .

oo - . 1

- . o BER : 3 N A T S
prove I - ;" proved o © . .proved, proven N

- .. raise _raised

raised
o . . " ~"_.r . L D
reach : e reached : -~ reached

read o - read a read

rid L :  rid v : : rid S
ride ‘ R .rode - - ridden-
ring o 4 { rang : rung
rise - . B rose . . ) - . risen
-~ TOW o o A rowed . rowed
. run . ;‘a.E“ - ~ran I run . N
.. » . ‘ . N . : . - .
g - say’ S said E said _ '
) . - u N X - ) ., v - 7 . . .v‘,:)
see o o .~ saw . . seen’
seek: : o - sought : * sought
‘set T set .-« set . °
shake ° o shook - . - shaken.
' R L o ’ : L N ’
“shed - oo . shed - _ shed °
shine (beam) . = ° shone .~ shone ot
H S v | one .
shine (polish) - ~ shined. B shinéd
. - >0l . : .
show & oo . "~ +  showed -, + . shown, showed
sing . IR sang. . sung
a % ’ '
.
Y " - -
] 3

. \). . .vh" . - ’ o o . . ’ ., . ) ‘
e S 0d e62. .,
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‘Present Infinitive

or Present Tense

spew |

- speak

ERIC

spring .
steal

sting

strive

(3

*

wake .

/

RV

/

Past Tense
singed
' ~

sank, sunk

" sat

sprang, Sprung
_stole
stuﬁg }

strove, st;ived_

swore -

swam

swung

took

taught

i
«

tore

told
threw

waked,xﬁoke -

* wore 2
. wove
g y
‘wrung / -
./
wrote
63.

_sprung

taken

. rd . . .
woven .

Past Participle

 singed

sunk, sunken
. id

sat

slain.
‘slidden, slid
sowed,bscwn
spéyed.
spoken- N

<@L

stolen

stung

. striven, strived

sworn o
swum

swung~'
taught @

torn

. told

J

thrown” .

waked, woken

.

worn

wrung

written. -~
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e -1 * ACTIVE VERSUS PASSIVE VOICE

-

The voice of a Verb indicates whether the subject is performing the
action or whether something is performing the action upon it.
(Refer® to the ba81c sentence patterns in Section II. )
ACTIVE VOICE: Lightning struck the barn. (The subject
is acting.) o .. -
PASSIVE VOICE: The barn was struck by lightning. - (The
subject is acted upon.)

The passive form always consists of sqme form of the verb "be" plus the
‘past participle. Notxce, too,. that the sentence becomes longer when you
use the passive voice. ° About 90-957 of the time, use the acgive voice.
The active voice produces a more direct, head-on sentence, aMd a shorter,
Aess awkward sentence. Too much passive voicé within a paragraph may.
cause a weak, monotonous style. When you write, go on'a "be hunt" to
weed out much of the passive voice. "Be' disguises and tags onto other -
verbs and makes writing impersonal. : o :

'It is earnestly recommended that every effort be made by
the author to make sure that passive voice is changed to
- active voice so that the writing of the author can

more easily understood by the reader. (38 words)

8

Passive voice is useful in the following situations::

©

1. Use the passive voice to express an actlon ih whlch the actor
or subJect is unknown.‘ :

The fields had been- sprayed W1th 1nsect1c1de.

2. Use the passive voice to express actlon in wh1ch it is des1rab1e
not to disclose the actor,.

~ A mistake has been made in issuing the order. .
. - : B . [

3. Use the passive voice to express -action when you wish to
emphasize the subject.

S

1 was met by the President of the Un1ted States. (This is some-

th1ng that doesn't happen every day )

4. 1In some 1nstances the pass1ve voice is more convenient and just

as éffective as the active voice. [The following sentences contain-

ing verbs in the passive voice are entirely acceptable.

T ‘America was d1sco§éred in 1492, _

’ We were drenched by the rain and ‘frozen by the icy wind.
‘Carl has been barred from 1nterscholast1c activities.
Miss Green, who is well 11ked by the students, has been invited
to act as chaperon. -

. e

.\64ﬁ' I o :
“1 . SR
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C THE PASSIVE VOICE - ° B .

In Government writing, the passive vbice is overworked. (That.is

not to say it doesn't have its place -- it does.) In order to ,_}
"fight" the passive, we must first bé able to ident1fy it, Note ' '
the character1st1cs of the passive sentence below.' '

/"‘SQ . - ) . . ' ' Ly . N "‘
Act1ve - A og bit h1m. : - o . e e

" ISR

Passive - He was b1tten by a dog.

[
@ .

T2

1In the passive voice the subJect recexyes the action of'the verb -
ALWAYS ' . . o . b - R .

The verb contains .a form of the verb "to bé" - ALWA!S e
The verb contains a past part1c1ple-au ALWAYS - C :
The "by phrase" is sometimes not stated, i.e., He was drafted.

. v %
In this exerC1se, all the sentences are in the pass1ve Vb1ce. First," g
go through and underline each subject once and each verb twice. Then,
change each to the act1ve voice. Keep the act1ve verb in the same
tense as the: passive verb. o » T -

A
-

'Example:.'(l) 'ggjwas promoted by his boss. Past Passive

(2) His boss promoted him:‘ Past ActiVe :

K -

I
e _ :

Where the ''by phrase' is~miss@n (understood). make up your own for
the subject. - Some sentences w 11 contain more than one clause.

A

1. My son was'hrafted by ‘the Armi;'v . . _' : v; R

‘v

2. Samfz;ear‘was,hit by a truck.

N

\ . - = . —
3. Susan is often praised by her boss. k . : .

.
v

oh § -
.
>

) -t

&, We ‘were overcharged‘bybGSA.‘ .- . ) L e A




‘ v
5. He and I are going to be transferred.
: . A .
: _ : T - ‘ , :
6. . Harry's negligence has been well documented by the boss.
ST 1  R - . ' ’ IR Co '
. 7., 1 was bored_to~tears/by that speaker. ) '
8. fth way hee»yet-been'found to solve this_problem;
. - u:. . . - o= R L . ) to 7, .
'9;:r Each form is. evaluated by.Sam before it is finally approved by
T '._N)L-. Ll ) ) _
. o . ’ , -
' 7 e . v‘."*,‘ i .. - . )
J 10, If this bill ien't paid by December 18, you will be charged 1%%.
. . . . . cL . ’ e _‘qu o P - ’ )
11. AIt is believed by ‘the underS1gned that the report should be ¢
o rewritten ‘by. your off1ce. > L _ , .
12, The dank was robbedOby two men. Ihey were observed by the police,
: i aﬂd were caught almost immediately., ¢ - &
- v : - ‘, — ‘ .' ‘ ‘ '\ ..'. .» ’.v.),..‘- - v
/ , € e LT
// - 5 - '
/ : .
J.. D ;., ) 4 “~ .,




* MOOD

Mood shows the verb's manner of expression. There are three moods:
indicative, subjunctive, and imperative, '

1 L.
The 1nd1cat1ve mood~-used to make a statement or ask
- - a quest1on--1s used the most commonly
It is forty miles t Ba1t1more, but we sha11 get there
.in time for dinner.
. . What is the correct ormutoﬁuse.-"

’ Imperative mood expresses a command, a request; a suggestion,
entreaty, petition, or prayer. Th€ subject of an imperative .
sentence is ‘the pronoun you understood.

t Stop!
Do be calm!
Let's go.
-Have mercy ‘upon us. -
Let the children play until dinner.
Please sign the form before returning 1t. . A 0
* .. The.Subjunctive Mood 'é‘ ’

. 7 - . ¢ . . .or ) .

_ The subjunctive equals the,past tense, in structure.. f
Subjunctive is used’ after nifw and "wish" (when the statement is contrary
to rea11ty ) ' o . '

. ]

‘I wish.I were a rich womgn. _ . I wish he liked me.
He wishes he . were not so short v ‘ .
We wish we knew ew his name.. : . _ R

"They wish they had & car. . T * . .

. If he were here we could go:v - I . o ' ‘ l‘}_
~ If 1 had a car I would take you. ' o :
- If 1 knew her number I would call her. . o N

If I loved him I would marry him.

Past subjunctive equals Past Perfect tense.

If I had known fou were coming I'd havevhaked.a cake., B .h;
We would be your witnesses if we had seen the. accident. o
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KINDS OF VERBS. ‘transitive

Verbs ‘are divided into two general™classes:
and intrapsitive. ' '

1. A transitive verb is a verb that takes an object.
) 2 T ° - . .
Push this button if you want a light. o .
He almost made himself a martyr. <o
2, An intransitive verb is a-verb that does not take an object.

Ed

The sun shone brightly. v . ‘
The old man podded. ' L Sy

‘It is poss1b1e fhat a verb can be tran31t1ve in one sentence and 1ntrans1t1ve,'

in another. . - .
. o o .

We set the-vase in the window.’ ,
o The vase had been set in the w1ndow.

thPECIAL TYPES OF VERBS _ : ”,
* * An aUx111ary or he1p1ng verb is an assistant verb. It is used before
main verbs to form the pass1ve vo1ce, to produce certa1n tenses, to
ask questions, to make negatlve statements, ahd: to -express various
shades -of meaning. a o . S
» .- B °
They have been studying diligently.™
I 'do not like the course. ) ‘ . ,
,D1d you enjoy your voyage? T S 2
If he had searched more carefully, he mrght have found the‘money.’:

7. 1]

N The best known aux111ary Verbs are be, do, “have , shall, Wlll, can,,
~.must, m1ght, could, would, and should. - , b

A phrasal verb is ‘any verb that 1s more” than one word long it’is.a'

comb1nat1on of one or more aux111ary verbs w1th a main verb

» They were given many, opportun1t1es. L e s e o
“Mr. Foster W11L be more lonely than ‘ever. R ‘\.
- » w

Linking verbs (or 1nact1ve verbs) are verbs that link the subJect with
© predicate noun, predicate pronoun%or predicate, adlectlve.
V_They are always intransitlve. :

LY
-

He looked sad. _
This is she. B v : ] o
He was s President at that time. - _ T v
. The, mixture smelled bad. k : ' :
The cake tasted good. S , .
_The shag rug feels divine. = = Tl L

o

oo

I
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THE NOMINATIVE CASE BEFORE AND AFTER LINKING VERBS

'7 - . Yoo
(A linking verb simply states that one thing is equal to another. All
of the sentences below say basically the same thing:
| + Jane = happy e .
Jane is happy.
. _ % . ) ' _Jaﬁe seems happy..
N Jane is becoming happy. =
. : . " Jane grew happy. R A
A S L L e - :
R Jane appeared happy. - = © }7- o
o © Jane looks happy. = N : :
-Jane sounds happy.
/ ‘Jang should have been happy. .
A ‘ : ) .
In this egercise, replace the equal sign with a linking 'verb. <Choose -
verbs from the list above and use any tefisé you like. Use at least o L
three verbs (from the above list) per sentence, and vary the tenses: ! - e
1. Mr. Brown = an engineer.
L .
2. ‘These girls = typists. - ’
‘o . E .\ 5“:” o ) L %l s
3. Randy = ill. - . o T
4, The GSA store = new. ;
oo . - ’ £ "v);é

-~
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/ ‘ g . ) ‘
' . /7 (3)
- N . ) - — : » A
: Lo 'LINKING VERBS - e B
ArI'sentences below contain a 11nk1nglverb Note all nouns And -
- pronouns. (underlined) are in the hominative case. Underling twice :
-the complete 11nk1ng verb in each sentence. S t ' .
107 I an a secretary.. : =
2. George w111 be the new d1rector.
< 3. -The{one in_charge,this week is 1. . o
4, Mr. Blitherbox will be our boss. - ‘
- 5. Next‘week Iihill have been directdr for - one yeer. f
6. Oh dear-- our cat Tom is a she L B .
7 7. The gerson they elect m1ght be I.._ " ‘_/ ; B
- 8, _These~paper CIIES are the wrong size. o T .
9: He w111 be Presldent E o
10. The fare was only a nickel :
© 11,0 “ 1t could have been she. ) _ '» o .f, '03‘ o , ff‘[ ot
12. It you don't watch out, yok w111 become a fat lady. .
s ?
) (7; - [N . . v
7 ;. v -
z ) 5 o




There are no errors 1h\the following sentences o
a. Distlngulsh between predicate nomlnatives, predicate pronouns

and predicate adjectives,
b. Note ‘that all verbs are’either some form of "to be“ or some other

"linking verb "

P.A. .

'

Under11ne each Linking:verb tw1ce.:

.

-

@

‘.
¥

- Example: . That report is excellent, (Predicate adJectlve - an excellent

10%

[

o 11,

ST

A \ ;“. s

R

The report is long.

.
we o,

o
3 A

,Mf. Qreen nillvbe the.nen director;
She will be tall. b'; o _;'_ .
‘My goal is a GS 7. e 7
- This tYPedfita¥ looks old. . S ,a°;:'
.Thisbcoﬁfee tastes bitter.,h, o |
My boss sounded upset.
wThe g1r1 they pick will/no doubt be I
rThe man standing by thé,door is he. -
This is.she._v |
,All_our equipment appears new;
&;roofreading is a long, tedious job.
Nixon will be President at least unt11 1972,
The girl who works overtime is always she.
His successes were pure.luck. L.
. o
‘..
| 7n. 18

.

: - report)



.USE.OF LIE, LAY, SIT, SET, RISE AND RAISE

- . . M
. . ~
x . ML

"How do we tell which’Of-th:se1troub1esome verbs to use?

.lie -.means to rest rec11ne and is also used to refer to t1me, P

geographlcal l'cations, and rest1ng obJects. : '
sit - means to rest; : )
rise - means to go jor to get.up. . ‘
These three verbs/ylll never have d1rect obJects,

they have no passive
voice. i R

' lay - means to place.
! set - means to place.
raise - means force somethlng upward

the active or paSS1ve v01ce. ) .
Examples :
He s ent the day lying around the house.” (resting) = .. e
, Somdone laid the dictionary on my glasses. (placed) . : .
toe Yoyr hat was lying on the hall table. (resting) °
' (location). . =

-Begond theoyalley lies the mountain.
‘The solutioh to the problem lies in the future.
e shells had 1a1n there for a million years.

(time)
(resting) .

We have been S1tt1ng in front of the "television a11 n1ght. (reclining)
Set the cup on the shelf. -(place) '
Hes¥ill b ure to Slt in an alsle seat. (recline)

"The flood made the river rise above its banks. (to go up)
Please raise the venet1an blinds. (to force someth1ng upward)
"The sun also rises." (to go up) -

The workmen raised the pulleys so that we’ could get by.

' (force sometliing upward)

The moon and tide are rrS1ng.

(to 80 ‘up)

v

The newspaper had been 1a1d in the raln._ ' SR T e
He 1a1d the newspaper in the rain.

The newspaper was lying in the rain.

The newspaper lay in the rain.

The - mewspaper. lies in the rain.

'NOTE

U/ . * - -
X4 . . i

[0 2

:74)' o . s i"
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. LN
» v q_» w'. ) v
. ".. ‘;: *
Lie and Lay . .
. Which to use when - 'Q»
Has troubled some excellent men.‘
‘\ ' B S You may say that you lay _
o o ' ,In bed yesterday-—- .
. - If you do it today, . m |
You re as hen. ‘
'To Lie--Instransitive; takes no ob_]ect but never passive. Meanmg To rest, recline,‘ Yok
Present: lie- ™Past: lay Past. Part:.c:.ple. lain ~ Present Part H ly:.ng )
' o ‘ 2 ¢ e ’ ) " . . - ‘ - 4, "
" Present: S \ o S _ e .

. ‘v I lié down. every day"‘ T . fp ';. He lJ.e down every day bl ¢ ) e - .
e You lie down every day - . o You lie ‘down cevery day / ) . . .
' He, she, it lies down every day ) They lJ.e down eVery day e .

Past' _ ) ;'il," W L ‘ . ) -8 . v . '._ : . ', - ',»,"': n.'
. . . : | - '; '” e : [ ' - ’?ﬂ . J
- . . : SN el T ,
I lay down yesterday . S " e lay dopn yesterday M o LS
You lay doym yesterday - L You lay. down yesterday =~ - t . .
He, She, it lay down yesterday . . - - They lay down yesterday e e .
Present P‘erfeetﬁ — ' B . ) S T ". . .
- I have J,a:.n down after luhch lately lv We have laJ.n down after lunch_ lately."
. » You have lain down after lunch lately * % “You have lain dowyn' after lunch lately T
He, she, itvhas laJ.n dbwn after lunch la'tely They - have lain doWn-‘af‘"ter lunch lately ’
! Remember: Objects,, as well as people 1te- down Example. T IR
: "Th:.s rug won't lJ.e flat, /" . "Your book's*~ly1hg bvér there o e el
- - . DY L : M 'v . F e . :
To Laz--Transitive 3 takes an "obJect or is pass:.ve 'Mean:.ng. To place, put.
» Presént: lay ' :Past: -laid Past Participle: laJ.d . Present Par\ lay:.ng
Toe . . . . ’ . 6 . I ?‘, . ’ D - “‘ S . . . Y'Y N
Present: - T ) c S S .
I lay it there every day e T *'We lay it there .every ‘day. 2 h .
. You lay it there: every day’.= o o You lay it there every day _ toow
He, she, it lays: it 'there every day ,g?{' They lay it there every day.‘ e sy 8y
° v.‘ " ' o 4 a 'y ‘ . Al : Y_".“.( ‘. M YO ) » o
"_ o Pastf . . K._ Lt " 734:' - .
'I laid 1t there yesterday. 7 We laid it there yesterday. , .
. *  You laid it there yesterday. ' " You laid ‘it there yesterday® . L
. !al_ He,~ she, it lald it there yesterday . They laJ.d it there yesterday ’ -
: ‘Present Perfect ';, , T »‘ ' » . » - ’ S _' : B
: % halve laid ét thieve’ f°§ years. : We have.laid it thewve for years. - ™
ou'have "laid it there for yeaz’s. ' You have 1&id it there for years. : .
He,w she, it has laid it there fOI‘ years . "They have laid. 11: -t'hepe fop years. o *
‘Present Partici‘ple:’_{ "‘They.',’ere laying the rug rlght-no_w. : . o
. R L e . 4 . _'rf". _ 5T R . e ] ’
: . * . R . TR . o a7
L - S ﬂ_ o -'bo . Co T
v . - e < ' " ‘ " o - . .-._” . o v S j‘ » ’ . . - '




s

Test #1. (to be taken with key). o .

©.

[

Two verbs ure listed w1th1n the parentheses. Choose the correct one,

+ and under11ne it. ‘ . _ v
. .1 usually (11e§ 1a§)'d6wn atter.lunch | f
{2; He o;dered &over to "(laQ; 11e)rdowm'" e | ' ) ;.
"'-32 (Lie, Lay) it on the floor in that corner..
"4t 1f you re so tired why don't you sybp conplalhlng and 3‘411é; lay)t‘
: dewn.‘ I o ‘ - B '
L n - B . s
:_:f 5.. Now I (lay, lie) mie down‘to sleep{r Vb';ﬁ,
o :;bl Shehhas'(laid, lain)'dPWn:after‘meals fen?sevefal yearslnow;
_ “; j?fl.They (lay, laid) h1m to rest last week. | o -
'W?a;étl He.made me SO mad that T $1nally JUSt (lay, 1a1d) him out.
ﬂ9; QI've told h1m not to but he 1nvar1ab1y (11es; lays) h1s boots on-the
1 table. . N - _ » . '
;%'lo. 'Yesterday afternoon I (lay, 1a1d) in bed for 3 h0urs. :
h;jllgbfThe nurse (1ay,*1a1d) the baby ori the table. L
2. I was (1y1ng, 1ay1ng) down when he called "
| 13;. The garden tools have (1a1d, 1a1n) out:1de.a11 week
14; ”They (lay, 1a1d) on their stomachs, the1r eyes glued to the T. V .
N ﬁ{lS.’ He (lay; 1a1d) the rug on the fboo;.for me; I "couldn't make,1t'

~ lie, lay) flat. A _ . S

g ' "v v - : i .
. @ .

- . - . . <

8. 74.




PRACTICE :‘2 - USING .LAY AND LIE
. UééQa.form ofﬁlgz;on lie in each blankﬁ o S
1. The possibili#ieSAﬁhichf, ' 1””‘é@éﬁ_fbfybdféfé:éiéét;“’if‘7"7¢””W5'f‘i:m'
2. Would you cave to’ dowril?v o |
8. The cornéqsfdne 9fﬂthaf buil&iﬁg has A 1 1Ithere_for 100 feafé.;;d
4. This fiéldApas,beenA - » failoﬁAfcr‘many years. ; 5~ . ,

S,A Hoﬁvlong did‘you ' ___awake last night? B o : .

©

6. The;bdﬁﬁdafg mafkef was ' 3Kby éh.early;settler{ vg - Ce
;Z. TpdaY’thglshibfv o "..'at anchor at'Pongﬁbﬁfh:L%}: S o Af
' 8. Th'e; sui)-division '. u‘ ' A_'two m:?.le_s e'as*l;f us ‘r;ow; ) ' '
9. depreéideqts havevbeén', -. A ?- toﬁbé§tAin A;lington.  ‘.,\ ‘Af  ;?Q'A
lQl  The ﬁewspaper ﬁad beéﬂ j " - in tbe-rain. T '0
il.v Th; village ° I .at fhe.foof of a mountain;"s - L S
12. THey | ‘ | .the_injured man 6n:fhe‘strétphgr}_'wj D
13. - Who qah kﬁqw wher¢ fh¢;solquonf | ‘; 7 : . "a' . 1j‘f, .
- 14. The workmeﬁ éﬁef ; R the carpet now. - .
’;‘iS:’ Yéu‘shguld‘have  | ";ddﬁn fwhilg»I'Was o -doWﬁ;,' .

Ve




LIE,*LAYb,_ SIT, séT, RISE, AND RAISE h
Insert the correctwerb form in the blank space: m each of the follow;mgv
- 'sentences., - ' - _ , e
'l;:",.The, bcok' B : on ).th:a"‘floor. ~ (lles, lays) - | _b :
” 2. ‘-’l‘heécornerst'on'e_ o 1n 1889. (was lain, was lald) h
‘ 3. :I‘heﬁ- ‘;Jaitress,» ‘ B the plate before me. (sat“set) .
: ;.,:L”l'. ) The sled now - ' ,1n‘.the ditch. (lays, lies) |
5 ,05 l’us.dallys;_ e ' ‘thle al'arm'Aclock. ,(set, s1t)' I . | ¢
| 6._.1 '. \ o the ocoasion, rmen!; '(raise, risej | | | ) |
* 7. He askedwhereI T ] the book. (lay, laid) h
8. . Va‘ncouv.er, BI‘l'tlSh Columbia, B ‘_ | northof Seattle. (1ays;fli'es)i.
9'. We shall : o 'the rlgg" tomorrow"‘ morning. (.li'e, lay) ’ ¢ '
10, - ‘ i .when ladies »c’ome into the room. kraé;se, r‘isev)v'

5 -'_" 11‘. After the hearlng we | the case _before"the committee. . .(:1ay, laid),
l2 ‘From where I v. S " I could seewthe»workmen.* ’(set,‘ sat) . T Lo ‘
‘13.- The flowers | '~ on the table for an hour before she came | t_‘ -

i for them. (had laln, had 1a1d) o - I o '

.o .lﬁ., It has ‘ there almost a"i;eek.". (laid, lain) g BRI
15. A large'vase' . ," ,, V ‘,‘ i that archwa;r'. : "(s“its, .sets) DI o -é S
16. One of his clocks e " on vthe. shelt. (s1ts, sets) T . oo
._'17. Have theSi o “';";aslee‘tls\ksin'c.e lunch? (laJ.d la1n) o } .

' 18 A i)etunia planta. BA ' on'i the window sill. (si_ts, sets) i h

; 19 i."I“he ‘oen . L on the floor for several days. » (lay, lald) .
' .» :The‘hc:cfkkeepet' a _ e f:;,g‘nres down in a row. (slt,‘ set)
‘ 21 . BeautJ.ful .carpets 3 on her- oors. (lay, life) |

W 22.. She o . down an hour- after each medl, |(lays ,. li_esﬁ)'v;\ . . -

<23, ‘."],"?‘n?. o | tﬁ'e‘,}ba_by\ 1n the sun. (lay-,_laid) : | : . | ‘




10,

1L,

12.

14,

15. -

MORE PRACTICE: DE&E@MINING CASE AND VERB AGREEMENT'S

-8 .'/

,Some ofo(wekvus) employees (flies, fly) every month,

. . . L. .
. PR .
Y ) S ) ™

Y

. The man (who,. whom) you. recommend will be invited by
(we, us) officials. PR - B -
. . - - . .'g

Each of the wqumen (was, were) ‘here. to give (hls, thelr)
report -7: . . ’» :

" All -of the. women but (she, her) thought h1m.to be

(me, 1). , 5

(Is, Are) Frank and (he,‘h1m) the . ones (who, whom) we

saw? \

Here (comes,,come) Ray and (she, her) wlth Jack and .

(he [hlm)o B v ok f‘ .o W, 5
- 1 . . Lot

,,'It seemed as. 1£ Ted (was, were) w1th us. " 7

<

He (set, sat) . down and (laid Lay) h1s‘br1e§cese down

,1s11ent1y. "’,- o -

-, e,

Neither Mary nor (me,'I)‘Qgre; am,is)'to_be trensferred;

.. . ) - . ‘v i ,3 - : » N -

We wished that it (was, were) Friday.

The direqtive was’sent to jme who (ere;:am; is) responsible.

o

The sound of the be11s (was, were) heard throughout

. the hall ': - - . - - .
- She told Harry and (I «me)-(who,’whom)bshe'wanted.

' Here (is, are). the’ criterla to be used in Judglng

.stock requirements.

We feel a-number'ofbfailures (is, are} to be'expected,t

L
.



Two

- one. -

1.
¢12;
13,
" sl4.

15.

. Saturday afternoon he - (lay, laid) down and read.

QLay, L1e) it over there B e

Test #2 (To be taken wikhout key)

verbs are lisfed within the parentheses. Underline the correct-

© ’ . _ . s

If I could have, I would have (lain, laid)jdown‘every afterhoon.

B | had a lot of trouble (1ay1ng, 1y1ng) that rug, but now it (lays,
lies) f1at

A

I (lay, laid) on the sofa and pondered the problem for hours
H1s b1cyc1e has (1a1n, laid) in. the back yard all week

She"was (laying, 1y1ng) down when we arrived.

. Jimmie's mother (lay, laﬁgg him on the.table.,.

4

It annoys me when'he (lies, 1ays) his schoolbooks on the.living-
room table.

."They (lay,l}aid) him to rest on & Sunday.

&

‘He had jnSt_(laid, lain) down for a’nap when.the_phone,rang.

.

Stop fussing and go (lie,. lay) down
He told hlS dog to (lie, 1ay) “down.
"Where is. my coat”"--"It s (laylng, lying) on the bed. "

My grandmother has (laid, 1a1n) down after 1unch in recent years.

@
4 ’ N

Ve,

T TR

[¢]
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ADJECTIVES & ADVERBS Lo e

- o o — 40a-d
ar 428"'C'
43b,c.

ANALYZING ERRORS IN MODIFIERS

E?" ' !
L . S
Correct the incorrect words.

icate which sentences are cotrect.

. = /
» . . . /
. . . . - 7

1. 1 feel badly about yourfnot-going.d
.2, Does it look good° 'lt tastes badly to me.
- 3. Which of the two typewriters 1s the least expenslve°' L
4. College English is qu1te d1fferent than h1gh school Enélish;
‘52 We may expect less acc1dents heregth1s summer. - ' ‘A‘
6. ‘Nobody 1ikes those k1nd of pencils L |
.i;sthe ten last pageés of the .book are m1ssing r~f L
;82 Itﬁwas ra1n1ng.steady and we prOceeded very careful o
- 9. We couldn.t hardly hear or scarcely sée, fron where we sat. "
10. His off1ce isvfurther,down the hall. )
AWe saw no. reason for\heingyenthused'about;the plan;' “ Y
' '12. -The report is all together wrong B o | )
Are~these k1nd of desks alr1ght w1th you"‘ h
& -
:;e seemed very sincere and spoke very‘honest ‘?.‘ W
Your b sﬁlure is young‘and llvely o 3 ? | o
.'VThose kind of people are obJect1onable
vThese sort of occurrences have annoyed h1m. ;f e ‘ . . '1
‘_18. Whlchjgo you conslder best, prose’ os poetry?(j .kaf L A
19; ‘That was the'npst complete v1ctory of the war . . : |
Zq.f‘Betsy is»the/prettlest of ‘the two s1sters ; . A
'?v21. These klndpof Judges are the unmerclfulest in the world. )
22. What use will they make of thls data” | o ‘h;i’ Ty
23. He worked long and faithfully. ' 'PR: - iu o %”w.,": f;'€$
AR - I e e




.4:

25.

30..
31.
o 32.
F3 i
o
4
N
N
<4
of
e
v
P
¢ [

Q
“ERIC
oo

.- The brisoner felt miserably in his cell.

She danced so good that her card was filled out real quick.

Most any eitizeh'wou1d admire our mayor.
- He ig hid19§ someplace. I

/
Joe's letter states the problem better than John.

'Th:s text is as good, 1f not better.than that one.

I haVe known h1m longer than John.’ C ﬁ»

- There have been more successful prosecutions.of tax fraud cases

in the "X" d1str1ct this, year.. o o .

< - . . - N

He has a better’record than ani;agent in our group.

. {“-w\
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ADGECTIVES AND ADVERBS .

