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Preface

A compact yet comprehensive guide, the Hodges' Har-
brace Handbook, Thirteenth Edition ofters practical, well-
organized, and easily accessible advice for writers. Specific
examples throughout the book demonstrate the principles
of writing that are applicabte to both course work and
professional tasks, and trequent cross-reterences establish
how these principles intform each other.

The Thirteenth Edition 1s a complete revision ot the
Twelfth. While recognizably the same book that genera-
tions of writers have come to trust, the handbook 1s now
easier to use and understand. To revise it, we followed
several principles:

. Whenever possible, we have explained the reasons or
purposes for specitic elements of grammar, stvle, punc-
tuation, and mechanics. Students learn taster and write
better when they understand the reasons behind the
rules.

1§

We have updated the examples, drawing principally
upon contemporary American writers and including ex-
amples ot student work.

3. In sample sentences that are revised to illustrate the
principles being taught, we have introduced handwrit-
ten corrections so that the revision is more readily
apparent.
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. We have extensively revised the exercises by increasing

the number that encourage students to write or revise
in context, by making many exercises the focus of class
discussion, and by providing exercises that give stu-
dents writing practice.

. We have signiticantly expanded our discussion of writ-

ing with computers; we have integrated this discussion
throughout the book and identified the sections with
an icon instead of isolating this material in a separate
chaprer.

Stmilarly, we have expanded our discussion of writing
difficulties common to dialect and ESL, doing so in
context rather than placing these concerns in a separate
chapter. This decision 1s in response to changing na-
ttonal demographics and our determination not to
make international students feel as if their needs were
being addressed only as an afterthought. Because many
of their problems are ones that American students face
as well, some concepts are not separated out as relating
only to ESL students.

We have eliminated the “Notes” and reduced the num-
ber of “Cautions” to make the text more straightfor-
ward and to give more emphasis to the “Cautions” that
remain.

Those tamiliar with past editions will also note some

major structural changes. To emphasize our commitment
to writing as a process, we have divided what used to be
a single chapter, “The Whole Composition,” into two:
“Planning and Drafting Essays™ and “Revising and Editing
Essays.” Three versions of a new student essay illustrate
these chapters, and we have expanded our discussion of
invention and revision. Similarly, we divided what had
been a one-hundred-page chapter on the research paper

Vil
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into two: “Research Finding and Evaluating Sources” and
“Research Using and Citing Sources.” This division makes
it easier for students to locate information. “Finding and
Evaluating Sources” now contains a significantly ex-
panded discussion of how to use electronic resources; “Us-
ing and Citing Sources” discusses the most recent MLA
and APA guidelines and illustrates writing from sources
with two new student essays.

In response to requests from users, we have created two
other chapters new to this edition. “Writing under Pres-
sure” builds on material previously located in “Writing for
Special Purposes” to give it more emphasis and make it
more useful. Chapter 36, “Writing Arguments,” expands
on the discussion of critical thinking introduced in Chapter
35 and helps students understand an important type of
academic writing previously unaddressed in the book.

The chapter on manuscript format has been heavily re-
vised and retitled “Document Design.” Because most stu-
dents compose their papers on computer, this chapter pro-
vides tips for electronic preparation and submission of
documents.

Although we have considerably expanded the section
covering the writing process with new chapters and more
material, Hodges’ Harbrace remains a handbook first and
a rhetoric second. We have tried to change existing chapter
titles and subtitles as little as possible. And while we have
made the book easier to teach and easier to consult, we
have not compromised its well-established ntegrity. On
the contrary, we have worked hard to improve it. As a
result, the new edition will respond to the changing needs
of writers well into the next century.

The following supplements accompany the Hodges’
Harbrace Handbook, Thirteenth Edition.
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Instructor Supplements

Instructor’s Manual

Harcourt Brace Guide to Teaching. First-Year
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Harcourt Brace Sourcebook for Teachers of Writing
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For additional information on the supplemental mate-
rials available for Hodges’ Harbrace, please visit the Har-
brace Website at http://www.harbrace.com/english

Acknowledgments

For the material on English as a Second Language, a
feature new to the Thirteenth Edition, we are indebted to
Judith B. Strother at the Florida Institute of Technology
and Irene Juzkiw ar the University of Missouri. Their spe-
cial expertise added a much needed feature to the Hodges’
Harbrace.

The following individuals gave us their advice and ex-
perience, which shaped the Thirteenth Edition.

Focus Group Participants

Donald Andrews, Chattarnooga State Technical Commu-
nity College; Mary Jo Arn, Bloomsburg University; Susan
Becker, lllinois Central College; Honora Berninger, Hills-
borough Community College; Tim Biehl, Tarrant County
Junior College; Tracy Bird, Hillsborough Community Col-
lege (student); Cathy Bridges, Hillsborough Community
College (student); Teresa Chasteen, Hwvassee College;
Carol Cinclair, Brookhaven College; Sean Clatlin, Hills-
borough Community College (student); Linda Clark,
Maryville College; Mark Dawson, Faulkner University;
Cody Dolnick, University of San Diego; Josh Edmonson,
Hillsborough Community College (student); Dave Essel-
strom, Azusa Pacific University; Bernie Felder, St. Joseph's
University (student); Sally Fitzgerald, Chabot College; An-
gela Forsman, University of South Florida (student); Jim
Frank, Cleveland State Conununity College; Jean Marie
Fuhrman, University of Central Florida; Judith Gallagher,
Tarrant County Junior College; Danny Glover, University
of South Florida (student); Barbara Goldstein, Hillsbor-



Preface

ough Community College; Adrienne Goslin, Cleveland
State Umniversity; Michele Grantle, St. Joseph's University
(student); Angie Green, Lee College; Rusty Green, Univer-
sity of South Florida (student); Mary Beth Gugler-Mat-
thews, Pasco-Hernando Community College; Patsy Ham-
montree, University of Tennessee-Knoxuville;  George
Hanson, University of California at San Diego; Beth Hed-
engren, Brigham Young University; Kathryn Henkins, Mt.
San Antonio College; Susan Hines, Middle Georgia Col-
lege; Mary Hostenner, St. Joseph's University (student);
Maggie Jenkins, Pellissippi State Technical Community
College; Mvra Jones, Manatee Community College; Jim
Knox, Roane State Comimunity College; Robert Lamm,
Arkansas State University; Ernest Lee, Carson-Newman
College; Susan Lowdermilk, Texas Wesleyan University;
John Martino, California Polytechnic State University-Po-
mona; Melissa Mazzei, University of South Florida (stu-
dent); Jeanne McDonald, Waubonsee Community College;
Alan Merickel, Tallabassee Community College; Judy
Michna, DeKalb College-Dunwoody; Robert Miller, Ten-
nessee Temple University; Jody Millward, Santa Barbara
City College; Jason Murray, Pasco-Hernando Community
College (student); Marlene Musinca, Villanova University
(student); Jennifer Olsone, St. Joseph’s University (stu-
dent); Mary Padget, Tennessee Technical University; Karen
Peterson, Hillsborough Community College (student); Ron
Puckett, Polk Community College; Bob Renk, Trinity Val-
ley Community College; Ashley Richmond, Delaware
County Community College (student); Stephanie Sanchez,
University of South Florida (student); Jack Scanlon, Triton
College; Marie Schein, Tarrant County Junior College; Ka-
ren Sidwell, St. Petersburg Junior College; Laurel Smith,
Vincennes University; Marcia Songer, East Tennessee State
University; Barbara Stewart, Long Beach City College;
Megan Striker, St. Joseph’s University (student); Bill Sum-



X1i

Preface

mer, Delaware County Community College (student);
Brian Talbert, Villanova University (student); Michelle
Tarlene, Delawware County Community College (student);
Tom Tuggle, Gainesville College; Donte Williams, Pasco-
Hernando Community College (student); Michael Wood-
ard, St. Joseph’s University (student); and Driek Zirinsky,
Boise State University

Phone Interviews

Paul Clee, Tacoma Community College; Joseph Colavito,
Northwestern State University; Cynthia Denham, Snead
State Community College; Gabrielle Gautreaux, University
of New Orleans; Eloise Grathwohl, Meredith College; An-
gie Green, Lee College; Diana Kilpatrick, Palm Beach
Community College; Bruce Kirle, Trident Community Col-
lege; John Launt, Central Piedmont Community College;
Dara Llewellyn, Florida Atlantic University; Mike Mat-
thew, Tarrant County Junior College; and Lisa Williams,

Jacksonuville State University

Manuscript Reviewers

Dorothy Ashe, West Hills Community College; Myrtle B.
Beavers, Okaloosa Walton Comumunity College; Jon G.
Bentley, Albuquerque Technical-Vocational Institute; Tim
Biehl, Tarrant County Junior College; Steven Brahlek,
Palm Beach Community College; Ann Camy, Red Rocks
Community College; Thomas E. Fish, Cumberland Col-
lege; Gabrielle Gautreaux, University of New Orleans;
Lynn M. Grow, Broward Community College; Ruby John-
son, Wallace State Community College; George M. Kelly,
Hinds Community College; Wanda Martin, University of
New Mexico; Barbara McMichael, Guwinnett Technical In-
stitute; Kathryn Raign, University of North Texas; Eula
Thompson, Jefferson State Community College; Heide-



Preface

marie Z. Weidner, Tennessee Technical University; and
Lisa Williams, Jacksonuville State University

-

Marketing Phone Interviews

Donald Andrews, Chattanooga State Technical Commu-
nity College; Linda Bensel-Meyers, University of Tennes-
see-Knoxuville; Lorraine Cadet, Grambling State Univer-
sity; George Cox, Johnston Community College; Margaret
DeHart, Trinity Valley Comimunity College; MaryBeth
DeMeo, Alvernia College; Wendy Jones, County College
of Morris; Paul Kleinpoppen, Florida Community College
at Jacksonuville; Carol Lowe, McLennan Conmunity Col-
lege; Judy Michna, DeKalb College-Dunwoody; Bill New-
man, DeKalb College; Mary Padget, Tennessee Technical
University; Ken Rosen, University of Southern Maine;
Marcia Songer, East Tennessee State University; Bill Spen-
cer, Delta State University; and Ken Wolfskill, Chowan
College

Marketing Survey Participants

Elizabeth Addison, Western Carolina University; David
Anderson, Butler County Community College; Gordon
Anderson, Delgato Community College; Vic Aquino,
Green River Community College; Rozel Arant, Northeast
Louisiana University; Ellen Arl, University of Southern
California at Sumter; Dorothy Ashe, West Hill Community
College; Charles Avinger, Washtenau Community College;
Jan Balakiam, Kean College; Juanita Barnes, Grambling
State University; Carol Bays, Northern Michigan Univer-
sity; Sue Bennett, New Mexico Junior College; Dianne Bla-
del, Florida Community College at Jacksonville; Valerie
Blue, Nashuville State Technical College; Willlam Bode,
Southern College; Jesse Bogan, Morris Brown College;
Odon Bologan, Delaware State University; Gene Booth,

X111



Preface

Albuquerque Technical-Vocational Institute; Steven Brah-
lek, Palm Beach Community College; Floyd Brigdon, Trin-
ity Valley College; Jessica Bryan, Troy State University; Pa-
tricta  Burnes, University of Maine-Orono; Russell
Burrows, Weber State University; Lorraine Cadet, Gram-
bling State University; Susan Calovini, Austin Peay State
University; Mike Campbell, Yakima College; Ayne Can-
trell, Middle Tennessee State  University; Linda
Carmichael, East Tennessee State University; Allison Car-
penter, University of Delaware; Jerry Carr, Hinds Com-
munity College; Juhe Cary, Georgia State University; Har-
riet Castratsaro, Indiana University at Bloomington; Judy
Cheatham, Greensboro College; Merlin Cheney, Weber
State University; Elizabeth Chesla, Polvtechnic University;
Dennis Ciesielski, Peru State College; Dennis Clark, East-
ern lllinois University; Sarah Cogne, West Liberty State
College; Rocky Colavito, North Western State University;
Anna Coles, Baldwin-Wallace College; Elaine Coneq,
Southiwest Mississippi Community College; Mark Con-
nelly, Milwaukee Area Technical College; Judith Corbin,
Eastern Illinois University; Moira Cordel, University of
Detroit Mercy; Richard Cornelius, Bryan College; George
Cox, Jobnuston Community College; Anne Crane, St. Ed-
wards University; Patricia Crane, Nazarene Bible College;
Carol Creekmore, DeKalb College at Rockdale Center;
Leslie Cronin, Widener University; Marilyn Curall, Valen-
cia Community College; Martha Davenport, Olympia Col-
lege; MaryBeth DeMeo, Alvernia College; Cynthia Den-
ham, Snead State Community College; C. ]. Denne,
College of New Rochelle; Dennis Dooley, Wofford Col-
lege; Paul Drake, Spartenburg Technical College; Sean Du-
gan, Mercy College; Sallie Duhling, Gainesville College;
Mike Eason, Tarrant County Junior College; Donna Edsel,
Muskingum College; Mark Edmonds, St. Leo College;

Jolly Faught, Cumberland College; Steve Feldman, George



Preface

Mason University; Donald Fritz, University of Texas Pan
American; Hank Galmush, Green River Community Col-
lege; James Gamble, University of Arkansas at Monticello;
Marvanne Garbowsky, County College of Morris; Bill
Gary, Henderson Commmunity College; Gabrielle Gau-
treaux, University of New Orleans; Louise Gearhart, Hog-
erstown Junior College; Juha Gergits, Youngstown State
University; Jim Gilchrist, lowa State University; Karen
Gillenwaters, Brazo Sport College; Margaret  Gillio,
Northern Michigan University; Owen Gilman, St. Joseph
University; Lewis Graham, Olvmpia College; Eilleen Greg-
orv, University of Dallas; Kevin Griffith, Capital Univer-
sity; Huey Guaghardio, Lowuisiana State University-Eunice;
Rachel Guppta, Charles Mott Community College; Janet
Haddock, Northeast Louisiana University; Joanne Haen,
Kansas City Community College; Carol Hall, Victoria Col-
lege; Jett Hammond, St. Mary College of Maryland; Elree
Harris, Westminster College; Judy Hart, Frank Phillips
College; Susan Hartman, Reading Community College;
Jane Havwood, University of Mary Hardin Baylor; Betty
Lou Heimbold, Umiversity of Cincinnati-Clermont Col-
lege; Doris Helbig, Florida Atlantic University; Cindy
Hess, Elizabethtown College; Alice Hines, Hendrix Col-
lege; Michael Hood, Belmiont Abbey College; Sue How-
ard, Duquesne University; Tom Hruska, Northern Michi-
gan University; Marsha Huntineton, Everett Community
College; John Hyman, The American University; Deborah
Jacobs, Prestonburg Community College; Melanie John-
son, Wallace State Conununity College; Wendy Jones,
County College of Morris; Nancy Kennedy, Edmonds
Community College; Janice Kidd, Lake Land College;
Lola King, Trinity Valley College; Paul Kleinpoppen, Flor-
ida Community College at Jacksonville; Jim Knox, Rowan
State Comumnunity College; Dan Landau, Santa Monica
College; Susan Lang, Southern lllinois University at Car-

XV



Preface

bondale; Rosemary Lanshe, Broward Community College;
Russ Larson, Eastern Michigan University; Gail Laurson,
Southeast Comumunity College; Ernest Lee, Carson New-
man College; William Lenz, Chatham College; Diane Les-
tourgeon, Widener University; Sarah Liggett, Louisiana
State University; Salvatore Lisant, Westchester Commu-
nity College; Frank Littler, Palmm Beach Community Col-
lege; Alice Loftin, Tusculum College; Kim Long, Ship-
pensburg University; Richard Louth, Southeast Louisiana
University; Carol Lowe, McLennan Community College;
Laura Maas, Olivet College; Cheryl Martin, Roanoke-
Chowan Community College; Linda Martin, Florida Com-
munity College; Linda McGinley, West Liberty State Col-
lege; Tom McKay, Truman College; Victoria McLure,
South Plains College; Barbara McMillan, Union Univer-
sity; John Moore, East llinois University; Nelda Moore,
Jones County Community College; Janet Morczek, Daly
College; David Moreland, Lowisiana State University;
John Morris, Cameron University; Tina Murdock, Clear
Creek Baptist Bible College; Christopher Nielson, Widener
University; Connie Nunley, Truett McConnell Junior Col-
lege; Susan Oldrive, Baldiwin-Wallace College; Penny Ol-
son, Bay Mills Community College; Peter Olson, Hillside
College; Mary O’Reilly, Rider University; Joyce O'Shay,
Stark Technical College; Sam Overstreet, Maryville Col-
lege; Pat Palmer, Olympia College; Nancy Parker, Embry
Riddle Aeronautical University; Jane Parks, Dalton Col-
lege; Mildred Pate, Georgia Southern University; Mary
Peddicord, Pearl River Community College; Rita Perkins,
Camden County College; Donna Prescott, Green Moun-
tain College; Janice Quass, Grand View College; Carole
Raybourn, Morebouse College; Mary Jo Reitt, University
of Kansas; David Rosen, University of Maine at Machias;
Ken Rosen, University of Southern Maine; Kenny Row-
lette, Liberty University; Rebecca Rowley, Clovis Com-
munity College; Mark Schmidt, University of Arkansas at



Preface

Monticello; Geoffrey Schramm, University of Maryland at
College Park; Kathleen Sherfick, Albion College; George
Shields, Kentucky State University; Erlene Smith, Pearl
River Commuunity College; William Smith, Piedmont Col-
lege; Marcia Songer, East Tennessee State University; Jac-
queline Stark, Los Angeles Valley College; Philip Stirling,
Ferris State University; Jim Stuart, Kellogg Community
College; Marilyn Styne, Wilbur Wright College; Joan
Sweitzer, Lake City Community College; George Tettner,
University of Pittsburgh at Bradford; Sandra Thompkins,
Hiwassee College; Nancy Tuten, Columbia College; Linda
Underhill, Alfred University; Louis Van Keuren, Green
Mountain College; Ben Varner, University of Northern
Colorado; Frank Vaughan, Campbell University; Donna
Walker-Nixon, University of Mary Hardin Baylor; James
Wallace, University of Akron; Jonathan Walters, Norwich
University; W. G. Walton, Meredith College; Jay Ward,
Thiel College; Bill Waterson, Lees McRae College; Michael
Webster, Grand Valley State University; Bob Welsh, Web-
ster University; Mike Westerfield, Michigan Christian Col-
lege; Katherine Wheatcroft, Bucknell University; Ron
Wheeler, Johnson Bible College; Judy Whitis, Olivet Naz-
arene University; Jeanne Williams, Southwest Mississippi
Comimunity College; Ken Woltskill, Chowan College; Jim
Wood, Green River Community College; Randall Wood-
land, University of Michigan-Dearborn; Laura Writer, Ot-
tawa Umniversity; and Norma ZanRheenes, Western Mich-
igan University

For the daunting task of copyediting and proofreading
the manuscript, we thank Mary Stoughton, Senior Editor,
and the staff at EEI Communications.

For help with details from research to manuscript prep-
aration, we are indebted to Camille Langston, Susan Perry,
Denise Stodola, and Paul Teske.

XVIi






Contents

Preface Vi

GRAMMAR

Chapter 1 Sentence Sense ss 2
The parts of a sentence 2

~

la Recognizing verbs and predicates 3
Ib Recognizing subjects, objects, and complements 4
( ) Subjects of verbs 4
(2) Objects of verbs 6
(3) Subject and object complements W
(4) Word order S
l¢ Recognizing parts of speech 10
Verbs 13
Nouns 13
Pronouns 15
Adjectives )
Adverbs 16
Prepositions 16
Conjunctions 18
Interjections 18
ecognizing phrases 19
) Kinds ot phrases 19
) Phrases used as nouns 21
) Phrases used as modifiers 22

[—
—

O NN UG

Id R
(1
(2
(3
le Recognizing clauses 24
(1) Independent clauses 24

(2) Subordinate clauses 24

X1X






Contents

5b Clause as determiner of pronoun form 58
(1) Who or whoever as the subject of a clause 58
(2) Confusing constructions with who or whom 59
(3) Pronouns after than or as 59

5S¢ Whom tor all pronouns used as objects 59

5d Possessive before gerund 61

Se Objective with infinitive 62

5t Subjective with subject complement 62

Chapter 6 Agreement agr 65
6a Subject-verb agreement 66
(1) Other words berween the subject and the verb 67
(2) Endings of subjects and verbs not clearly
sounded 67

(3) Subjects joined by and 67
(4) Subjects joined by either . . . or 68
(5) Inverted word order or there + verb

constructions 68
(6) Relative pronouns (who, which, that) used as
subjects 69

(7) Indefinite pronouns 69

(8) Collective nouns and phrases 70

(9) Linking verbs 71

(10) Titles, words as words, nouns plural in form but
singular in meaning 72

6b Pronoun-antecedent agreement 73
Chapter 7 Verbs v 75
Tense 75
Regular and irregular verbs 76
Auxiliary verbs 76
Forms of be 79
Voice 80
Transitive and intransitive verbs 80

Mood 81

XXI






Contents

(5) Days of the week, months, and holidays 112
(6) Historical documents, periods, events, and
movements 113 4
(7) Religions, holy books, holy days, and words denoting
the Supreme Being 113
(S) Personifications 113
(9) Words derived from proper nouns 113
(10) Abbreviations and acronyms or shortened forms of
capitalized words 114
9b Titles of persons before their names [14
9¢ Titles and subttles of books, plays, essays, and other
titled works 115
9d The pronoun I and the interjection O 116
9¢ First word ot sentence and of directly quoted
speech 116
9f For emphasis 116
9¢ Unnecessary capitals 117
Chapter 10 Italics ital 119
10a Titles of publications 119
10b Foreign words and phrases 121
10c Names of legal cases 121
10d Names of specific ships, satellites, and
spacecraft 122
[0e Words, letters, or figures spoken of as such 122
10f Emphasized words 122

Chapter 11 Abbreviations, Acronyms, and
Numbers ab/ac/n 124
lla Ms., Mrs., Mr., Dr., and St. 124
11b Names of states, countries, continents, months,
etc. 125
l1c Street, Avenue, Road, Park, and Company 126

XX111



XX1V

Contents

11d Volume, chapter, and page 127
(1) Clipped forms of words 129
(2) Abbreviations with dates and figures 129
(3) Abbreviations of DC and U.S. 130
(4) Abbreviations for organizations, agencies,
countries, etc. 130
(5) Abbreviations for some common Latin
expressions 130
[le Acronyms 130
[ 1t Numbers 131
PUNCTUATION
Chapter 12 The Comma , /
[2a Before a coordinating conjunction linking
independent clauses 137
[2b After introductory words, phrases, and
clauses 139

[2e

(1) Adverb clauses before independent clauses 1

(2) Introductory phrases before independent
clauses 140

Between separate items i a series 142

(1) Words, phrases, and clauses in a series 143

(2) Coordinate adjectives 143

With nonrestrictive, parenthetical, and

miscellaneous elements 144

(1) Adjective clauses or phrases 145

(2) Appositives 146

(3) Contrasted elements 146

(4) Geographical names, items in dates, and

addresses 147

(5) Parenthetical expressions 147

(6) Mild interjections and words used m direct
address 148

(7) Absolute phrases 148
For the prevention of misreading 148

136

2



Contents

Chapter 13 Superfluous Commas 0 151

[3a Not between the subject and the verb or the verb
and the object 151 ;

13b Not after coordinating conjunctions 152

[3¢ Only to set oft parenthetical words and short
phrases 152

13d Nor to set oft restrictive clauses, phrases, or
appositives 152

[3¢ Not before the first or after the last item of a
series 153

Chapter 14 The Semicolon i/ 155

[4a Connecting independent clauses without a
coordinating conjunction 155

14b Separating elements that contain commas 157

14¢c Misuse with parts of unequal grammatical
rank 158

Chapter 15 The Apostrophe Y 159
15a Showing possession for nouns and indefinite
pronouns 159
(1) Singular nouns, indefinite pronouns, and
acronyms 160
(2) Plural nouns ending in -s 160
(3) Compounds and expressions that show joint

ownership 160

(4) Individual ownership 160
(5) In time relationships, in academic titles, or before
gerunds 160
15b Contractions and numbers 161
15¢ Plurals formed with an apostrophe 162

15d Misuse with personal pronouns and plural
nouns 163

XXV



XX VI Contents

Chapter 16 Quotation Marks Y/ 164
[6a Direct quotations and dialogue 164

(1) Direct quotations 164

(2) Indirect quotations 164

(3) Quotations within quotations 165

(4) Dialogue 165

(5) Thoughts 166

16b

16¢

16d
16¢

|6t

[Long quotations 166
(1) Prose 166
(2) Poetry 167

Titles of short works and subdivisions of
books 168
Words mtended in a special or ironic sense 169
Overusing quotation marks 169
(1) To call attention to a chiché 169
(2) To enclose yes or no m indirect discourse 170
(3) To indicate questionable diction 170
Placement with other punctuation marks 170
(1) Comma and period 170
(2) Semicolon and colon 171
) Question mark, exclamation point, and dash 171

Chapter 17 The Period and Other Marks 173

[ 7b

I —‘(

17d T

The penod . 174

(1) Declarative sentence, mildly imperative

sentence 174

(2) Some abbreviations 174

The question mark ¢/ 175

The exclamation point §/ 176

['he colon 3 | 77

(1) Preceding an explanation, a series, or a
quotation 177

(2) Berween figures in time references and berween ritles
and subrtitles 178

(3) After the salutation of a business letter 178



Contents

17¢ The dash —/ 179
(1) Marking a sudden break in thought or abrupt change
n tone 180 '
(2) Emphasizing a parenthetical element 180
(3) After an introductory list or series 180