' egrees'of parison

Under the state mdfke ing agreement in Callfornla, ollves ‘are graded

accordlng to these size standards. . N :
medlum, large, larger, mammoth, glant, ]umbo, colossal
~supercolossal , _ A _ ' ) '.‘
thus maklng large OllveS almost the smallest obtalnable.',
”'Grammatlcally, however, there are only three s1zes ’

_POSITIVE R COMPARATIVE .Y SUPERLATIVE“

e large - : ,-1argerf - - largest - ERA
small '~ smalletr " smallest e

~ bad . . worse. ~ . " Worst
good ‘.~ . better - best " :

‘late later, latter ¢ latest, last » [
little = less, lesser ‘ least : S
many \ . ‘more N ' most -
much R -more -, .. " mest“(no such’ word as muchly)
north . more northern _ northernmost R - R
in : 1nner -, innermost, inmost. 4 =
top = e c——— - topmost o T
well S better < best [, - -
far . farther, further farthest' furthest SN

.Hyman Kaplan once startled his’ nlght school teacher w1th ; y
bad _worSe - o a rotten ‘f S y ¢
good better T .+ high-class . o

¢ cold ¢ seolder . below zerc o .
) & .’ '
. ! . o~ -
» '(‘ " L
R o . @ . .
] : ‘ - )
‘ 1‘ i ,A . -~ e
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‘CoMPARISONS ' )

. u . .

1. The President was the oldest of seven children. (Change seven to two.)

. 7 i - o N . . .
Toe ’ - . . - . ’
e : ~ - i
.

2,71 have a’better job than any other employee in my off1ce. (Begin this
: ‘with‘ "My job is...") o ‘ '

o,

. A .
N : : 3
@ ; o . ; , .

/ . ' N 7

./ g ) |

3. Cléveland is the largest city in the State of Ohio. (Use comparatiée.)
. S &S e 3 : ; : ]

/ . O : . ) ,‘” ‘-,; . e
M / - ’
. 4. New York City is larger than -any other city in the United States. (Use:{ .
* ©  superlative.). » L ' !
».'/») _ A .. o o - v
5. Hanson is the oldest man in his office. (Use comparative.)
A 6. I -trust Frank more than John. (Rewrite, beginning: 'Frank, I trust:.;")“i_'
- e ‘ ST ' - e *
Mr. Blake has hired moréfpeople than any'other man in his office. " (Begin:
MNo man in Mr. Blake's-6ffice has...'): , : R
. . ,'a o Y - ‘o \
. ot M e .
o 81- elen has two friends;‘ Richard {ghrich and.homely.h7Paul‘is poor'and -
- #handsome. (Express this in a single sentence in which you compare -
. the two.) ~ , - . : S . ‘ . .
3 N 'Cf
c; S ’ ‘ IR o S
; o CORRECT THE FOLLOWING SENTENCES | .- . ,
D S _ o l .
9. The new Director of Health, ‘Educ¢ation, and Welfare, is one of the
- ~youngest, if not the youngest educator to become the head of a L
L Government agency. . L ) o s / ' ,
o . Q
"fa . - . : Tl
’ .; .} . ) . 81‘ . '1., : 'f“‘ b ',.0' 2
. - . -// A R ¢ . . . o
‘ SRR 1 A /
, -//‘ v . ¥




10.

11.

12,

'Their

13,

wiiﬁna
fe

14,

>

The standard of liydng in the United States has been raised to &
point higher thap/any country in the world. . :

scientists are fully as clever‘ if not more clever than ours are.

~ . N

Mount Everest is higher than any mountain kpown to man., ’
U . S . . ) ’
Lifepis\bécoming ﬁdre»complex; (Illustrate the repetition L o
of the comparative of superiority.) = g . : .
: - . R DR L { .
The book was informative. (Illustrate the absolute. superlative.)
- .' o
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BRAGTICE: USING MODLFLERS -
Lo S * \

‘Cor;ect the inoorrect*godifier.vi | I o .' . ,

1. ‘Speak low.' ‘_ o : SRR o
o2, -I:tfpe'as goodyas eheLdoes:.ﬂ"i E | _

3. Behave as eonvinCioglyias oossibte%f &.f f_;.« k

v . TR 5 S o v

,

8

4. Has she“Been workiog steadyQiJ‘
5. The new ambassador 1s more fr1end11er than the last
6. Three projects confrOnted us and we ‘did the harder one f1rsp

7. Our boss makes up his m1nd too slow. S \'

”;8. He does not behabe-proper'in the office.
9. They usually come in late in the morn1ngs.

10.. We must drive fast to arrive on time. o

4

List some adjectives ending in ‘ly: o

¢ - . ~ e

se
.37¢c
40c-

|
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- A sentence with a dangling modifier simply has no word in the sentence

- - i . PN
: . <y

A47g, ‘84e) . (47, 48c) | (3d, 44§)
SQUILNTING, MISPLACED, AND DANGLING MODIFIERS A

PO

, A squinting uodifier is a word or a group of words that could possibly
‘modify more than one word in the sentence. = L s

HRONG The physician told him frequently to- exerc1se.

"Do ‘we mean that* the pat}ent is supposed to exercise often or that the

doctor told hin often? . . R : . : S
. %’ . . : : . . : C .. . L
A The physician frequently told h1m to exercisee
i ) o o ¢ ‘or . 4 .
v . The physician told him to exercise frequeﬁtly.:

HROSGf‘ He assured the supervisor with tearful eyes that he’ had
- -,had not 'been asleep at his desk. A -

,Who had tearful eyes? ‘We can be almost sure that it
was the employee. ‘ g . ;

-

e ‘;‘ S  With tearful eyes, he assured the supervisor that he had
© ‘not been asleep at his desk .)“ ,\
A misplaced modifier is'a - wordy phrase, or clause that is placed next to 'A;,-

the wrong word in the sentence. A sentence like this can usually be

corrected by placing the modifier next. to the word it describes

‘3,

"‘WROﬂCE _WANTED: a house for five ‘with bay windows :

RIGHT: WANTED: a house with bay windows for five.’, Y
~HRO¥G:_ No security regulations shall be distributed to personnel .
.. that .are out of date. .

RIGHT: No security regulations ‘that are 0ut of date_shall be issued
to personnel 4 . : ' e

8

that the modifier can sensibly modify. Generally, a sentence’ with a

. dangler requires some rewriting with the addition of "people words"

~or pronouns' 50 that it makes' sense. R B B T

’WRONG Entering the room: quickly, the corpse was found. -(The
: corpse did not ‘enter the room.) 3 RS o
’RIGHT: Entering the room quickly, we found the corpse S R
WRONG: Flattened to the ground by the wind,\the farmer sadly -
' viewed his field of full-ripened wheat. Then he turned
"~ toward the houke full ofrage (1 doubt that- the farmer - //r’
. was- flattened by the wind or that the house. was full
- - of rage.) . B
RIGHT: The farmer sadly /viewed his field of full- r1pened wheat
- flattened to the/Zround Then, full of rage, he turned ;
‘toward the house. ‘ . , :




'J. o 4B o o qb o N : » ) ...\; / - : "
- R . o, .0 . 7. . Saquinting 47g, 84e
| ~ SENTENCES TO RETOUCH ' "  Danpling ad, 4k
) ": o ’ ,‘ e »~':'. e ) ‘ 17 " v " : . ‘. B . ]
Correct all the squ1nting, dangling, and misplaced modifiers._ Be ablo e s '§.
to explain your revis:.ons. ‘ R Ce T R T
o ._u'. . & L " ?:*;‘>".*'v o :' . : - _v77 RIS CE .
I : . e e T . R A R
L. He gave her "dog biscuits only.: - . - L : S € e Sl e
h2.3 Going'dqwn'the Arain;QI‘heafa therchemieah make a boilingisound{ -
3. .When inflated_wiﬁh'Aif;'sig néOple_can.be,Carrieronifhe'raft. e Li&,:

4, ‘The boss has asked for. a. report on the number of applications held
o offlces in the regions which ‘are over- a month old.~ LT

°

”S;f Stay tuned in and 1'11 be back and tell you how you can spend six

weeks in Hawaii in a minute. G e e e
6. The man who is honest 1S'usuallythappy.. s s :

-7.’4"Does a gentleman live here w1th orie - eye named Nalker”";~é?erhaps
L we should say,. "1 don't know._ What's the name of the othet eye’")
8. While laughing at. the antxcs of hlS small son, his jaw became, BEE
unIOCIced I e PR . :

>

? . . . e

9. cAfter eating‘his}iunch the woman told the ‘man’ A@ to do to’ earn it

- 10, \537 said today that the game would befplayed.ﬁf

11.: Credit cards shall not be givenyto customers unless~the manager has

punched' them- first.\ R : B -
N
- . N EX 4
¢ u\ . . -
) / } ’
. i - »
S O - .
5 L NS ' K *
I7. (: ’ L]
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2
T 12, The commlttee member thv were dxscussing furt1velv rose and leEL
' the room. . ° IR IR e . 3
. 7 e . Lo : e
- ¢ N . 12 . . * N e _‘" , A . )
13. When opening the can, it should be grasped firmly to avoid scalding.
14, "To understand "'space—rockets,“a.'-kﬁov)ledg}a of physics is Tequired.
LN - S ,. A .b IR
2 R K . ) !
15. P;ke s. Peak is:a very steep grade for any autOmob1le,,and to climb
Co e s i low gear is requ1red, R -
B ,_,r‘._"._":,,). i . AT
X - ‘ ) . 4 - ’ ) ) . ’ ‘7"’: ' e o .‘ . b . . » l. .._ .V‘
... _ Y6, After Bill!s dancing until midnight, his feet were tired and swollen.
o , U oL L TR T ' o
;- . ; . o o R |
- 17. The rec1pe should be Tollowed to ‘get ‘best results, but some cooks
, et make a“pract1ce,of gu73s1ng at the. 1ngred1ents.
LT ) ,/,. ~b,~'~ SO N
Q»"_ ' S " : ’ . ."'A - :".! :
18.7 _The" dealer warned us to- make the~repa1rs ourselves would cos a
. great deal ¢ f time and money VA
% 19. The book is about' the war that I borrowed. - S
_ o 7 2 E ‘ S s .
’ o LT T e e '
PR ) ) .. :f‘“ : v‘ . N S ' .
o 20. . The man was mopping=up the floor with his wife,
. T L T Voo T o
21, Yesterday Mrs. A, E, Brown was hhrt whlle cookxng her hu band'
: breakfast 1n a horr1b1e(manner“\ : o .
. i CE 5 . A - . -
. ' e : SN
22.. Englneers, surveylng for a ra11road in Northern Turkestan, have
").uncovered the ‘skeleton of a massive saurian that must 'ave passed
o ‘y, three million years ago last Friday. - = - : LT
~ . . - N . L . K ) ) . / » - \ ) . 7”//.. . .
S e P / e /4,‘ .
.. 23, Mrs. DePeyser has re81gned as an. offlcer of th1s“orga ization. after e
' having served for 20 years as treasur to the ﬁegret of all the '
members. R A 4 _ o /
T ‘ ! ; \
. % \:’\\' . s : 2 \ ’ w /;’ " .
, . o {_ N » . / ) v
! . . V < ,
M e ‘ .
o N r
o . B ’ 86. e ) | SN #
ERIC. , R
B o] . §it. . B




CARTIGLES L

o - ' ”°7s'

S

) e the adJec‘bives a, an a.nd the. ‘ The is called the
P deﬁ.nit& rticle because it’ identifies @ particular person,
: place, o thing The indeﬁnite art:icle a is used before

' a.nd vowels, except onounced as in use: and o pronounced as S -
| house' . @ university a oneness a few
‘an honor an ulcer , ~&n onlooker a eulogy

B¢, 4,8 _1, k, P g, t, v, Wy x, 2, rthe 1etteru__, the
indei‘i ite’ article a is used. S

A "~ﬂ1aJFKmemorial aUNmeeting aWC‘I’U gathering SRS

%

. ' When o group of initials fpegins with a, e, f, h, i, 1, m, n,
’ o, r, s, or z, the indefinite article ; an is used.

' an. FHA mortgage an HEW. nc:;ffice an SEC ruling

, An will he used’ ei’ore ‘pumbers with a vowe,]. sound, a bei‘ore
oy numbers with & gonsonant sound.

T Y - an 8-ho 7 day a sth _ .n $100 dinner | an 80% loss'f"

h=
-
-

N \)‘ ‘ ) . ‘ C . B :;‘ .k‘- ’ _‘ T’ . »," " B » : . ) . ..
ERIC & e B0 B




. PREPOSITIONS _

. Il N r-
.+ ANALYZING ERRORS IN ARTICLES, , = e
T PREPOSITIONS, -AND CONJUNCTIONS - . L o
. j , Correct the incorrectwword_: o ' - - | o - fﬂ K
.; : : . '4'1'. My boss is a.ngry at me because I am not proficient with ' .
~ +.° ' ehorthand. R : e .
s TR ~ o .
B P - ‘A HEW oﬁ:‘icial does not eoncur with our 0pinion ,
} I ,’3.‘_- 'Just between you, J'ohn, and me, the paper is devoid in ,
U vsignificance : o o - . o -
- y, o Is it agreea'ble with you if we dissent from their stand’ D
N '5. She vas guarding against the copy being dirrerent than the ' S
<207 original. - , B o R B
. . 6. Like I ‘said 'before, I sympathize with you. . ,
l 7. ‘The dele gates - agreed with the proposal at a OAS meeting '
L 8 They were o'blivious to the noise right besides ‘tHem: . -
N "9, It seems like he is not capable in the work. ; _'
° . 10, They were rewarded by Y .citation identical tp ours.
. E R .bwcw\‘mm%‘t»zwu‘” o o . . % . -
.[ R ? "0 . )
\\ s 3 . /
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‘ . PREPOSITIDNS
e “ ‘ .»O
J ",Remember that nouns and pronouns which are th
o0 . ) . - <\ 0 :
mu%f be in the gobjective case,
3 t - : S e : b e
- . ' ) T’-J- - & R
»about above S - 8CYOSS
. . against =~ , along. . amid (st)
around .at Lo before .
: . ) - . .~
" below i ~ _ beneath: . beside(s)
-« between . . butlexcept): - “hy .o
. . . s [ ’ . ’
- + - i - P . <' .- c
down during .- except
R i . . . o
from’ throughout ‘to
5 under S .~ until -+ into
- unto - like | . . of
~ on .. . over = . past
R through. - ; \ up, - upon
. within . without -
. - .
= i y C\;I)
v o $
. . . .
o - e . ‘ . ,
RN VK- 4
\ / . . * )
. - .
- . " » U
- < . .
. . .
o . * - ) " L/
0 ‘. » . , e
° o . Toa
N > 0w
o . R s
N ‘r’ , i S
‘. . . ¢ KY *
2 . 7 .
. \ \ ’ \\ K
» '} . . ‘ . ) =
‘ - ) ‘
. . ~ o -
. Cr
Q - o ! . . 3 .
N . 89. g7 ‘
-RIC- . A
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“aft

amo

~beh

beyond )

Pl

er
ng

ind

v

for

I

|
N

L.

e objects of prepositions

concerning

.

i

.
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‘THE ‘OBJECTIVE,;\CASE_IN PREPOS[TIONAL PHRASES

. . {gg'f : ".
A prepos1t1ona1 phrase contains a prepos1t10n plus one or. more obaects«-}ﬂar

“j.e., after the storm; between him and me. -Our language, because it
- conta1ns SO many prepos1t1ons, is loaded with prEpos1t1ona1 phrases
o o R / .
‘ Examp]es “$he typed four copies. of the contract w1thout -
SRS s1ng1eeerror . _ C :
) . T . N g ’ 3 /" -
The Viet Cong attacks on our forces haVe been heavy °
since last fall. ; MR . .

e
.

- . (You) Look in that cab1net above the sink on the R
' - second she1f I

In the fOIIOW1ng sentences, draw a box around each prepos1t1ona1 phrase
. Underline each/subject once,..each verb twice. (Don't be tr1ck
~ sentences wh1ch conta1n no prepos1t1ona1 phrase )

-

" 1. He p1aced the 1etter on the desk

. 2. At a convent1on in. At1anta, we heard about h1s f1ne work v

e . . /

In Apr11, GPO w111 repr1nt the book : /
I don t know what we would 4o W1thout her |

4

3.

4

5. The Government hopes to lower taxes by ]971 . zi :;
6.

7.

T m

Around th1s t1me 6? year, I beg1n to yearn for a vacat1on

. He walked past- us W1thout speak1ng, he was 11ke>a¢man 1n a trance

' ,'8.v On a clear “day, you can see for m11es

s

A He wa1ked qu1ck1y toward me.

P

3

10 Mr Brown fe]t that GSA shou1d re1mburse us.’

’

, Note that a11 nouns and pronouns wh1ch are the obJects of prepositions
must be in the obJect1ve case.

A}

‘e
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,in some cases these prep031t10ns have become fused
with these words into in indestructible idiém. Often there is no rhyme or "
reason for using one reposition rather than another. The most frequent

~ . . . .
Y

abstain Trom
accord: with
according to
—addicted" to
adept in
affinity with
agreeable to v , . Loyt : :
-among (agroup -. ﬁhrée or more) . . . oo o Sy
angry with (a person) ’ o ' ST e
-angry at (a thing) _ LA S S e T R
approve of g S o : - L : e
apply for (a position). S R e AR
apply to (a perEon) o ) - ‘ , _ ;
argue against, for (a pollcy) S L : S Ty
agrue with (a person) ¢ N N o oL '
arrive in (a city) . : f; ) : o o e
-arrive at {a small place) vl o ' ) ‘
' at someone's house (not over, up, or- ‘by) o o
beside (by the 'side. of) T T

3

' e‘ i

. ;besides (in addition to) o I e v

" cannot help talking'(not cannot help but talk)

. contend ‘with (a person

between (only two) , o )
blame me' for it (not. blame it on me) ; L b e

capable of ’ . - . v
charge against (a person) - "o . e .

-

charge with (a ‘thing) _ o : o
communicate to (a thing) . N
cofimunicate with (a person) - L - E
compare with (an’actual comparlson) Ny
compare to (an 1mag1ned or poet1c comparlson) ‘ %
conformity with - ‘ '
contend -against (an obstacle)
contend for (a principle)

content himself with saying (not _1 saying)

“e




RIS . . . X B L‘V'.

Y : . g - : o . ) . o 6 - e o

i

" continue (no preposltlon) ‘ SN T,
i convenient. for (a purpose or use) . . .
’ ccnvenient%ta (a place) e ' '
. dabbling in .’ | . i
_ . dabbing ate T R T
v deals with | . - B ' R
: -+ depend on | e~ \ ’ .4 .
- deprive of - I ‘ . o
'  desire to© - - 4 N
desirous of ' T- T : S '
. ~ destructive of Do A _ © , oo
. deveoid of I '
vd1e ) - a B .
’disagree with ' o - . :
disappointed in (not at) ‘ =
., discuss (always needs a direct obJect) N
@ disdain for . e S N

L. . el B . o
dissent from - S

, doubt whether (not 1f) e : o s
employed for (a purpose) e S
‘employed at (a certain salary) . -
employed/in, on, . upon (a work or bu31ness) T
empty of - - . T . s I
enamored. of (not about) ' ' : ’
ﬂ‘ enter at (a given  point).
' enpter in (a record) _ v )
“enter into -(agreements) ST - h
- enter upon (duties) LT ' R T :
- equally with (never as) ' ' ' =
equivalent to, in, or T Of (p. 147 in Revenue thting) o -
.. (in size) ‘ S . >
(the equivaleat of) noun = <
(one amount, is equ1va1ep€\fo another)
expect from ( a thlng)

. expect. of (a person) . S e e
et " feel-(no preposition) ‘ - L ) R
“ .~ followed by . ' ) .
e forbid you to do this (npt from doing thls)
’ foreign to u\\‘ - N _
free from : o ' ,
frightened by, at ) - o
- graduated from. ' o L I
impatient for (somethlng deS1réd) ¢ = ' >

&

impatient with (someone) . _ ,
impatient of (restraint) @ _ .
impatient at (someome's conduct) .\ - T
imposé on - ' ‘ o ‘ s
independent of.
inferior to

- infringe (no preposition) i ¢ ‘ RS o ' ST R ,
> in search of (not for) - o . ce N,
) ' initiate into , - ‘ . .
. 4 . . . g . . 3
B inseparable from . I - _-k o |
knack of (not for) — .. -




listen to.(not at) : ‘

meet (no preposition pefore people, w1th before abstraqtlons,

: difficulties, delays, ete.,) . ee s

¢  mistake for - ' o o f~"«

' omonOpoly\_ of v " ' ’

‘ " need of or for . R

' ‘obedient to ’ - :
outloud is aloud L o , #

., part from (a person) - S ’ '

- part wﬁth {property or posse381ons) , }

- prefer to . e Ty B .-

prerequisite to - A - R o

. proceed with (a matter already begun) o o

*proceed to (a place or matter not begun) f

proficient in_ = . R LT T,
"profit by L - /// - '
prohibit from : - R
provided (not providlng) ' _ :
related to . e ‘ S : LY
relyon -~ "¢+ . . ' ' '
repent of 7
rewdrded’ for (a deed) /

- rewarded with (a gift)
-rewarded by (a person)
sensitive to . B :

) separate from . -

similar to N

‘stay at home =~ - ;‘ . :
superior to ' R o I
surrounded by (peOple) ) ' '
surrgunded with (things)’
sympathy with (sharing another's feelxngs)

.. sympathy for (having pity for another)

treat of, (a subject) o o

, ‘treat with (to negotiate) =/ . ¢

S try to (not try- and) // T .
. unmindful.of = e 5 . . T
use for co . - L .- ]

. use of -, S \
. - vie with

.

srd i

'gm{'
P’;
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* - blame on
over with
Coff of
_ plan on
‘ wh”er'e’;"gg |

except of

meet with

continue on
* 0
o ¢
K’ ) 4
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e e - ' CONJUNCTIONS &

g . . . . . CINTERJECTIONS" .. '
: T o . g .
A © " CONJUNCTIONS . 7

A conJunct1on is'a word or a group of words’ W1th the mean1ng of one
word, that connects. (11nks, joins, relates), A con3unct1pn can ., )

N connect words, phrases, clauses, or somet1mes.°entences._
N . o i é
‘ KindS' ' e

.
>

-{- Coord1nathg conJunCtlons connect words,- phrases, or. clauses,
of equal rank. There are six generally accepted coordlnaﬁrng
conjunctions--and, but, or, nor, for, yet. (For and’ 50 are

‘somet1mes considered coord1nat1ng con3unct1ons 9 ' ‘&

- «

The D1rector and the Assistant Director w111 a;tend

L (Connect1ng a word - with a word) N

He is a man .of great capability but of 1ittle§experienee.

(Connectlng a phrase-w1th a phrase) . R .
=~ He said that he had filed a c1a1m for refund but that he had
: o not” heard anything further f£rom this" office.
# . (Connecting two Subordinate clauses) S

1

‘¢  Mr. Carter is our D1rector~ and Mr, Murphy is our Deputy.
(Connectmg two?lo.rdmate clauses) - S

Different conJunct1ons are psed to express different relat1onsh1ps.
The common kinds of relationship between coordinate dﬁauSes are

add1t1on, contrast, choice, and-exglanat1on. T 5
. . Addition: I wrote to him, and he wrote t& me. .
. . - 7~ : . e . E

Contrast: I wrote: to - him, but he did not write to me.

.Choice: "'You'write to him; or I will write to him.

loan, . . f

*  Contrast: 'The faucetvcontinuaily leaks, yet it never rusts.

. . B - o i v . - . 4 a . s -
. ‘Explanation of substantiation: . I was eager to attend the o s
' . oL conference, for I knew that the
fow : ' exchange. of ideas would 'be

- - T . stimulating. - ' ‘~0 A

v |




- * ' e .. - L]
B .- oy

‘We may usc conjunctive adverbs to show coord1natiun. The* conjunctive e

o . adverbs serve the double purpose of conncating indcptndent ClaUSLS‘ " '

. ' and of showing relationships between' the clauses., Although the o
; c¢lause introduced- by.a ¢onjunctive adverb is grammatically 1ndependcnt
, - . it is log1Cally deptndcnt on the prtc§31n5 Llaust for complete meaning.

‘f‘ ; : ,therefort L »moreoVLr ff-»howevtr v ' ! T : 3
. ® accordingly. besides Lt ‘thgL‘ [
conscquently neverthtltss - indeed - . v.'Q‘:",i‘ .
o - furthegmore still . | ~ likewise . ' ’
. +SO : S oo o

N -
" : ‘ - _ S v
v , ¢ ‘

@
Even thou&h thL conJunct1ve adverb has more. mod{fy1n5 force than thL
coordinate conJunct1on, it has less conntcting force.” Cladscs JOlnLd

by a COhJunCthL adverb must be separateg by a stm1colon or a ger1od LT

The announcement came’ late, ntvektheltss, hL must proceed W1th
) the preparat1ons of e course..| -

. _;" g had a confl1ct in my schedult' therefore,ﬁl Was,not able to
o attend the staff meeting. ' i R

L " . I3 .o .
. . He has‘not madt.one recommtndatlo

fétud1ed the reports, J.f AT

~
e

e . . . : * » L
« . Y .

; moreover; he hasjnot;even -

s . .f"\f“ #.‘ . s‘

- knowlwhat to expect.’ Frequently, these onnectlves are. called S
PR -’ﬂgu1teposts. : : :

‘moreover, furthermore,

[N
T

. ﬁAdditlons to what has gone- befo H

bes1des, also, 1ndeed ££f p
Except1ons or negat1ons to what has gone before' hut,vhBWever; ‘
nevertheless, yet 0w L o ' \
. 'Cause'or effect: therefore, thus, accordingly, consequently ’ :
B . R - ) ;
Almos't all these connectives are more gracefully used when put 1ns1de o
the sentence 1nstead of at the- beg1nn1ng o R - e '

Correlat1VEsConJunct1ons are used in pa1rs to emphas1ze relat1on

between two 1deas. The commonly accepted correlat1ve conJunct1ons
~are: e - ; S ‘ .o o
o | either.:.or,-neither..!nor, both...and, not only...but also ' «.

o

S . » — : . ."_:.

IS
I3
Qe
.

e R . S e .f,

- . o i . . S
v o e - ' 194 s ' ‘ s - ‘ ¥
) < . ‘ . . ) LW 2 A . . B . f
- . ; - . TR .
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¥ ‘ By,
- Becaust corrtlatlve COHJUHCthHS connect parallcl 1dtas, we must be - o .
T careful to place these conJunctlons beforc the words .that balan (s vadh . o
s ,other. ' '
. - - RS ey, . et o u . . C s .
- Either the Director or the Asslstant Dlruttnr must attend E
(What is ;the subject " of thls bentenceﬂ) . . R
o W}mng" The coach was nelther 1mpressed Wlth.hls plunxlng nor with _ o
P his' kicking. . - o o A b ; .
* Fighl:  The coach was 1mpresscd ne1ther with hlS plunglng'nor with | \
R " his kicking. o . S -
- (Both neither and nor precede the prepos1t10n W1th )y T . A
. . D S A
WT“Q%:' Not onlx is he 1nterested 1n'wr1t1ng for plctures but also in actlng \
o in them, : - Vs
‘Right: » He ig interested not onlx in wr1t1ng for p1ctures but also in actlng
; 1n them., . , : .
. ‘. ' re . . Lo . o ) . -
: W"”“F'*‘Whtn ‘you went td@Hobson s stables, y:% cithef-had to take the
" horse near the door or noneat all, ' ‘ e
! i"ight.s When you went to ‘Hobson's- stables, Yyou had to take t1ther the” ‘
T hotse near the door’or none at a11 (Elther_and or come befor¢ T
‘ . a substantive -) . T ' ' K . '
. .. é [ ?,( B . . ¥ V-'O . 1 i . .... .\
Either of the boys w11\ go.. - : tor '
(What part of SpLL ch is* e1ther in. thlS sentence°) b o
Voo Subordlnatlng ConJuncttons rclatdia noun or adverb1a1 clause to

| o its independent clause. These ‘conjunctions introduce clauses

' : _that have 411 the potentialities of adverbs and indicate the
Voo exact relationship between the subordinate idea and the main’
R idea. Here are some. of bhose most* frequently ubed.

. . . toe
a, . . o - e ‘

‘A

[N

\ , . after ° since - . . inasmuch as ' . .
\ o+ . % ‘*before so that . ‘as .long as
T ' . until -~ ~that’ -~ ¢ 'as soon as . . v
\ . while - . thaugh al thongh L :
.\ . _ where -+ undess -7 " why , o :
Lo - _whem - .- - if y - wherever o, T
(N - as, - what . : e : o
\ T as if " whatever o ., Lo )
\ : because = whenever - o S
v ‘\ - . how - ' whethe:_f FE . ‘ RTINS
; The r1ght connective or conjunction can aid the un1ty of a sentence. = **
.~ . The @rong one. can destroy it.. The connectiv® can éither reinforce
v f\ or weaken the grammat1ca1 coordination and subordination of sentence -
- 3‘e1epents. Even when, all the main ideas are Ln 1ndependent clauses%
C N S : : . R [
“‘*-.e_\\\\ v ‘ AR : - o - R
S e
> ] ( -

4

3\

A
. T m\ L
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\ L]

: all therubordinaﬁe ideas in’ dependent claUsesm-eyen then, connectives

L . B ) - . . a
2, ‘Place (where, wherever): e » T )

“can improve or spoil the unity of the sentence. . Remember that one
. conjunetion—eannot be used for another. They do .not have the same =
~.meanings. You must choose‘the one that. exactly fits your intention.~'~
Here are some examples.'; S ’ S '

¥ . ; o . o . 4

.1,d Time (when, until,'before, after, while)f, . o L

“When hurricane: Beulah struck the. coast, the Texans were in danger..
Before hurrieane-Beulah struck the cosst, the: lands were dry.’
2erore
After hurricane Beulah struck the coast, the Flodds came. o
Be ,careful of while. While means'during which time or at the - same time,

f?While hurricane Beulah ravaged the coast .of Texas, thé East Coast
was rece1ving rain and wind from hurricane Arlene.

Our land was: dry until the rains,came.n .- oo

T e

- L. S h v
. R . .

‘Go where the action. is. - e T . : fﬁ? '
He runs wherever he goesy” - v o0 7

The Texans prepared for hurricane Beulaht as they hadwbeen instructéq, r;
. The Texans.prepared for -the hurricane as though they were frightened.-

.