1 7f Parentheses ()/ 181
17¢ Brackets [ ]/ 182

| 7h The slash // 83

171 Ellipsis points el [84

(1) Indicating an omission within a quoted

passage 184
(2) Marking a reflective pause or hesitation 186

SPELLING AND DICTION

Chapter 18 Spelling, the Spell Checker, and
Hyphenation Sp 190
18a Spelling and pronunciation 191
18b Spelling words of similar sound 192
(1) Contractions and possessive pronouns 193
(2) Single words and two-word phrases 193
(3) Singular nouns ending in -1z¢ce and plural nouns
ending in -nts 193
1 Sc Prefixes 196
18d Suffixes 196
(1) Dropping or retaining a final unpronounced e 197
) Doubling a final consonant before a suffix 197
) Changing or retaining a final y before a
suffix 198
(4) Retaining a final [ before -ly 198
(5) Adding -s or -es to form the plural of nouns 199

(2
(3

18e Confusion of ei and ie 200
18t Hyphenation 200
(1) Linking two or more words to form a
compound 201
(2) Breaking a word at the end of a line 203

XX Vil



XXViil

Contents

Chapter 19  Good Usage usg 205

Dictionaries 205

Unabridged dictionaries 206

Special dictionaries 206

19a Using a dictionary 208

19b Colloquial or informal 211

19¢ Slang 211

19d Regionalisms 212

19¢ Nonstandard and substandard 212
19t Archaic and obsolete 212

[9¢ Technical words 213

19h Clear, straightforward style 213
191 Inclusive language 215

Chapter 20 Exactness e 218
20a Accurate and precise word choice 218

(1) Accuracy 218

(2) Connotations 219
(3) Specific, concrete words 220
(4) Figurative language 22
20b Idiomatic expressions £
20¢ Fresh expressions 2

Chapter 21 Conciseness: Avoiding Wordiness and
Needless Repetition w/rep 230

21a Making every word count 230
(1) Redundancy 230
(2) Unnecessary words 251
(3) Expletives 232
21b Revising to eliminate wordiness 233
21¢ Necessary repetition 234
21d Revising to eliminate needless repetition 234

Chapter 22 Clarity and Completeness N 236
22a Articles, pronouns, conjunctions,

prepositions 236

(1) Use of articles 236

(2) Omitted conjunctions or prepositions 238



Contents

22b Verbs and auxiliaries 239
22¢ Complete comparisons 239
22d Intensifiers 240 -

EFFECTIVE SENTENCES

Chapter 23  Sentence Unity:

Consistency su 244
23a Clearly related ideas 244
23b Arranging details 245
23¢ Mixed metaphors and mixed constructions 246

(1) Mixed metaphors 246
(2) Mixed constructions 247
23d Faulty predication 247
23¢ Unnecessary shifts 248
(1) Faulty is . . . when, is . . . where, or is . . . because

constructions 248
(2) Precise word choice 248

Chapter 24 Subordination and
Coordination sub/coor 251
24a Subordinating related short sentences 252
(1) Adjectives and adjective phrases 252
(2) Adverbs and adverb phrases 253

(3) Appositives and contrasting elements 253
(4) Subordinate clauses 253

24b Subordinating and coordinating main
C

lauses 254
(1) Subordinating structures for less important
ideas 254
(2) Coordinating structures for ideas of equal
importance 254
(3) Logical connection of ideas by subordinate and
coordinate structures 254

24¢ Faulty or excessive subordination 255

XXIX



A
~

Contents

Chapter 25 Coherence: Misplaced Parts and

25a

Dangling Modifiers mp/dm 257
Placing modifiers near the words they
modify 257
(1) Single-word modifiers 257
(2) Prepositional phrases 258
(3) Ad]ecnve clauses 258
(4) “Squinting™ constructions 258
(5) Awkward constructions that split an infinitive 258
Dangling moditiers 259
(1) Partcipial phrases 259
(2) Phrases containing gerunds or infinitives 260
(3) Elliptical adverb clauses 260

Chapter 26 Parallelism // 262

26a

Balancing similar grammatical elements 263
(1) Parallel words and phrases 263

(2) Parallel clauses 263

(3) Parallel sentences 264

26b Parallel construction 264

26¢

Correlatives 2635

Chapter 27 Consistency: Avoiding

Shifts ns 266
27a Consistent tense, mood, and person 266
27b Consistent person and number 267
27¢ Shifts berween direct and indirect discourse 267
27d Consistent tone and style 267
27¢ Consistent perspective and viewpoint 267
Chapter 28 Pronoun Reference ref 269
28a Clear antecedents 269

28b Clear reterences 270



Contents

28¢ Broad or implied references 271
28d Awkward use of it or you 272

-

Chapter 29 Emphasis emp 274

29a

29¢
29d

29e
29¢
29¢

29h

Placement of important words 274
29b Periodic and cumulative sentences 275
Ascending order of importance 276
Forcetul verbs defined. 277

(1)
(2)

Active and passive voice 277
Action verbs and forceful linking verbs

()
~J
\O

Repeating important words 280
Inverting standard word order 280
Balanced sentence construction 281
Varving sentence length for emphasis 281

Chapter 30 Variety var 283

30a

30b

30d

Varying sentence length 284
Varving sentence beginnings 285

(1)

(2)
(3)
(4)

Adverb or adverbial clause 286
Prepositional phrase or a verbal phrase 286
Connectives 286

Appositive, absolute phrase, or mmtroductory
series 287

Varying sentence structure 288

(1)

Complex sentence 288

Compound predicate in a simple sentence 288
Appositive in a simple sentence 289

Prepositional or verbal phrase added to a simple
sentence 289

Additional conjunctions to increase the compounds in
a sentence 289

Varying subject-verb sequence 290
30e Question, exclamation, or command 291

XXXI



XXXI1I Contents

LARGER ELEMENTS

Chapter 31  Working with Paragraphs i 294
3la Unity 296
(1) Main idea and topic sentences 296
(2) Main idea and paragraph unity 299
31b Coherence, transitions 301
(1) Patterns ot coherence 301
(2) Order of ideas 303
(3) Transitional devices 307
(4) Transitions between paragraphs 311
31¢ Dertails and examples 314
(1) Developing with specific details 314
(2) Developing with examples 3
31d Strategies ot development 31
Narrating a series of events 317
Describing to make a point 317
Explaining a process 319
Showing cause and effect 320
Comparing and contrasting to develop an
idea 321
(6) Classiftying and dividing to develop an idea 323
(7) Formulating a detinition 324

—

(
(
(3
(
(

i 2 G o —

dle Editnng 325

Chapter 32 Planning and Drafting

Essays pln/dft 328

32a Purpose, audience, and occasion 329

(1) Purpose 330

(2) Audience 333

(3) Occasion 338
32b Finding an appropriate subject 339
32¢ Focusing on a topic 2]

(1) Searching for a subject 341

(2) Focusing on specific material 348






xxxiv  Contents

Chapter 35 Reading and Thinking
Critically cr 398
Previewing 399
Distinguishing between fact and opinion 401
Searching for evidence 403
Evaluating a writer’s credibility 405
Understanding inductive reasoning 407
Understanding deductive reasoning 409
The Toulmin method 412
Recognizing logical fallacies 415
(1) Ad hominem 415
Appeal to tradition 415
Bandwagon 416
Begging the question 416
Equivocation 416
False analogy 416
False authority 416
False cause 417
False dilemma 417
Guilt by association 417
Hasty generalization 417
Non sequitur 418
Oversimplitication 418
Red herring 418
Shppery slope 418

n

Lo Lo W
i

wn
Q.

Lo Lo o LI o
wn v iy
o ™o

!—‘D——_!—‘!—‘AAAAAAAA

( ( ) Nl N U B

Tt et vt vt vt vt ot St vttt vt et vttt vttt “vast”

JIJ\—VJ

O O

o —

— — — — — —

Chapter 36 Writing Arguments arg 421
36a Establishing a purpose 421
36b Differing viewpoints 423
36¢ Developing an argument 42
(1) Supporting an argument 42
(2) Responding to diverse views 426
36d Using ditferent kinds of appeal 428
(1) Three classical appeals 428
(2) Rogerian appeals 429

“wi n



Contents

36e Organizing an argument 429
(1) Introductions 430
(2) Reasons 430 .
(3) Beginning a paragraph 431
(4) Retutation and concessions 431
(5) Conclusions 431

36f Sample argument 432

Chapter 37  Research: Finding and Evaluating

Sources res 438

37a Using mformation from sources 438

(1) Analyzing the rhetorical situation 439

(2) Developing a research problem and analyzing your

own knowledge 441

(3) Establishing a research routine 442
37b Preparing a working bibliography 444
37¢ Using library sources 445

(1) Books and periodicals 446
(2) Reference books 454

37d Conducting field research 456
37¢ Using electronic resources 458
(1) Developing a research strategy 458
(2) Using the college library 460
(3) Using the Internet 463
37t Evaluating sources and taking notes 471

(1) Testing reliability, bias, and integrity 471
(2) Taking notes 474
37g Avoiding plagiarism 478
37h Integrating sources 481
(1) Mastering information 482
(2) Integrating sources 482
(3) Using direct quotations 484
(4) Paraphrasing 4835
(5) Summarizing 488

XXXV









Sentence Sense

Chapter 1
Sentence Sense

Writing a clear, precise sentence i1s an art, and you can
master that art by knowing the different kinds of sentences
and the ways they function. You can also revise your sen-
tences more effectively if you recognize the different parts
of speech and the ways they work together. Knowing how
to revise will help you become a more tlexible, etfective
writer. (For explanations of any untamiliar terms, see the
Glossary of Terms.)

The parts of a sentence An English sentence divides
INtO TWO parts.

SUBJECT + PREDICATE
Gabriel + hung the picture on the wall.

The towel + 1s wet.

These parts, the subject and the predicate, are the two
essential elements of an English sentence. The subject 1s
what the sentence is about and answers the question
“Who?” or “What?” The predicate says something about
the subject (see l1a) and contains a word that expresses
action or state ot being. In the sentence above, hung ex-
presses the action Gabriel took, and is wet expresses the
state of the towel. The pattern 1s SUBJECT + PREDI-
CATE, which is the basic order ot Enghsh sentences.

I
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Verbs form the predicate of sentences.

A verb tunctions as the predicate of a sentence or as an
essential part of the predicate. You can recognize a verb
by observing its form as well as its function.

Marco walks. [verb by 1tself]
Marco walks very fast. [verb plus modifier]

Verbs can be compound, that 1s, composed of more than
one verb.

Marco walks and arrives on time.

A verb can consist of more than one word. The auxiliary
is often called a helping verb or verb marker. The verbs
have and be are auxiliaries and follow the pattern of
AUXILIARY + VERB. Modals such as can/could, may/
might, and shall/will tollow the same pattern and express
such things as ability or possibility; shall/will expresses fu-
ture tense. (See chapter 7 for a complete discussion of
verbs.)

The fight had started by then.

He will be studying late.

Mara should go now.
Other words sometimes intervene between the auxiliary
and the verb.

[ have not paid my dues.

Television will never completely replace radio.

Verbs with prepositions When verbs are followed by
a preposition (often called a particle), they are called



lb Sentence Sense

phrasal verbs. A preposition combines with a verb to mean
something different from the verb standing alone. For ex-
ample, the meaning of the verb turned is different from
the meaning of the combination turned out.

Martha turned the car out of the way. [prepositional phrase
modifying the verb turned|

Nothing turned out the way she expected.
Some examples of verbs with prepositions are look up,
burn down, phase out, turn off, watch out, put off, try on.
It a phrasal verb has a direct object, the verb and the prep-
osition can often be separated. The preposition can come
betore or after the object.

She looked the word up in the dictionary.

She looked up the word in the dictionary.
[t the object 1s a pronoun, the preposition must follow the
object.

She looked it up in the dictionary.

ESL | The meanings of such verbs can be found in
a good ESL dictionary, together with an explanation of
whether or not they are separable. (See chapter 19, page
207 for ESL dictionaries.)

Subjects, objects, and complements can
be nouns, pronouns, or word groups
serving as nouns.

(1) Subjects of verbs

Except tor imperatives, which are commands, or requests,
in which the subject, you, may be understood, all gram-
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matically complete sentences contain stated subjects—
nouns, pronouns, or word groups serving as nouns. In the
following sentences, the subjects are in boldface and the
verbs are m italics.
Louisiana produces delicious vams.
Does North Carolina also grow yams?
In commands or requests, the subject is often understood.
[You] Take, tor example, Louisiana and North Carolina.

Subjects of verbs may be compound.

Louwistana and North Carolina grow vams. [compound
subject]

To identify the grammatical subject of a sentence, first
tind the verb, then use 1t in a question beginning with who
or what, as shown in the following examples:

The runner leaped the The book was read by Nan.
hurdle.

Verb: leaped Verb: was read

WHO leaped? The runner WHAT was read? The book
(not the hurdle) leaped. (not Nan) was read.
Subject: runner Subject: book

Subjects usually precede verbs in sentences. Common
exceptions occur in questions and after the words there
and it, both of which fill out a sentence without altering
the meaning.

Was the book interesting? [verb + subject]
There were no refusals. [there + verb + subject]

It is not easy to study on a sunny spring day. [it + linking
verb + infinitive subject|
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(2) Objects of verbs

Verbs denoting action often require a direct object to re-
ceive or show the result of the action. Such verbs are called
transitive verbs. (See chapter 7.) Sometimes a word that
shows to whom or for whom the action occurred (indirect
object) comes between the verb and the direct object. In
the following sentence, the objects are in boldtace.

The clerk sold her the expensive briefcase. [indirect object:
her; direct object: briefcase)|

Like the subjects of verbs, direct and indirect objects are
generally nouns or pronouns.

To identify a direct object, tind the subject and the verb
and then use them in a question ending with whom or
what, as shown in the following example:

Juana silently took his hand.
Subject and verb: Juana took
Juana took WHAT? hand

Direct object: hand

Direct objects in sentences like the tollowing are directly
atfected by the action of the verb.

A tornado leveled a city in Nebraska. [The subject, tornado,
acts. The object, city, receives the action. |

Knowing how to change trom active to passive voice
can also help vou identity an object. When vou make a
verb passive, the object of the active verb becomes the sub-
ject of the passive verb. The original subject is either omit-
ted or mcorporated mto a phrase beginning with by. (See
also examples on pages 80 and 83 of chapter 7 and in

29d(1).)
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Active  The Eagles tinally defeated the Lions. |Lions is the
direct object of defeated.)

Passive  The Lions were finally defeated. [Lions is the sub-
ject of were defeated; the original subject is
omitted. |
The Lions were finally defeated by the Eagles.
| The original subject 1s incorporated mto a
phrase.|

A form of be (such as is, are, was) is added when an active
verb becomes passive.

Some verbs (such as give, offer, bring, take, lend, send,
buy, and sell) can have both a direct object and an indirect
object.

Linda gave Felipe a new bicycle. [subject + verb + direct ob-
ject: Linda gave bicycle.|

Linda gave a bicycle TO WHOM? Felipe [indirect object:
Felipe|

Direct and indirect objects of verbs can be compound.

She likes peas and spinach. [compound direct object]

We offered Elena and Octavio a vear’s membership. [com-
pound mdirect object]

(3) Subject and object complements

Nouns, pronouns, and adjectives are used as subject and
object complements. (See 1¢.) A subject complement refers
to, identifies, or qualifies the subject and helps complete
the meaning of the forms of be (am, is, are, was, were,
been), linking verbs (such as seem, become), and sensory
verbs (such as feel, look, smell, sound, taste). These verbs
are often called intransitive verbs. (See chapter 7.)

Leilani is my sister. [Sister identifies Leilani, the subject.|
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Exercise 1

Label all subjects and verbs (including auxiliaries and preposi-
rions) in the sentences below. Next, label all direct and indirect
objects and complements. Be prepared to discuss the basic sen-
tence patterns (and any variations) and the types of verbs used.

1. He desires no real companionship.

Alliances once forged become invaluable.

. The workers must take off their normal clothing and put on

protective gear.

The artist has created a masterpiece.

In the newspaper article, the journalist gives us a detailed

description of the latest industrial accident and its environ-

mental consequences.

6. Football games and popular music need players, arenas, and
fans.

7. The new manager suggests that the emplovees revise their
former work habits.

S. They have not always been hospitable to their tamilv and
friends.

9. There was one painting so expensive that it astounded the
auctioneer.

10. Academic writing, particularly journal articles, can be tull ot
valuable imformaton but can be ditficult to decipher unless
the reader 1s willing to take the time to understand it.

[OV RN (]

wn =

ITW There are cight classes of words—the
parts of speech.

Words are traditionally grouped into eight classes or parts
of speech: verbs, nouns, pronouns, adjectives, adverbs,
prepositions, conjunctions, and nterjections.  Verbs,
nouns, adjectives, and adverbs (called vocabulary or lexi-
cal words) make up more than 99 percent of all words
listed i the dictionary. But pronouns, prepositions, and
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conjunctions—although small in number—are important
because they are used over and over mn speaking and writ-
ing. Prepositions and conjunctions (called function or
structure words) connect and relate other parts of speech.
Prepositions and conjunctions, as well as interjections, are
also the only word classes that do not change their form.
(For a summary of the form changes of the other parts of
speech, see inflection in the Glossary of Terms.)

The tunction and form of each of the eight parts of
speech listed in the chart below are discussed on the fol-
lowing pages. (See also the corresponding entries in the
Glossary of Terms.) The chart shows the relationships
among parts of speech, form, and function in the following
sentences.

Compassionate friends generously offered
her shelter from the Nazis™ persecution.

Form Function Part of
Speech
Compassionate  -ate ending modifier adjective
friends -s (plural) subject noun
generously -ly ending modifier adverb
offered -ed (past) verb of verb
predicate
her objective case  indirect object  pronoun
shelter singular direct object noun
from invariable connector preposition
the invariable modifier adjective
Nazis’ s’ (plural modifier noun
possessive)

persecution singular object of the noun

preposition

Here, one part of speech—the noun (a naming word that
forms the plural with -s and the possessive with s or s')—
is used as a subject, a direct object, a modifier, and an
object of a preposition.

11
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Sentence Sense

A dictionary labels words according to their parts of
speech. Some words have only one classification—for ex-
ample, notify (verb), sleepy (adjective), practically (ad-
verb). Others have more than one label because they can
function as two or more parts of speech. The label of a
word therefore depends on its use in a given sentence. The
word living, for instance, can be a tform of the verb live
(as in are living), an adjective (a living example), or a noun
(makes a living). Another example is the word up:

They dragged the sled up the hill. [preposition]

She follows the ups and downs of the market. [noun]

“They have upped the rent again,” he complained. [verb)]

Kelly ran up the bill. [part of a phrasal verb)|
The up escalator is broken again. [adjective]

Hopkins says to look up at the skies! |adverb]

The tollowing chart lists some words showing the com-
mon endings that mark ditterent parts of speech.

Noun
correlation

motivation
motvator
motive

negotiation
negotiator

progress

recognition

sensation
sense
validation
validity

Verb
correlate
motivate

negotiate

progress

recognize
sense

validate

Adjective

correlated

motivational

negotiated

progressive

recognizable

recognized

sensory

vahd

Adverb

motivationally

progressively

recognizably

validly
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(1) Verbs notify, notifies, is notifying, notified
write, writes, is writing, wrote, has written

A verb 1s an essential part of the predicate. (See 1a.)
He 1s no longer writing those dull stories.

Two suftixes trequently used to make verbs are -ize and

_if‘:\’:

terror (noun)—terrorize, terrify (verbs)

real (adjective)—realize (verb)

Verbs often add prepositions to form phrasal verbs. (See

1¢(6).)

Joseph turned out the light.

cautioN Verbals (intinitives, participles, and ger-
unds) cannot function as the predicate of a sentence. (See

1d.)

(2) Nouns nation, nations, nation’s, nations’

woman, women, kindness, kindnesses
Carthage, United States, Williarm, NASA
breakthrough, buddy system, sister-in-law

Nouns function as subjects, objects, complements, appos-
itives, and modifiers, as well as in direct address and in
absolute constructions. (See noun and absolute construc-
tion in the Glossary of Terms.) Nouns name persons,
places, things, ideas, animals, and so on. The articles a,
an, and the signal that a noun is to follow (a chair, an
activity).

McKinney drives a truck for the Salvation Army.

(O8]
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Suffixes frequently used to make nouns are -ance, -ation,
-ence, -ism, -ity, -ment, -ness, and -ship.

relax, depend (verbs)—relaxation, dependence (nouns)

kind, rigid (adjectives)—kindness, rigidity (nouns)

Words such as father-in-law, Labor Day, and swimming
pool are generally classitied as compound nouns.

ES L | Nouns can also modify other nouns. These

noun modifiers are almost always singular even when the
noun they modify is plural: sophomore students, office
buildings. Common exceptions: men students, women
doctors. A noun modifier used with a number is singular
and has a hyphen: a 4-door car, 10-year-old children.

ES L | Count/noncount nouns (See 22a(1) for

use of articles.)

Count nouns are words that represent individual 1tems
that can be counted and cannot be viewed as a mass, such
as book, child, or atom.

Count nouns can be either singular or plural and are
preceded by words such as many, few, a few, a number,
and several with the plural. Use either indetinite (a, arn) or
definite articles (the) with count nouns. (See 22a(1).)

Noncount nouns, such as humor or furniture, represent
an abstract concept, a mass, or a collecion and do not
have an individual existence. Moditiers such as ruch or a
little can be used with noncount nouns but never a or an.
They usually have only a singular form.
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(3) Pronouns [, me, my, mine, niyself
You, your, yours, vourself
he, bim, his; she, her, bers; it, its
we, us, our; they, them, their
this, these; who, whom, whose; which, that
one, ones; ererybody, anyone

A pronoun 1s a word that can substitute for a noun in
sentences. Pronouns change form according to their func-
tion. (See chapter 5.)

They bought it for her. Everyone knows that.

(4) Adjectives  shy, sleepy, attractive, famous, historic
three men, this class, another one
yvourng, vounger, youngest; good, better, best

Adjectives modity or quality nouns and pronouns—and
sometimes gerunds. (See page 21.) Generally, adjectives
appear immediately before the words they modity.

These difficult decisions, whether right or wrong, affect all of
us.

In the following example, strong is a predicate adjective
(subject complement), a word that modifies the subject
and helps complete the meaning of the sentence. (See 4b

and 7.)

Competitive gymnasts look strong,.

Suffixes such as -al, -able, -ant, -ative, -ic, -ish, -less,
-ous, and -y can be added to certain verbs or nouns to
form adjectives:

accept, repent (verbs)—acceptable, repentant (adjectives)

angel, effort (nouns)—angelic, effortless (adjectives)

15
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The articles a, an, and the are often classified as adjectives.
Noun modifiers are also often classified as adjectives. (See

1¢(2).)

(5) Adverbs rarely saw, call daily, soon left, left sooner
very short, too angry, never shy, not ftearful
practically never loses, nearly always cold

As the examples show, adverbs modity verbs, adjectives,
and other adverbs. In addition, an adverb can modify a
verbal, a phrase, or a clause.

Adverbs that do not modity any verb in the sentence
are said to modity the sentence as a whole and are called
sentence modifiers. They are separated from the rest of the
sentence by a comma.

Honestly, Jo wasn’t speeding.

In fact, | wasn’t even there.

(6) Prepositions on a shelf, betiween us, because of rain
to the door, by them, before class

A preposition has an object (except when it is part of a
phrasal verb such as look up), which is usually a noun or
a pronoun. The preposition establishes a relationship such
as space, time, accompaniment, cause, or manner between
its object and another part of the sentence. The preposition
with its object (and any moditiers) is called a prepositional
phrase.

With great feeling, Martin Luther King, Jr., expressed his
dream of freedom.

The preposition may tollow rather than precede its object,
and 1t can be placed at the end of the sentence:
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What was he complaining about? | What is the object of the
preposition. COMPARE “He was complaming about what?”|

rs

Some prepositions, called phrasal prepositions, can con-
tain more than one word.

According to Georgeanne, it was a bad experience.

The following list contains the most commonly used
phrasal prepositions.

Phrasal Prepositions  (two or more words):

according to by way of in spite of

along with due to mstead of

apart from except for on account of

as for m addition to out of

as regards in case of up to

as to m tront of with reference to
because of m lieu of with regard to

by means of in place of with respect to

by reason of in regard to with the exception ot

Prepositions can combine with verbs to form phrasal
verbs. (See 1a.) They can also combine with other words
to form certain idioms.

ES L | Some prepositions, such as by/until and ex-

cept/besides, pose special problems. Until means a contin-
uing situation that will come to an end at a definite time
in the future. By means an action that will happen at or
before a particular time in the future.

will finish my work by six o’clock.
[ will finish my k by

I will be away untl next Tuesday.

17
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Besides means with or plus and usually “includes,” while
except means without or minus and usually “excludes.”
Besides a salad, we had soup and crackers.
We had everything we wanted except a salad.
(For other preposition problems, consult the Glossary of

Usage or one of the ESL resources listed in chapter 19 on
page 207.)

(7) Conjunctions cars and trucks, in the boat or on the
pier
will try but may lose, neither Ana nor
Miguel
I worked because Dad needed money.
The river rises when the snow melts.

Conjunctions are connectors. The coordinating conjunc-
tions (and, but, or, for, nor, so, and vet), as well as the
correlatives (both-and, either—or, neither—nor, not only-
but also, whether—or), join sentence elements (words,
phrases, or clauses) of equal grammatical rank. (See also
chapter 26.) The subordinating conjunctions (such as be-
cause, if, since, until, when, where, 1while) join subordinate
clauses to independent clauses. (See le, pages 24-25.)