4, Condition (if, un]’es.s):}‘ . o - . vq,‘ ) B . o :

If the hurricane stops, I‘shall try to make the trip.
He will not be able to make the ‘trip unless the weather clears.

5. Concession (although, thOugh)

Although the Rio Grande River was deep, he plunged in,
.The Texans would not give up the1r land, though it seemed ruined by
the floods. : . o 7™

Cau8e or reason (because, for, s1nce, as): .. .. "

Y
o
.

. They ran- because they were scared. :
. They-stared at the Rino Grande. in awe, for they had never seen
- such a torrth before.
'Watch the use»of since and as; théy have another func .,-Since .
introduces clauses of sequence’of time, .and as introduces clauseés
-~ " of duration of time. Because, of the double function of these two

words, we must be careful to’ use them only in sentences in which
they cannot be misunderstood.

Not: Since this report was prepared to analyze the effects of.ee '
«  (Could mean: Since the ‘time that this report was prepared..{{

<

Sy

]

f

n




¢ . K . R . a

. ’ e o JENNE . ¥ ] ‘ e
But: Because Lhis report was preparcd... L

Not: As-1 was typxn& the monthly repan hb‘gavu thé"assignmnnt .

.t Beth.
(Could mecan: Durlng hn timﬂ LhaL (or wnll() I was t ‘ping tho
L. k monthly rcport...) er - e
. s I ) . . . 3 e

[ . g N BN

But: Becausevi was %yping thh monthly.report;,.' o M

t - t’ ' L
Nhnn an ag or s1ncerc1ause comcs 1asL in"the sontvnce, thc moanlng
ade tlear b by the pun tuat1on of the miauso. If as or since
as a time 1nd1cator, the clausg it 1nLrodJcos i€ not seL off
he sentence by a comma. But if the conjunction 1ntroduccs

2 °

ey .
3 ause of cause or reason, the clﬁise la set off by a comma’.
N AN . _ : . R
S ' vaoral changes in pollcy have occurred s1nce the commlttee rqleased'“
' ~its findings. . - LR . '
(No punctuatton, since means s1nc0 tho t1me that) .'; T .
Sevcral changes in pollcy'have ocd&rrnd s1nca the cvmmlttec reloaSed
‘its findings: L o
(...because the‘committee released its Elnd1n%sf e
— .
Other adVerblal clauses com1ng at the end df/the sentence may be sety
‘off by commas 1f thcy°are very long or. need’ spec1a1 ‘emphasis. .
" * .k ﬁ et
» I will cafi you at 2.0 clock after the mcsSenger brings the mail.- .
30 . We must f1n1sh tnis report by Friday," even if we have to work on -~ . o
it all nlght. = . e T :
: O o . B
- CoeTy, . . e L, : .

| 7. Purpose,(so that)

o

L4

» The f&rmers repared curefully for Qhe hurr1ca e So that property
¥ .loss would b m1n1mum. o T S Lo
8. Degree (as} / .
r -_— 4 ’“ .
VlllaaerS'frOm,Laredo, the Mexzcan border town,,
s as vigorously as they could. .
“‘ Séme of the people in Brownsv111e went as far up t
could gobln boats, .. . \.

s amrthé/Rio Grande

oo - \
9. /Comparison (than) o ; . o . R ’ :
,/' - ) ' ’ . o .
. ./ Some people could sw1m farther than.others. , =
/- People who managed to. et boats escaped ‘the flood beﬁter than the
) 14 S 8
//‘ peop1e who swam. o o ‘ ﬁ‘é? ey . _0 .
10. Result (s,o.,..that) . ]‘. ' ' , AR
i The Mexicans worked so hard to rebuild Laredo that they rebu11t it in
less thanp a month. R v
The farmers in ‘Brownsville were s0 intent on saving the1r citrus
crop that 'they, a1so managed to save: most 'of the vegetables and gra1n.
- o \ » . ', ) B d‘ ) v :

Aruitoxt provided by Eic: N
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. . . & [
We may use%relative pronouns to subordinate._ Some reIative pronouns--,u‘ ’
© who, which, that, whom--introduce adJoctive clauses. Others--primarily
.that -and the ‘compound telative pronouns whichever, whatever, whoever, < *
whggever--introduce noun clauses. ° Both types of relative pronouns connéct

the clause they 1ntroduce to thg rest of the sentence. a 3 K

-

\ ’ I . m ) .
_~The sman who called for an appointment has arrived. -; < . " o
. Office equipment that operates properly is an asset to any secretary.'

10y

“Give the manual to whoever calls for it.:- = - o L e ‘
. ‘That helis fa1r Ls a well-known»fact. o Co PR "

That may be om1tted in noun clauses (especially thoSe following“such verbs
as say, think, feel, believe, hope),.and in adJective clauses, if the . E i“’ -

“meaning of the sentence is clear.‘ S ,

. Noun- clause. ‘ R ‘ B iv Lo
S et He said (that) he would pick up the’ mail by noon. o g

0 . . , / ot ) . [ -
B . . < .

AdJective c1ause.- . ' ' R e n e
=~ - The bpok (that) 1. a'sked - for is out on loan. T e - ' . kk“ .
. R

. ‘\'
P Certain words may be" used as. both prepositions and conJunctions. If a word
takes an: object and is a. phrase, it-is a preposition, - "‘But if a word is
,used to intrdduce a clause, 1t,1s a conjunctiun, Sometimeg a conjunction

may,be used as a connective- without introducing a: clause. (correlative Y
' conJunctlons) PR . o . l 7 L ,l;- : e
I . [y h . - . - ‘ . .
- Everybody but me, thought Charles . to be him. (prepos1tion) - ' o
' * .Everybody thought Charles to be him; but I-was not conv1nced (conJunctlon) e
sHere is ‘the report for the boss.-(prepositron) o A S &

“"The bo$s hesitated on the decisiom, for the repprt contained top

secret information. (conJunction) e N
He worked overtime until“9. o clock‘“(preposition) ‘- - : ST,
‘He worked overtime until he ‘saw darkness _beginning. to ‘settle. (conjunction)

® A

kK

« . - B
s B o i

Neither- the supervisor nor the D1rector will be in towq for the meeting.- -

- - (Correlative conjunctions connecting wo Subjects). « . RS
B ‘Both Miss Bailey and Mrs, Ragsdale will atténd the" meeting in thelr pléces.
(Analyze both in the abov¥ sentence ) S R . L : e
N ‘ _ - S .
CAUTION L1ke is a preposition which not interchangeable with the con-.
'Junctions as, as 1f, or. as thou h A o , N
X s c . Ay ( - . - o .
£ ' It)seems as though you w111 not fin1sh the typing, S, - T
The report looks as if 1tam§y be satisfactory. o
) As 1 said before we W1ll complete the drillﬂfirst: e ’ :
(Under noccircumstances would’ we ever say; “Like 1 said before..J,’ )
a . ~ . WL . ‘,‘r\” . ) . . ta o,
_ - Use so and not as in‘a negative comparison.. ‘T ,° e,
WRONG: - ’Th dper is not as good as that paper. - R S o
' Th report is not as. accurate Aas- the, first one. oo L id

v : ‘.\'?ﬁ)v- SN : s ) ..

ERIC - SR T R S
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S s . ;7/’ " Lo A
"RIGHT: This paper is as good ‘as that paper,
'This paper is not so good as that paper.
. That- zeport/is as accurate as the first oOne. .
“a That report is not so accurate %s the first one. .

-Never use e1ng as a substitute for the}COnJunctions since,‘because,

or as.. ’ _ . A ~
v . o : . T

Y

: c o ” s B - RO -
@ . “

WRONG:; e1ng employed thére for a number offyears, I asked for an .

, ' increase in salary. . >
' WRONG: Being as how.I was employed there for a numberlof years, I
o, asked- for an increase in salary.

RIGHT: :Because 1‘ was.employed there for a.number of years, I asked
B ' for an increase in. salary. : . v o LI

<40

’ -

we may begin a sentence, or even a paragraph, with and, but, or any other
- coordinating conJunctlon.o Remémber that a coordinate’ conJunction or a.
conjunctive adverb at the beg1nn1ng of a sentence is often’a handy - )
" signpost for - the reader; tellxng h1m in wh1ch d1rection this: néw sentence
Will carry hxp L L . : - :
. ”YT;«/“‘. }“' ' - . ) y )
T l'. forgot hls :
T briefcase. : B :
‘2. ‘The secretary had not typed more than onegletter (unt11 - when)
the telephone began tp r1ng.,_v\ S . , v :

@

T

N4

. The D1rector d1dn t act (11ke - as if) he were pleased about it.
We read in the papers (where - that) taxes may be ragsed.-
7>~5; The superV1sor had hardly started £o°d1ctate (then - when) his
o caller arrived. .‘n'. Lo e , o

. oA

6. Fred went to meet his class, (and»- but) he m1ssed-1t somehow.

- 7. (Unless - Wlthout) you keep . your files in or ’ you-can't
o aIWays find the th1ngs you want. e ‘ R :
7\;. '. . 4
8. (Due to, Because of) oversubscriptlon, the forms were returned
to -the agencles. BT ) ' o

o
fe
Ba

9, The forms were returned (prlor to - before) the nom1nee°
‘canceled. ' : S

- : oo ’ h . : ®

- 10. The letter of reprlmand was (1n connectlon with - about) his

1neffic1ency._ - L .
11, You w111 not have to report to work ear11er (unless - except)
you volunteer. :

l 3

&
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‘: N . /; ¥ ’ - o N
b .
i 2. ‘v' - * ) A4 )
12, We have read your letter about a possible salary 1ncrease, S
) (and - but) we are complying W1th your request. ~ , SRR
' 13. (While+= Although) I did not remember the appllcant s name, I
' thought I could recognize her face. ' ~ '
14,..(In sp1te of the fast that - Although) results were gooﬂ we St
, still need further tests.A A : 2 v
N oy : ,’\ [T e’ .
Tt 15. I saw in the bulletin (where - - that) the new law has been put,
inflo effect. oo - ‘ _
o . ' . P . ” L
16, “We'will’ be happy te help you (if - in the event’ thdt) you make |
. 8 formal request.. L ' : B l
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K ' " @ . . . C . . . {. / v . - o .Q_
g .« INTERJECTIONS | s L
: . , v v : Rt °- o . o

[ Perhaps oner day one of our amcestogs, runnlng barefoot.along the' forest
floor, stepped auddenly on a sharp stone: He might ‘have uttered a niercing
cry ofi:pain, ‘shattering the silence. We can imagine him later relating the

3 story to others and perhaps acting out the event. He might have used some
of the Same sound effects to make his story more vividy, No doubt his story

«~ ° was passed on to others. After frequent repetitions, the sound becare a
ord ,the yord for pain or stone or sharp. Words uttered in moments of . |
- surprlse, dlsgust, or pain--Ah!l. Oh' Phooey!? Ouch}A-afe‘called INTERJECTIONS. -

-~

€, . . v Y ' » ) v .
The fOIIOW1ng are Some common 1nter3ect10ns. -, S f“»_}
, . . L. ' R R
. .. ah - 10_. o e A ’ . R
. aha ' 0 o, ‘ S ST S
" “Q . . Co .ala_S . . ‘:-~v Oh ’ ! K . . . . BN . .
' . fie - - ouch- T o , S
. . o . . o
' » . hurrah .pshaw _ : :
R ~hark . ’ my. (A pronoun becomes an interJectlon‘)
. ] - » LY
. The book is finlshed Excellent! (Here, an adJectlve becomes an . " . 7
2 1nter3ect10n.) . o . ) o 3
- . . ° . . A A
. <. . ) L P o
b @ bl )
. - A
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S . VERBALS

- o - . . -

SR | WHEN IS A VERB NOT A VERB? o g

A verb is not a verb when it is a verbal. Verbals are words formed from
verbs; ‘however, they can néver act as verbs. The three kinds of vfrbals
are gerunds, participles, and 1nfin1t1ves.1 Se i
»n, BN ‘o . = /74
* 1. "The infinitive is a form of a VErb usually preceded by° to that
performs the work of a noun, an adyectlve, or: an. adverb

Q.

THE INFINITIVE USED AS A NOUN “fp' S R R e

To _screen these appllcatlons w111 take a long time.
A (The infnitive teo screen is the. subJect of the sentence ) I .
- ‘His intention was to screen these applications. ’ %
s A (The same 1nf1n1t1ve to screen”is"used as a predlcate nominatlve
.here.).’ ’ = oo : :
@ He wanted to screen these appllcaiions._ . e T .
(The infinitive to screen ‘is the dlrect obJect ) : .

-

L

9

The 1nf1n1t1ve used as an ad1ect1ve. '~;u e
5 .

He had money to spend. (To spendcmodlfles moneﬁ ) o N
. The reports to be rewritten are. on. my desk. I - SR
(To be rewritten modifies reports ) S e s
' We heard him speak. (The word ﬁo 1s understood here, and to sg '
‘modifies-him.) - SRR "*q@& L. )
0. GUR L (e : : o, ‘ . L
.THE INFINITIVE USED AS AN ADJECTIVE“ L SR T I
- Words like how, when, "and where, placed between: a trans1t1ve verb - ’
, and an infinitive, may be 1d10mat1ca11y .poun equivalents d'may_be
modified By an infinitive serving as’‘an adJectlve.» T
The boy quickly' learned how o swim: “(How, meaning the way, is L.
the object of the verb learned and -is mod1f1ed by ‘the infy 1Elze ..o
- . %o swim.) ) N . R
) & : ,
The sa1esman d1d not know when to calb e S

(When, meaning the time, is ‘the obJectnof the verb d1d know, and is
mod1f1ed by the infinitive to call. ) E
» ’
The riders could not choose where to stOp.v ‘ '
! (Where, meaning a Elace, is the object of the verb could choose, ‘and -
i is modified by the infinitive to_stop. - The sentence is the same as
P "The riders could not choose a st0pp1ng pﬂace L

-0

| | THE INFINITIVE USED AS AN ADVERB ‘ L o S
A ao I am ready to write the report now. (To write is,the'infini%ive
- ' modifying the adjective ready.) R o
He went to look. (To look modifies went ),

« ) b PV TR :
. . x ’ < . L
. o LW - - : o . “«
.
.
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*

.//
'fng/ |

We will try to finlsh by'noon._ (To finish modifies the verb

L]

will try.) .
- We wrote this directive to explaln out policy. (To_explain
modifles the verb wrote.) - i o RS

. ‘ ,/ ) o . . : :
The infinitive i may have its own,subject and object, The infinitive may

~also have a complement, ° o .0/ - %

=

\Nobody wanted her to sing. . B :
. The pronoun her is the subject of the 1nf1nlt1ve to 31ng.
. . The pronoun. her is not the object of the verb wanted. The meanlng
/ of the sentence is not "Nobody.wanted her.'" The infinitive to 51ng
" . is not the object because the meaning of the sentence is not
] "Nobody ‘'wanted to sing." 'The infinitive with its subject (her to
. sing) is yhe ébject of the verb wanted. _ - <o

T E INEINITIVE TO BE

©

P |

at the subJect ‘of an infinitive is in the objective case. We also remember
‘that ja 11nk1ng erb takes the same case after it as before-it. (This is she. )
Théréfore, a noun or-a- pronoun used as the complement of the 1nf1n1t1ve to be
or a equlvalent\llnklng verb is: 1n the - obJectlve case. | : .

. N 4

;here are spec1al/ru1es to remember about the 1nf1n1t1ve to be. We remember
h

Everyboﬁy hut Charles thought her to be him.

4

, .when the 1nf1n1t1ve of a 11nk1ng verb has no subJeot the complement i$
the : nominatlve case." : B e

ey o

. N
A

When the girl put on her broeher s clothes, she appeared to be he.'
The mean1ng is: ""She was to a11 appearances E? n >

NCTE: Remember that the rules about the 1nf1nitive to be.apply enly to "
infinitives of a linking verb, .Ordinarily, nouns or pronouns after
all-other 1nf1n1t1ves are in the obJectlve case.
Nobody wanted to see her. '(Even though to see has no sub}eot, her
is ih the objective case.' It is the object of the infinitive to. see.

o

b ) T ’

© Addikjonal information about the infinitive -~ . - N

v

" Do not'confusegthe infinitive with the prepositional phrase.

-

THE INFINITIVE: She came to see us. . - -
sBREPOSITTONi She came to- our house.‘ '

IDIOMS: - We allowed het to lolter. . ’ ’ RN
We let her loiter.- (Either: of these senteénces is correct.
Whether the to.is used is a matter of choice. )

. I had (or would) rather ait. oo l - ‘

We shall have to hurrg means the same as “we mustohurry."

> . N



. . THE QUESTION “IS: TO SPLIT OR NOT T0 SBLIT' <
' . A

‘An’ 1nf1n1t1ve is spllt when adverbs are- placed between ‘the to an& the’ verb
form, and it's nothing to worry about.. Some t imes spl1tt1ng an 1nf1n1t1ve v
may. be the only way of expressing a thought naturally. R
- . To réally kndbw anything well, you have to'devote much time to it.. .
‘ (The best place for really is where it 'is,) . When, however, .
splitting an infinitive is unnecessary or results in an-awkward ° -
or unnatural expression,: we should‘certalnly avoid 1t. ' .

POOR: I wanted to carefully weigh the matter.
BETTER: I wanted to weiph the matter carefully.

Va POOR: Use '~ to promptly relieve coughs. A Y
‘ - BETTER: Use " . to relieve coughs promptly. o ‘ ’
y o " POOR: Slated to- soon_clash for the cup, are the two all-star teams.
e . . 'BETTER: Slated to clash soon for the dup, are the two all star teams.
T : ~ EITHER® I wish to completely forget it. - . . !
ONE: I w1sh to forget it completely. : . : '

* 2 The gerund is the in g form of-the verb used as a noun. In'other words, it -
“:is a verbal noun; : . . /. ' )

-

.

3
Swimming may be heatthy, exerc1se. (Sw1mm1ng is the s bJ@ct of the
verb ma! be ) - 9 7 PR
We will appreciate vour sendlng thls/1nformat1on. (Send1ng is. the
object of the verb will appreciate, 3] ' o
e - Note that “the gerund is, preceded by the possess1Vencase (your) the same¥
' .+ . as any other noun. : ' I

He insisted on attending the con e encgﬂ (Attend1ng is the obJect !
of the preposition on. ) g v
That is mere dream1ng._“(Dream1n i the-predlcate nom1nat1ve after”

the linking:verb'is Y R AR L

. <

.The gerund probably causes less dlfflculty tifan the other verbals because of
. its consistency in appearance and usage. Ehere are two problems: to remember--
" thé dangling gerund and the use of the pogsess1ve case before the;gerund
- @ i PRt
The' gerund phrase, like the gerund 1tself, serves as a noun. But when th1s
phrase ‘becomes the obJect of a prepos1tlon, the result ;s’that ‘the gerund
 sometimes becomes a mod1f1er. o \ - -

'CORRECT: After meeting: w1th his employees, he annouhced h1s dec1s1on. .

'f/ INCORREET: After meeting with hls employees, h1s decision was .
N ' " ahnounced. . v '
: INCORRECT: - In making our dec1s1on, both sides of the quest1on had - to
\ T - be’ considered., .

CORRECT:  In making our dec1s1on -we had to cons1der both s1des oft/”A- "
" the questlon. : :

I~




. ’ - . .

The best way to avoid the dangling gerund is to be sure the wor
comes right after the gerund phrase and usually this’ w1kl be aj ¥
vword or a personal pronoun.. . ) ot

)

.

a

*?3., Participles are‘forms of verhs that do the work of adﬂ-
,The part1c1ple has three tense forms::
.Present part1c1ple. talklng, wrltxng 7
Past’participle: talked,wrltten, brought, etc., . c
ox Perfect participle. haV1ng talked having written - ? BN
"The glrl talking on the phone is our staff ass1stan A 3
(The participle talking modifies girl.)

R The report, adcurately written, wasg approved by the. hairman., '
- : (The part1c1ple wrltten, plus its mod1f1er accuratel , déscribes
report ) :

- The secretary, poundlng on the typewriter, stopped he work when
“the telephore perslsted in ringing. S

f o - (The participle poundlng modlfles the, word gir l ) SR

. The letter, having been typed and signed, was ready to be malled
’ - (The part1c1ples havipg been typed and s1gned modify letter.)
L S : _— ’ . o

. When the participle or a participial® phrase comes ‘at the beginning of a
: -sentence, in particular, we must’ make sure that the noun or pronoun- that -
follows 1t agrees with it in‘sense.’ , S S

. , .
, [
§ . ° -

CA g Hav1ng eaten our de11c1ous lunch the horses were dr1ven home.
o - Having eaten our delicious lunch, we drove the horses home. (In bl
~which sentence was the p1cn1c-sp01led°) N
The first sentence tells us that'the'horses ate our delicious- lunch,
and that's enough, to spoil any picnic, To make- sure that" we eat
» ) ’gur delicious lunch, we must put the word we -imme diately after the
s T ;part1c1p1al phrase. ] 4 . . v

P
. 3

.

_ WRONG: The dog watched us, growling and snarling‘m
. -RI@HT. Growlingi-and snarling, the dog watched-us. ,
. WRQNGi * The President made some rather' vigordus remarks about the.

N . communists in- Viet Nam, r1s1ng,from hws desk during the
:  news conference. - . . L
_ RIGHT» Rising from his desk during the news’ conference,vthe N
S B President made some Tather v1gorous remarks about the

copmunists in Viet Nam.' L _— B

" NOTE: Do not confuse the’ particlple and the gerund. Ihﬁlr dlfference 1s

P clearly one of function, - Remember that” ‘the part1c1ple is an R
. adjective, and the- gef”hd is"a poun. - L S

’

N

A i Tox: Provided by ERIC
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PRACTICE: RECOGNIZING GERUNDS, PARTICIPLES, AND INFINITIVES

Identify»each gerund, participle, and infinitive,

l;' They plan on rravelingfto Chicago. ' ‘ -

2. They were to have traveled to New York.

3. She is taking a traveling iromn:

4. They enjoy traveling frequently.

5. Traveling by air, they will save time.
//\ 6. 1s traveling by, train boring tonyou? ' S : : ‘ vl
7. Hls flrm makes h1m travel every month .
, 8. After traveling\to Ch1cago, they will V1s1t Milwaukee,
"~ 9, *The dxstance to be traveled 1s nqp great. ' - e ‘
‘ A - . - N 3.
: v L .
10, Hav1ng trayeled there, they will proceed to Madison. ' I
i 7 'Y
. LN .
i * s
. u ‘ ‘> ” : D.U‘
. . .;“ ~ ’ ’ .
- ’\.' ' :
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‘ . o . ) ~
Possessives with a Gerund
E:.ia_mpleo: 4 , . :
\ ) . . . Q. .

_He does a good job. You can depend on that. -- You can depend on
+«. - his doing a good job. - . ,

i 4 o e T . o . *
' 1. Frank was there. That helped me a lot. . \
3 . . » . ; » .‘. , —
2. She talks constantly. That drives Sam crazy.
3. 'I write to her every week. That keeps her happy. ° ¥ . )
K ! . - " N : CEN ) ..
r '~Q . . . . ' . * R i
4. Chicago is an hour's drive away. That makes it easy for me.
5. Herb Bought‘a car. That thrilled the children. | ‘
6. Jan stopped smoking. That made -her feel bet\:ter.v ' ; e :
B 7. 1 aIWa§;fgf}ivévearfy. " You' can depend on-that. ' -
. 8. . They were late. That made me angry. _ . - ' .- )
. 9. We didn't like it. That disappointed them. .
. ; ‘ » L — \‘ ~ 4 . - . S ‘) — .
4 10.4*Y0u-brough£ marshallows. That tickled the chilareh.‘ : e
‘ 11;";That wés true. I was not aware of it.
12.° This is a faét. We are proud of it. - - T . S
Sy : e — . . ‘ : , .
13. A man of his character. I see no.reason for his failing to -

complete the job. . . v
. 0 . ( ' ? . “ . - : . v % o .
14. A boy with that much education -- you can understand his wanting a'
better job. S SRR R : - '

@

1b . A.girl with»no 1ooks7--‘imégipe het making it big on‘Brogdway;
' : , N I . -

. . - "\,; -
16, the conference may be held here--there is the possibility of...

[ \ e a
2
A
A R .
. s . -
. .
. . @ . s
. _ -
.. I
| "7
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" DANGLING INFINITIVE PHRASES

a

e
.

. » N
P . ‘<

In each of ‘these sentences, there is a failure in logic. Re-write; uSingh~

>

personal ‘pronouns ('"doers"), and thereby add1ng logic.
y .
1. ‘To type and” proofread properly, a d;ct1onary should be used’ fre-
quent;\ly- . ) . . ¢ -~ . ¢ ‘

ke
- 3

~ . .
.

C 2. To guarantee prompt action, the attached form shou1d be f111ed out
" each ﬁime.‘ . - . -

o

¢ - . . B . )

¥
3. To understand these documents thoroughly, they shouLd be read

"' several times. . , . o .
s , R ' S E e o
4 . ’ ; - 5 '
- 4. To get into;thefbuildihg,'a pass"isinecassary. . ’ © T
5.' To be hired in that agency, a Form 171 is required.. . 3
: . SENNNCI ;- ﬁ
. ‘ | 1
, : , , . . 1
... . 6. -To get final approval by Pres1dent Nixpn, many hours were spent T |
S in consultation W1th his adv1sors. : 7
—_— : - o
w* Ld 1
= N , J
;‘1 - ) - .. > V . 110. . . ; ) .




AN e A o ,;» 3

. Correct thé”danglingrverbals: ' , 44b
x NENY D C o = ‘
\ e R 2 ‘ . 84d .
o Y"‘ ! . > 44F
s 1, To attain more efficient operation, we are confidenp that you will

o . ‘\ A

2, By‘working*ﬁard, our deadline wasrmet.
v ‘ :

3. While accompanying Mr. 4 Realty Officeq;bon a review _ .
‘of ldnd acquisition cot estimates in the Allegheny Nagioral NC |
Forest,- eight tractskbudgeted for FY 69 were reviewed, - oo " |
- T o

by To discharge our full respons1bility, it must be determined whether
expenditures arq madé by applicable laws. . - :

5, In king this review, the specific requirements of the appropriation

_must e understood . v : . S

- o
‘l\. . oW . . .

-~ 6. .Resting on t e bookcase, the lost files were seen,

. v . ‘\ o ¥ - . s . . . L . -

»

7. To be prepared for inventory, hard. Work was necessary. C g R
. . . -~ ’:- - ‘ . . o - .
: 8, Throw the cow\over the fencé some hay. e 979
. B g e A

-9, In revmewing the National Forest tracts proposed for purchase for
2 public hunting use, the acres heeded in the. future for this use are - °
';‘available from National Forest Recreation Survey Data.

» -

lO.i The parklng tlﬁket related hereto was received ‘while attending my W1fe )
' ‘at the doctor's:office across the street, which required more’ time than‘ o
we expected, i:*
11, After- receivrngtthe additional 1nformation and %hoW1ng of coﬁpliance
: _ outlined above,ffurther*consideration will be given your request for .
K , - type acceptance._ . A _ .
. ° . \

-lZ.ifTo do your Job>safely, steady nerves: are required

.

_f. ‘13. "On entering the room, it was seen that the desk had been removed
hlh’“ Turning the corner, the bank came 1nto view.a" _;liﬁ ~y |
15;‘vPacked for mailing, you must send the ‘book, "i' . T
“ 16, By working hard, he 1ncreased his skill

17, ‘To 1ose weighﬁ dieting is necessary.

18, 'Racing for the bus, a car nearly hit me,

. -




1. Until a person- Learns to take himseif serlously4and'plan ‘his work hours ,}

4., ’The young chlldren watched telev1s1on until 9 p m., but the television .

12, ~In the newspaper it says that it w1ll be a fine day.

RIC N, oamzgggo T

-

L oo ANALYZING ERRORS .
. . o0 - EE .
There iis an error in each of these sentences. The poss1ble errors are
listed elow. After you have decided, which %error a Sentence contains, . N
.put the letter of the error by the r1ght,pumber on your answer sheet. "
Be able to explain your answer. : LT

e - I :
) . ] N B . . . B A

. 4 . . .
*A. Faulty comparison F. Shift in number:
B. Omission of a word " . G. Shift in person
_C. Dangling modifier H. Shift in verb tense. :
‘D Faulty pronoun reference I, Shift in active and pa881ve voice .
E. M1Splaced modifier - R Sh1ft.in.mood v . [

- . - . o : LT ‘ *

T

properly, you ‘are neglect1ng an 1mportant part of your educat1on.'

2. 'When he cqlled a meet1ng on Monday, ‘the members gathered to act’ on the .
. new Tesolution.” Immedlately, they begin to ask questlons aboutJygr o

‘ _polltlcal act1v1t1es. - : . : DR

e B

3. AThe team is ready for the game, for they pract1ced hard all week ) ';;' - -

[

. 0 -
— . . . I

was watched by me until midnight. ' : ¢

5. Mark Twa1n s "Huckleberry F1nn" is one of the best loved, 1f not the best

loved, Amerlcan ndvel.

. ° .

.

6. Anyone who does not get the1r~seat before the game starts may have to~“h' e
. Stand. . ( : ) 'm. ' .

“a

" 7. Mount Everest is higher than any'mountain known to man. = . == .

8. The Allied forces fought the enemy unt11 they were almost ent1rely
~wiped out. = - » SRS

‘9. The Pres1dent went to the a1rport to greet ‘the British ambassador., The
reporters said that he looked tired. " )

~

10, When the automoblle struck the tree, it wag hardly scratched

11; Mary S. mother asked us if we wanted chicken, roast beef, or cheese .
‘psnadw1ches, wh1ch was d1ff1cult to dec1de.

L, . : . . o
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g PUNCTUATION o o
- Cov e T~ PROMTHE: . o
| -, " U.S. GOVERNMENT. CORRESPONDENCE
LY e, L MARL o em
4 o ) .‘, ‘ . o : } ’ ) b_- ) e
. : ~ .‘ . ° ' K . }q{ .. ) N v_.b
‘ & * , 2 . \ ‘;. ' b ., :
, o T om0
5. .\ . . PUNCTUATION . ., =~
t ) . ) . v 3 S ; L ) - S .