Words like consequently, however, nevertheless, then,
and therefore (see the list on page 41) serve as conjunctive
adverbs (or adverbial conjunctions).

Don seemed bored in class; however, he did listen and learn.

(8) Interjections

Interjections are exclamartions. They can be tollowed by
an exclamation point or by a comma.

Worwe! Ob, that's a surprise.
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Exercise 2

Using your dictionary, classify each word in the following sen-
tences according to its part of speech. -

She walks with the grace of a beautiful swan.

Neither wisdom nor wit can be learned by silence.

o o —

She picked Marie for a triend and then picked on her through-

out their friendship.

4. He thought of his small, weak legs, his fragile, slender hands
and drew himselt up into a muserable httle blob in the corner
of the cushy rechner.

5. Smart enough to see the potential of her current situation for

being promoted in the company, Elaine took to helping her

supervisor during lunch and working during evenings and
weekends.

il A phrase is a group of words that
functions as a single part of speech.

A phrase 1s a word group that lacks a subject and/or a
predicate and functions as a single part ot speech (noun,
verb, adjective, adverb). A short simple sentence can be
expanded by adding word groups that function as adjec-
tives or adverbs. (See 1¢c(4) and 1¢(5).)

(1) Kinds of phrases

A phrase 1s a group of grammatically related words that
function as a single part of speech (noun, verb, adjective,
or adverb). Phrases are generally classified as follows:

Verb Phrases The flowers have wilted. Have you watered
them? Gerald has looked up the word. I might have been

told.

19
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Noun Phrases The heavy freeze killed fruit trees. They
clected Alexandra vice president.

Prepositional Phrases Parking on campus is prohibited. We
were racing against time.

Participial Phrases Exploring the beach, we tound many
treasures. The picnic ground, covered with trash, looked
pretty bad.

Gerund Phrases Swimming across the lake is fun. They
loved playing in the water.

Infinitive Phrases He wanted to go to the movie. He asked
me to go with him.

Absolute Phrases The lunch having been packed, we were
ready to go. The star left the gym, reporters following
him eagerly. (See absolute phrase in the Glossary of
Terms.)

Appositive Phrases  John, my brother, is here today. June
21, the longest day of the year, is my birthdav.

Noun phrases serve as subjects, objects, and complements,
while verb phrases serve as predicates. Prepositional
phrases may modity nouns, pronouns, adjectives, adverbs,
or verbs. Appositive phrases substitute for and expand the
meaning of nouns: Millicent, my oldest sister.

As you learn to recognize phrases, give special attention
to verb forms in word groups that are used as nouns, ad-
jectives, or adverbs. Although such verb torms (called ver-
bals) are much like verbs because they have different
tenses, can take subjects and objects, and can be moditied
by adverbs, they cannot tunction as the predicate of a sen-
tence. These verbal phrases can serve only as adjectives,
adverbs, or nouns.

Verbal phrases in sentences

Shoppers milling around did not buy much. [participial
phrase, mulling around (see participle in the Glossary of
Terms), moditying the noun shoppers|
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Some people win arguments by just remaining silent. |gerund
phrase (see gerund in the Glossary of Terms), object of the
preposition by| .

The group arrived mm a van loaded with heavy equipment.
[participial phrase modifying the noun van|

Vernon went to Boston to visit relatives. [infinitive phrase, to
visit relatives (see infinitive in the Glossary of Terms) mod-
ifving the verb went]

(2) Phrases used as nouns

Verbal phrases

Verbals may be classitied as participles, gerunds, and in-
finitives. Verbals and verbal phrases function as adjectives,
nouns, or adverbs. Gerund phrases are always used as
nouns. Infinitive phrases are often used as nouns (although
they can also function as modifiers), and a prepositional
phrase occasionally serves as a noun as well (“After supper
is too late!™).

Nouns Phrases Used as Nouns

The decision is important. Choosing a major is impor-
tant. [gerund phrase—
subject]

She likes the job. She hikes to do the work.
[infinitive phrase—direct
object]

He uses my garage for He uses my garage for stor-

storage. ing his auto parts. [gerund

phrase—object of a
preposition|
He wants two things: money  He wants two things: to
and power. make money and to gain
power. [infinitive phrases in

a compound appositive|
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Appositive phrases

An appositive phrase identifies, explains, or supplements
the meaning of the word it adjoins.

Johnnycake, a kind of cornbread, is native to New England.

(3) Phrases used as modifiers

Prepositional phrases nearly always function as adjectives
or adverbs, and infinitive phrases can also be used as ad-
jectives or adverbs. Participial phrases, however, are used
as adjectives, and absolute phrases are used as adverbs.
(See also sentence modifier in the Glossary of Terms.)

Adjectives Phrases Used as Adjectives

It was a sad day. It was a day for sadness.
[prepositional phrase]

A destructive tornado Destroving evervthing in its

roared through the city. path, a tornado roared

through the city. [participial
phrase containing a preposi-
tional phrase|

My wer clothes felt cold. Soaked with water, my
clothes felt cold [participial
phrase containing a preposi-
tional phrase|

Adverbs Phrases Used as Adverbs
Drive carefully. Drive with care on wet
streets. [prepositional phrases)

She sang joytully. She sang to express her joyv.
[intinitive phrase]

Today I could teel the My eyes shaded against the

warm sun on my face. glare, 1 telt the warm sun on

my tace. |absolute phrase]
(See the Glossary of Terms.)
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The preceding examples demonstrate that although
phrases function in the same way as single-word modifiers,
they are not merely substitutes for single words. Phrases
can express more than can be packed into a single word.

Exercise 3

Underline each phrase in the following passage. Then note
whether the phrase functions as a noun, an adjective, an adverb,
or an appositive.

"Within the past few vears, more science fiction movies,
many of which deal with issues surrounding the Internet,
have appeared at theaters. This increase has occurred de-
spite science fiction’s previous reputation, negative but
perhaps accurate, which suggested that most of its fans
were incredibly nerdy and unpopular teenage boys. *Such
a reputation, however negative it once was, is currently
undergoing a change. *Indeed, some movies, including the
filtms Hackers and The Net, directly contradict the impli-
cations suggested by this reputation, and they suggest that
nerdiness i1s “cool,” particularly if it involves computer ex-
pertise. °In fact, this trend may be changing primarily be-
cause the use of computers is more common and popular
than ever before.

®Although computers, too, are often associated with
geeky voung men, sociological reality is changing this no-
tion as well. “In fact, in many science fiction films today,
women are the “geeky-yet-cool” heroines, one example be-
ing the female lead in Hackers. "Indeed, her character, sur-
rounded by teen male geeks, i1s the one who possesses the
most sophisticated computer knowledge. “This increase in
female roles and characters may help account for the
genre’s ever-increasing popularity.

23
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Recognizing clauses helps in analyzing
sentences.

A clause 1s a group of related words that contains a subject
and a predicate.

(1) Independent clauses

An independent clause has the same grammatical structure
as a sentence and conrains a subject and a predicate. In
the example below, the independent clause is in bold.

The boy chased the dog, although he couldn’t catch him.

(2) Subordinate clauses

A subordinate clause is a group of related words that con-
tains a subject and a predicate but cannot stand alone.
Such clauses often begin with words like because and
since. In the example below, the subordinate clause is in
bold.

Maria received the gold medal because her performance was
flawless.

Subordinate clauses provide additional information about
the independent clause and establish the relationship of the
additional information to the independent clause. Unlike
an mdependent clause, a subordinate clause is grammati-
cally dependent and tunctions within a sentence as an ad-
verb, an adjective, or a noun.

The last ship carryving passengers had recently arrived in the
Ross Sea, which was closed by ice most of the vear. |adjective
clause

I had to leave the meeting early because 1 became ill. [adverb
clause]
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Karen's protest amazed me. The fact that Karen pro-
tested amazed me.
[appositive]

The conjunction that betore a noun clause can often be
omitted.

I know she will come.

Subordinate clauses used as modifiers

Two types of subordinate clauses—adjective clauses and
adverb clauses—serve as modifiers.

Adjective clauses Any clause that modifies a noun or
a pronoun is an adjective clause. Such clauses, which
nearly always follow the words they modity, usually begin
with relative pronouns but may sometimes begin with
words such as when, where, or why.

Adjectives Adjective Clauses

Everyone needs loyal Evervone needs friends who
friends. are loyal.

The golden window retlects ~ The window, which shines
the sun. like gold, retlects the sun.
My sister lives in a peaceful ~ The town where my sister
town,. lives is peaceful.

It not used as a subject, the relative pronoun (reho, whom,
that, which, and so on) i an adjective clause can some-
times be omitted:

He 1s a man I adonure. [COMPARE “He 1s a man whom 1
admire.” |

Adverb clauses An adverb clause usually modifies a
verb, but 1t also may modify an adjective, an adverb, or
even the rest of the sentence m which 1t appears. Adverb
clauses are ordmarily introduced by subordinating
conjunctions.
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Adverbs Adverb Clauses

Next, the disk controller After I backed up my files,

failed. the disk controller failed.

His popularity dropped His popularity dropped in

locally. arcas where people knew
him.

Some adverb clauses may be elliptical. (See also 25b(3).)
It I can save enough money, I'll go to Alaska next summer. If

not, I'll take a trip to St. Louis. [Clearly implied words are
omitted. |

Exercise 4

Underline the independent clauses in the following paragraph.
Then find the subordinate clauses, place brackets around them,
and label each as a noun clause, an adjective clause, or an adverb
clause.

'The late 1970s are most often remembered for disco
music and polyester styles, tacky as they may have been.
*Still, an aggressive kind of music, different from the pop-
ular disco styles, was coming out of Austin, Texas, at the
time. This new sound—punk—had grown out of the mu-
sic of other bands, earlier British punk bands. *A club
named Raul’s became very popular, spawning a surge in
the local music scene, and very soon Austin was swamped
with new bands, all playing their original songs to devoted
fans as well as other musicians.

SThe punk movement, ever in opposition to disco, took
on a decidedly nonpolyester look. °In fact, the look was
very different, usually consisting of a torn white T-shirt,
scruffy jeans, a leather biker jacket, spiked hair, and safety
pins, many of which were strategically placed.

"The movement thrived in Austin for about seven or
eight years, but was hindered by the closing of Raul’s,
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which had been sold by its aging owner. *While this event
reduced the number of places where new bands could play,
fresh, original music continued to live in Austin, a town
still known for being on the cutting edge of music.

@ Sentences may be analyzed by form and
function.

The form of a sentence is identified by the number and
kinds of clauses it contains. The function of a sentence
refers to its purpose.

(1) Examining sentence forms
a. A simple sentence consists of a single independent clause:

I [subject] had lost my passport. [predicate containing a verb
and a direct object]

b. A compound sentence consists of at least two independent
clauses and no subordinate clauses:

I had lost my passport, but I did not worry about 1t. [A
comma and a coordinating conjunction (but) link the two in-
dependent clauses. |

¢. A complex sentence has one independent clause and at least
one subordinate clause:

Although I had lost my passport, I did not worry about it. [A
subordinate clause—indicated here by although and tollowed
by a comma (see 12b)—precedes the independent clause.

d. A compound-complex sentence consists of at least two inde-
pendent clauses and at least one subordinate clause:

When [ lost my passport, | ordered a new one, but | did not
worry about it. [ When signals the subordinate clause; but con-
nects the two independent clauses. |



ss HENi

(2) Examining the purpose or function of sentences

English sentences make statements (declarative), ask ques-
trons (interrogative), give commands or make requests (im-
perative), and make exclamations (exclamatory).

Declarative She retused the offer. [statement]

Imperative Refuse the offer now. |[request or command]

Interrogative  Did she refuse the offer? She refused, didn’t
she? She refused 1t? |questions]

Exclamatory ~ What an ofter! And she refused it!
lexclamations]

Be aware of the forms and functions of the sentences
vou read and note how writers use them to achieve par-
ticular etfects. (See also chapter 30.) In your own writing,
think about what you want your readers to understand
from each sentence and make sure you have used the forms
and functions that will most effectively express your
thoughts.

Exercise 5

Analyze the passage below: (1) Identify the form (simple, com-
pound, complex, or compound-complex) and the tunction (de-
clarative, interrogative, imperative, or exclamatory) ot cach sen-
tence. (2) Underline the independent clauses. (3) Bracket
subordimate clauses and note whether they are noun, adjective,
or adverb clauses.

'Certainly something had to be done. *Just think: Mat-
thew and Nathan had told me four times in as many min-
utes just how bored they were and how much they really
didn’t appreciate it. °I have to think of something for them
to do, I mused, looking at the pile of books on the table
in front of me, since whether they were bored, or [ was
bored, or we were all bored, I was sure of one inescapable
fact: I had to finish reading six chapters for an exam the
following day.

29
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Chapter 2 ’
Sentence Fragments

A fragment, an incomplete sentence starting with a capital
and ending with a period, is ordmarily avoided mn formal
writing. Fragments can be ditficult to recognize within a
context.

He enjovs tlowers and shrubs. Which help screen him from
the street.

Raymond began to tap out the rhythm. First on the table and
then on the counter.

Fragments are often phrases or subordinate clauses. In the
above examples, the fragments (in bold) can be corrected
by making them independent sentences or by connecting
them to an adjoiming sentence.

He enjovs flowers and shrubs. They help screen him from the
street.

Raymond began to tap out the rhythm, first on the table and
then on the counter.

Testing for fragments You can ask three questions to
help identify fragments:

l. Is there a verb? If not, supply one or attach the fragment to
a related sentence (2a). Remember, a verbal is not a verb.

2. Is there a subject? If not, supply one or attach the fragment
to a related sentence (2a).

3. Is there a subordinating conjunction? If so, remove it or attach
the subordinate clause to a related sentence (2b).

31
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Occasionally, writers deliberately use fragments for em-
phasis. For example, writing that mirrors speech often
contains grammatically incomplete sentences or expres-
stons. Similarly, exclamations and answers to questions are
often single words, phrases, or subordinate clauses written
as sentences.

Understand? [question with an implied subject (you), informal
use|

Unbelievable! No pain, no gain. [exclamation and phrases,
informal use]

Why does Camilla’s radio always play classic rock? Because
that is her favorite kind of music. [subordinate clause, answer
to a question, informal use]

I don’t remember a world without language. From the time
of my earliest childhood, there was language. Always lan-
guage, and imagination, speculation, utters ot sound. Words,
beginnings of words. —SIMON ). ORTIZ [phrases, literary
use. Repetition links the first fragment to the preceding sen-
tence and telegraphs Ortiz’s emphasis in the second tragment. |

CAUTION Havea g()()d reason for any sentence fmg-
ment you allow to stand. '

Phrases are sometimes mistakenly
punctuated as sentences.
Verbal phrases, prepositional phrases, parts ot compound

predicates, and appositives are sometimes written as trag-
ments. They can be revised in one ot the ways listed below.

L. Make the phrase into a sentence by supplyving the missing sub-
ject and/or verb.
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2b Sentence Fragments

Exercise 1

Revise each item below to eliminate the sentence fragment. In
cach case, explain why you chose to revise as vou did. If any
fragment does not require revision, explain your reason for al-
lowing it to stand.

I. Walking to the grocery store. 1 bought a Sunday paper.

2. His sister tried to give him a call. Because his boss gave him
the raise he recently requested.

3. His mother patiently awaited her son’s late return. Which
proved to be a great inconvenience.

4. She criticized the taxi driver who had driven her. Very
harshly, but calmly.

5. After | finished my paper. | wanted to watch television a
while.

Exercise 2

The paragraph below contains several tragments. Follow the
guidelines in 2a and 2b to revise the paragraph so it contains
no fragments. Give vour reasons for revising each fragment as
vou did.

'"Most of the kids in her neighborhood—Marcy, Jake,
and Bernadette—owe their sense of security to the Barn-
wells, the older couple living at the end of the block. *Not
just because Mrs. Barnwell takes the time to help them
with their homework whenever their parents are at work.
‘The Saturdays at the park, the snacks Mr. Barnwell
makes once in a while in the late atternoon, and the wood-
working projects they encourage kids to begin and that
sometimes are visible in their front yard. *These are just
as valuable. “Their official roles as neighborhood babysit-
ters are more complex than one might think. “Though it’s
casy to see that it you take the tme to think about it.
“You're not likely to forget it. *Some people report hearing
that they never had children because they decided not to
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Chapter 3

Comma Splices and
Fused Sentences

A comma splice consists of two (or more) independent
clauses joined simply by a comma. It is an error that occurs
only in compound or compound-complex sentences. A
fused sentence (also called a comma fault or run-on sen-
tence) occurs when neither a conjunction nor appropriate
punctuation joins two independent clauses.

Comma Splice  The current was swift, he swam to shore.

Fused Sentence The current was swift he swam to shore.

Both comma splices and fused sentences can be corrected
by separating the clauses with a semicolon or period or by
joining them with a conjunction.

To separate:

I. Independent clauses may be separated by placing a period at-
ter cach clause.

The current was swift. He swam to shore.

o

Independent clauses may be separated by a semicoton (see

14a).
The current was switty he swam to shore.

The semicolon relates but keeps separate two grammati-
cally equal units of thought: SUBJECT + PREDICATE;
SUBJECT + PREDICATE. Writers generally do not use

the semicolon berween parts of unequal grammatical rank.
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A comma, a semicolon, or a period can be used between
independent clauses not linked by a coordinating conjunc-
tion when the clauses are short, parallel in form, and uni-
fied in thought.

They came, they fought, they died.

The comma emphasizes similarity in idea and grammatical
structure, the semicolon emphasizes ditference, and the pe-
riod denotes separation.

To link and relate:

. A comma can be inserted before the appropriate coordinating
conjunction (and, but, or, nor, for, so, yet—sce 12a).

The wind was coldy so thev decided not to walk.

They decided not to walk,y for the wind was cold.

2. One clause can be subordinated to the other (see 12b).
The wind was so cold that they decided not to walk.
Because the wind was coldy they decided not to walk.

3. One of the clauses can become an introductory phrase (see

12b).

Because of the cold wind, they decided not to walk.

Ways to recognize independent clauses and distinguish
them from phrases and subordinate clauses are fully ex-
plained in chapter 1, especially 1d and 1e.

ES L | Forstudents who learn British English as a

second language British usage, contrary to American
practice, commonly links independent clauses with a
comma. When writing for American readers, however, fol-
low the American practice.
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k' Commas occur between independent
clauses only when they are linked by a
coordinating conjunction (and, but, or,
for, nor, so, yet). (See also 14a.)

Comma Splice  Women'’s roles have changed radically in re-
cent decades, women now make up a larger percentage of
the workforce.

Revised Women's roles have changed radically in recent
decades, for women now make up a larger percentage of
the workforce. [coordinating conjunction for added atrer
the commal

OR Women’s roles have changed radically in recent de-
cadesy women now make up a larger percentage of the
workforce. |A semicolon separates the independent
clauses.|

Comma Splice  He was not an outstanding success at his
first job, he was not a complete failure either.

Revised  He was not an outstanding success at his tirst job,
nor was he a complete failure. [Note the shitt in the word
order of subject and verb atrer the coordinating conjunc-
tion #or. |

OR He was neither an outstanding success at his tirst job
nor a complete failure. [a simple sentence with a com-
pound complement|

Comma Splice [ ran over some broken glass in the parking
lot, it did not puncture my tires.

Revised | ran over some broken glass in the parking lot,
but it did not puncrure my tires. [the coordinating con-
junction but added after the commal]

OR  Although I ran over some broken glass in the parking
lot,y 1t did not puncture my tires. [Addition of although
makes the first clause subordinate: see 12b.]
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To avoid a fused sentence, use a period or a semicolon

between independent clauses not linked by a coordinating,

conjunction.

-

Fused She wrote him a love letter he answered it in
person.

Revised  She wrote him a love letter. He answered it in
person. |[each independent clause written as a sentence]

OR  She wrote him a love letter§ he answered it in person.
[independent clauses separated by a semicolon: see 14a|

The comma is also used to separate a statement from a

tag question.

You can come, can’t vou? He rides a bikey doesn’t he?

Thev couldn’t be wrong, could they—nort all those millions!
—VWILLIAM GOLDING

Exercise 1

Connect each pair of sentences in two of the following ways:
separate them with a semicolon, join them with a coordinating
conjunction, reduce one to an introductory phrase, make one
subordinate with a subordinating conjunction. (See the list of
subordinating conjunctions in 1e(2).)

1.

i

My dad loves to cook. I bought him some cookware for Fa-
ther’s Day.

Esteban wants to see the latest horror movie. He has already
looked up the movie schedule in the newspaper.

She enjoys seeing paintings at the art museum. She hates hav-
ing to pay extra for special exhibits.

Monica may disagree strongly with the guidelines set by the
student representative committee. She also has a great deal of
power in that organization.

. There used to be a coffee house down that street. | remember

seeing it when I was in New York last year.
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Exercise 2

Revise any sentence that needs it. Put a check mark afrer correctly

punctuated sentences.

l.

I~

9.

10.

Matthew lumbered out of his bedroom and walked down
the hallway to the living room, on the cotfee table he found
the remote control before stumbling to the couch to sit
down.

My friend has taken her nephews to baseball games each
season this may explain why they enjoy the sport so much.

. Those children dropped the frisbee they had tound we picked

up the colortul disk and began to throw it back and torth.

. The guests seem partial to the eating and dancing, which we

thought would put them in a festive mood.

. Today almost all ot my aunts and uncles arrived in San An-

tonio to attend the tamily reunion this weekend, and almost
all of them will be staving at our house.

One evening 1 was working on my homework, a five-page
paper due the following week, even with the television
turned oft, I had a hard nme concentrating.

Fruits and sorbet make light, satistving desserts, heavier des-
serts include cakes and cookies.

Between the department store and diner near the corner of
Fitth and Starr is a health-food restaurant except tor three
seatood dishes, all the entrées are vegetarian.

Through caretul negotiation, an agreement was reached tor
the sake of the two companies, they were united into one
corporation.

A successtul party requires plenty of brightly colored deco-
rations, the space tor dancing, eating, and talking. That 1s
what we need to celebrate Maria’s birthday.
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KLl  Scemicolons occur before conjunctive
adverbs or transitional phrases that are
placed between independent clauses. (See
also 14a.)

Comma Splice  Sexual harassment 1s not just a women's is-
sue, after all, men can be sexually harassed too.

Revised  Sexual harassment is not just a women'’s issucy af-
ter ally men can be sexually harassed too. [independent
clauses transitional phrasey independent clause.|

Fused Sentence  The nimeteenth-century European imperial-
ists left arbitrarily drawn boundaries in Africa therefore,
cach country is composed of a mix of languages and
cultures.

Revised  The nieteenth-century European imperialists left
arbitrarily drawn boundaries in Africay thereforey each
country is composed of a mix of languages and cultures.
[independent clausey conjunctive adverby independent
clause. |

Below is a list of frequently used conjunctive adverbs and
transitional phrases.

Conjunctive adverbs:

also however next
anyhow incidentally nonetheless
anyway indeed otherwise
besides instead stmilarly
consequently likewise still

finally meanwhile then
furthermore moreover therefore

hence nevertheless thus
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Transitional phrases:

after all even so in the second place
as a result for example on the contrary

at any rate in addition on the other hand
at the same time in fact

by the way in other words

Unlike a coordinating conjunction, which has a fixed

position between the independent clauses it links, many
conjunctive adverbs and transitional phrases either begin
the second independent clause or take another position in

1T.

She believed daily exercise has many benetits§ however, she
couldn’t fit it mto her schedule. |The conjunctive adverb be-
gins the second independent clause. See also 14a, page 156.]

She behieved daily exercise has many benefits; she couldn’t,
however, fit it into her schedule. [ The conjunctive adverb (set
oft by commas) appears later in the clause.]

COMPARE

She believed daily exercise has many benetits, but she couldn’t
fit it into her schedule. |The coordinating conjunction has a
tfixed position.|

Exercise 3

Write five correctly punctuated compound sentences using vari-
ous conjunctive adverbs and transitional phrases to connect and
relate independent clauses.

R/ Divided quotations can trick you into

making a comma splice. (See also
chapter 16.)

Comma Sphice  “Who won the lottery?™ he asked, “how
much money was in the pot?”
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Revised  “Who won the lottery?™ he asked. *How much
moncy was in the pot?”

Comma Splice  “Injustice 1s relatively easy to bear,™ says
Mencken, “it 1s justice that hurts.”

Revised  “Injustice s relatively easy to bear,” says
Mencken§ “it is justice that hurts.”

Exercise 4

Comma splices and fused sentences have been imcorporated into
the following paragraph. Indicate how the comma sphces and
fused sentences could be revised, and mark sentences that need
no revision with a check mark.

'“I really like magazines and newspapers,” he said “I
read the sections discussing world news and business be-
cause they use my mind. °I read the sections discussing
entertainment and gossip,” he continued, “because the
stories are either informative or so unusual that I can’t put
them down. *When 1 was in the hospital, I read the sec-
tions of the newspaper that discussed medical issues many
articles in this section often focus on what can go wrong,
this one, however, discussed the credentials and success
rates of local hospitals.”

*“T also read a lot of books, particularly in the evening
it’s a good way to relax and exercise my imagination.
SThere’s not one genre or type I read religiously. ®Some-
day, Id like to read more science fiction books I always
see them at the bookstore, but I haven’t bought any yet.”

Exercise 5

First, review chapter 2 and study chapter 3. Then identify and
mark the sentence fragments (SF), comma splices (CS), and fused
sentences (FS) in the following passage. Next, write down why
you classified them as you did, indicating how they could be
revised. Put a check mark after each sentence that needs no
revision.