. . Punctua ion marks are?o the rcadex‘ what road gns are to-the dnver -They make 1t éasier to read and

e understa d what someonehas wiitten, There aré,rules, but thcre’ are aisq tany exceptions. Some punctua- -, 'o.' U

* tion marky may be substituted: for othcrs, mthout changlng the meamng of a sentence or-without makxng

o *" it less clear, Good senténces usu’ally need few: punctuatlon ks, The Gouemmmt Prmtmg Oﬁce Stylc M anual
+ 7« treats punct atlonxndetall I R SR - T

.<' o

. v ;2. APOS OPHE - ,;a / - 'i"'. S . ‘ o . | A
2. Use thea strophe: R " S e RS
(1) To indicate contx‘actlons 9r ozmttcd letters L - o IR AT
Tve-\ - its (1txs) . EVers R ' S ' o
o (2) To indicate the coined pfurals of letters, ﬁgures, and symbols ‘ L o
' _ three 'S 5’sand7’ T S T Cre SR .

T (3) To ‘show P ssession, Add ’s- .when the noun does not end with an's sound Add only the apostrophe -,

o a noun that ends with an s sound. A .

officer’s Mars’ hostess’ Co s .Cos.’ - Jones' l Jonescs ~ + Schmitz’ ‘
(a): To show posscssron in compound nouns, ac add the apostrophe or % fo the ﬁnal word IR
brother-in-law’s - secretary-trcasurer’s ; ; ' : s
(b) To show joint’ possessron il nouns<n a scnes, add the apostrophe or’s to the last noun. .-
* soldiers and sailors’ homc ’ S ¥, . . Voo ‘
(c) To show separate possessnon in nouns in a senes, add the apostrophe or’s to each noun. \
i john’a, Thomas’, and Henry’s ratings v }
LR (d) To show possesslon in 1ndeﬁmte pronouns, add the apostrophe or ’s to the last component of
“the pronoun.’ ‘;‘ ) _ . e . ) .
' * someone s desk somebody else’s b90ks" . others’ homes : S B ' \
s b, Do not se the apostrophe- o T . E
(1) To form the-possessxve of perSonal pronouns.
: S theu's : yo‘urs.'{ hers 'it,s’ s S ’ o - TN
o (2) To form the plural of spelled-out numbers, of words referred.;to ‘as words, and of words already o
. contalning an apostrophe. Add ’s, however, if it makes the plural easier to read.. ' i o
T twos and threes ifs, ands, and buts yeses and noes . do’s and dom'td . whtch’s and: that’ o T N
i (3) To follow names 01 - countries and other organized bodies endlng in s, or ﬁfter words more descrip-. .
tive than possessxve (not indicating personal possessxon), except when the plural does not end in s. o
. _ United States control United Nations meetmg merchants exchange cl_nldrcn s hospital "« - « Lo
o v AU s, e |

ERIC
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' a. Use brackets in pairs: - ' o - N L )
o L ‘ ST SR
4)) Toencloseacorrecnon _ . . . S e R
+ HeamivedatI$[12]oclock: * -~ .7 . o~ LTt T o
’ . . . R S - ' U L4 } PR
(2) To supply somethmg omitted. - o Cooe T Toa T - ,
. Mr. Adams[amvcd]late . oL S S R ‘
| (3) To explaln or to 1dent1fy§ o, L A T o
. " The: president protem [Amold] apoke briefly. = . * . o L Y oee
. T P . A . . ’ o
“@ T.o instruct or to add commerit. : PR :
'I‘heteportuasfollows fread first. paragraph] - 7,. - v , R IO
: (5) To enclosea;w when itisused to show thatan errorina quotat:on'hasbeen recogntzed but notchanged
: § * 1es fsic) cwnterpartumusmg e e e T T :

b. Useanngle bracl:et~- PR N L

At the begmmng of each paragraph but only at the close of. the last paragraph when extensrve ma‘t{::al ‘
lsencloscd o - R PRI VP S A LI

4 COLON -~ * LT e
Use the ovlon: : ; E R

4

" a.'To separate an mtmductory statement from explanatory or summarxzmg matenal that follows

The board con.usts of three oﬂicrals Charrman, 'vife chairman, and recorder-secretary L
Give up «onveniences; do not demand specnal prmleges, do not stop work: these are neceuary whxle we are at

' War E ' } . EE " .
b To 1ntroduce formal statements, quest:ons, or quotat:ons _k B
* The commlttee stated the prxnclple thus: Itp our forexgn relatxons, people mstcad of govemments are our. ﬁl‘lt '
cofcern. . Wt : .
 The following question came up for dxscussmn What policy’ should be. adopted? R T
He said: (If the quotation is not mote than one sentence use a comma mltead of a coloh ]
o .‘¢-',‘TO follow a formal.- salutat:or; AR B LN S
K n '»_' Dear Mr. Franklm Ladles and Gentlemen S To_Whom It May Concern : e
d To separate the hour and the minutes in clock time. S S 3 .
8:15 am. nsgpm. - e s N
- e To follow mtroductory headmgs which lé‘ad dlrec‘tly to subentmes T o
o ‘Policy: X o o
. " . General: C e '. T :
W O : - Salaries - T ‘ v o ,
- Responsibilities - PR ' . L
Specific: = - . - L ;_, W e
f. To separate parts of citations. (Leave a space after the colon) S ! g
Luke 4: 3« " Journal of Education 3: :349-359 a . )
'g: To indicate proportlon (Use double coblon as ratlo sxgn ) Lo " o
; 12036 L o N
5. COMMA " o : B
" A Use the,\comma - e B . s s,
: (l) To separate words or ﬁg&res that mlght qtherwrse be mlsunderstood or misread. L
mstead of hundreds, éhopsands came. - - Outofeach 20, 10 are rejected c o
5 To Johh, Smrth was very helpful. - - "+ . What the drfﬁculty is, is not known 3
R it A B " . R ./ o . . . @

R s e 1 e




",Pmn

‘ - S
@ To set oﬂ 1ntroductory or explanatory words ‘that precede, break or follow a short direct quotatlon
The comma is not needed if a question mark or an exclamatxon polnt is already part of the quoted matter

"1 said, “Don’t you understaind the question?”’ = * - , N
"1 understand it,” she replied, “but I disagree thh the answer.”. )
 “Why?” he said. o oo T
toe “It’s um‘c'uonable Lids lhe exclmmcd , . - - S
.' X R : . S PR

5 . (3) To indicate the omlsmon of an understood word or words : .

Thcn he was cnthusxastxc 3 now, mdxﬂ'crcnt {v o o .
D (4) To separate a series of modifiers of equal, rank ' ’
‘tf . Itisa young, eager, and intelligent group. ’
utHe is a clever young man. (No comma when the final modifier is consxdbrcd part of the noun modxﬁed )
I

1 \

Wlthln a series of thfee or.more, ‘when the last two members are _]onned

-

[6)) To follow cach of the member:,
by anil, er, or ner. SRS

o L Liorses, mules, and cattle -
‘ by tlic bolt, by the yard orin remnants -

Lo

neither snow, rain, nor lzcat
by five, 10, or 20

. (b)) T Separate an introductory phrase from the subject it xnodlﬁes .
‘Beset by the cnemy, they retreated. e _ o
. i ; S s

(7) Before and after ]r Sr aqadernlc degrees, and names of States nreceded by names of cities, within

a sentence. - .y
PIcnry Smxth, Jr., Chmrman Smith, chry, Sr. : ’W-ashington\, D.C., schools -
(8) To set off parenthetlc words, phrases, or cfauses . : o
The atom bomb, developed by the Manhattan project, was first used in World War II ’ . &

‘The situation in' the Middle East, he reported, might erupt.
but The person_ tvho started that fire is undoubtedly an arsonist. (No comma neccssary, smcc the clause “who

started that fire” is esscnnal to identify the pcrson ) SN
o _ (9) To set oﬁ' words or phrases in apposntlon or in contrast. PR ' o

Mr. Jay, attornéy for the plamtxﬂ' asked for a delay. You will necd work, not words. c
‘ e

"

(lO) To separate the clauses of a Conlpound senten"e if they are joined by a simple conjunction such

as or, nor, aend, or but. | e .o .
* Thc United States wrll not’ bg ag aggtcssor, ‘nor will it_t'olerate aggression by other cofintries.’ ' e
(ll) To set off a noun or phrase ini direct address s .

Mr Prcsndent, the motion has carried. vt '

(12) To separate the title of an ofﬁcxal and the name of his’ organlzatlon, in the absence of the words of
G .

or of the. _ a . T
oo f? .
° _ Ghief, Ins:.‘i't'ir’x'xcc Branch - Chairman, Commlttee on Appropriations »
¢ . 7 Vsg o o
: (13) To separate thousands, mllhons, etc., in numbers of four or more digits. : -
% : 3230 . 50491 © 1000000 ., _ : - ' '
G R
(14) To setoff. the year when it follows the day of the month in a spec1ﬁc date within a sentence.
The reportcd datcs of Septc’mbcr i1, 1943, to June 12, 1955 were erroncous. - . .

(15) To separateacxtyami,state ’ L _ L o R
" Cleveland, Ohio = ,‘ aahmgton,DC o : : Lo T

\) | .. ‘ “ ) o ,,‘ 115. . _a\
ERIC v TR
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_ Part II

b. Domtuutheeomm

' < g

(l) To separate the month and year in a date. .

Productlon for June 1955 On 5 July 1956 we dedlcated the arsenal. (Mlhtary form of date )

(2 To separate units of numbers in built-up fractmns, declmals, page numbers, serxal numbers (exéept

tpatent numbers), tclephone numbers, and street addresses.

~

1/2500 . . S Motor No. 189463

Y 1.0047 . o _ . MEtropolitan 9-3201

< page 2632 : 1727-1731 Bioad Strest
1450 kxlocycles, 1100 matzry {no comma unless more thag four dxglts radio only) -

. ~ [2 1Y :
(3) To preccde an mpersand (&) ora dash .
Greene, Wilson & Co. (except in indexes: _]ones, A, H & Sons) /

There are othe\‘ factors- ~time, cost, and transportation- -but quality is the most lmportant.

4) To separate_tWo,nouns one of whit:h identifies the other.
‘The boduet “Infant Care” " . Wilson’s boat Tk Maria

("\) ‘To separate the name and the number of an orgamzatlon
 Western. Legnon Post Ng. 12 . ‘

6.;DASH

g

- Use the dash (two hyphens and no lpaces)‘:‘- e _' -

a. To mark a sudden break or ‘abrupt change in thought.
' " He said- -and no one contradicted him- -“The battle is lost”
If the bill should pass- -which Heaven forbid!- -the servrce wxll be wrecked

: b To mdlcate an mterruptlom or an unfinished word or sentence.
He said, “Give me lib- » T e Q. Dxd you sce- -7 -A. No, sir

¢. To serve instead of commas or parentheses, if the meanmg is clatified by the dash.
e ~These are shore deposlts- -gravel, sand, and clay- -but marine sedxmer.ts unuerhe them.

d. To introduce a final clause that summarlzes a series-of ideas. (See also paragraph 4a, precedmg, for use

of the colon.)

moral world order. . 3

that phrase q v R .o S v J
- I recommend- - ‘ : T

That we accept thic rules  * .
e h S That we publish them . ) .

) £ To Serve instead of a colon when a question mark closes the precedmg idea.

How-can. you explain this?- -“Fee paid, 85 »

~

g. To precede a credit line or signature.. o .
- Stlll achieving, still pursuing, s 7
. Iearn to lahor and to wait. : )
B ' - -Longfellow '

Tlus ttatement is open to questlon - ~Gerild H. Forlythe

- : [

Q. v o o o116, .

o

° N

- "Freedom of speech, freedom of worshxp, freedom from want, freedom from fear- ~these are the fundamentals of

T e To follow an introductory phrase’ leadmg' .mto tw0 or more successive “lines and mdlcatmg repetition of _
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7. EXCLAMATION POINT v S, : .

Usc the cxclarnatnon pomt.g) mark surprise, 1ncreduhty, a(lmlmtlon, appeal or other strom; emotnon,
which may be expressed even in a declaratne or interrogative sentence. .

How beautiful! ’ Who shouted, “All abnard L d (Qucstlon mark oxmttcd)
v “Great!” he exclaimed. O Lord, save Thy pcople' .
. . o . . oo N .
8. HYPHEN o s
Use the hyphcn' N o ' *
/ a. To connect the elements of certaln compound words. (See also chapter 3, thlS part, precedlng)
-, ‘mother-in-law . - self-control ° : walkie-talkie
ex-govcrnor . H-bomb : ~quasi-academic

‘b, To indicate contlnuatlon of a word divided at the end of a llne (See also chapter 7, following.)

c. To separate the letters of a word which is spelled out for emphasis.
. d-o-l-l-a-n-s SR : v ' *.
| o.PARENTHESES I g

ax Use parentheses: ’ ’ ' :
: _ ¢ (1) To set off matter not part of the main statement or not a grammatlcal element of the sentence, yet
- important enough to be included.

! Mr. Kelley (to the chairman). - S . :

. . > Q. (Continuing.) . o . T
o - A.(Reads:) : .
: The result (sce figure 2) i is most surprising. ?

P

(2) To enclose a parenthetlc clause where the 1nterrupt1bn is too great to be indicated by commas
. You can find it neither in rmnchsdlcuonm.w (at any rate, not in thtre) nor in English dictionaries. S

3 To enclose an explanatory word that is not part of the statement,
The Erie (Pa.) Ledger; but the Ledger of Erie, Pa. '

-

(4) To enclose letters or numbers designating 1tems in'a serles, either at the beglnmng of paragraphs or
within a paragraph. N :
sYou will observe that the sword is (l) old fashloncd (2) still sharp, and (3) unusually light for its size.

(5) To enclose a reference at the end of a sentence. Unless the reference is a complete sentence, place the
*  period after the parenthesis closing the reference. If the sentence contains more than one parenthetic
_reference, the parenthesis closing the referer:ce at the end of the sentence is placed before the period.

- The specimen exhibits both phases (pl. 14, A, B). . : .
The individual cavities show great variation. (Sec pl. 4.) : - : :
This sandstone (sce pl. 6) occurs in every.county of the State (scc pl 1).

b. Use a sxngle parenthesxs. : -
_ At the beginning of each paragraph but only at the close of the last paragraph, when extenswe materlal

, 1s enclosed. o . - N
10. PERIOD' "'
' Use the period: _ ) ' o -
a. Toend a declarative sentence that is not exclamatory, and to end an 1mperat1ve sentence
" Hic works for Johnson & Sons, Inc. ) » o :
v Do not be late. «  * . * . oo e .
, b To end an 1ndxrect questlon or a questlon mtended as a suggestion and not requmng an answer. . .°
“Tell me how the rocket was launched. : S
> . May we hear from you soon.
~f .
a > u
o ‘ <
‘ o . ‘ - . e i . R
' . v ) ' © 117 -~ o o L \
EMC . | ) . ‘ N ‘ . e o . ‘4 - . ) ~ 4 K ‘, b!ﬂ.
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‘e To mdlcatc omission \glthm a sentence; use thrcc periods with spaces bctwccn, at thc end of a scntcncc,
.four. Use spaced periods on a’separate line to show omission of one or more pamgmphs
He callcd . . and lcft . - He returnéd the next day. .

d. To follow- abbreviations unless by usage the pcnod 1s omitted.
gal.  NE. qt. N.Y. bt HEW USDA

‘Note: In a.bbrcwatlons made up ‘of single letters, no- space is a.llowcd betwccn the pcnod and othe ﬁlowmg N
lettcr, c'{ccpt that one space is allowcd after the penods followmg the mmals in a proper name. w2 S :

11. QUESTION MARK =~ . =~
lee the question mark: '

ar Te indicate a dlrcct query, even if not in the form of a qucstxon. S

.Didhedoit? = ® . " Can the moncy be raised? is the qucstxon
He did what? © - ) o, ‘Who asked, “Why?” (Note single question mark.) =

-b. To express more than one query in thc samc scntcncc
Can he do i or you? oc anyone? ' :

& To cxprcss doubt. .
~ He said the boy was 8(?) feet tall.

'12. QUOTATION MARKS B
A ' - L aQ Lo
a, Use quotation marks: = ) o

e (1) To enclose a dn‘cct quotatxon Smglc quotatlon 'marks are used to cnclosc a quotatxon thhm a
: quotatxon . e . - y

The answer is “No » ; ' o “John,” said Hénry, “why do .you go?»

“Your order has been received,” they wtotc . “The cquipmcnt will be forwarded rom ly.”
promptly.

Hc said, “John said ‘No.’ » s ;

T

’

{2) To enclose any matter followmg the terms entitled, ihe word,. the term, markqd endorsed, or ngned Do not &
- use them. to cnclosc expressions following the terms known as, called, so-called ‘etc., unless such expres-
slons are misnomiers or slang. - .

, Congress passed the act entitled “An act ' Aftcr the word “trcaty,” insert a comma, » \
It was signed “John » o co- . * The so-called investigating body. : :

(3) To cnclos... inisnomers, slang cxprcssmns, mcknamm or ordmary words used in an arbltrary way.

b. Limit quotatwn markl

_ Limit quotation marks, if p0551ble, to three sets (double, single, double) : '
“The question is, in effect, ‘Can a person who obtairss his certificate of naturaiizaiion by fraud be consldcrcd a.
“pona fide” citizen of the United States? »! \ .
. - . - ..
o Place punctuation inside or outside quota‘tion marks, as follows: . -~ =

Always type the comina and the final period inside the quotatlon marks Other punctuation marks are
placcd inside only if they are a part of the quoted matter. : =

“The President,” he said, “will veto the bill.” ~ ~ “Have you an application form?”’ '

The trainman shouted, “All aboard!1” ) Who asked, “Why?”

Is this what we call a “Gorrcspondcx”? - Whycallita “gcntlcmcn s agrecment”? ;L
. . N ,

-
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13, SEMICOLON . T |
Use the semicolon: - o . , .

- 1

a. To scparatc mdcpcndent clauScs not joined by a con_]unctlon, or Jomcd by a comunctwc advcrb such
as hence, therefore, however, moreover, etc. i . .

"The report is not ready today; it may be completcd by Friday. ® : ad
The allotment has bccn transferred to the Pxoductxon Dwmon, hcnoc, construction of the partitions must
~ be delayed. ) ) , . Lo

b. To scparatc two or more phrascs or clauscs thh mtcmal punctuation.

Robert M. Roman, chdirman of the union, will travel i in most of southern Europe; in all of the Near East; and,
' in case there is time, along ‘the northern, wcstcm, and southern coasts of Africa. -

If y want your wntmg to be worthwhxlc, gwc it umty, if you want it to bc casy to read, give it cohcrcncc,

’ if you wagt it to be interesting, give it cmphasxa

Q\

in meaning to be written as scparate sentences.

A S

¢, To separate statements that are too closely relateﬁl
B

No; we receive, onc-thu’d Co- War is dcstructxvc, peace, constructive.

d. To prcccdc words or abbrevxatmns whxch mtroducc a summary or explanation of what has gonc
bcforc in the sentence. .

- A writer should aflopt a definite arrangement of matqnal for cxamplc, arrangcment by time sequence, by order
of i importance, or by subject classification. «

The industry is rclatcd to groups that producc finished goads; i ie., ‘electrical machmery and transportatlon

\ o ’ ~ A .
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The maln functlon of the comma is to prevent conqu1on by 1ndicat1ng
_ pauses. - N . -

{

Where would you want your reader to pause in each of these sentences?
| . » . < . .

a.

b.

C.
. " Two .years befofe the World ‘War had begun.

(=38

8-
‘h.
. 1.

j.
k.

1.

The soldier dropped a bullet -in his leg. ’

' February 12 <1962,

<, N . ) Y
LT IR 4
Wh11e we were eat1ng the dog began to bark

" In short book$ help 'to give us, a richer exper1ence.

If you wish to shoot the attendant will be glad to load your gun.

When he fired the burlet always found its mark. , : !

On' the path leadlng ‘to the cellar steps were heafd. -

Hugh walked Young and Moore hit a two-base hit off the right-field. wall.?

I shall always remember him for h1s kindness gave me my f1rst start.
. - .

On page 103 13 mistakes were found.’ ' : 5Ty

Instead of hundreds thousands applied. N 2 S

;'.\
-1

- - A ' v : w T .
\ . ' .? : '

(But February 1942, where no c0111s1on is poss1b1e )V ot

o

)
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S ' PiNCTUATION AND CAPITALTZATION - . . ° -
Add or delete punctuation‘and,capitalization’as niééssar?, A -t

s

[N

1. The'report has been completed, however it has not;been'released;

2., You will. observe that this equipment is l.up Lo date 2 toordinated o .

3 moderately priced and 4 guaranteed e T N ) ¥

- ,.'315 mr david ﬂatskill jr the seeretary of ccmmerce supported the bill
' he ‘gave several talks on:it at various government agencies.

~fa

): 4. To compute your gains and losses you must’ know the meaning of the ' v o
terms basxS“and adjusted ba31s which are. diSCussed in chapter 1,1.~
5, The question is can a person who has falsified his Tax Records and I
is known locally as a con artist-be seriqusly. canidered for this ’
position S . o _ S . . : o ‘ N

6., He stated flatly and'none of us dared‘argue the case is hopeless.
7. Four aistricts Atlanta, Chicago, Omaha and Dallas have requested
' copies. of  that study.

. ' 8. Who was it who said give me liberty or give me death?
-9, He is the author of Your Letters Mirror your thoughts an article‘
' in thé 3Qne issue of the Metropolitan Bu51g§ss Magazine, =, ) v

10, ’If you cannot send it by May 30 1970 please resubmif your proposal
/ 11, Her younger son, now at Yal/ will work here, this summer. >, - .
o ~ \ : s
.. .12, The president supported further Negotiations, as was Lo ‘be expecteu o
- the nation watched critically. R : . . .




STATE ABBREVIATIQNS

The U.S. Postal Ser.v:.ce, has authorized the fol) owing 2-letter State abbrev:.atmns

-"

1
iw
H

. to help volume mailers make room for ZIP Codes|in ex:.stlng address:.ng systems

3

EKC’OD Publ:.cat:l.on 87 ) !
P 1‘969 . ) A

Alabama.. ’ cenye ‘AL Montana......eeeesns cevees - ME
| Ala:;ka.a?,.\.......: ..... ceo A ' vl.‘lébragka."....'é-:h.. ........ } NB
Ar:.zona/,./"\,. Az ‘Névsds;;.f..‘., Yee e .e. ._-'.NV
Arkansas......... celeeiie. AR® ‘ N‘”—‘W '_Hamﬁsliirs. R .- NH ’
* California........ IEOTEE .. cA | Tew Jersey...otesannnen N
.Colorado.: ..... ceceecscenan .. CO ) New ﬁEXiCO ------- N ceses NM
@ b . ' . .
. Cox_mecticut. B cT New YorK..oieioesersonnes .‘{, NY
Deiaware. ces ;: ....... ceen ! DE North Carollna. ciiesaees X .NC' K
_ . g :
District of Columbia..i.... DC ; I_iorth Dakota. ... se.s ceee ND
Florid.a.-.’.;'..,...._.......V.v.. FL e Ohio; ... T | o
GoorELaL 1 mereeennn. ceeeri. GA .‘ | OKLaROMR. .+ eerrrerene e oK
- Guars. T S . GU OfegOn ..................... a OR' :
I-Ia:waii.». o HI PennSylvanJ.a- ......... d ,. "PA ;
' v]'.daho..‘.;'.-.,. "ID Puerto Rlco ........ n . P_Rf-
| 1ilinoi:s. eeeeragerateesan IL . Rhode - Island ...... v ﬂ‘ . RL
Inciisns .. .' ........ . .p.‘ , IN4 ’, '- _ ‘..sou;h quglina. ceeceasaess SC .
Ibws ....... . .... 1A South Dakotg.......,..’,.. ,,,, SD -
) Ka1>1sas........‘._...........‘.;. lKS:'“ . . Tsnnéssee..; ....... ....... TN
. ‘Ken‘tu,cky". Cederesnastesens .. KY TeXaS:eeerrsas feeeenaaasen TX
-lLouJ.sa.ana.’.-. teteenaan cee LA ' ‘Utah..... . P e 'UT
Malne‘, . MEA. < -‘Vermon_t..“..A.;.\ ...... eiee. VT
Maryland.....oeeeeeness eee? WD o Vifginia ...................... A
Massschsséttsf".' ....... g MtA V1rg1n 'Islands...oeveseses VI
'M:i.chi:gan ........ ceeeddeeads MI . %+ .- Washington...... EERFREFRET WA
MANNESOER s v v s eranemenss VMN West Virginia............. W
idississiﬁpi. e ‘MS Wisconsin....... praeeeees WL
MissourJ. R eesnenes MO, . Wybming cerceterane s s WY.‘
‘121 8. 130
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| | CHAPTER 5 = ¢ ‘

- ABBREVIATIONS - "

IGENERAL . e
. 7 " Established abbreviations are acceptable in all but the most formal writing. For readlng-ease use only
v well-known abbreviations. If it is desirable to use an abbreviagion that may not be familiar to the reader, .
the abbreviation is followed in parentheses by the spelled-out word or phrase. After this first dcﬁnmon ofits - "\
meaning, the abbreviation’ may | be used without further explanation. :
This chapter lists abbreviations for names of States, for civil and military tltles, and for a few other o
~ selected groups of words More complete lists are ngen in-the Cavemment Printing Office Style Manual.

~
-

2. CAPITM&HYPHENS PERIODS AND SPACING o o ¥ o8

ca In general when abbreviating a word or’ words, capltallze and hyphenate the abbreviation’ as in-the .
orlglnal word ‘or words.- Use @ period after each element of the abbreviation, unless through usage the
- period is omltted. Allow' no-spaces after perlods except when they follow the initials in names of: persons

»

__ 'cod HR.116 = AB. - St am, ft-lb. J. M. Jones o
b Omit perlods and spaces after 1nmals used as shortened names of Government agencies and other
+ * organized bodies, if not contrary to usage e : o _ .
‘ AEC °, HEW . TVA ! DOD ~ ARC AFL-_CIO USAF

3. GEOGRAPHIC TERMS et . |
v You may abbreviate United States when precedmg Government ot the name of a Government organization,
cxcept in formal writing. Spell out Umted States when it is used as-a noun or when itis used as an adjective

in association with names of other countries. ®

v . U.S. Congress . ’ .- but The climate of the United States -
a0 ' U.S. Department of Agrlculturc . Brmsh, French, and United States Govcrnmcnts

: |
. U.S. Governmant "U.S.S, Bmol:lyn (notc abbreviation for shlp) g |
uU.s. momggx‘ Nantucket . o . ]

. -b. With the exceptions. noted in paragraph a, precedlng, the abbrevnatlon uU.s: 1s used in the adJectlve.
. - position, but is spelled out when used as a noun. . .
‘ U.S. foreign pohcy T but foreign policy of thg: United States

)
]

- — . U.:economy . - o i " the econom¥ of the United States C s t
& v7 - U.S. attorney C - : United States Code (official title) -~ *
. ' Us. attrtude o ) ‘3 ) ' United States Steel Corp. (legal title)
P . MY Yo .

- ¢. In other than formal wrltmg, you may abbrevxate -Canal Zone, Puerto RICO Vlrgln Islands, and the
names of States of the United States (except Alaska, Guam, Hawau, Idaho, Iowa, Malne, Ohio, and’
Utah) Do not abbreviate the name of other msular possessions. :

N. Dak. "+ Oreg. Va.

- * Al Del. . = Mass. )
- o7 Ariz. - Fla. Md. Nebr. - Pa. o v
CE . Ark. Ga, - Mich. ‘Nev. - 2P.R. : Vt.
Calif, oom Minn. ~ NH. - “RII ‘ Wash. |
Colo. = Ind. - Miss, .  NJ. - - 8.C, o Wis.. o ‘
. ' Conn.. "~ Kans. Mo. .° N. Mex.: S.Dak. ~ - W. Va. o
ST C.Z. Ky, « Mont.- -~ - - NJY. - Tenn. - - © Wyo. . .
.« DG, . La. - - - N.C B} Okla. : Tex. . ; o o .
. - . . " -
, . . SR s . o
e - o . 122,
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Part II 3 . .
4. ADDRESSES - o . LT
Words in an address arc usu&lly spelled out thrc brevity is required, thcsc abbrc\hatlons followxng a
. name or a number may be used: - o
-\ St—Stieet ° Sq—Square Dr.—Drive ... NW.—Northwest ¢
' Ave.—Avenuc : Blvd.~—~Boulevard .. Ct—Court ©-" SW.~Southwest
Pl—Place Ter~Terrace - Bldg—Building -~ . @ NE.—Noctheast
. - - " SE~Southeist
- Da not abbreviate county; fort, mount, point, and port. ‘ o ' -
5. NAMES AND TITLES .- < A
a. Use abbrcwatlons in firm names as thcy are shown on the firm’s lcttcrhcad o » ®
.I\Dxllard &Sons, Inc. o . . . -t .
b, Where brcv1ty in company names is required, thc following abbreviations may be used: .
Bro. —-Bx:othcr ' Co.—Company +  Inc ——Im:orporatcd &—and oo
Bros ——Brothcrr T Corp ——Corporatxon - “» Ltd-—Limited , . Vo
4 . «

Cpl—Corporal . - Maj—~Major - Supt.—Superintendent - . o

CWO—Chief Warrant Officer Maj. Gen—Major General -+ Surg.—Surgeon / :

‘Ist Lt~—~First Licutenant M. Sgt——Master Sergeant . T. Sgt.—Technical Scrgcant ' -

1st Sgt.—First Sergeant Pfc.—Private, first class - V. Adm.—Vide Admiral ~ , :

" Gen -—Gcncral R PO—Pct&y Officer _' L - WO—Warrant Officer . S
e Use the following abbrcv1atxons aftcr a name: . A a . . .

Jr,Sr. " ., Degrees: M.A,, Ph. D, LL.D. ' S .