43



3C Comma Splices and Fused Sentences

'He looks frail, thin. ?Almost vulnerable. *The baggy
gray sweater | gave him for his birthday is loosely pulled
around him like a cape his shoulders are stooped. *And he
holds a book. >There is a sound, however, in my father’s
voice it is a tone of tired strength.

®We sit alone at the kitchen table only a few hours after
the funeral. "“From day to day, we all must wear our pain-
ful experiences as a sign to others,™ he says with the vigor
of pride and past victories, reading from the journal he’s
kept for the past fifty years, his constant companion.
S“Here then is a glimpse of the sign | send to you,” he
says, however he stll smiles and speaks of healing, hap-
piness, and the future. "He tells me stories about my
mother. '“The idea being that the stories we tell are im-
portant parts of the real lives we live. ''After a few mo-
ments, he looks at me directly and leans in closer. '**In
our stories, we can live with complete abandon™ he says
this in a respectful cadence. ?*In life, we must proceed
slowly, gradually. "*Primarily with balance and stealth.
"Never with insensitivity.”



Chapter 4

Adjectives and
Adverbs

Adjectives and adverbs are modifiers that quality, restrict,
or intensity the meaning of other words. They also de-
scribe degrees of comparison. Adjectives modify nouns and
pronouns; adverbs modify verbs, adjectives, and other
adverbs.

Adjectives Adverbs

a quick lunch cat quickly

armed squads heavily armed squads
She looked angry. She looked angrily at me.
the most brilhant shined more brilliantly

The articles a, an, and the are often classified as adjectives.

ESL | See22a(1) for the use of articles.

Adverbs that modify verbs commonly describe how (man-
ner), when (time), or where (place) the action occurred.

Manner  We walked quietly.
Time We arrived later.

Place We walked home.

Adverbs can also modity verbals (gerunds, infinitives, par-
ticiples) and whole clauses as well. (See 1d, page 20.)
Whole clauses may even function as adverbs. (See le,
pages 26-27.)
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Walking rapidly is good for you. |adverb rapidly moditying
gerund walking, which serves as the subject]

When my family visited my aunt’s house in San Francisco, my
grandmother would search for me among my many cousins.

—RICHARD RODRIGUEZ
[an adverbial clause of time modifying the verb would search|

The -ly ending is usually associated with adverbs formed
from adjectives (lightly), but certain adjectives formed
from nouns also have the -Iy ending (cost, costly). A num-
ber of words can function as either adjectives or adverbs
(fast, well), and a few adverbs have two acceptable forms
(quick, quickly; slow, slowly). When in doubt, consult the
dictionary for the labels ad). and adv. and any usage notes.

Nouns used as adjectives are almost always singular:
sophomore students, executive women. Common excep-
tions are man and woman, which change to the plural
when they modity a plural noun: men doctors, women
doctors.

Adverbs modify verbs, adjectives, and
other adverbs.

A AL,

Leela played her part pertect. [ The adverb perfectly modities

the verb played.|
2 réﬂéﬂnl/’/’T
The plane departs ata-reasonable early hour. |The adverb

reasonably modities the adjective early.|

Most dictionaries still label the tollowing as imformal us-
age: sure tor surely, real for really, and good tor well.

Informal  The Broncos plaved real good during the first
quarter.
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Formal The Broncos plaved very well during the first
quarter. [appropriate in both formal and infor-
mal usage—sce also 19b}

Exercise 1

In the following sentences, convert any informal or unacceptable
modifier into an adverb acceptable in academic writing. Put a
check mark after each sentence that needs no revision.
[. He called loud to her,
2. The local known celebrity walked mto the nightclub but did
not stay.
3. She was happy to finish as quick as she did.
4. He doesn’t get to go out as regular as he would like since
he started his new job.
5. When I have the chance to watch MTV, I surely do enjoy it.
6. He was well-tramed and sang good.
7. In a cloud of smoke, the guitarist appeared very sudden on
the stage.
S. 1 don’t do well on tests when I have to write that rapid.
9. That night the house seemed abnormal quiet.
10. They dance most energetic when they go to the club.

n There 1s a distinction between adverbs
used to modify verbs and adjectives used
as subject or object complements.

A common error 1s to use an adjective as an adverb or an
adverb as an adjective.

The actor looked angry. [subject complement]

The actor looked up angrily. |adverb]

Object complements (usually adjectives or nouns) modify
the direct object as they help complete the meaning of such
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verbs as make, name, elect, call, find, consider. (See also

1b(3).)

They found Collette trustworthy. [The adjective trusticorthy
refers to the direct object Collette and completes the meaning
of the verb found.|

CAUTION Do not omit the -d or -ed of a past par-

ticiple used as an adjective. (See also 7a, pages 87, 88.)

ed
The dog was too frighten to go to him,

Exercise 2

Using adjectives as complements, write two sentences that illus-
trate each of the tollowing patterns.

Subject + linking verb + subject complement.
Subject + verb + direct object + object complement.

Many adjectives and adverbs change
form to indicate the degree of
comparison.

Generally, shorter adjectives (and a tew adverbs) torm the
comparative by adding -er and the superlative by adding
-¢st.

large, larger, largest
quick, quicker, quickest
Most two-syllable adjectives with stress on the first syl-

lable also torm their comparative or superlative by adding
-er or -est. For words whose base torm ends i -y, change
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the -y to -i when adding the comparatve or superlative
ending. (Sce 18d(3).)

lucky, luckier, Tuckiest
Longer adjectives and most adverbs form the comparative
by using more (or less) and the superlative by using most
(or least).

fortunate, more/less fortunate, most/least fortunate

rapidly, more/less rapidly, most/least rapidly

A few common moditiers have irregular forms.

lictle, less, least

good/well, better, best

bad/badly, worse, worst

far, further/farther, furthest/farthest [See the Glossary of

Usage.]

When n doubt, consult your dictionary.

(1) The comparative denotes a greater degree or refers
to two In a comparison.

Make sure to complete the comparison, and always make
clear what the subject i1s being compared with. In the ex-
amples, the conjunction than signals the second element
being compared.

The metropolitan area is much bigger now than it was five
years ago.
Dried apples are more nutritious per pound than fresh apples.

[a comparison of two groups|

More embittered than ever, the chief demanded that Joseph
halt the march in Rocky Canyon and hold a council.
—DEE BROWN
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Note that the comparison may be implied by the context.

She wrote two papers, and the instructor gave her a better
grade on the second.

The comparative form when used with other sometimes
refers to more than two.

Bert can run faster than the other players.

(2) The superlative denotes the greatest degree or refers
to three or more in a comparison.

The interests of the tamily are best served by open commu-
nication.

Bert is the fastest of the three runners.
OR

Bert is the fastest runner of all.

The superlative occasionally refers to two, as in “Put your
best toot forward!”

Usage accepts comparisons of many adjectives or ad-
verbs with absolute meanings, such as “a more perfect
society,” “the deadest campus,” and “less completely
exhausted.” But many writers make an exception of
unique—using “riore nearly unique” rather than “more
unique.” They consider unique an absolute adjective—one
without degrees of comparison.

(3) A double comparative or superlative is incorrect.

Our swimming hole s much more shallower than Crystal
Lake.

That was the most funniest movie.
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Exercise 3

Provide the appropriate comparative or sl,lpé;lnri\'c form of the
modifier given in parentheses. '
'“This fish weighs (lictle) than the one I caught yester-
day,” Uncle Verne said as he recled in his line. ?But this
isn’t the (bad) day for fishing. *Uncle Verne, a veteran fish-
erman, finds the silver shad the (useful) lure available for
catching bass. *A (lively) bait has never before been pro-
duced. *Its movement attracts even the (tiny) of bass. Of
course, Uncle Verne hopes to haul in the (big) fish of all;
however, at times one must be prepared to deal with the
(small) fish. "When a big bass strikes at the bait, only the
(strong) fisherman will be able to fight the battle. SAl-
though, phvsically, Uncle Verne appears to be the (weak)
fisherman in the boat, when the catch i1s weighed at the

end ot the day, there 1s no doubt he is good.

Use of a word group or a noun as an
adjective can be awkward or ambiguous.

Many word groups or nouns effectively modify other
nouns (as in reference manual, windfall profits tax, House
Ways and Means Committee), especially when appropriate
adjectives are not available. Avoid such forms, however,
when they are awkward or confusing.

Awkward  Many candidates entered the president race.

Better Many candidates entered the presidential race.

Confusing  The Representative Landor recess maneuvers
led to victory.

Better Representative Landor’s maneuvers during the
recess led to victory.
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A single rather than a double negative 1s
correct.

The term double negative refers to the use ot two negatives
within a sentence or clause to express a single negation.
Like the double comparison, the double negative is con-
sidered incorrect.

He did not keep no records.
| cannot do nothing about it.

Because hardly, barely, and scarcely already denote se-
verely hmited or negative conditions, use of not, nothing,
or without with these modifiers creates a double negative.

I couldn’t hardly quit in the middle of the job.

The motion passed with not scarcely a protest.

ESL | Cumulative adjectives follow a specific order.
Writers often use up to three adjectives to modity a noun.
English requires that the adjectives occur in the tollowing
order: determiners, subjective opinion (beautiful, happy,
angry), physical description (size, shape, age, and color),
origin, material, purpose.

that ugly brick building their large English watercolor
Dad’s old threshing machine a round ltalian pizza dish

Using more than three adjectives betore a noun is awk-
ward and is usually avoided.
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Chapter 5
Case

Case refers to the form of a noun or pronoun that shows
its relation to other words in a sentence. For example, the
different case torms of the boldfaced pronouns below, all
referring to the same person, show their ditferent uses.

[ [the subject] want my |moditier showing possession]| cousin
to help me [direct object].

I, the subject, 1s in the subjective (or nominative) case; m1y,
showing possession, is in the possessive (or genitive) case;
and e, the object, 1s in the objective case.

E S L | Although many languages include the subject

pronoun in the verb, in English it must be stated except in
certain imperatives. (See 1b(1).)

Pronouns also have singular and plural torms.

We [plural subject] want our [plural moditier] cousins to help
us [plural direct object].

The personal pronouns Personal pronouns identify the
speaker (tirst person: I, we), the person spoken to (second
person: you), and the person or thing spoken about (third
person: be, she, it, they). The pronouns [, we, he, she, and
they have distinctive forms for all three cases and for both
singular and plural. You is the same in both singular and
plural, and vou and it change case form only in the
possessive.

V4
o
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Modifiers that indicate ownership or a comparable re-
lationship are in the possessive case. A few possessive pro-
nouns (such as mine and theirs) sometimes function as
nouns.

That book i1s mine.

Singular Plural
Subjective I we

vou you

he, she, it thev
Possessive my, mine our, ours

vour, vours your, yours

his, her, its their, theirs
Objective me us

you you

him, her, it them

cautioN Although their and they can be confused
in spoken English, their is the possessive pronoun; while
they is subjective. These must be distinguished in written

English.
PE rr ANl
they book they house

See Glossary of Usage for confusion of their, there,
they're, and there're.

The pronouns my, our, your, him, her, it, and them
combine with self or selves to become intensive/reflexive
pronouns, which are used primarily for emphasis.

Jake, himself, brought it here.

Intensive/retlexive pronouns also often refer to a noun or
pronoun already mentioned in the sentence. They always
follow the person or thing to which they refer.

Jake saw a picture of himself.
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Pronoun form in compound
constructions varies. -

Muluple subjects or subject complements are in the sub-
jective case.

She and her father buy groceries on Saturday morning,.

I thought-he or Dad would come to my rescue.

It was Maria and I who solved the problem. |See 51|
The tirst person pronoun I occurs last in a compound

construction.

ard [ )
Me-and Ricardo are good friends.

Multiple objects of prepositions are in the objective case.
' il ‘ me
between Mernll and +  with Amanda and

You can test the case of a pronoun after a preposition by
eliminating the accompanying noun or pronoun.

Gabriel gave it to (Edwyn and) me.

Mudltiple objects of verbs or verbals and subjects of infin-
itives are in the objective case.
Clara may appoint you or me. [direct object]
They lent Tom and her ten dollars. |indirect object]
He gets nowhere by scolding Bea or him. [object of gerund|
Dad wanted Sheila and me to keep the old car. [subject of the
infinitive|
If an appositive follows a pronoun, normal case rules still
apply.
W
Ve .
Us students need this.

us
Dylan told we girls to go home.
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Exercise 1

Choose the correct pronoun in the parentheses in each of the
tollowing sentences. Explain your choice.

. Two of my friends, Cherise and (she, her), went hiking last
weekend.

2. After dropping Sandy and (he, him) oft at work, I went to
see Leann and (she, her).
3. There is a great deal of competition between Mark and (he,

him).