2d, 3d, 11, III (not prccedcd by a comma) Fcllowshlps, ordcrs, etc.: F.R.S,, K C.B. o .
f. Sr. and ]r. should not bc’ used wn*gut given name or initials, but may be used in combination with - .
any title. , . PR , . : -

‘ A B _]'oncs, Jrs notJoncs, Jr, o Mr J oncs, Jr ' President J. B. Jones, Sr.
&

. g Do not use titles, such as Mr., Mrs -and Dr in combmatlon w1th another t1tle or w1th abbreviations

E

without a given name or initial.

and honerary degrees, arrange the abbreviations in this. sequence: Orders, rehglous first; theologlt:al' N
degrces, academic degrees earned in course; and honorary degrees in order of bestowal '
J oth Joncs, D.D., M.A,, D Lit. o Rlchard R. Row, C. S C., Ph D.,LL. D
‘ .. R ‘ . St ¥ » ' N
, . -. B : ’ ] . " ! ] o o
Q : 123,. ' ;
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¢, Do not abbrcv:atc C’ompany and Corporatzon’ in names of Federal Govcrnmcnt units. .
Mctals Reserve Oompany ‘ o 4 Commodlty Credit Corporation- .

d. In other than formal usagc, you may abbreviate a c1v11 or a military title preceding a name if i'OIIOch
by a given name or initial; but abbreviate Mr., Mrs M., MM., Messrs., Mlle., Mme., and Dr., with or

<. Adj—Adjutant - .. ‘Gov. —Governor . _ Prof.—Professor C R
Adm.—Admiral ' “. Lt~Lieutenant -~ . Pvt.—Private L
Asst. Surg ~Assistant Surgeon Lt Cdr.—Lieutenant Commandcr R. Adm. —Rear Admxral .
.ang. Gen ——-Bngad,lcr General - Lt. Col.—Lieutenant Colonel 2d°Lt -——Sccond Licutenant S
Capt.—Captain Lt. Gen.—Lieutenant General Sfc.—Setgeant, first class :

) . Lt. Gov.~Lieutenant Governor -Sgt.—Sergeant

Cdr—Commander
Lt. (jg)—Lieutenant, junior gradc S. Sgt.—Staff Sergeant

" Col—Colonel

mdlcatmg academic degrees, : / S

John Jones, AB., Ph. D.; not Mr. john Jones, A.B., P
‘ chk Roc,MD ,rzotDr Dick Roe, M.D,, or Mr. D1c MP

- ’

h Whien the name is followed by ‘abbreviations des1gnatmg rellglous and fraternal ordcrs and acadcmlc
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6. PARTS OF PUBLICATIONS

Abbrcvxatxons ma) be used to dcsngnatc parts of pubhcatlons mentloncd in parentheses, brackets, footnotes,
lists of references, and tables, and follbwed by ﬁgures, Jetters, or Roman numerals. :

-

app:y apps.——appendik,. appendixes : par., pars.—paragraph, paragraphs
art., arts,~—article, articles : -pl., pls.—plate, plates . ’
« bull,, bulls.—bulletin, bulletins . . pt., pts.—part, parts " . 5
cl., clstr-clausc, clanses : : sec., sccs.—section, sections . LI
ch., chs.~—chapter, chapters - sx?bch subchs.—subchapter, subchaptcrs . -
col., cols.—column, columns - s‘ubpar .» subpars.—subparagraph, subparagraphs ’
fig.s -ﬁgs ~—figure, figures ) Ce e subsec., subsecs.—subsection, subsections
0., tlo#—number, numbers . o -3upp., supps.—supplement, supplcments
. P -—epagc, pages : ‘ o - vol,, vols ——vo]umc, volumcs .
TN Ce . T . v
A TERMS RELATING TO CONGRESS . T e ‘

You may use the following abbreviations for the words Congress and session when these words are used in
parcntheses, brackets, footnotes, sidenotes, lists of references, and tahles, - :
82d Cong “ lst scss st sess,, 82d Cong. Public Law 64, 74th Cong.

*y -
B

8. CA'LENDAR DIVISIONS

a. When brevxty is requlred, you may abbrcvxate the names. of months except May, ]'unc, and J/yly, when '

used w1th day, or year, or both.” . L o B
: Jan. Feb. Mar. . Apr. Aug. Sept. Oct > Nov. ‘ Dcc‘.

. - .
i

b, The names of days of the week are preferably not abbrevxated If they are, use the followmg forms
o Sun. . Mon.’ Tues. Vch Thurs.  Fri. Sat.

..

v : . T :
S ‘ . .

|
.

N
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L . ° PRACTICE: . HYPHENATION . e

¥
e N .
[ V ' .. S ¢ Lo

. Hyphenate where necessary. . - oL T ' (
1. The United'States is a major WOrld power. } . : - - .! . -‘
' ¢ R e . 1 :

2. He pays one fourth of his 1ncome in taxes.
3. AT shaped w1ng Wlll be added to our bu11d1ng.
4, The lﬁbrary is in the sub basement.

'-5. -This is second_hand informatlon.'

f”6. lPro de Gaulle'forces are antl Britiﬂr o e

'
‘ : o

7. she performs her work in a half hearted manner. o » .

. 8. Twenty eight hear1ngs have been held this month. S T

9. The_Vice President is expected at Q o clock. ’ - B . Ty i
P Y . , o . « '
} ‘10. 'The well written speech was well received; ‘

Py PR Ly . K L

11, “Our audit indicates’ that the records are uotlrp to date.'

. |
12. The sub- commii tee met to discuss the r1ght to work law. and non - s
: civil service LOSitlonS. , .

A

St 13, The V1ce Presldent elect was concerned about pre-ex1st1ng h1gher than
’ market prlces.’ : (« : S . ”
. g - N
- 14. .The moss and ivy covered walls were symbollc to the ambassador-at -
' - large. _ & : :

15, The guided m1ss1le program of thls/ultra at0m1c age ties in w1th :
-20th century progress. ,

ﬂ‘lﬁ. It is d1ff1cult to f1nd many hard and fast rules in the point 4
< program. ~ :
17. The Anglo Saxonvperlod is pertinent to the, development of language
in all the Eng11sh speaklng natlons. : o »
718, ‘The dut1es were pr1ce.f1x1ng. o ' ' v" *
. N . . a . - N N
v 19. The service men.and women were self confidenf and self educated
“

20. The drlver took the r1ght of ‘way on the Baltlmore Washlngton road i

" LA -

. 125, :
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From, the U S. Government LCorrespondence Manua]
' Part II‘

CHAPTER 3

COMPOUND WORDS

y 1. GENERAL' o N
A compound word convcys a unit idea that js not as clcarly convcycd by scparatc words Thc hyphm )
not only unites but scparates the, component words, and thus aids rcadablhty and correct pronunciation. « "

In this chapter, basic rules for compounding are given first, and are followed by guides to forming
solid compounds and to hyphening unit modifiers. Instructions arc also gucn on addmg preﬁxcs and

suflixes and on putting together combining forms. | - - e : .
.»  Word forms are constantly changing. The correct form for use in Govcrmncnt is fOllnd tn the, Gouem- :
ment Printing Qffice Style Manual. . o o , A o i
2. BASIC RULES S TR R S i
a: Owit thc} hyphen when words appcar 1“h regular order and thc <0n‘llSSlOn causcs 1o confumon in sound " i
.or meaning. - A . ‘ . o ,
' banking hours - “day lkbo;ér . mountajn laurel R traming;hlp °
V) ¢ “blood pressdre ’ : - eye opener " palm ol ! “violin teacher o |
ook valuce : fellow citizen . patentright - ’ : _ - B
ccnsus taker _ . living costs , -rock candy o o : R ’
" . b, Cbmpound two or more words to express an idea that would not be as clcarly cxprcsscd in scparatc t
' words. . : . . . ‘
‘afterglow : cupboard Lo gcntlemen . ¢ rlght-of-way
bookkceping ibrget-me-not . nemprmt e whltewas'h * .

c. In a derivative of a compound, kccp the sohd or hyphcncd form of the orlgmal compor-nd, unlcss .
otherwisc indicated for partncular words. , o

. coldbloodcdness v ill-advisedly R praiicworthineu,; A ) X-rayor_ :
a footnoting . outlawry o - - railroader . - _ y-shaped -
e S 5 o : .
3, SOLID COMPOUNDS S ‘ ' e '

a. When U eum;y, rio, and some arc combmcd with body, thing, and whm, typc as ‘onc word Typc as scp-
‘aratc words Some one, every one, and similar ‘combinations which ‘refer to a partlcular person or’ thmg
+ - To avoid uuspronouncnanon, type no one as two. words at all times. ., S

_anybody ) anywherc . nobody ) K : ‘!somcbody1

anyonc, but . everybody o noonc. © .. someonc:
any onc thing . cverything nothing - .. . . “'something .
anything . cverywhere nowhere ; :
. y . » ' ; &
b. Type'as one word compound personal pronouns. . 7 |
= ‘hersclf o . mykelf . ' oursclves > yourself , A
o 4 .- himself . X oneself ¥ . thcmselv'el : yoursclves o o
itself } T » o . , T

c Typr as onc word compass dlrcctlons consisting of two. pomts but use a hyphcn after thc first point -
when three pomts are combmcd »

]

" northeast . ‘ noﬁh-northealt . southwest - louth-souttht

© L. T L P
pRIG <7 e
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4 UNIT MODIFIERS [ S e

. 5 o Co

. Phcc a hyphen between ' words, or. aburevnatrons and words, ombmcd to form a. u'mt modlﬁcr unmcdn- S0
ately preceding the word inodified, ‘except as shown in’ paragraph b following. This use of the hyphcn
applies: parncuhrly to. combmatxons in Whlch one clement i isa prcscnt or past parncrplc

. .- a&-pcrccnt incrcasg - PR chcral-State-local cooperation ©long-tcrm loan .-
oL B.:lumorc-Washmgton road - kmded-mxssnlr. program * - lump-sum payment o L
drought-stricken arca - _ large-scale. prOJcct EERRER IR _multiple-purpose uses -~ A ©
l’.nghalvnpmknng‘ nation . o hw-ahlding cmun ', S US-‘owned nroperty S a .
. . . e
" b Whuc mcanmg is clcar and rcadablhty is not aldcd it is not ncccssary t6 ‘use a hyphen to torm a ,
' temiporhvy or madé compound Restraint should bc cxercrscd in formmg unncccssary combmanons of ..
* words used i m horimal scquencc. " ‘. v
. 2 . atomic encrgy power . . - land banir loan TS real est'até"'ta_’t‘ B
; lj child welfare plan - |, -+, life insurance company.i‘ S elocnal sécurlty pension. .
° qml servicc examination © .. parcel post. delivery-- ¢ . ¢ _scil conseryation measurds, - . e
. mcomc tax form o R . per capxta cxpcndlturc‘ Ny . ; |pcc1al dehvcry maxl LR S
‘ _c. Gcncx a‘lly, do not s a hyphcn ina two-word unit medificr the ﬁrst clemcnt of whlch is an advcrb
“ending i m &y; do not use hyphcps ina three-word unit modlﬁcr the first two clcments of which are advcrbs
Lo cagerly awaited moment ° . . butever-normial granary e I
heavily laden ship . . e “evererising flood - .. - 5 - ’ t
unustally well prescrved ' lpccnrncn T - stillenewecar *© ", .. ¢ S T, e s
. -very well defined usage o . ' still-lingering’ doubt . ? - L
. very well worth reading | e T : - well-known lawyer i e '
. " not too distant future’ - ’ o+ well-kept farm - SR
oftcnhcard phrasc ' ) T T T '\
. r! Rctam the orlgmal i'orms of propcr nouns uscd as unit modlﬁcrs, elthcr in their basrc or dcrwcd forms - o
Umtcd States hws I Red Cross nurse . o " Swedish-American descent " . -
Latin Ameru.an countnes - Winston-Salem regional oﬂicc 47 ° Minfeapolis-St. Paul‘region .
e. Do not confuse a modlﬁcr wnh the word «it modrﬁcs. o B BRI
& - gallant serviccman w s ) w;:ll-tramed schoolteacher I Arrlcrican ﬁagship o
J _average taxpayer . wooden-shoe maker . .but Ameritan-flag ship B . ~
buf income-tax payer -tomato—canning factery R v P S :
£ Retain the hyphcn where two ¢ or more hyphcncd compounds havc a com... : basic, element aud this 7 .
clement js omitted i in all but the last term. - : S S S
8-, 10-, and: 16-foot,Yoards : ' ~ 7 477 moss- and ivy-covered walls | - |
- ‘Q- by 4-inch boards but 2 t0 4 mchcs wndc - w not 'moss,and ivy-covcred walls e
g. Do not usc a hyphcn ina fprcngn phraac uscd as a unit mod:ﬁcr R B L N S
ex olﬁuo mcmbcr - _per capua tax . - per dlem cmployec prlma facie cvidenet
“h. Do not usc a hyphcn ina unit:modifier which contains a letter or a numbcr as its sccond elemcnt v
. . aruclc 3 provmons gradc Acggs . “point 4 program ward D paucnts stronuum 90 eﬂ‘ccts '

i Do not usc a hyphcn in a unit modrﬁcr within quotatmn lpaiks unless the modlﬁcr is usually a hyphcnod

* term. I . g
“bluc lky" law S “good'neighbor”{;i{igiiéy SEa e _ Hic-in®” salc 3
. o ©
B L - - L

9

. “ - ' ° A

{ ;\A Q ~ \j - . '
“ERIC ' 125b, ., v S
£50 . .
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" 5 PRIIFIXES SUFFIXES AND COMBINING bORMS

a. Type compounds which contain prefixes or suffixes as one word without a hyphen, cxcept as showa in.
paragraphs b, c, and d following. Use a hyphen to avoid doublmg a vowcl or tnplmg a consonant, cxccpt _

s

after the prefixes co, de, pre, b0, and re. N o '

) antedate . extracurricular .. northward . semiofﬁcial’ .
anti-inflation .7+ homestead offset " shell-like @
biwcekly - - Jverness-shire : - preexisting thimble-cye
brasdsmith T mieverorganisme ° _ resnact twofeld

- cooperation - » misstate - »scml-mdependent "ultra-atomic ..
deemphasis. S _nationwide . o '
A : -, .

b. Use a hyphcn to avoid confusxon. . . _ )
anti-hog-cholera scrum » J mm-clvnl-servncc position = - reetreat (treat again) . e
-€0-op - L . ressort (sort agam) - un-ionized .
« T, - . )

c. Type with a hyphcn the prefixes ex, self, and’ quasa. o - . s

, cx-govcmor _ . ‘. ~ self-control o é;uai-&gument
ex-serviccman . . self-educated . . ] quasi-corporation
. cx-tradcr o v © .. _quasi-academic ' . quasi-judicial o o
d. Use a hyphcn to joimra prcﬁx to a capltahzcd word, unlcss usage is othcrwxsc
: anti-Arab ' . o bm nongovemmental

_pro-British = R : : overanglicize = . - - -
" un-American : N . transatlanic , L

6. NUMERICAL COMPOUNDS _ ~ " o . . :

- "a. Type a hyphcn between: the elements of compound numbcrs from twenty-onc to mncty-mnc and
* in adjective compounds with a numerical first element. . a

7-hour day - - . . 3-weck vacation . but one hundred and twenty-one
G-footer .+ - ’ _ 24inch ruler 100-0dd
lO-mmutc dclay - twenity-one  ° ‘ foursomc

b, Typca hyphcn between the elemcnts ofa fractlon, but omit it bctwccn the numerator ard the dcnom- '

, mator when the hyphen appears in either or in both. . .
'  onc-thousandth = . - twcnty-oné thu‘ty-scco'nds ' - two onc-thousandths“ |
o thrcc-fourths of an inch twenty-threc thirticths two-thirds o
7. IMPROVISED COMPOUND° Lo T S . y' o :
! a. Use a hyphen between the clemcnts of an improvised compound servmg as an adjective or a noun. :
how-to-be-beautiful course know-lt-all : ~ stick-insthc-mud
@ . know-how » » 1ct-Gcorgc-do-|t attltudc
b. When the noan form is printed in separate words, always hyphen the corresponding verb forn.
RerS j &
~ bluc-pencil : cold-shoulder o . cross-bracc u ‘
- ; ’
g .
: ta N ¢
. " . ’ R " | °
Q ) . ‘ - . o, . ’ N
» : : ) 1.3 < ' 8t . .
ERIC s i
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© - . " 5 mn
" \ )
. I
v S CHAPTERG\FM S .
v : - o
) NUMERALS " -
1. GENERAL  .© ‘

o

Whether to express a number in figures or to spell it out is often a troublcSome choice. This chapter covers
most of the principles needed to make a choice. It first treats numbers that are spelled out. Then it deals
with numbers that are expressed in figures, confining the rules to small numbers, usually those under a
thousand. The third part covers large numbers, some of which may be written in text by combining
figures and words. Further instructions as to the accepted method of wmmq numerdls are found in the
- Government Pnntmg Office Style Manual. K i . : N

The followxnx; suggestions offer overall guidance in choosing the bcst method of expressing a number: |
a Spell out numbers at the begmnmg ofa sentcnce Numbers under 10 are to be spelled out, except when
expressing time, money, and mcasurement. :
°" b. Prefer Arabic numergls to Roman numerals .
e Exccpt in legal dnf'uments, avoxd repeatxng in numerals a number wluch has been spelled out.

7

2 . . o S ., .
, 2. NUMBERS SPELLED ouTrT
‘a, Single numbers of less than 10 within a sentence. - .
«  8ix horses ST : “five recommendations
" three times as large o ’ . . seven machine guns .
b.. Numbers of less thant 100 precedmg a compound modifier containing a figure. . - N . r
N two 94-mch boards } L .
T twelve G-incliguns - -, : S but 120 8-lnch boards :
N D

c. Round numbers and indefinite exprcssxons L o ‘
.a hundred cows, dotlars, men - w0 but 100-0dd puplls, QJu-fom’ - I

the carly seventies . - - e “. . butthe 1870’5, not the *70’s or’ 70’
in the eighties A e o 0 but mid-1961
midsixties ’ o o . ‘
'nthousand:mdoncrcasons . R ST .
less than a million dollars - D B ‘ ’ 3
d. Numbers iised with serious and dlgmﬁed subjects and in formal wntmg
*  thé Thirteen Original States . - inthe year nineteen hundrcd and sixty-five
. ~ millions for defense but not.one cent for tnbu(c :
e. Large, numbers denotum; amouits wluch are formally spelled out, as’ in lcgal w orL. are. expressed
as follows: ' . : T }
.. one thousand six hunﬂred‘ aud tWCnt'y‘ : Tl ﬁfty-two thousandx one hundred and mncty-ﬁve» .
v T ciglnt thousand. :md ninety-two o, *--nine hundred and seventy-three thousand ‘
& . . ~ v, - cight hundred- and elghty-two
f. Fractxons standmg alone, or foﬁlowcd -by of a or of an. . ¢ ~ . ;.
' one-halfinch .. - . } hrec-fourtbs of an mch, N . . ’) L,
onc-half ofa farm, ot} of a [arm \"_ : : o nol };,mch or % ofaninch: . . - R

but 34 toleagcs TR R . .

g Ordmal numbers less than 10th. (Sce also paragraph 3e followmg) : ,
* ' First Congréss - < ninth century elgh?h pm‘aﬂel  Second Strect . Ninth Avenue

. - .‘ . ‘, .- , R L «©1
- ‘ T LT e , -
- - R A N .’ . - T L F] *
o ' 1964 '
‘,MC T . . L300 : )
] . - : : e | ,
- 1]




Part 11 : »
7 - . : . . . [N

3. NUMBERS EXPRESSED IN FIGURES.

a. Single numbers of 10 or more within a senténce. ¢
50 ballots, guns, horses.  nearly 10 miles about 40 men

b. Serial numbers. (Commas are not used in serial numbers.) 3
Bulletin 725 pages 362-357 ME 5-9020 ' 1900 19th Strcet . 200 U.s. ?25

S

- c. Quantmes, measures, and time, - . ) : L 4 : ,
(1) Ages. ‘ , ‘ :
6 years old 52 yeats 10 months § days a 3-year-old boy
(2) Dates. - ¥ - B
June 1959; June 20, 1959 ' 15 Aprll 1960 (military),
’ not June, 1959, or Juné 20th, 1959 . - 4th of July, but Fourth of j{;ly, meaning the holiday
)  March 6 to April 15, 1959 the 1st [day] of the fnonth, But the last of April or the

not March 6, 1959, to April 15, 1959 first of May, {S‘Ot referring to specific days

(3) Decimals. Place a zero before a decimal where there is no unit, except in market quotatxons (See .
paragraph (5) fcllowmg) Omit decimal pomt and zeros after a number unless the zero is needed to
indicate exact measurement. - e '

0.25 inch 1.2.) . gage height 10.0 approximatcly 10 feet : i -
N (4) Degrees. ' :

lohgitude 77""08'06' ' L. (spaces omitted) 104° temperature but two degrees of justice
‘l:mtudc 49°26' 14" N. an angle of 57° L : @
(5) ,Markct quotations, o " !
°  4}%-percent bonds ) e Treasury bonds sell at 95
Metropolitan Railroad, 109 - sugar, .03; not 0.03
'(6) Mathematical expressions.
multiplied by 3 divided by 6 «
(7) Measurements.
* 7.meters, yards, miles, acres, bushels, ems, bu¢ tenpenny nail, fourfold, thrcc-ply
8 by 12 inches 2 fect by 1 foot 8 inches by 1 foot 3 mchcs ) v . i
v 20/20 vision © 2,500 horsepower 6-pounder : .. - -
(8) Money. (See also paragraphs 2d, preceding, and 4, followmgf) ’ o ‘ o
$0.75or 75 cents. ] $3 (not $3.00) per 200 pounds . . o
» 0.5 cent $3.65 . ) © but $3.00 to $3.65 L ‘
(9) Percentages. . e , \ .
23 percent 25.5 pcrccnt 0.5 percent or one-half of 1 percent
2 5 percentage points 50-50 (colloq"-al cxprcsszcn) ‘
(l?) Proportion. . v o r .v
1to4 1: 62,500 1-3-5 : : oL, ,
(11) Time. _ ) ’
6 hours 8 minutes 20 seconds half past 4 or 4:30 a.m,
, "10 years 3 months 29 days . * 12 m. (noon) and 12 p.m. (xmdmght)
- ‘ but four centuries, three decades . 1300 (military time) rot 1300 hours )
10 o’clock or 10 p.m. : R

' i . not 10 o’clock p.m. or 10:00 p.m.
. (12) Unit modifiers.

S-day week - 8-year-old wine - 8-hour day 10-foot pole
but a two-story housc a five-man boa'r({ $20 million airfield

°

d. Ordinal numbers of lﬂth or more. (See also paragraph 2g, preceding.)

20th. «century . 32d Cohgress 20th Congressional District
17th region 1715t Street 200th’ Place _
° R » -+ the ninth and 10th times He represented the first, fourth, and 12th wards.

O ‘ A . . ) 127. 1 ..
ERIC - - . 50 L




Part 11

. € Dcslgnanon of military units. Always exprcss the dcsngnatlon of mlhtary units in figures, except C'orps,

which is designated by Roman numerals.

2d Infantry Division  323d Flghtcr Wing ~ ' 5th Fleet |,
7th Air Force ‘ 9th Naval Dumct o XII Corps
4. LARGE NUMBERS - - | .' SN

Large numbers are usually expressed in ﬁgures_‘ howcvcr, numbers from a million up wlnch end in four

. or more zeros may be expressed in ‘text by combining fifures.and words. In the-examples which follow,

preference is based on the case thh which the number cah be grasped in readmg

*Correct for tabular work, and for text whcn used with other. numbczs ordinarily wntten in ﬁgures, as “812 000,000 and :
$9,250,600.” -

ERIC

Aruitoxt provided by Eic:

A'no:mc exprmed in figures . Preferable in text Accep:ablc in text

299,789,665............ 299,789,665 g

$1,200,390,180.......... $1,200,390,180

$12,000,000%........... $12 million.............. 12 million dollars

$1,000,000,000%. ....... St gillion. ..... ........ '1 billion dollars or one billion dollar.,

3,250,000%........ oo 328 million,. ........ ... 334 million or three and one-fourth million or three\and

T, ® ‘ onc-quarter million )

750,000,000%. . ......... 750 milliofi. .. .......... 34 billion or three-fourths of a bﬂlxon or thrcc-quartcrs of

' . T ‘ a billion -

9,000,000 to 9 million to 1 billion. . ... nine mxlhon to one billion W

1,000,000,000% e . - . _ SR

L



‘ - DEALING WITH NUMBERS ST

%

4

Deciding whether to spell out numbers or use numerals in business letters
can be confuslng. . : .
§ o .
Proofread the following and correct the errors related to numbers:
B . . A . .

P

. 1.  The attached copies contain computations of 2 standard errors of
- the .observed survival rates, S
2. We have “just completed our second year as subscrlbers to your
- mégazlne. . . B N\
b ‘ N :
3. We anticipate that the converted Post Office w1ll house forty -six .
' emplcyees. . .

Government Printing Offlce. , -
. .

5. We expect an audience of about 200. _
6. GSA Form 1904 lists 3 ref¥igerators, maintenance and repa1r of 2
ranges, and 12 fans. = : :

'

- 7. The domestic market price was ‘two’ percent lower than the pr1ce .at

1
4. The handbook, which costs $l 00 per copy, -is avallable from the U s, "®: .
wh1ch the copper was sold o S _ , .

8. Your permanent staff during this perlod numbéred 82, prov1d1ng you
with an average combined staff . of lo4. :

9; Consﬁructlon of the twenty million dollar a1rf1e1d has been authorlzed ‘-a'
10. .The meetlng will begln at 10: 00 a.m, | -

LL.  She was asked to buy,one hundred five-cent stamps.'

12. He will be 50 years old-on July 29th, 1964,

13. He will use s{x-inch-boards on the'floor.

’

14, The, basic price of fifty dollars ($50) is. subJect to change wzthout
notice. / .

15, . Fifty or 60 miles aﬁay is the city of.Hq;tford.

16 ﬁilk is now selling atv$.30 a quart.

a




Lo

An English'Uéage and Punctuation Check-<Up

'+ Every sentence on this page contains’ one. Or more errors. Underline each oL
error and write your correction above it, and/or f£ill in any m1381ng punctuation.
'l.A I likc to lay down for a few minutes after lunch.;
2, Mr. Brown selected Margaret and I to take the minutes of thé meeting.

{
° . .

N .
3. He spoke on, the, problems of federal government and state government. e
() .

r " -

|

RO .

4. Mary types more accurate than me ' TS Lo o ‘
S . : o ‘

5. Everybody should be sure to take their break as. scheduled. e |
L n o e " A ) 1 i
6. Who are you-going to'vote for.- » : RN Jf ‘

"" e i © ’ . . v P
' o 7.1 wouId appreciate h1m ca111ng as soon as poss1ble.

. L8 e i
- 8. A set of the new policy and procedures are to be mailed to the |
‘ .o agenc1es soon. _ _ : - - \ ‘ . |

9. He is one of\the‘hoys who is going to ¢ome. . . P ) el

i : "". . : . N\ v o
. 10, One of the men are, going to 'ask about it. o

.

11% The Ways and Means Committee are meeting in Room 4363 of the .
- . Rayburn Bldg:- at 2:00 p.m.. .

.
<

12. He sets in the park eVery dfternoon. = - B B .

13. Some people are compet1t1ve critical Jealous ' ’ . -

and negative... - ¥ . -
q 4 .

£ ¢ .8 -

14, lﬂcame about noon, he got there about l.p m.

- '15. She was an excellent typist, however “she know no shorthand e

N : -
r. ' . )

Y

N

l6.« He knew that he was going to win his case, therefore he was relaxed and happy.

- .
’

17. Finding the answérs to hlS questions was easy, but to conV1nce him of - e
i ,tlei. correttness was 1mposs1ble. : T .
18. I read Wai and Peace-last year%. . " .

19. -Give the book to whomever’arrives first. . - o - .

-\

© 20. The Italian emigrant;settled'in Boggon. . - o L Q' _ . .

21. He plays temnis very good, e , B S

2

)

22. I felt badly about what happened., L .
23. l’waited"ailong time for himrbut he didn't,shon yp sdAIVcome‘home.

N « 3

RS : .
. . . ~

: 24, He was able to, remain . calm because he was. an un1nterested party.< T

25, Neither the secretary nor the techn1cal adV1sers was notified of the changes. ‘

~ , : ) 130. T R N o
\.1 - ' J- . V : N : -‘ s ¢ 'b n‘ ) ! lb . ll‘-. -

. « T e . . ae L 7 L

ERIC T wE2 T e
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1".

3

2,

Ly

3."

;.

5.

6.

b. Thlrteen girls knew the secret all, told _ T

. a. Wnat's the latest dope° . N L

~*b. The butler was asked torstand’by the door and ca11 the guests!'

T
~

A COMEDY OF COMMAS

by Maxwell Nurnberg

' . .
B . L , -

Whlch is. a 11be1 on. the falr sex°

a. Thirteen glrls knew the secret, all Lold

8

Which sentence shows extraord1nary powers Gf persuaslon° A ' v

. .
Y LI

a. 1 1eft him convinced he was a fool

. b. I left him, convinced he was a feol. o . i
Which is the EOUrsomeé o S ) .
( . a Lo . <
" Henry James and I W111 play golf W1th Pres1dent Kennedy
" tomorrow. .

b. Henry, James, and 1 w111 play golf with Pre51dent Kennedy g _

tomorrow, : : . ; ‘ D

\ o - -t S .o :
Both are sldng gréetings‘put‘which;isvinsulting?
. * B A .

© ’ .
Whlch may resulb in an embarra351ng 81tuatlon¢ e

*

a, The butler was asked to stand by the door and ca11 the guests: E g'”v

-

b. What's the 1atest, dope?- oL et BRI B ' _ ST . ,‘
|

names as they arrived.
. "names as they arrived. - > - y

Which is a denial that politics had_anything to'donwith'the'appointment?_

r -~ a - . . . o

-

a. Joe didinot_get‘the appointmentg because heIWas a Reppblican..’v\ o

b. Joe did not get the appointment becadse he was a Republican._

means a change in- adm1n1stratlon° rao
- N i
'z 1 e v ‘e

\ . 4 e .
Both statements are in the realm of fantasy, but which pred1ctlon o
a. The Republlcans, say the Democrats, are”sure to win, the 1964 o

|

election. - - : ) -
b. The Republicans say the Democrats are. sure to win the 1964

‘election. :
Which headline seems cannibalisticq" '}. » Cs " o o
'a. "SENATE GROUP EATS CHICKENS, CABINET WIVES, SWEETBREADS. N S

b. SENATE GROUP EATS CHICKENS CABINET WIVES SWEETBREADS



9. Which is & blanket endorsement Qﬁ"eii'Republican'éandidates?

a.

Y.
co _ - o . .
The President urged voters ta elect Republican senators and

congressmen, who would be su%e to support his progngm to

- the hilt,.

b.

10. .Hﬁic‘l is easmr for the children?

" ‘and many important off1c1als. o , _ - o

The President urged voters to e1ect Republlcan senators and
congressmen who would be sure to support his. program ‘to
the hilt k

-

‘and many 1mportant offlcials.
In, the parade will be several hundred ch11dren, car

.

‘/-‘ R + .

o= 11, .In which case did Synghman Rhee probablx\?eel more alone° :,Q;?

a'

T g Vbo

a!o'
b.

13. Which is unflatterfhg to the play?
. . L 3 .

a,

- b,-

14.&;Whieh'predicted a landslide of unheard-of proportions®
- o ; un ¢

)
Ll

~a.

4

AL

12, In which caee does'the'dcg have thevupper paw?

'Synghman Rhee, who was réecently ousted by“the Korean citizens
. and his wife, arrived in Hawaii yesterday.

Synghman Rhee, who was recently ousted by the Korean c1b;zeﬁé

~and hlS wife arrived in Hawa11 yesterday A R

N

A clever dog knows it's master. Y - o
A clever dog knows its master. = .

The pihy-ended,vheppily. . . .
The play ended happily. R =

[ 4

-

‘The backers of Senator John F. Kennedy (or Vice President
_ Nixon) predicted that their candidate would‘°get 283 electoral

‘votes, more than the number needed for election. - *

' The backers of Senator John F. Kennedy (or Vice President
Nixon) predicted that their candidate would get- 283 electoral.
votes more than the number needed for election. .

3

15.‘ Whlch headllne is gnfalr to 8 OO0,000 peop1e°

. a. -
. . b-

‘.a.

o

POPULATION OF NEW . YORK CITY BROKEN DOWN BY AGE AND SEX
POPULATION OF NEW YORK CITY BROKEN DOWN BY AGE AND SEX.

16. LIn which casé has Miami only-one gamerleft to play?
: . " . _ ,

Miami must still pley Towa, which tied Notre Deme, and Missouri.

Miami must still play Iowa which tied Notre Dame and MiSspuri.

P l%fﬁ:ii

n

<



17,

18.

19,

- 20,

<21,

& .

R \* R
In whﬁch sentence does the sc1ent1st imply that he is not frightened? o

a. What great scientist recent1y wrote an article beg1nn1ng wlth L

- the three-word sentence, "I ‘am frightened"? : o

b, What- great scientist recently wrote an. article beg1nn1ng with ‘
-~ the three-word sentence, "I am frightened?" . R

.

In wh1ch one has ‘the speaker pried into the pr1vate lives of h1s
friends? o R

I ’ ] ’ R . g . .
a. Everyone I know has a secret ambition.

b., Everyone, I kﬁow, has ‘d secret ambitlon.

Both show bad manners but wh1ch is harder to do” ! °
a. Do not break your, bread or foll in your soup.’ . _
"b. Do not break your ‘bread, o oll in in your soup. = .
4 . N
VWhlch was probably followed by heartburn” ' B e
. a. He ate a half- fried ch1cken.;“' ._. e : " i.,: °
b. He ate a'half fried ch1cken. '
Whlch isyan 1nv1tat10n to some kind of exh1b1t9 o '// ‘ S
o - : < P2 V . V . ’ o~ "
a.” We'd like to have you see bur students work. o N e
b. We'd 11ke to have you see our. students' work. o T e

25. .

'Wh ch is merely -a repet1t10n for emphasis”

. a, Mr, Rogers, the secretary is two hours ldte V . .

Ly

/In other words, the'accent is on the second syllable., - -~ =~ T

In other words the accent is on the second sy11ab1e.
. .

which company would you rather be'personnel manager?

- .

men and women,

)

R . .
Which is the'neurotic‘personality?

a, She, too, eagerly awaits the spring.
b. She too eagerly awaits the sprlng.

In which sentence is Mr. Rogers-likely.to be‘

\ . J—

b. Mr. Rogers, the secretary, is two hours late. v : o




26,

29,
30,

3.

32.

Copyrlght by Maxwell Nurnberg 1942 1945J 1950,

b,

Which sentence makes you th1nk of the British song, "Eating People
1sl Wrong"" : .

- .

4 .

3 We are going to eat, John, before we take another step.
“We are going toreat John before we take another step.

)

Which convict has a hollow 1eg°

&.

br,»

By which salesgirl would you rather be waited on?

a.

b.

Which will reéquire a lot of postage?

a.

The escaping conV1ct dropped a bullet in his leg.
The escaping convict dropped, a bullet in his leg.

A pretty young salesgirl waited on me.
A pretty, young salesgirl waited on me.

Shall I stick the stamp on, myself?

b. Shall I stick the stamp on myself?

Which is?a warning'to;drivers?' S .

a,  Go slow -- children. , © R o ) _

b. Go slow, chlldren.' S . : .;i' : ~

b.

‘a.
L

. ’(l

Wh1ch is the dedicatlon ofﬁa self- confessed polygamist°~
. Ve o - 3

. To my wxf@ Edlth e ,
To my W1f6§ Edith S " s |

Which refers spElelcally tq the Tro]an Horse9

Beware the’ gift-bearing Greeks.

Beware the gift bearlng Greeks,

[

%
Tt

0

3

andL196i

"Comma Comedy" will® appear in Punctuatlon Pointers, 1963. ://

| “njl
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SENTENCE ENGINEERENG -

PHRASES

The girl is standing in the ioorwav.
(Prepos1tiona1 phrase used as an adverb)

‘The girl in the doorwav is my assistant
>_(Prepositional(3hrase used as’ an’ adJective describing g rl)

Readlng reports can be bor1ng. ) *

- (Reading reports is a gerund phrase and serves as the subJect of

. the sentence ) . : - L
The girl. reading reports is my assistant, . .
(Reading reports is “a’ part1ciple descrlbing girl,)

E .. I want to read that ‘report., f' ‘ ' - - : O
S (To _read that report is an infinitive phrase used as a noyn or direct
obJect ) o - o Lo ’

I went to read the report. b ) :

(The same infinitive phrase is’used as an adverb, )
‘aThe report tosread carefu;;y is number 27.

~(Iao read carefully is an inf1n1tive phrase used as an adJective
describing reports ) . .

i)

’

THERE ARE TWO' TYPES OF INFINITIVE PHRASES T o

- 1, The interrogative 1nfin1tive phrase

1 told them how to;get to the airport{K-sﬁ

v

2. The factiveainfinitiVe phrase: ‘ o ( ‘.";s
- . : .

The real object of the game was to hit the other team 8
« asupply of ammunitio

&

A frequent occurrence is a phras within a phrase; Note' the following

examples -

,

Hittlngfthe ball 4nto left field, he made a home run.

Hitting,the ball into left fidld is the entire partléipial phrase

- aumodifying the pronoun he. Into left field is a prepositional phrase
‘within the part1cipial phrase. It is used as an advérb modifying the
participle hitting. . : o ‘ .

\

L -

o
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On-teaching the intersection of.the streets, Sam paused.
- T : -

On reaching the intersection of the streets is a preposifional phrase
used as an adjective to modify the noun Sam. Within this prepositional

. phrase is the gerund phrase. reach1ng the intersection, of the streets;

it is used-as a noun, the object of the- preposition on. Within this

-,_gerund phrase is the prepositional phrase of the gtreets, Whlch 1s used

as an adJectlve to mod1fy the noun 1ntersect10n.

[

‘He expected her-to prepare the-meal without - effiort.

f Her_to'prepare the meal without effort is an infinitive phrase’with a
~subject, and it is used as a noun, the object of the verb expected.

Within thi’s long phrase is the prepositional phrase without effort,
used as an adverb mod1fy1ng the infinitive to prepare.

Clauses may be found ‘within phrases and will have to be recognlzed as

necessary parts of the phrases.

. o
=™ . o N

:His’task-was.finding'a helperiwho.weuld be efficient.
. . : : )

Finding a helper who would be efficient is a gerund phrase'used as g
predicate noun after the linking verb was. Within this gerund phrase
is the .clause who would be efficient, which is used as an adJect1ve to

. mod1fy the noun helper. W

[

He was told to be where he could'he fOund.

ra H
b e O

To be where he could be found is an infimitive phrase. used as a noun,

-Carelegs p1ac1ng of phrases in a sentence will destroy clearness -of
" composi

the object of the_verb was told.- Within the infi itive phrase is the
clause where-he could be found, wh1ch 1s used as“an adverb to modlfy
the’ infini€ive to be. ,

ion. The writer should give his phrases such exact positions
that the reader can see qulckly the relation of each phrase to the
rest of the sentence. R . .
She found a copy of '"Where the River'Shahnon,Flows"win the store. .
She found in the store a copy of "Where the, River Shannon Flows."
Wanted: A comfortable chair by an old man with a ‘high back.

By an old man, -a comfortable chair with a“high back.
_‘o - o

136' .. _‘A ' . S é
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* AVOID SBLITTING THE VERB UNNECESSARILY:

.

POORE- This train has never, though 1t is hard to be11eve, arrived on
N time- . . W . .

’
N

BETTER: Though it is hard to believe, this train has never arr1ved .
C ‘on. time. S

POOR' ‘The work W11}’ﬂery poss1b1y never be accompllshed

‘BETTER: Very possibly, the work w111 never begaccompllshed

~ s . ('

_ CLAUSES I : : - o R
'We have already. seen that “the ba81c difference between the phrase and
-the clause is that the clause must have a subject and verb. The two

-chief kinds of clauses are 1ndependent .and ‘dependent. The main clause-
‘makes the chief statement of the sentence and has the ability to standv

alone as a sentence o v , - -

When the air ra1d siren sounded, the peoplafin the class became .
somewhat nervous. .
" (Which part of the sentence contaans the 1ndependent clause”)

A SUBQRBfNATE OR DEPENDENT CLAUSE 1S A CLAUSE 'THAT 18 USED As A SINGLE
PART OF SPEECH “AND" CANNOT STAND ALONE.

W i

The man who walked down the street W1th me fs my boss

v.

s » . A

_“Identlfy the dependent clause in the above. segtence f’

THERE ARE THREE TYPES OF SUBORDINATE CLAUSES ADJECTIVE ADVERB AND
NOUN. -

y

1. AN ADJEQTIVE CLAUSE is a clause. that does the work of an.

adJectlve, it must modify a noun or a pronoun or its
equivalent. Most adjectives are introduced by relative

pronouns and modify the ‘antecedents -of the relative prorouns.

We also refer to them a5 relative clauses.
‘ - o rige =i

J ~ The 'house which you like so well haswburned.

Iy
)

The ;' house l_ has burned‘

con T ) AN

you;;‘ llhed ~I \whlch f vf/&

&0{ \4 ) - o~ P
7’ o e ¥ . -

-




a

'.", - \,'.'\, . B - \ )
The" -novelist i,s\ Englishman

. T you ‘ bought } books -

C \2

1 eached Lace .

1 , had left/' pack”

.A vl 2
R . \2
I 7 \2.
. e , E
That was the time when I spoke my piece.

" That l was \"':‘f:ime;"w
1 ' ‘s'povke,”f piece

S »

“

2]

'_‘_Now you. kngw.'the rt&soh‘ why I was absent.

v

R

you l know , reason’ o ‘;
'ﬁ, - 7 \% wiT

. SO I , was /\ 'al-)sexﬁ" N |

» -

138. 157

L r‘éached th‘e'place‘ where I had left my F-pabc‘k.

-

1
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v¢?= CAﬁIION* Note that the three séntences. dlagramed on the precedlng‘page

‘have adgectlve clanses starting with relative adverbs---
_; where, when, and why. Most adjective clauses, however,

will start W1th who,_whom, which, and that., When an

adjective clause does start with a relative adverbé

be careful not to. confuse it with the adverblal clause. ;

‘Determine - 1ts functlon in the sentence.

. v

. [y -

AdJect1Ve clauses are- used in two ways: réstrlctlvely and non-
‘restrictively.”, ﬁestrxctive adJectlve ciause limits the scope.
of the antecedent of the relative pronoun. It is 1nd1spensab1e.
to thé meaning of the sentence.  Restrictive clauses’, because
they are so essentlal, are never set off from the rest of the
sentence by commas.. IR

1 have lost the'hook that 1 borroweddfromayou.\ (This isxnot
just any bdok but a spec1f1c one. A restrictiVe clause .
- also identifies.) S S

v -t

' Plums whlch:grew at my auﬁt's'house were 'the best I ever
. tasted. (Not all plums were the best he ever tasted--Just
these speclflc ones.).

<+ ' The poet who wrote'PThe Ra@en" was born in 1809.

A nonrestrictive’ clause makes an additional statement about ‘the h

antecedent of tle relative pronoun. Because it\is unnecessary -

to the main thought of the sentence, it is set off from the rest

of the sentence by commas. . <
Plums, wh1ch are my'favorlte fru1t, once grew abundantly B :

‘at my aunt's house. s , 3 . W‘ : N

- Edgar Allan Poe, who wrote “"The Raven," was born in 1809.

’ (Note that the author is already identlfled ) R

" L
At last ‘we caught;sight of Mr. Stevens, who was almost =
smothered by the crowd.
Note that the relat1ve pronoun that may be used only in restrictive
clauses, who and which may be used in either restr1ct1ve or
nonrestr1ct1ve clauses. s

Some relat1ve clauses may be either restrittive or n nrestr1ct1ve,
dependlng on. the‘reader s point of view or the meaning the writer
is. trying- to cohvey Therefore, it is important thag the writer

- punctuate accurately so that the reader 1nterprets ‘the sentence
correctly.-‘. . : S . .
,The saleshén"whom we expectedVyesterday'did not arrive.

TN

» ® 3.
o W

. .
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. . Whom we "expected vesterday identifies the salesman. However, ) .
L : - . R
‘»Tho salesman, whom we expéCted*yesterdav,’did not arrive
T means . <
aflv” The salosman--and we expected h1n1i$sL0rd3yn-d1d not arrive.
" . We assume here that'the particular salésman is already known to
tho reader. : ’ . ' ) ‘
- . 240 AN ADVERBIAL CLAUSE ‘is a dependent clause thaL does the
’ . work of an’ adverb, Adverbial clauses express such ideas |
as time, place'; manner, conditions concession, cause or {
‘Teason, purpose, degree, comparison, and result (See -« ..
the section on'subordinating con3unct1ons for: add;L1@nal
1nformat10n ) > : '
* Look before you leap! - - e
L .. o I . P . ¥
g (You) |: Look _ . S : '
L e . ' . E ‘ o ’(DD- ' ’ . - - ' ®
B | ;o ” o A ) B
g LT, you' IleaE ' T '
1 came to work late because 1 was delayed by a wreck.
\ : : -
o .. lv - . "' . - ) . .7 .
L . ;
- ‘ .
" - ) - came ’ .
. E : Q,Q’/ T . e ,
. : work 5&/ :
' x-I, l was delayed , Lt ~ ‘
. N S wreck - : . ’ s
. N T Q . . ) - - . ‘.
. " ! S \ e
’ * - . ’ : !
1 shall call a cab if you wish to go home. )
D e » : . - LR
‘ . ' ' I l shall call I cab
: . i . ’ ST . V4
1 - ‘ o :
) you. l : : “
“ ‘m'» ,
@ .
< . .
Q oo | : : . . ,,zr““.
5 : a : 140. , I7¢; : - )
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Some adverbial clauses modify adJeeLives without expressxng dxstxnet
ideas such as those listed.

) We are glad that they are better. ” ; e
oo N We I are \\ glad
. o ’ s f
X ES
N v/
Q ﬁ [}

o

- ’
they ‘ arc’ \ better
a v .

4

-1 was sure that you would arrive.

~

o \
- 1 l was \ sure I -
~ ) Q, [} B
o . Yyou l - would farrive

.

¢

/ o :
3. A NOUN CLAUSE is a dependent. clause that functions as‘a noun.
There“bfevtwo kinds of noun clauses: v .

1. A ﬂtatement of fact 1ntroduced by that, or with t hgt

% - deleted, appears in positions where a factive noun can
occur. :
L . | - .

[

. g
She told me that I ought to keep quiet.

] 2. Indirect question e
~ N « »:, . N
- - . She askedime‘who went to the geme. .
. . It may be'used'in°the~following ways: ' *
% A @ " ) . - . . . , i .
. ‘ o ' Subject:or adverb: L
oo . ‘Whatever he does. w111 be honest.

- (Whatever he does is the subJect of ‘the sentence p)

’ . ) . .. e N A P Tf

2 5314,1'
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whatovor

"he l does

o

IWLll be \\henest

Predicate nominative: ° v

: B ” L .
_This is where the ceremony will be performed.

i
:

eerem@ny 3 W111 be porformed
This ! \ ll '
_Dirgctvobject:

.

I Know where the professor put the apples. -

professor put apples
oo 0T Y &,
% 4
. I ’ ! ° ® ’
1 know

Object of a preposition:

v e . , .
The miser gave a black look to whoever.approached hie

miser,! gave' look

d

B
o ¢
.
°
N .
- N
L i)
by
s 3 .
. . ) . 9 f
. .o
. e T e &
.
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cu e whoever approache
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Appbsitivo:

The question, wxll the DemaeratS'chLrol the Senate, is now.
in everybody s thoughtu. :

' j%* Democrats l will control  Semate
. . , L : =
~. . . % A} i . - \9; :_\'
question ( : J\is . ,
o | . ' L % %

thoughts

Noun of direct address: B

E .»." P .
Whoever knows, please tell me.

AL \

o
( /LA ) (you) ] tell." me-':

% v
® : o
©

whoever knows

An objective complement:

They will name the child whatever pleases its grandmother.’

e

whatever

pleases grandmothet

. . o\
child ( PN, "?n )

%
~ . ' b
... whatever ’ pleases ' grandmother

: ‘ ' ° . \(r

. -y . l . » _ ' . .
They l will name : ’ -~ | h11d

They ! will name

a

(JUST REMEMBER THAT NOUN CEAUSES ANSWER THE QUESTIONS WHO? WHOM? WHAT?)

Tooe




THE SENTENCE: - et ,
A sentence is a group of closely related words containing a %ubject'and
a predicate and expressing a complete thought. Sentences are teally
‘classified in two ways, according to thought and structure. . There are
four ways to construct % sentence. :

2

1. A SIMPLE SENTENCE is a sentean which contains one main clause. -

Mary went to the store,
» ° ’

A simple sentence may have a compound subject and'predicate:
Mary and her brother went to the store.

A simple sentence may haveha compound predicate:

Mary went to the store and bonght some gtoceriesti“&NQTE: No comma)

. A simple sentence may have both a compoond subjectaand pred{oate:

Mary and her brother went to the store and bought some groceries.

2. A COMPOUND SENTENCE contains two or more clauses.

We opened the kitchen w1ndow, and I tr1ed to sneak into the house quietly.
(NOJE: " a comma ds always required.)

~

Time flies; opportunitiee slip; friends depart. \

o

# . The two main clauses of a compound sentence must be separated by .
: conjunction and a comma or a sem1colon.

p .

3. A COWPLEX SENTENCE conta1ns -one main clause and one oOr more dependent
clauses. - wo : , e N

4

It depends upon who w111 sign the deed.'

@

" What we are go1ng to say after that momént will depend on who applauds
’us and who derides us. _ - S -
. . } K

The clothes“ﬁe selected were the expensive ones. L » . '
. v 3 P V
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, 4.o A COMPOUND COMPLEX SENTENCE is a sentence which conta1ns two
A ' or more main clauses and one or more dependent clauses. )

. Sczentlsts who relleve the sufferzng of human belngs ought
o '~ to be remembered; but too. frequently men who give their
' - taleénts and lives for others are forgotten. '

NOTE: : . ‘ : .

‘A subordinate clause: can relate to another clause on elther its rlght

-or left. But a coordlnator relates, 1ts structure to another clause on
. its left. . Lo T o .
o L(’-.?-—s\ . . . .

TR Mothervcame'home, and I got.punished.

LS

When miother came home, I got punished.

. g . L. -. .

I got punishéd when Mdther came home. . <3
A coordlnator at the beginning of a sentence. can relate leftwérd .even
across a sentence bbundary, but a subordlnator never subordlnates across
a sentence boundary.

L

NOTE:

L)

The dependent clause may never be'used as a complete sentence,

. WRONG: _Informatlon is requested as to whether the t1mes and
L o convening date indicated are acceptable. In order that - -;
' all personnel concerned may be 1nformed of times and '
S S dates for the conference. .
BETTER: ° Replace the perlod by a comma or completely rewrite.
' Please indicate if the above times and date are acceptable .
- to the personnel concerned., . : N .

s

@

From force of hab1t, people leave out many words from certain sentences
whHich they write -or: speak. When the omitted words are clearly understood
or the abbreviated sentences are intelligible, such usage\ is acceptable.
These types of sentences' are called elliptical. Many of our best known
. - and most ‘cherished greetings are elliptical sentences.
S - ) e
..Good morning. v ) . o . - :
COMPLETED SENTENCE: May God grant you a good morning.” « . - }
' ‘ ' '
‘Merry Christmas! ' ~ ' '
COMPLETED SENTENCE I wish you a Merry Chr1stmas'

°

Elllptlcal sentences. commonly appear as answers in d1alogue.




.
. . . + o - P

' "Were - you at home last night?"
"Ye .
"Dldn t see any llght in your house." e
"You didn't?'
"If. 1 come by tonight will you be home°"
"Certalnly ’ : .

There is a big difference between 1ntelllgently used elllptlcal sentgnceS*

and "telegraphic" fragments. 1In any kind of correspondence "telegraphlc

style" is 1nexcusablé . ¢ -

'.OBJECTIONABLE' Received your letter th1s mornlng and glad to
" = heargfroom you. : P . 1

o WORSE YET: Yours of the _5th at hand and covﬁtents'vnoted. L ﬂ

for example, used this literary device in h1s story, "The . Klllers "
- o Be careful of the run-on sentences. - . n ' a0
WRONG" Putting off: answerlng correspondence until: the afternoon
is risky, 1nterrupt10ns are always occurring at the last
“moment. ‘ :

|
. o
* Some authors develop the plot of their storles by dlalogue . Hemingway, ' 1

b3

Replace the comma W1th a semlcolon or the word\slnce .

TYPES OF SENTENCES CLASSIFIED BY THOUGHT ARE DECLARATIVE INTERROGATIVE,

IMPERATIVE AND EXCLAMATORY. - - . ' N .

Nations rise and fall. ¢ (declarative) .
. 'How far are we from the restaurant° (interrogative)
N Stop! (1mpe5gt1ve) , '
: " Raise the wiridow. (imperative) . ,
 What a book! (exclamatory) | ' ' Co e
"What a piece of work 1s a man!" -- Shakespeare (exclamatory)

»
Other’ ways .that we can vary ‘our sentence structure would be to use some -
of the suggestlons which follow. : '

1. Subjunctive Inver81on of Word Order: o
» "Had I not..." and ""Had it been..." R

2. The Balenced Sentence:

#"The hotter it gets, thelmore they wear.

"The more you think about it, the sllller it gets.'
. "The more, the merrier." -

"Fo err is human, to forgive divine."

@




| ' e
"o maketh me to lie down in green pastures; he lea (et
beside the still waters."
"The world will little note nor long remember what we say here,
but it can never forget what they did here. "
Notice that two or more sentence parts, espec1a11y clauses, are ’similar -
in form, length, and mOVement. . . ‘ 2

3. Deferred SubJect Sentences. o

It was good that he came.- .
_ That he came was good.
; It vas good for him to come. _ ;
: For him to come was good. ‘ BN
The night is cold. ‘
Cold-is the night. . :
The weasel goes pop.“ ' o S ¢
Pop goes the weasel. - =
. G The Cleft Sentence: _ s,
,The sentence d1ffers from the deferred subJect sentence.in that
it does not have correspond1ng alternates ’ :

.~
RN

It is the woman who always pays.
 We cannot- say, who always pays is the woman

- It was in 1953 that it happened.
We cannot say, that it happened was in 1953

- a

vSQ 'Per1od1c Sentence:

' This is better known as the "powerhouse sentence." The writer
' can build suspense in this type of sentence by put/;ng all the
subordinating ideas at the beginning of the sentence and 1eav1ng
- the important idea until the end.
3
As the clock struck nine and the w1nd howled outslde, the general
alone in h1s long bed, died, - o i

Any worg or phrase can be stressed if you put it atvthe end of the sentence

Wash1ngtpn s worst traffmc jam happened on the eve of Kennedy s ’,"'
"-inauguration. » , ' :

On the eve of: Kennedy . 1naugurataon, Wash1ngton had its worst
traffic ] am. » -

147.
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11.
12,
| ) 130

14,

16.

C17.

l’].8 .

19.

20,

.21,

D

Place an "S" .to the left of each sentence below.” - . '
Where necessary,®add punctuation to the sentenges. '

-Jim he31tated too long, consequently he missed his chance.

First let's review the.facts. Sty -

Fonia time 20 OOO people in the town. : : _ j/.

220'

. e

We‘flewato Idaho Falls,“then we took a bus to the lake.

The Pres1dent s1tt1ng in the back seat, an1ng at the crowd.

L3

£

--,Still another bad'accidentwon t'hat‘hiéhwaye e
‘His 1ntention ‘to double the workload for each employee. | " o =

- When” we reached the. top of the last hlll

PR

/

~Ann tr1es to pract1ce shorthand each day, however she can't always.

o - ~

Helen started to cross the’ street then the light changed

’ . ¥

o

Ghost towns all-across_our,chntry.
Modern ghost-townsvin\the iron-mining sections of the West.
- - : . - ¥ -

The.most famous'of'all-are in the iron4ﬁining sectiens of'Minnesota..
. v‘ .

_ : . ,
_Vherever people mlned and the resources éave out, there gohost towns are,

L3

Having been warned twice, Walter had no excuse for continued absence

.
I_couldn't get.my ticket, there was no one on duty at'the station.

, A —_— - _ S
Most of the great books available invinexpensive'paperbacks.'
L) 'ff/j" N

.My boss has a new car, ‘it is a beautiful little Renault — o

* . - Y A\;’_\_
Her//gw shoes, those straw ones, are not r1ght ﬂQr the offige.

Because he wanted to show the identity of electr1c1ty and lightning.
* .
Jim 1s a good walkeg, he likes to cllmb mOuntains on vacatrbn.

Because the needle of a compass is attracted by a center of magnetic

force- ‘near the North Pole.

i

.
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. . _IDENTIFY THE DEZ%)ENT CLAUSES. 84b ,
4.+ y.. ~IN THE FOLLOWING SENTENCES: o o

§

l. Before I could read his notes, he had put them away. - . e

2;n_1 well remember the day when the first atom bomb was exploded

-3, You must know where you can find ‘this! information. . : R
4, Where’ will you be when the last atom bomb 1s exploded’

R - ﬁ : o N
5. He has a 1ibrary where much wisdom is stored away.

6,, Whoever passes this spot»should,removevhis hat. il:
Z;‘.Simon'is so tallfthat‘heﬁlooks amkward} .
8. Silenee isvmore eloquent than words.
9.° Onelcan learnnmuch by keeping hisfmouth‘shut and:his_ears'open;
10. He who»makes no mistakes never aécomplisheﬁ'much.‘
11. It was their'plan to‘observetthe custonis of your country.

:12. The boy playing with that shaggy dog*is Tbmmy.

13, We put out a fire that had been left 'by some campers.

i f 14,; Betty never tired of telling-about her adventures in Mexioo. =
| 15. ‘Thevstoryuhe told‘Was abOut the:ﬁermaid Tavern. z" - !ﬂ;-(,;;-
| 16. ‘A man was Judged by the work that he did - -
) 17. James enJoyed selling bonds. ; { .‘ , _ | 5
W L lg. For a while, he was\careful that the village folk did.not learn
' how he had won the prize : oo
i ; g nl9; James begleved that he could sell ‘bonds. | 7y
| 26.l To understand his motive is to approve his action
| RO

149.




) 20 words. 3 ” -

e J+ "+ SO YOU WRITE... - .

y e _— o

»ASENTENCEISAMEANSBYWHICHONEPERSONATTEMPTSTOMAKECLEARTOANOTHERWHATHE

TRINKSORFEELS. =~ L

N
. o “ 9 . ) , N

Believe it or not, this is a good sentence. There's only one thing

wrong with it, We didn't separate the words.. With a little effort and

eyestrain, you could’ ‘probably untangle it yourself But we must admlt..

it's much easier to read this way: o e 1,

A sentence is a means by’ wh1ch one person attempts to make clear to
‘another what he thlnks or feels.: o . e

L “

-No cone would wr1te a sentence without dlvudl g the words. But there

are many people who write messages ‘without; s parat1ng their ideas!
y try to say all they have to say in oﬁe ‘or two long, .elaborate
sentences. Very often these long sentences make even a simple message

. hard to read--almost as hard as the sentence with the words running
together. R : :

»

Tak® this example: o .

1 agree with @1 the statements made in the attached

‘draft and “have noted from time to .time that not only -

do the examiners prefer requesting the initial scout-
o ing but it is a ‘constant complaint that the pre11m1nary
- - scouting has not "been handled to the satisfaction of
o the examiner ‘to whom the case was assigned ’

- woo EER
s c e . .

" This 55~word»sentence shoWs how even a 'simple. message can get out, of.

control. But very often a writer gan solve ‘this problem almost before

it ‘arises. By analyiing what.you want to. say, you can break through -

the tangle of words to the essential ideas. . Once you're sure about
what you want to say, you're well’ on the road to'making th1ngs clear

to .your reader. P ‘ : S

'Engllsh'sentences'are becomlng shorter and shorter. Perhaps because -
~we read sp many néwspapers and magazines whose pages ,are set up in.

harrow coiumns, we have become used. to much shorter sentences than

- our grandfathers were accustomed to. 1In the\seventeenth century,v

sentences averaged about 45 words.. By the nineteenth century the.
average hdd ‘shrunk to about 30 words. Today the avef%ge 1s 1ess tnan g

.&‘

)



- the' more chance he will misundexstand,

: People don't like to read mater1aI made up of 40~word sentences.

‘read “sentences of 17 words or less quite g¢omfortably.
.of words grows,:the reading gets harder and harder.

== .‘ -

“Tests show that the _ oo
Nearly everyone- can’

But as the number’
The reason is quite .

Sentence -length can affect reader comprehehsion.
shorter the sentence, the easier it is to read.

.

The more' words, the more relatzggshlps. The more relation-.

“THe niore effort for the réader, o
and the.sooner he w111aqu1t read1ng e
(becauserhe‘doesn't understand).' L L :

simple,
ships, the more "effort for the reader.

.So

keep your- sentences short. Of course, - the- léngth of "your sentences w111

-vary according to the compléxity of your ideas and-the sophistication~.

. of your readers. )
.nothing'wrong'with -a ‘40-yord sentence, or ‘even a 60-word sentence, now .

>1Here'5~a short'check list to help:fight the 1ong-sentence'prob1em:

L

- ERY

Aruitoxt provided by Eic:

.average length below 20 words. .

There, is rea11y no ﬁard and-fast rule.  For there.is S
and=ghen. ,You'll need a-long sentence occasionally. ‘But if most of
your sentences have more’ than® 25 or: 30 words, they may be too- 1ong
Or if most of them have, less thap 10 or 15 words, they may be too short.
Your long sentences should be balanced With some short ones to keep the
- [ , .

- - T e

. 1. Try rgplacing connect1ves ("'and," Mbut., ! etc ) w1th - : N
- " a peribd. . , - ’ oy
2. "1f you need a connectlve for cont1nu1ty, there is no
’ obJectlon to beg&nnlng a new sentence with it.
. . J . K
= 3, -1If a sentehce has more than 30 words,” break 1t up' &~ 4.'
.,into 2 er even 3 shorter sentences. = . : L
) < . . , N a
4. Try to-keep the average length of your sentences .

down to 17 words.

M
. , . o
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O
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}BETTER PARAGRAPHS ' . - .

.  PARAGRABHS - -0 . T

N « . . : - oo S,
e . P .. (5
v .

TA d1sj01ned series of clear, effectlve sentences, fascinatlng -as. they
may be for dissection, serve$ no good purpose by itself. It is only ,
when these sentences work tdgether inh a group, or paragraph that they = ¢ - &
are worth the pa1n 1t has cost us to produce them.” In many ways para- Lt

» graphs are like sentences, ‘'what we have learned about maklng sentences '
' effectlve can. also apply to. paragraphs.- . :

-
LI

lee a good sentence, a good paragraph shOWS ev1dence of plann1ng and
organizing. .A good paragraph mist have unity: and coherence. Unity : P
- meansg stlcklng to the, sub%ect and saving the reader confusion. How : s
‘can we achieve un1ty7 Any good paragraph is built®around a good. toplc _
~ sentence, which sprves ag-a .guidepost for the readér and .as‘a steering - T
device for- the writer. This topic sentence should cOnta1n a controlling - .
idea that definltely announces the true idea dbout which the paragraph .
is to be written., The first step toward paragraph un1ty often depends .
upon the app11cation of this pr1nc1p1e. ' : o : . _
il The c°ntrolllng idea i's stated in the’ word, phrase, or clause that '
- announceg definitely the central idea that is ‘to be explained in &.j
“particular paragraph. 'In the topigc sentences below, under11ne the \ .
parts that convey the controlllng 1dea._ - B L ,ﬁl N
1. -A gasollne carburetor is a compilcated mechanlsm. L '
°2, Border str1fe ‘between Israe11 and Arab forces ra1sed‘a dangerous'.f
'threat to internatlonal peace. - o §

. o ) . . . ..
\ : E . . o T
\ . : .

. é . C :
3. A program of’spaCe travel inVolves.much expense. - . .

.

.

N o _ . SR
4. A program of space travel 1nvolves careful tra1n1ng of human o
astronauts. oo . - S “

.
:

3, The Antartlc Ireaty sets forth ‘what may be referréd to as one
‘of. the boundary cond1t10ns of the Antartic science program that
- Antartica shall be used' for peaceful purposes onIy

o [y
H . ’

6."Many humanltarlans belleve.that money spent on- "space travel" ) Lf

Hschemes is money _spent. foollshly. o : o ;"_'
%f . ‘7. The U. S. should proceed w1th the exploratlon of outer space B .
: as rapidly as poss1b1e. .. A 2 ) S .

P

T - Contrary to the opinion of many people, the speed of llght
o is not’ comstant. - o , .

-

- explanation takes the form of supporting statéments. Some' of these
statements are likely to be mpre important ‘than othgrg.. All of them,
‘however, must belong to the controlling idea. “1f they“do not belong,_'.
the paragraph will not be unlfied

With a 'definite contrdlitgz idea in mind, what is the'next~5tep? 'The:.

152. lbi‘g : S e




.details, illustrations, or-reasons.
suppor¥ing statements.,

its

'[Kc

wll Toxt Provided by ERIC

A paragraph needs more than'just major SupportingAstatements;'
must sometimes enlarge upon his major supporting ideas by giving further

)ﬁ/Jor statement - in terms of the cOntrolllng 1dea.

1.

~ Sunday mornlng in ‘our house has many noises.
noises are the first to be heard.
pan are bacon and eggs.
*(4) The clinking of the botile to the

© is belng,poured

(6) The riewspaper rustles as Father turns the pages.

with her.
spot- in Mother's lap.

: 5)

-

l)
2) 3
3) 5 °
W8 o
none o '2 IR

Ny

"

153. 100

(4

*

A writer

-

Such material constitutes the minor
Every minor supporting statement should Gprh;n

}é/u the fOllOWlng paragraph carefully. Then answer the questlons below.

(1) Breakfast

(2) sizzling in the frylng
(3) The toast pops out of the toaster' '
lass tells that juice

(5) The living room has different noises.

7N

Our - dog, Flopsy, gque eaks her. toy mouse as she begs us to play
(8) The cat eyes her silently from & comfortable

(9) Then the chimes from the corner
church r1ng out that 1t's t1me to 1eave for church

4. What is the controlllng idea ofvthe paragraph?
1) Sunday_norning ‘c
2) morning >
3) " many noises e
&) breakfast noises -~ X
'5) none of these ’
b, How many‘majcrtsupperting ideas are there? .
n o1
. 2). 2 i :
» '3) 3 ( . ‘
4) -4 | Yy .
" ¢. Which numbered sentence below is not a minor idea in the
Ce paragraph°' . : . : ' R
RIRVE o o
2) 5 : S .
SoN3) 6. L, -
e %) 7o ' R B .
d. Which sentence dlsrupts the un1ty of the paragraph°' B

Coherence within the paragraph may be ach1eved by the use 'of connectives,
' tranS1t10na1 phrases, repet1t10n of key - terms, pronouns referrlng back



Q

ERIC
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P L)

°

to antecedent ‘nours, repeL1t1on of sentenee patherns, and parallel

78tructure. _ ) .. v .

~

At its 1mplesL level, coherence within the paragraph may be achieved . .
by.the use of comnective words alone. .-The conjunctions like and, .

but, or, nor, for, becuascs; if}, unless, untilj the conjunctive adverbs

like however, therefore, consequently, moreover, nevertheless, then, .

so, yet: transitional adverbs like similarly, contrarily, likewise,

first, ‘seccond, finally--all such connective words show relations

between -sentences or parts of sentences .within a paragraph and help.

tie togeﬁher the ide&s the paragraph presents. N .

Use connectlve words W1Lh dlscrlmlnaLlon' Lhey are not* nterchangeable..ﬁ
‘Some like and, further, furthermore, .morcover, and additionally add

similar materidl to what hias gone before, Seme like but, however,, and

‘contrarily 51gna1 a reversal‘ﬁi the Lhought. Either, or and heither,

nor climinate one member or the other of paired ideas. °The subordinating ‘
conjunctlons like because, if, unless and until show such relations as .

" thosé of cause, condition,. or time. Choose carefully the connectlve . .

word that. 1nd1caLes the true: relatlpns of th& 1deas.

Tran51t1ona1 Phrases - y : B .

Much llke the single connective word is the tran51L10na1 phrase--a
group of words working together as a unit to join sentertes or parts .
of sentences and to show their 1nLerr01at10ns. Commdén ones are on Lo
the other hand, in addition, by the same token,.at the same time, : a .
few days later, so long as and soon. Again, such connectives must be

used with discrimination. They are signals to-the reader that you R
are changing direction, and if wyou signal for a right turn and then turn

left, confus1on or worse w111 surely follow. 0

.0 . e R . "5

_ Repetition.of Kcy Terms- © e - . , . v .

N &
Lo - . |£7

A thrd very common dev1ce for securlng coherence within the paragraph ‘ o
is “the deliberate repetition or re-echoing of key terms. Tlie. ‘repetition

. of key words or key sentence patterns may bind the sentences of a

paragraph or the paragraphs of a composition into a tightly COherent : -
un1t.. . '
Pronouns substitute for nouns, repeating the noun concept.without S §
repetition of the word. Comsequently, every pronoun forces the reader
to think back to the antecedent noun, and by so doing helps to bind |
together the parts of the paragraph., Care must be taken to be sure B .

that the pronpun reférence will be immediately clear. i A o -

"Coherence Between Paragraphs' _— ‘ S .

o . .
M .

'Coherence ‘between paragraphs is as important as coherence with:.n the

paragraph Four of the devices. used to secure coherence“within the .
paragraph are also common betweén paragraphs: cenmnective words,?

‘transitional phrases, repetition of key terms, and pronouns looking

back to antecedent nouns in preceding paragraphs.‘“ B , N .

. . K . . .

| . 409 B = .



ORGANIZE THE PARAGRAPH

The following Sentences can be arranged into a well-ordered paragrdph.
Fit then into’the outline provided below, entering-the sentence numbers”
in Lhe appr@prlate places., - v . _ w

s
1. Uﬂ.&y involves sticking to the sub1ecg?and to the purpose, plus
presenting the ideas as a consistent whole, ‘

2, Similarly, 'ecolierence involves orderly arrangtment, and at the
same time requires a clear 1nd1cat10n af the relat1®nsh1p bntween .
% the ideas. S : . ‘
. |
3. Unity implies balance without excess in one part or lack in o '
another. . . : ‘ _ , .

4

A, This-relatiqnship'is'indicated by transitional words and phrases.

S. ‘Unity and coherence are essential to good writing.

6. -Unity and coherence therefore help tOvmake writing clear and

easy to read.

0y

P

- SN g LQY

° " .
1bpic'éeﬁﬁence: No. : T L
. " . . .
Sentences that , ) . .
develop the topic: . Nos. v 7
(Arranged in . - e ‘ o
" logical sequence) - S ' N A
Concluding sentence:  No. L L.
. ' \d; . © . e
. 0
. Y N o |
. | 1
. . [ N \i
. ‘P‘ ’ ‘ .
’ we T ey . IS | . . o
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PARALLELISM
¢ .
.
o . . 5 N ' . . .- ) L.
. -

- " When a writer uses coardznate elements, olpments of equal grdmmatical
L, rank, he says to-the reader- that he regards the’ ideas they express as
. equal in logical importance.. Two sentences, two independent clauses,

or any two grammatically similar subordinate constructlons are coordi-l,

. . - nate w1th1n each palr. o ,
L WRONG: “We have three objéctives’in.mind: L ~
B - . <&
L. T . 1. To finish the job in the shortest time p0381ble ‘
T2, Absoiute accuracy_

3. Insure that appearance is attractive

RIGHT: We havélthree éﬁjécﬁivés in mind:

3 .

bt 1. To finish the job in the shortest time, p0331ble %,
. 2. To be absolutely .accurate e N o

3. -To 1nsure ‘that” appearance is attractxve e s

* ’ ' ) ' .
. ¢ v . v * o 0t ' Be
2 a u ’ .
: . 4
> . t e e H
- * - 9
. i R
s 3 a ' -
1 o ’ A i -
» N W :a o 3

. . v t .

- ) ? \ ] F‘ ) -

B : L
- R . .
° ‘. - ~t
- 4 . . ; 5
@A 156. o
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- the question as to whether

o N
HINTS FOR. IMPROVING YOUR STYLE OF WRITING

AvOid trite and stilted expressions, such asg

enclosed please find " . in no uncertain terms

in answer to your letter of cause for concern

~in the last analysis
among those present view with alarm B
it stands to reason reference is made

this is to advise you- this is in reply to
needs no introduction : .

Express ideas positively.,

[T

The word not is weak. Try to express your statefhent so -
Lhe word can be’avoided.

« N ) - S
. A
AVOID : __— 'TRY
not on time ‘ late - !
not respectful e insolent
not ordinary - . : exceptional
do not remember : forget .

not important _ » _ trivial _ .

Be concise. ' - .

AVOID o ' _TRY
owing to g to the fact- that : because
‘with'reference to . ‘concernlng

e reason is because the reason 1s that, or because

int the event of ST if .

in accordance with N by, with

according to our records{ - we show, have recorded

in view of . o since SN '
1n,order to _ - to.. '

Avoid euphemisms.

A euphemism is the substitution of a mild, inoffensive word
for one which is explicit and perhaps unpleasant.. In certain
circumstances, a euphemism might be preferable, but, generally
speaklng, in farmal wr1t1ng it is not.

,;* . ]
- AVOID® oL TRY e
passed away . L died
"senior citizens. _ B elderly _ T v
underprivilege - . ‘ ‘poverty c - '

| |

- .




COLLQQUIALISMS'o Which word necds a substitute?

o

Read the\following'sehtences'aleud,rapidlﬁ; The student is to note
(orally, if you wish) which word. should be changed. '

"I'm afraid
. They

 Prior t(g now, we knew nothing of the matter. -

@

(A%

It's funny that the letter hasn't arrived yet.

He is such

There were

a nice man to work for.
‘¢

lots of things to accomplish today.

The amount of correspondence was:awful.

1 have nothing good to report.

She was raised very strictly,

N «

will be finished with the report-inside of an hbur.

We are sure pleased you could .come. v

¥ : ° .
When the work is hard, he gives up too easy.

“It's a longfwaYS from .here.

1f it was me,.I would not do it. S

./
Construction will not be completed on schedule, due to rain.

He looked differehtly after his return from vacatiom. . .

Being as how youofeel sick, why don't you 1eave'tﬁe office?

i can't help but £ée1 I was mistaken.

- We will probe the matter further .tomorrow.

~
T

Are ryou mad at me about anything?

Théy were enthused about. the plans. .

We all agreed it was d real. fine speech. -

B




A

, ' PARALIEL CONSTRUCTION

W

'I‘he following sentences are pgor becauue they lack para’llel C’truc.ture.
Repa.:.r the faulty section in each sentence, .

: 1. She is not only eff.x.c.:.cnt in u'y]).l.n” bub also in f‘.L‘.LJ.ng.
et

o«

2. We milled copies both to GSA and Interior. .  «

3. I Tnerrt not; only $o see him but also becau e I wanted to look for
a ;)ob _ : . , ‘ ,

Ty

L. Our reasons for rejecting the bid were its high cost, its late
arrival, and needing better quality maberials.

5% The dlrector is :Ln’oerested ne:.ther :Ln correspond:.ng w:u.th"bhem nor |
does he wan'b to view ‘their display.

S ' .

— A o | e
“6. We want you to design a wogﬁ select a text and a starting o
~date should be determined. T _ o

B : v l . . .

159. .




7.

=
To de01de was difficults to write the’ chqck was f;nal, and "’ saylng
goodbye was pa;nful.

<

/
|
\

B

s,

10.

111(.'
-?personnel. ) R

12, .

K

B Four of the appeals were heard and postponements were glven on the

other three.,

- -

o

An efflclent worker always plans ahead knows his subaect,_and

~ doesn't forget detay;s.

o 4‘ . b :

'Wé ‘were. glven a’‘course in wrltlng effe@tlve lethers and how to o

punctuate,

th only is he concerned w1th the progect but ‘also with the

~

T wanted not only t6 improve myself but also nw'goal was maklng a real
contribution to my country.

. 160, +12
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[

This letter is a reminder to employee-that'Venetian biinds in the FOB
building is .to fu11y extended at all times The angel of the blinds

-may be adJusted to. perm1t adm1sss1on of des1red amounts.of - 11ght

i

- To improVe‘the appearancevofithe city, a concerted effort is being made?by,ﬂ

various segments of governemt thruout the Nashlngton Area The nation's
capital hosts hundreds-of thousands of v1s1tors each year from all parts o
of. the country andaabroad and Nash1ngton has earned the reputat1on 1n the,
past of be1ng one of the world most beaut1fu1 c:tys.' To maintain that ,

LY

reputat1on hoﬁever a cont1nu1ng effort bu a11 of us who 11ve and Work here"

~ .

is needed.
Some emp]oyees have pers1sted desp1te prev1ous requests, in r1s1ng the
Venet1an.b11nds in their off1ces to varylng heights. Th1s causes the

bui]ding to present'an uneven and"dnsfghtly apperanCe form the outs1de K

//Much effort has been expapdedto attractively 1and -scape the area aound theAA'

bu11d1ng, and I am sure we have a11 enjoyed the trees, shrubs and - other
p1ant1ngs which contr1bute soumuch to a p1easant wotk1ng env1ronment

' - it Lot :

It seems not‘too‘much to ask that‘we show suffeient pride in the appear -
ance of the bui]ding'itse}f~0t correct the blotched affectwhich-it often

-

.5presents to outsiders

. 160 b.
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" T0: Information Officer  y . | - BN

FROM: Assistant to the Ihfbrmation?Offioer;_ - S '~. ‘[

SUBJECT: Fiscal year-report on subjects of ConQresSiona] Correspondence

-

=3

We thought you m1ght be 1neterested an the enclosed report It

shows the number of congressional inquiries.by subject that was comp1eted
-.in the central office 1ast fiscal year. The report 1spd1v1ded into

f1ve parts.

®.

B. A key to the numer1ca1 code1ng of the subJects used
thruout the report

R /f‘ L

2N\ 3). .3 spec1f1c summary tab1es showing the members of Cong-. -’
- " ress whom submitted the most inquiries; the members '
who inquired. about- 75% or more of all subJect matter
codes , and the more frequent]y 1nqu1red about subjegﬁs

o

4).- Avtab1e show1ng a break down of congres1ona1 1nqu1r1es |

: Q . by-state.” o . S
2 \5); an 1nd1v1dua1 subJect breakdown for all members of Congress
U who inquiries were received’ from : . e

eln; 2} An overall summery

~ .The report qnc]udes not only 1etters rece1ved in the. centra] off1ce but - "
- letters:refered to the central office from regional offices are also
_included. Each member of’ Congress —~-- (whether or not they are current
in off1ce) who's office sent in correspondence during the 1ast f1sca1 e
year have been included in this report : '

.

“,There is‘near]y fifty two.thousand‘inquiries which was received in the
oentra1»office last fisca] year.. 23,200 inquires were received direct
in the regional offices. " This adds up to a sum total of about 75b00
congress1ona1 letters received by this agency last fiscal, year.

\.‘ . ‘ R - i;“ X . Q,_‘
h ]
Q 0-
2
« “a
. r
\)‘ ) ' ) ’ . ) " ‘ vy ‘ : " . . '. ' ; o . ¢ . . I !
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UNITFDcSTATEsAPuBth.SERqTEE ADMINISTRATION'

o
B

MEMPLOYEE LETTER -

L

' SUBJECT: Special Notice Concerriing Changes in Payrol Deductions

. To a!B1d any necesary confus1on regard1ng 1mpend1ng changes°1n payroll
. deduct1ons th1s letter is be1ng wr1tten.v‘_‘,

i

~ The amgunt of your salary check dated January 20, l970 W1ll reflect the
reduced federal 1nd1v1dual 1anme-tax w1thold1ng rate for your salary qroup
The tax reform act of 1969.: proscr1bed reduced rate for all @alary groups f ;Qﬁ )

¢

- to reflect the rduct1on of the lO per—cent sur charge,;o 5 per cent

The amount of your salary check dated Feb 3rd w1ll reflect the 1ncrease :

in ret1rement deduct1ons from six and ]/2 per—cent to seven % wh1ch were '

-

prescribed by publ1c Taw 91- 93 If appl1cable, it. w1ll also reflect an increa- :

sed health benef1t deduction and 2 new Combined- Fedral Camp1agn deduct1on

¢

* Your earning Statement acompanying.the:abQVe checks'will shonfthe'new deductio-_.

ns for the above items.

- - "J' - ;/'R1chard Wr1ght D1rector .

. Bureau -of . Adm1n1strat1ve Serv1ces
‘ {“\'- ‘_ - . . ¢ . ﬁ N
i . ..‘ff' A . . AA : : s s . ..

3




.0 7.t .. UNILTED STAJES PUBLIC SERVICE COMMISSION AR |

% .-"‘ - a

N A ‘_ " .« ' . EMPLOYEE LETTER - - ‘
L K ,: ‘ »'~ e oo . O ’
: SO ST o ) B . T S Washlngton, D. C. 2374 1
LETTER NO. K- 732" o € - June 25, 19XK -
. . ] . n‘. ’. . i " N W N . ,; R
« ."SUBJECT; ) Spllled quulds and General Housekeeplng B

' .
L. 4 N . .
' - . R . o Q -
o, . . . B & L K . R}
H . N
. - v N a . o
L. b

‘.

_ ..+ Instances oﬁ Sp111ed 11qu1ds are Qccurrlng with greafer frequenry in
. - .. the elevators and throughout ‘the building. These s 111ages become a ,
o ‘personal hazard if left unattended. ‘To reduce the/chances of accidents .

'}f‘"f ©. and to minimize. damage to the floors and carpé&s, such, 80111ages should
- ‘ . be cleaned up as soon as pQSS1ble. MY

v -

P Whenever beverages are spllled, notlfy the Bui dlng Management Unit,

B extension 73842, immedjately. - While awaiting/help, paper towels from

; a restroom can be used to absorb much of the Lliquid and thus expedite:

. " the cleanup. To avoid spilling lids must be secured tightly on cups

’ containing liquids. To avoid. splllQng beverages on passengers, special

. care should be exercised when carrying llqulds on crowded elevators.
Your failure to perform these simple acts of good housekeeping could
-result in a ser10us—acc1dent to you or to a fellow employee.

o s

In the 1nterest of 1mprOV1ng the cleanliness of the bullding and en-
. hanc1ng outr working" env1ronment we’ are currently exertlng a ¢oncen-

-+ - trated effort to improve the’ Quallty of char services provided for us
R by General Services Admlnlstratlon. However, gdod housekeeping habits
' . on the part of employees is essentlal if we are to succeed in maklng
. Ty ' our home‘aWay from home into a more: des1rable place to work.
: . o' Ly

' The cooperat1on of all employees in. th1s matter 1% earnestly solicited.

v . : . \

-

. P . . - , , ‘ b ‘
RS _ .+ “*. Director : o -
. . . : Bureau of Oﬁflce Services '
. : ) .
. ~ 0 ' f’ ".’
n - ' & . e
!
- i I 2 /
5 . . ‘ ' Y
vk

-DISIRIBUTION: K . . . .. "
. \)‘ ‘ ' L ] ‘s . ) v E ﬂ . .
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7 June 20, 19XX Lo IR

Mrs. Ann Plunkett - :

Economist, Industrial Research Sect1on
_ Research Branch . T , s o
" Department .of Trade and Deve]opment o T IS L e e
~ 437 Rockwood Drive S A T ‘ T

Georgetown Guyana

Dear Mrs. P1unhett.; E d'.' ._', T : ih," ‘v - R | . :? )

Thank you for your 1etter of June 11, 15XX enc]os1ng - ‘

literature from the GUyana department of Industry which is of great 1nterest -
to us. , T . , } . 4 : AT

- Since the Un1ted States has .no coordinating ‘department of s
“industry the incentives for industrial research is necessar11y
-disseninated between ‘the various departments of the government. -
The revelant tax provisions are summarized in ndix d of-the book]et S
TECHNOLOGICAL INNOVATION which we enclosed w1‘ our 1etter of May 24th “; S

I' am enclos1ng a copy of ‘the small business act which on Page Jb ,
_ seventeen, sets forth the aid available under'this act to small S
bus1nesses for the purpose of Research and Deve]oment , L R 2\vr

A]so enclosed are the. State technical services act of 19XX ~This
Act is more in the nature of enabling the distribution of’ sc1ent1f1c
1nformatﬂon and the sponsor1ng of training programs

: As 1’ ment1oned in my former 1etter however by far the major.
v port1on of governemnt sponsored research and development funds are
handled by the National Research Committee and by the Defense '
‘Department. We would: apprec1ate you wr1t1ng to them d1rect1y for

any farther 1nformat1on , _

)

g rrSincerely yOurs,e«

we L e g



-

Congreésman'doseph Burgin S _
House of Representatives = _ T . ﬂ./'

_ Washington, D. C.- 20535

o

»

“Dear Honorab]e Burg1n,

' Th1s is in further response tc your corre§pondence of March 1 to the .

secretary of Agriculture enc1051ng a letter from your. constituent,
Mr. Robert E. Latney, jr. concern1ng damage caused by star11ngs and

«‘, related birds.

~ We are so aware and concerned W1th the starling and b]ackb1rd

depredation problem in North Carolina as well as in many other'States
thruout the nation that we have allready taken some steps to combat
thé problem. Fiéld offices of our bureau has reported the national-

" total damage by birds to be about $58,000,000 annually. In it's

current budget request this bureau has an item of $815,00 for bird
-control research. This will permit the continuance of projects at-
the present level of effort. The budget ‘does not include funds
specifically for a large scale proaect of operational bird-control
work, however, the bureau will continue to provide technical assis-
tance to operat1ona] contro] efforts and will conduct f1e1d tests
as we have in the past to the ‘extent, of our capab111t1es

VTo g1ve.you the most recent information:about the star11ng and b]ack--
 bird s1tuat1ons, a article entitle Some Blackbird and starling

probltems in the United States and Proposals to deal with them'are,
enclosed. A]though in this bboklet they give part1cu1ar emphasis
on bird problems in Ohio, much of the: 1nformat1on is applicable

'"'to North Caro]1na a]so We hope that you will find it to be of

interest. . o . 0
: M S 3 9 . A ?

. weﬂapreciate fhis-bpbdrtunity to be of-service. If we may'prov{de?

‘any further information please let me know.

2 . | -~ Yours very truely,

i.‘h
7
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\ , November 10, 19XX

" Dear Mr. E111s,

This is in response to your 1etter concernwng un1formt1y of bqatfﬁg
requirements. ,

-

¢

We concur with your suggest10n that the des1rab111ty of uniform
- equipment requirements s the. most serious of any considerations.
“To attain such a condition of uniformity, extension of federal
authority to all waters or a-closer-working re]at1onsh1p between
the states wou]d br requ1red

‘.

Not one of the requ1rements concern1ng abso1ute un1form1ty have been

achieved yet by an act of Congress on .account of the fact that Congress

“do not have the jurisdiction over waters 1ayﬂng W1th1n the exc1u51ve
Jur1sd1ct1on of a state. . N .

Lo
.

‘The fo11OW1ng method is one of those methods that appears to be a imore

- appropriate solut1on Thws method 1% that of establishing a closer
“working relationship between the sevaral states. The Coast Guard and

“the states, through the Conference of State Boating Laws has been .+

struggling with unifromity prob]ems however we 'deem it s1gn1f1cant

that we have affected some progress“by means of Model Acts. A]so ‘

many proposals of the-latest safety bills provides add1t1ona1

incentive for greater uniformtiys However, neither the states nor .

- the Cogg;ess are ab]e to prov1de the answers a]one. Jornt effort
is nee e

~ These k1nd of ccmments 11ke yours are always apprec1a1ted Theygw111
be turned over to the Hbuse Committee on Fisheries and Mar1ne L1fe
for their. perusa] by“the unders1gned 1 remaln, '

. e L ¢ Cordially yours;

A

as
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L . . . . ' “:
- " .YOUR BOSS, MR. RICHARD CANNON, IS OUT OF TOW)
. :“ ! : R » -
- Just before he left, he asked you to return to the Journal of
. . £ R . . ot - .,;::
. Physics, 173 East 42nd Street; New York 20052,-the galley proofs
~ . B . . ] . .J_ } ” y LR N ‘o ‘2
of his article, "Considerations Affecting Cosmic %%h}'v,'Age." * You
R ) returned them promptly that day. k . A
‘ - . ’ N . i\ .c‘ .
- ) ) . * ’ ) dw'..‘ ’ . . . o .
"Now you've-just discovered that he forgot to give you ‘a.page af ~ <
A R _ : .
figures that should have been returned too. ;
‘Send the page to the magazine for him. .
) 4] A : ' e
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. Your letter of August 29, 19%X was d1rected to th1s office .

‘eptember 15, 19XX - L

T

Mr. Bruce Kevin, President .
Radex Corporatfbn v

Box 603 °

Ist and Denton Sts. . » :
Peru, Indiana . ' B ‘ s

Dear Mr. Kevin: - y

for rep1y

Aidudge1ng solely from your brochure, it is possible there are

~several dtems procured by the government that your fac111t1es R

.could prbduce. In keep1ng ‘with, the governments policy of .en-

. couraging manufacturers' to participate «in procur1ng ‘commodities SR :
_ for the various federal departemnts and agencies, the fo]]ow1ng A
_information and documents (attached)--w111 be ‘of as1stance. - '

e : ‘ ! q -
.

. Most .of the meta] off1ce furriture the government procures are e,

covered by federal specifications and interim and federal - L ~ft,\_"32
specifications, a few of which is transmitted herewith. The N
latest, as well ﬁ\ some basic specifications, °js enclosed. A

‘.rpomp]ete Yndex of*federal spec1f1cat1ons and standards are .- o -

ava11ab1e for your reyiew.. Some of the documents that may 1ntgrest SR
¢ you 1s available at. the bus1ness service center in the G. S.. A ; - ‘
Reg1ona1 Office in Chicago I1linois. , . v

If we ;an‘be(?"?nrther as1stence to you, please 1et me know - R ,L‘ -

S1ncere1y yours,

4 .' o . “;.

3




YOUR BOSS MR. \RICHARD CANNON, IS OUT OF TONN YOU.FIND '
\ ’ o

) THIS NOTE FROM HIM IN YOUR IN BASKET e




¥

' ' : v

YOUR BOSS, MR. RICHARD CANNON, IS OUT OF TOWN -~ . e

\

Just before he left, Mr.rcannon asked you to notify all division
eecretaries about some new proceduresvforvlogging and control of

“routine" mail. He's really annoyed ab®pt the failure to meet "

‘ deadlines on this kind of correspondence, The last thing, he said

v
"'to.you was "I intend to crackvdown on this thing! We're just not . w*
‘meeting deadlines the way we should." . N .

* Here are the new. procedures:

v A s : -

a) All correspondence must be handled within 10'working'days of
. receipt within ‘the Agency , v S ’
L . : Vi * . o v
A ) L

.Each d1V1S10n secretary will now have to not1fy your office

> ; v

‘You will then send a 11tt1e sl1p of colored paper ‘to the
o N

w t C v’ i u
S .Wsecretar1es ‘to show the letters on wh1ch you re ma1nta1n1ng

< -

. foflow-up. o B
. 4 . &

c) He_also‘wantS'a carefulhreview of'appearance. He has eépecially

C A oo 2

o noticed dropped'letters,-lettefS'whicH_aferhard £

because evidently the keys- are d1rty, and 1mproper1y paced

- r

lines. thte House and COngre551ona1 correSpondence w111 be

4

handled as usual. ‘ . ﬁ,‘ L

. . . . -
“ . . . R . [ . . . 3 -

WRITE THE MEMO TO ALL DIVISION SECRETARIES.

L . *(Ch1ef of Adm1n1strat1ve Serv1ces) of act1on taken and date.‘» Ck

Vi
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© YOUR BOSS, MR. RICHARD CANNON, IS OUT OF TOWN. . YOU FIND
THIS NOTE FROM HIM IN YOUR IN-BASKETVM d/-’ | .
. J ‘ e v a" S




-

YOUR BOSS, MR. RICHARD_CANNON, IS OUT OF TOWN. YOU FIND THE ROUTING
SLIP BELOW IN YODR IN-BASKET. HE DISCUSSED THE SYMPOSIUM WITH YOU
. BEFORE HE LEF{, You ARE TO WRITE FOR RESERVATIONS AND ENCLOSE

$9 EACH TO COVER THE FIRST NIGHT S RENTAL FOR TH SE NHO NILL ARRIVE




ped

FROM: R.C. e

NOTE: At five o'c1ock'one afternoon as he leaves the office, your
boss hands youlthis hastily scribbled‘memo which we'vé& typed. for you.

"Pléase type this and sign it," he says; "and mail- it today. "

: . : “ .
O - A - A
2 ,, . )

MEMORANDUM TO: - Chief Inspection Officer

Reference s made to your 1etter of Ju1y 2 in wh1ch you 1an1red about

. my 1nvest1gat1on of the 0ff1ce of Pr1nt1ng and Pub11cat1ons, Public

Serv1ce Agency

In rep]y, I w1sh to advxce that 1n May of th1s year BIA asked me to go

'to Santa Mar1a to make a weeks 1nspect1on of the 0.P. P fhey are the.

AN

jon1y off1ce in our: chaan of”fac111t1es wh1ch 1s not shOW1ng a prof1t

1

' The tota] off1ce operat1on as we]] as-the persona] and the procedures

- -were -to be thorough]y 1nve$t1gated

Mr Kyle Lew1s the off1ce d1rector is one of those men who shows an .

nt interest in h1s JOb He on]y began the work 1ast December, however

.ahd has hard]y had t1me to affect changes He is try1nq desparatelyo

to, so1ve the many serious prob]ems that- confronts h1m His Board of

';D1rectors hold. var1ous v1ews as to remed1a1 s;eps to be taken. 'Main-

ta1n1ng the ch1ef trouble 11es_1ﬁ }nadequate personneT tra1n1ng, this

view s~ he1d by the Cha1rman of the Boand It must have been h1m.who .
irecommended a series of t1me and mot1on stud1es ‘ The mach1ne operator"‘

- which have been tra1neduqn the past year have never been gﬁven prod-

uct1on standards. Everybody works at the1r own pace. Show1ng~sagns

of wear and tear and 1n need of per1od1c oiling and 1mmed1ate repa1rs

‘ the mach1ne shop workers mora] has h1t rock bottom ‘ "'i";~'

w:160 Qe "i‘di‘ '
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i o
WORDS ~- FRAGILE- Lo L
, - HANDLE WITH CARE . - “

. LEARN TO USE THE DICTIONARY RN .

' For anyone who. reads and writes, a dlctlonary is 1ndlspensable._
’Whlle it is used most often to look up the meaning of words,.it has °
“a great many * other uses ‘with which you shoyld be familiar. Further-
more, you can greatly increase your understanding of the information
given in-'a dictionary by a thorough knowledge- of its organlzatlonzand

. of the devices used to convey information.
Know what klnds of dictionaries there are. In general, diction—
" aries may be clas31f1ed in three groups. :
- In the first group are the unabrldged (complete) dictionaries..
These are so large and so expensive that they are found: ‘principally
in libraries and schools. The best known and most available .of these
.are the- one~-volume dictionaries. You should find oq¢ whether your
offlce, or. sectlon, has. one.
. - a .
Funk and Wagnalls New Standard chtlonary of the Engl;sh
' Language!
2. "Webster S New Internatlonal D1ct10nary of the Engllsh Languagel' '

i -

‘These unabrldged d1ctlonar1es contaln all thé words of the lahguage
and give a great ‘deal of 1nformatlon about each word.-

. -
L. . .
. . . - . . .
. . . . T o

There are many dlctionarles in the second group ‘the "desk" ”
‘dictionaries; ‘most are adequate for general use. The.foldow1n are
_the best Jnown: o L N ' - .

+

."The‘Amechan College. chtlonary' (Harper and Brothers)
2. "Funk and Wagnalls New College Standard D1ct1onary'(Funk
' and: Wagnall) . )
» . 3. "The Grosset Webster chtlonary'(Grosset .and Dunlap) .
.© 4, "Vebster's New World Dictionary" (G. and G. Merriam Co.)
5. "The W;nston D1ctlonar¢' (Advanced Ed1t1on) (John- 0. Wlnston Coﬁ)

s a . . - .
€, o . - R . L <
. R . . o ) . -

"

- The thlrd group of d1ctlonar1es 1ncludes the small often pocket— .

l‘.:sazed books sold in- book,,statlonery, and drug stores, for 4 dollar or

less: While these books may prove adéquate for looking up tommon word .
~ meanings and spellings, they should be taken for what.they are intended’ _
“to be--inexpensive condensations for qulck geheral references. They | v
are not dependable as scholarly, complete up—to—date workg .’ EEET '

. : - J ‘ 6)(’. S
The d1ct1onary proV1des the follnw1ng 1nformat1on. spe111ng, 1ta1
letters, syllables, pronunciation, parts of Speech inflected forms of a’
word, derivation, mean1ng, restrict1ve labels, synonyms, antonyms,

\\ illustrations. - o _ ot , T

v

“ty,

L

!




WORD USAGE AND ABUSAGE

"Sticks and stones can break my. bones, ®but words can never hurt me," :
Don't ever believe it! Words can create, stimulate, énrage, and destroy.
One,word can release a hydrogen bomb, - A single speech by the President
can be received by some 43 million television sets.and ‘heard by a poten-
tial listening audience of more than 75 million people in the United -
'States alone. - a ' )
A recent study by J. _wlook of the University of Illinois shows that. °
when you bBuy a car for $3 000” you pay $1,500 for the words ‘heeded to - .
. pFroduce and market that car,’ ﬂords are the costliest items that bus1ness,*
'“.1ndustry, and Government use in production. | :
S . A L .

A person 's choice and use .of words tells as much éb “him or her ‘as 'do
‘manners, dress, and general deportment. Your. choice\of words is not
’entirely accidental, - Listed to someone speak for a few moments,dor read
something which he has’ written, and you will learn much about thé kind'
;of person he is., ‘Don't we often say, of some- acquaintance, "He talks like
‘a lawyer," or an accoungant,'br businessman or sailor? ‘The adthor
-Thomas Carlyle said, "In every man's writings,- the charaoter of the
writer must lie recorded." Some’ two" thousand years ago; Publius wrote
a ‘maxim as™ true today as. it was then"."bpeech isa mirror- of’thé soul;

‘as.a man speaks, so,is he," -, T~
. ~ O -




L . ' e
EVEN YQUR BEST FRIEND WON'T TELL YOU -

l. I spilled some tea into my saucer.
I poured some tea into my saucer., = .-
(Which is worse table manners?) -

Py e
2. i'stood in the country for two mofiths. ) o \ - o J
K I stayed in the country for two monéhs. o T
o (Whlch was more restful”) "
i - 1argefgiass of -brandy may affect his recoveryws”A4~'—w—h%%=~+—wiur&—
- ) : A large glass.of brandy may effect his recovery. .
' (Which de the doctor order°) :
: 4, yln the. theatre, theremWere f1ve people bes1de mé., oo
- In the theatre, there. were five people besides ‘me.
, (Which was more lone1y°) T _ - N o {
5;.'1 11ed in bg\ th1s mornlng. )
-~ I lay in bed this mornlng. v e ;
., ' (Which is Worse°) ' '
R -4 .
'LQ,W The boat left when I arrived at the dock._ " . ‘\\~»
The boat had left when I arrived at ‘the dock. '
(In wh1ch Sentence “could you still wave goodbye to your fr1ends°)
1. ‘Thirteen girls knew the secret, all" told. S . ’ ﬁ
1 . - Thirteen girls knsw the secret; all told. G ey '

A ! (Whlch 4is a catty remark”) \ _ ‘ :
l R : \ : ) o - ©
' 8; 1 took the dlrty-looklng dog home. . - ‘ o
1 brought the dirty-looking dog home. *
.~ (Wnich would your w1fe prefer’) '
I K]
9. Tom: I am here for two years. ‘
Dick: I have been here for two yearsa : ’ S
(Where might such a cdnversat1on take place?) S

&

v 10. 1 left him conv1nced e was a fools o : ' I .
' left him, convinced he was a féol. ' , ‘
e (Wnlch sentence shows extraordlnary powers of persuas1on°) , .
""r N ’ .. : : : K . = ‘ :
‘ , . . : Q ) . :,» . : o .' . R
: 3 ‘ . : ) . RN C . i :
’ n ‘ . . @ Vo 0
] L. . » : S : X
. . P . - . . . . ~ 5
: " a e
o I b & .
3 ) ' -]
) PR\ -

. . .
o ] . . . . . s
- .-, . . . -

r

£ o

Perm1381on granted to repr1nt by Maxwell Nurnberg, from What s the i . ,
Good Word? oo . i :

x




PRACTICE IN WORD USAGE -
. \\;l. _Try,(and, to ) call me,(at about, about) nine o'clock. - IR S

# 2,. The bogk)was (laying, lying) on the floor (in back, behind) her chdir,’

- . - ' - . - . . ¢

3. We stayedfhome (bécause;of, due to) the_storm.

® 4, You (want to, should) bejmore‘careful}‘ DR . o ’ .
. . - b.n, » . - - i~ . ) B ..E ) . E ) - ) ) - e )
+ 5 i(Those, That).kind'of books will~interest~you; ‘

. .
6, Keep the groceries (1nside, 1ns1de of). th1s cabinet.

[

- 7.0 Each man . (clalms, aseerts) he is .an expert 1n'h1s field.

A P She,does not know yet (if, whether) she will enter the‘contest., .
4 .
9. This typing is (most almosty eompleted Iﬂam (sure, surely) glad

' 10,, It w1ll be (all r1gh alr1ght) to cross the appo1ntment (off, off of) ;
.. ¢ . 'the calendar.vf o ‘ " o S

P o Coe . v

1. The glrl was ne1ther efficlent (or, nor) agreeable.

B

12, Come in (and, to) see our merchandise before you buy (anywneres,
: anywhere) else. Cn e _; .

. N
PR .

o 3., I do, not dou t (but that,'that) ne will w1n the electlon.
. > . . ” o ) .
Because) I was late, 1 mlssed the f1rst act. - o
A | i a o

714{ (Be1ng that'

hd e

li. My pen is newer, ‘but yours works Qequally as well, equally well).‘ ' a

16. Be.. (sure and, sure to) turn left at the next. 1ntersect1on. ‘
. b '
o _Hl7.€313live‘a short (way, %ays) from the ‘high school.
. N o V% . ‘ ’ N : : ) ‘ ’ P .
13{ ,(Withoug, UnleSs)-you_make'a:decisionggbon, you will lose the job. -

‘ *

19. ‘I think.you (woqu better,'had better)<consult'a doctor.

20, 1 want to. g0 (1n the worst way, very much)
_— ' ) . . .
. 21:. ALl salar1es w1ll be 1ncreased $10 a week retroact1ve (to, from)\\
. January L. : , :

R
" L. ]

2. 1 (seldom, seidpm'evEr) eat chocolate, y
-23. She has (lots of, many) 1nterest1ng books in her 11brary. N -

— ) po R '\

g 7 c . . ' ;L
. . . . a

- o
.




. S ‘ N
24, They (have, have: got) a new television set.”'f
. - 25, The two men had great respect for- (one another, each othag).
. fi..ﬁo - 26. V(All of, All) the secfetaries were. at the meeting. )
27, ”This is the kind (of of a) reference book I find most usefuls '_‘
280 The country must purify (1ts it s) contamhnated water. . ;"@m'.
§ 3:';;7aé9. I am . (very, very much) interested in the course in modern math. o '\'”'
.. N ' / .
.30, The climate in California iS'vefy (heabthy, healthful).
e ' , ' . )
- o R RS o o~
[] ' ' “ ! W - . ) ’ *
. ! ! 3 " I » =
- R o .
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. SPELLING | .

. 4 - .
. ] .

&
’ R .\
” : " SPELLING , . ot
P Anyone can learn to spell correctly. If‘ ou habitually A

~ # .  misspell, you are not truly seeing words. Correct spelling is . _
3 ) vprincipally a8 matter of remembering what you* read The poor' o ¢
- _ speller should' o, v o o ‘5; ,

R ré Keep a good dictionary y y and use .it constantly.

o 2) Write the misspelled word correctly, several times. p

3) <. Note the correct pronunciation. Often a word is misspelled

. . because it is mispronounced.

_ .. &) Learn th& four principles of lettar combinations as a general .

- guide to sp€lling.: - - - ‘

’ 5) - Look at the -word intently.' Perhaps you can formulate a '
SPECIal way of remembering the 'spelling of a, particular- word. ©

- i.e. Stationery has the er of paper.)

6) "4v01d confusing words with the same pronunciation but different

meanings and spellings. Lo , v _ ‘ : v

3

Your authority for spelling is ‘Webster s "New International

: _ Dictionary' which has been the Federal Government's guide for almost
- .. one hundred years. -~ The GPO l‘Style Manual" contains an 1nstruct1ve ‘

chapter about Spelling.

[y -

Here are four principles of letter combinations.

[

b4
. "‘IE, EI RULE '
L ' A "I before e'fV“h“ - - :
- ‘ . - Except after)c, . ‘
Lo I " Or when sounded as &, T
5, o '_ ' . As in neiihbor or weig w :,t e »: - .
Thus the old: j1ngle tedaches us and the rule is‘as correct ' N
today as when’ you may have learned 1t as a child Less’ musically,r e &\\\ﬂ
the rule tells us. ‘x-_‘__rhﬂ A B . e v v
. SR .
Write ie when pronounced ee, except after c. S e
Write ei when pr0nounced a. « . W e T , : j

*

Examples,of ie. pronounced as long er . 5 ' L
. » " : e -, 5 L
. _ achieve - fierce = niet:e .+ v-relieve ' . . I
' - ' g . . . . .
e . believe grief . -pierce - "siege L '

o




.,,“. , L

Examples of ei after c:
:a . . _‘.v -

conceive : perceive
‘deceive - receive :
Examples of ei pronounced as long a:

13
4

eight " heir _ ‘reign ‘their
freight . neighbor sleigh . weigh

- Some of the exceptions tolﬁﬁe rule:
h e1ther, foreign, 1nveigle, leisure, neither, seize,
spec1es, we1rd :

EXERCISE' *Supply the missing -] and i for each word.

r - ns

a—

Y gn

A sheik,‘named either Keith Neil or Reid O'Neil, inveigled
with neither protein, codeine) nor caffeine but some weird tale
of be1ng & financier,an innocent girl to follow him to the weir.

L \]

4

o

S v, °FINAL Y RULES

When add1ng a suffix to a worg\end1ng in y, the y may be
e1ther retained or changed to i.
!

Final y is ‘usually retained Af preceded by a vowel.

chimneys gayer~ jbyful obey1ng 4% valleys

'“‘ . E

~ Final y is retaied if the suffix is ing.

accompanying v x.enJoy1ng . relay1ng . p studying

F1na1 Yy becomes iif preceded by a consonant (and the- suffix is
" not i g) :

ledies-v holiness = dutiful. greedily,j,, ponies




LY

‘Fi.ml,_z_ is ‘retained before ship and like mdzdaxiﬁ ions of,
Baby and lady E . o
' . citylike, ’t. babyish' I secretafYShip

o

Soue of the excepciuns to the rules:.

S .
g. L

‘ day-daily, lay-laid, pay-paid, say-sdid, slay;slain
7'EXfRCISE. Add suffixes to each word. ‘ ‘
fanniversary ‘ Av__‘k dutyv L © jockey
:attprney ' o 'nearlyf o B .7_1i1y',“
auxiiiar& | - L easy 17‘ p . "f‘ ’meniey' _
: , . o ‘\\§§

emergency | ' modify

.

. FINAL E RULE

,‘?' .Retain the final é_before h,suffix‘beginning with a conSonant;» .
* \ . : o : .8 ) '-':-_‘_\ R ]
. amusement completely > hopeful immediately 's\%ih 2
- arrangement , hateful judgeship ' lovely I \F\$ |
: 2 T el : ©
Drop the final e befofe a suffix begf/;ing with a vowel: " .. ' R
\ ) . , ' : ) ) . .
admgration * - ‘hoping judging . pleasure ° desirable
‘gu dance . hating R lovable -0 writing.
A word which ends in ce or ge will retain the € before a suffix '
beginning with.g or g to keep the ¢ or g_soft.- : A
“ % ) ) T v . .
.advantageous ‘noticeable i _pronounceable \
‘changeable - . outrageous ' peaceable .
_ manageable : serviceable - " traceable : ‘
| ' : N |
-y A<word which ends in double e ‘retains both e's unless the suffix : T
- begins with an e. , -/)
aagreed .i - freer o pedigreed
"~ foreseeable. =~ = lessees .. seeing
. , . S R >

-
W

O ‘ -a_. : - :"- N . ,b.”, 16,8- B ‘ : ‘_ i ' [
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. * ‘ . . . . . - PR
Common exceptions to the rules. I 1 ‘ . .
% ’ ° -
The aCRnowledgment was that the ninth argument in the abridgmen

was truly and wholly awful in their judgment, duly noted

Also, hoeing, shoeing, singeing, tingeing, acraeage, m11eage, and
gluey, among many others. - S ‘ ' . | Lo ~%

R

EXERCISE' Arrange the following words under the appropriate c01umn. ,

diningy’ extremely, guldance, hop;.ng, latelys, makmg, responsivenesé

x retfr}o\g, slimy, whitish. . R .
. A 'v . A "....‘ -
-Reta:.n} final e ., ‘ Drop final e
| | R I
\ . L
N . o . ‘
@ ‘ ) : ’// . /". -
. - L C, v L .
Write the word ind cated‘ N ’f

desire + able saturate 4 ing

force 4 ing o . unforgive ¢ able’ f s -
late 4 est P _ use 4 ing - 7 s '
nine + teen i : . .verify ¢ able o] T
noise + y 4 : , .« .wake 4 ing S e . .
. A ot L . ] . “ v.l . 0 '-
{ N ! \ -
/DOUBLEVFINAL CONSONANT RULE I
S ‘;\?Q*& -

At first th{s rule s>unds difficult to master, but it is - o N
very\useful. J : _ e
. “ e ' N _

A word of on syllable with one vowel and one final consonarlt will R

double the final consonant before a suffix beginning with 2 lvowel:

The final co sonant will not double if these two condit ons are not
4

met . v o ] .
EXERCIS/;E ,Wr:.te the word indicated. : . A 4 -~ .
- - '
- o e C . /. E ‘
big +: er r ' . LA - s ldlé-'- ing -~ . 7 P
cool 4 er, - S . join 4 ing x5 N
doubt -+ ing o Do - © lob4ed L
ease+ idg - o - mop <+ ing .
fu/ld + ing o ' " plot + ed -t A
» ! ! i
o |- .
s L ’ /“ /
’ ] /
]r
[




. - - ! . v’. L4
: For words of more than one syllable, the rule is similar.f
oo a ! :
A word of more than one syllable with one final consonant following
one vowel generally will double the final consonant before a suf£ix

beginning with a vowel IF the accent of the word falfs on its last

» ?

-~

. ¢ 'syllable. . ope - =

Some of the exceptxons to the rules. ot “ ,; f{([*;, 'o__ .
. benefit, kidnap, program, and Worship and their derivations may ‘be

Spelled with or without a doubled final consonant o -

K3

EXERCISE; Add as many suffixes as possible, suchmhs able,\ible,

. -ary, ery, -er, est,-ance, ence,_ess,'ed,ish ing, ly, ful, ment, -
. vness, “to tﬁe following words, - . ‘
va N -
e o - o R S
allot +'. - . U -control lﬂv’f Sl _need
- avoid - . - .. , ~daub . - 4 rebel |
blandish .. - i, +0 equal . skill-
brief . - mesh. S % stir
catalogue ‘" .- occur oo~ « = thin®
- compel S profit’ . - o - tread
ADDITIONAL NOTES. - o o
. o' Lo e . e \

-

: L. Final w preceded by a single vowel is not doubled. Y _w

EXERCISE Give the present and past participle of chew,;‘f.V
hew, saw, snow “ .%\; : . Ty
o 0—-—“ - ) .‘-—-'-’ v . . . . _ . .. -
o : . : : T o

2, ,Words derived from the Latin ferre (to bear) W1ll often be .

1rregular, especially when the acc accent shifts or whem a suffix €

. “;‘ is added. Double the final consonant when adding.ed or ing;
‘do ‘not double when adding ence, - X S o ®

EXERCISE’ Indicate which syllable is stressed | ;
» " ) {‘1 : /f" :
' - = /

confer . o conferred . conference s . //
defer : ‘ deferred ‘ ' EvdeferenQe . T /-
- infer v, ¢ inferring ' - - inference S
" prefer ’ . . preference: preférable - L //'
referred - reference - ., refer?ble o // 2/
transfer '~ transference . - transferable 7




wit
' ExERchE'

>,dn;fi+i::ss f ) ;

Write the word indicatedu 4 \

odd'+ ly ~
insta11'+ ment -

T3 ﬁou blé consonants are generally retained when a&ding suffikes, o
' the exception of dully, fully. " !

-

.
o

 stiff 4 ly
will 4 able.

‘. g

s Cantaloup

~ catalog, -ed; -ing
chanteled, - ing .,
coconut - S
consensus
consignor °

_ counseled,- -ing
defense .

‘dependent .

. develop, -ment '
diagramed, -ing .
diagrammatic

. dissension
doctrinaire
embarrass
enclose'
encumbrance e
endorse, -ment ‘

. enroll, -ed,
-equaled, -ing

.

~ing, -ment

chenge the Spelling of ‘a w0rd

Adding the suffixes ness and _x usually

..V imperiled, -ing

)

- kidnaped; -ing

“does 'not chahge the -spelling of a word

. ‘ — o
: Exceptlons, , duly, truly ’ e 0
) PREFERRED AND DIFFICULT. SPELLING§ o
\ ¥ . (Taken from the GPO Style Manual) T
S « 7 - ) . L // . : \
abr _hnent - ies;hetic‘]15' N B
accessory ‘J// exhiflarate '
accommodate\‘ e T exonerate ’ T
‘acknowledgment. " exorbitant ‘\ .
analogous = . focuSed,/-ing i <o
anonymous -. = . - forgettable = . S S
appall -ed, -ing fulfill, -ed, -ing, -ment -
ascendance, -ant. . gage _ ‘ B
barreled, -ing - . - gazeteer - . . : o y
benefited * ‘ grievous ' ’
- canceled - ing. . " harass’

ingenious (skillful)
“ingenuous - (simple)"

- innocuous . . RN

innoculate

.iridescent . \'

inquiry =
install, -ed,
judgment

--ing, -ment

labeled, -ing
level, -ing

lodgment o ' _ , e

labeled, -ing
marshaled, -ing ’ i !
movable _ _ SR

- offense’

paneled, Liﬁg
paralleled, -ing

parceled, -ing

171.
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,pat;ol,
- penciled,
periled, o
" privilege - ' R o °-

]

>

-led, -ling

-ing

eing s
programmed, -er, -=ing
,programmatic
propel -led,
’ referable
reparable R
surveillance . . L
technique - e
_theater ' v ‘
“therefor (for it) | - R
therefore (for that reason) '
.totaled, -ing .

 tranquilizer

tranquillizer

“"transferred

[

-ling ;

. traveled, -ing ) -

. ‘tyrannical - - ,\

unwieldy

vermilion o .
vicissitude .’ TN
visa, -éd, -ing -~

~

ABLE OR IBLE?

»

Yd
I ,gv
| l
.
. ’ .
- . & LY
b} ‘\ / o
! — ] .
= AN
. ] .
4
[N "r
E .
-
- Y - ’ @ -
- °
| .
[
. x
: -
. =
]

There is no Very good rule, but here s a homemade one that works -

you can form a word
ou can form a ‘word

for many words. Wh
should be uséd. When

'or ive, IBLE is usually corr?ct

. :
" ABLE WORDS
Lo }-
1ndispensab1e (d1spensat1on)
.commendable (commendation)
. .. estimable (éstimation) .
. durable (duration)

‘-

»

+0

~ L]

accessible (accession)
audible (audition)
collectible (collect1on)
comprehensible (comprehensive)
convertible: (conversion) ' °

. A
t

172.

]
o

[
~

-ending in at1on, ABLE
ending” Ln 1on, tion, 1d,

. e ) »

~

excitable (exeitation)

- irritable (irriation)

inviolable (viplation)

.

L o "fBLE wom)%\\;‘;,; e

digestible (d1gest1ve)
-indefensible (defensive)

irrepressible (repressive)
irresistible (resistive}
“suggestible, (suggestive)

[ L
K

re




PAFullToxt Provided by ERIC

&7

o

, L I . o R o
e ‘ cgED, CEDE or SEDE? S S
;s i T : “,. - . ’
) 0n1y three ‘words end 1n ceed - exceed,ﬁproceed, and succeed. Only
/.. one word ends in sede: - superseae. All otﬁer words end in cede.' c
Lo o accede, 1ntercede, precede etes  + ;_ Lo e
- i ENDING§ "ISE " "m " AND "YZE"
. N .-' . a [T
B 1arge»number°of wordsahave “the éndlng ise, . ize, or yze. The letter
l-is follawed, by yze if the word expresses ‘and idea of\Joosening or
/ e separat;ng, ay analyze; all other words of this class, except. those
. ~ ‘ending with the suffix wise and those in the following Jdisew’ end o
) . ~ in izeS - . | CL R T ) . . -éf'
) advertise compromise. . ‘excise premise .
o  advise . demise ' -exercise: reprise
L ‘ - affranchise  “despise - “exorcise revise . .
I uapprise, devise . ~ franchise rise
oo - arise disenfranchise.  improvise supervise
' L -~ chastise * c'disghdse .incise " - , surmise - -
) o T ;l . emprise merchandmse surprise < F
comprisé = enterprise mortlse -ctelevise- 7
,ﬁ; R . THE NEUTRAL VOWEL S e s ‘, o
S e . , gL e AP )
Sometlmes 11sten1ng W111 ‘not help us- much ‘because when wé come to an )
unaccented syllable we are likely to have a vowel with a neutral .
or- obscure sound. 1f we can find a related word which is accented #
—_ on the'.syllable cqntaining the neitral vowel the real nature of -
’ _the vowel will often be revealed to us, _ X _
o o % .. . oo ' - -
‘Problem Word * Clue Word ‘Missing Vowel* .
3 1. narr?tive’ - narr_te .
2.. sed?tive . sed_te o -
. 3. defin?te . defin tlon\ '
. *» 4, conserv?tive conserv_tion o
+ 5. —‘auth?r: auth_rity ' R
: 6. nutr?tive nutr_tion ~
. ‘7. - fam?ly fam_liar
) - 8. friv?lous ~friv_lity
"~ 9.. mir?cle mir_culous
10.+ arithm?tic  + arithm_tical ’ : .
. ‘ ~11. - democr?cy - democr_tic ’
. 12, - ecst°sy’ ecst_tic . e
. ‘13, -apol?gy apol_getic i ‘
14, “hypocr?sy- hypocr_tical.
o 15. 'rel?tive rel_te .
. : Y e
- | / ?, . 2
‘ 4 - / . 173. <
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