4. It was Marlene and (she, her) who left the milk out on the
counter.

5. Students like Lori and (I, me) have many things to do before
the semester starts.

6. After the dinner party the hosts spoke privately with two of
the guests, Gabriela and (he, him).

7. My tamily and (I, me, myselt) wanted Mark and (she, her)
to phone soon.

8. Ms. Brown will hire a new emplovee, either Cody or (she,
her).

9. Are Lorna and (they, them) still planning to meet at the mov-
ies this afternoon?

10. (He, Him) and (I, me) were in the same peer group in com-
position class last semester.

E The use of a pronoun in its own clause
determines its case.

(1) Who or whoever as the subject of a clause

The subject of a verb m a subordinate clause takes the
subjective case, even when the whole clause 1s used as an
object:

I forgot who won the game. | Who is the subject of the clause
who won the game. The clause is the object of the verb
forgot.|
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He has consideration for whoever needs his help. | Whoever
is the subject of the clause whoever needs his belp. The clause
is the object of the preposition for.] -

(2) Confusing constructions with who or whom

Such expressions as [ think, he says, she belicves, and 1we
know can follow either who or whom. The choice depends
on the position of who or whom in its own clause.

Walter picked Jan who he knows speaks well. [Who is the
subject of the verb speaks.]

Walter picked Jan whom he knows we all respect. | Whont is
the object of the verb respect.|

(3) Pronouns after than or as

In sentences with implied (rather than stated) elements, the
choice of the pronoun form is important to meaning;:

She likes Clarice more than L. {[subjective case, meaning “more
than I like Clarice”|

She likes Dana more than me. [objective case, meaning “more
than she hikes me™]

He talks with Jerry as much as her. [objective case, meaning
“as much as he ralks with her”]

E Whom for all pronouns used as objects

in formal written English

Pronouns take their form according to their use in a sub-
ordinate clause. Whom, the form used for the object of a
verb or a preposition in a subordinate clause, 1s often
misused.

;;//'7«’/44
They helped the people who they liked.
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Gabriel liked all the people who he met that day.

) whCr
This is a friend wheo [ write to once a year.

WA )
I don’t know wheo he vorted tor.

In spoken English, the pronoun who is commonly used
when 1t occurs as the first word in the sentence, even when
it is the object of a verb or preposition. Dictionaries -
creasingly accept this usage, although in formal writing it
is better to use the traditional whom as the object even
when it is the first word in a sentence.

Informal  Who do you want to speak to?

Formal Whom will they elect president?

Whom 1s omitted (or that substituted) in sentences where
no misunderstanding would result.

The triend he relied on moved away.

The friend that he relied on moved away.

Exercise 2

Using the case form in parentheses, convert each pair of sentences
i the following paragraph into a single sentence.

'"Lee Harvey Oswald was the prime suspect in the pres-
ident’s assassination. '"Jack Ruby killed him in front of
millions as live television cameras recorded the event.
(who) **In fact, we got news of the president’s assassina-
tion from Walter Cronkite. 2"Walter Cronkite was the CBS
news anchor. (who) **After the president was shot,
stunned bystanders stood around crying and rubbing their
eyes. ""The bystanders had been cheering and calling to
Kennedy as he rode by in the motorcade. (who) *Today,
people still wonder if Oswald was really guilty. **At the
time, the Warren Commission labeled Oswald the lone as-
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sassin. (whom) **Since Kennedy's assassination, numerous
authors have written on the subject of the president’s mur-
der. *"These authors have been labeled “assassination
bufts™ by the press. (who)

Exercise 3

In the sentences below, msert [ think after each who.

I. It was the Reverend Martun Luther King, Jr., who won the
1964 Nobel Peace Prize.

2. Mary Wollstonecraft Shelley, who is the author of Franken-
stein, was married to poet Percy Bysshe Shellev.
3. Joan Didion, who 1s a journalist, has written about cultural

and pohitical conthicts in such works as Miami and Salvador.

In the tollowing sentences, complete each comparison by using
first I and then me. Explain the difference in meaning,.

4. My sisters enjoved her more than
5. David likes vou as much as

m A pronoun before a gerund uses the

possessive form.
A pronoun follows the convention of using a possessive
noun before a gerund.
I appreciated Tom’s helping Denise.

The possessive form of the pronoun is used before a ger-
und (a verb form ending in -ing and used as a noun).

/v Lo
I appreciated him helping Denise.

The s to show possession is often not heard in rapid
speech, but it must be included in writing.

:,’Zyrﬁ'

Susan stopwatch
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cAauTioN The -ing ending marks both gerunds and

participles. A participle is a verbal used as an adjective; a
gerund is a verbal used as a noun. The possessive case
precedes gerunds, but not participles. The sentences below
have different meanings. In the first sentence sitting is a
participle moditying the man who annoys us; in the second
sentence his sitting 1s what annoys us.

The man sitting (participle modifving man) at the desk an-
noyed us.

The man’s sitting (gerund acting as subject) at the desk an-
noved us.

Pronouns use the objective form for the
subject or the object of an infinitive.

They wanted Dave and me to help him.

@ Pronouns use the subjective form for a

subject complement.

That certainly could be she sitting near the front. [COMPARE
“She could be sitting. . . .|

It was I who first noticed the ditference. [COMPARE *I first
noticed. . . .”]

Informal English accepts It’s me (him, ber, us, and them).

Exercise 4

Following the guidelines for formal written English, choose the
appropriate form of the pronouns i parentheses. Remember:
choose whom when the pronoun functions as an object and who
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when 1t functions as the subject of a verb or as a subject
complement.

I. Margaret believes she knows (who/whom) will win the
election.

o

When problems arise, Winifred knows (who/whom) to call
on and when.
I'm not sure (who/whom) left that coat here.

(%]
.

I contacted the person (who/avhom) vou suggested.
She must know (who/whom) they are and where they came
from.

gk

Do vou know (who/whom) I ran into at Sharon’s party?
That's a person (who/whom) I hardly know.

Is that the protessor (who/whom) you were tatking about?
At registration, (whoever/whomever) I asked for directions
was very helpful.

10. To tind out (who/whom) murdered (who/whom), you'll have
to read the whole book.

O o N

Exercise 5

Find and revise all pronoun forms i the following paragraph
that would be mappropriate in formal English. Put a check mark
after each sentence that needs no revision.

'"Marcie and Chris wanted Elizabeth and I to go to the
movies with them. ?In fact, they wanted us—Elizabeth and
I—to choose the movie we would all see. As for Elizabeth
and 1, we both like movies, but Chris and Marcie like them
more than we. *Marcie didn’t know this, however, and she
strongly urged us to come with them. Moreover, Eliza-
beth and I, stammering a response, did not suggest to
Chris and her that we really didn’t want to go with them.
®Eventually, I whispered to Elizabeth, “It looks like those
two are going to force you and me to go to the movies
even though they could go by themselves.” “She replied,
“Although we really don’t have to go, they would prob-
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Chapter 6

-

Agreement

A verb and its subject or a pronoun and its antecedent
agrec when their forms indicate the same number and per-
son. Notice below that the singular subject takes a singular
verb and that the plural subject takes a plural verb. (If you
cannot easily recognize verbs and their subjects, study 1a

and 1b.)

Singular  The car in the lot looks shabby. |car looks]

Plural The cars in the lot look shabby. [cars look]
Lack of subject-verb agreement occus chiefly in the use of
the present tense. Except for forms of be and have (you
were, he has eaten), verbs in other tenses do not change
form to indicate the number and person of their subjects.
For a list of various forms of be and the subjects they take,
see page /9.

A pronoun must agree with its antecedent (the noun
that the pronoun refers to) in number. (See also chapter

28.)

Singular A wolf has its own language. |wolf-its|

Plural Wolves have their own language. [wolves—their|

A pronoun also must agree with its antecedent in gender.

See 6b.

the boy and his mother [masculine antecedent]|
the girl and her father [feminine antecedent]

the garden and its weeds [neuter antecedent]
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Agreement

m Verbs must agree with their subjects.

Agree means that the subject and verb must match. That
is, if a subject is plural, the verb must have a plural torm,
and if the subject 1s singular, the verb must have a singular
torm. (If you cannort easily recognize verbs and their sub-
jects, study 1a and 1b.)

Singular  The rose in the vase is wilted. [rose is|

Plural The roses in the vase are wilted. [roses are]

Because only present-tense verbs change form to indicate
the number and person of their subjects, most problems
with subject-verb agreement occur when present tense 1s
used. It is easy to confuse the endings of verbs (where -s
indicates singular) with those ot nouns (where 1t indicates
plural).

subject + s verb + s

The students need attention. The student needs attention.
Zmnias bloom best in the A zinnia blooms best in the
sun. sun.

It the subject of your sentence is singular but is not I or
you, the verb needs the -s ending;:

That talk show host asks silly questions. [The sound of the -s
may be masked in speech if the word that tollows begins with
an s.|

ESL | Although some languages do not permit clus-
ters of more than one consonant at the end of a word (such
as the sks in asks), English requires the addition of an -s
to make most nouns plural and to torm third-person sin-
gular verbs.

(o e e o»
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Since grammar checkers cannot catch agreement errors, it
pays to be alert tor situations that cause them.

-

(1) Other words between the subject and the verb

The rhythm of the pounding waves is calming. | Wawves is the
object of a prepositional phrase, not the subject. |
All of the dogs in the neighborhood were barking. [Dogs and

neighborbood are both objects of prepositional phrases. All
is the subject.]

Phrases such as accompanied by, along with, as well as,
in addition to, including, no less than, not to mention,
together 1with generally introduce a prepositional phrase
and do not affect the number of the subject.

Her salary in addition to tips is just enough to live on.

Tips in addition to her salary are just enough to live on.

(2) Endings of subjects and verbs not clearly sounded in
rapid speech

Economists seem concerned [might sound hke Economist
seem concerned, but the former is correct].

7 ok

A

She ask Sybil first.

(3) Subjects joined by and

My two best friends and my fiancé hate each other.
The coach and the umpire were at home plate.

Writing on a legal pad and writing with a computer are not
the same at all. [gerund phrases—COMPARE “Two actions
are not the same.”|

0
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(6) Relative pronouns (who, which, that) used as
subjects

Stoddard Hall, which is the computer science building, is al-
ways open.

It is the doctor who often suggests a dict.
It 1s among the books that are out of print.

This is the only store that gives triple coupons. [COMPARE
“Only one store gives triple coupons.™|

It 1s not bigger discounts but better service that makes the
store successful. [COMPARE “Better service (not bigger dis-
counts) makes the store successful.™]

He 1s one of those who agree with my decision. | Who refers
to those, a plural pronoun. The plural form of the verb is
necessary for agreement.]

(7) Either, one, evervbody, all, any, some, none, and
other such indefinite pronouns

Each, either, one, everybody, and anyone are considered
singular and so require singular verbs.

Either of them is willing to shovel the driveway.
Each has bought a first-class tickert.

Everybody in our apartment building has a parking place.

Depending on the sentence, all, any, some, none, half, and
most can be either singular or plural.

Wendy collects comic books; some are very valuable. [COM-
PARE “Some comic books are very valuable.”|

The bank would not take the money because some was for-
eign. [COMPARE “Some money was foreign.” |
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Agreement

Use a singular verb with singular subjects preceded by ev-
ery or each and jomed by and:

Every cat and dog in the county has to be vaccinated.

Each fork and spoon has to be dried caretully.

Placing each atter a plural subject does not atfect the verb
form:

The cat and the dog ecach have their good points.

(8) Collective nouns and phrases

Collective nouns and phrases refer to a group ot individual
things as a unit. (See 1c.) Whether they require a singular
or a plural verb depends on whether the sentence refers to
the group as a whole or to the individual items in the
collection.

ES L | For students who learn British English as a

second language  British usage treats collective nouns as
plural.

British The commirttee are meeting tonight.

American  The committee 1s meeting ronight.

Treat collective nouns as singular when writing tor Amer-
ican readers.

Singular (regarded as a unit):
The committee 1s meeting today.
Ten nillion gallons s a lot of oil.
The jury convenes today.

The number is very small.
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Plural (regarded as individuals or parts):

The majority of us are in favor. v

Ten million gallons of oil were spilled.

A number were absent.
Although the use of data and media as singular nouns (in-
stead of datum and medium) has gained currency in in-

formal Enghish, most writers still use data and miedia as
plural nouns in tormal written English.

Formal The media have shaped public opinion.

Informal  The media has shaped public opmion.

Formal The data are in the appendix.

Informal  The data is in the appendix.

(9) Linking verbs

Linking verbs inctude the forms of be (am, is, are, was,
were, being, been), the verbs referring to the senses (look,
feel, smell, sound, taste), and some others such as appear,
become, grow, make, prove, remain, and seem.

His favorite snack is graham crackers.

Those speakers sound odd.

Mom’s vegetable soup makes my tastebuds rejoice.

Because the pronoun what is singular or plural depending
on whether the word (or word group) it refers to is sin-
gular or plural, the verb agrees with its complement in
sentences like this:

What I think is my own business.

What our parents gave us were memories to be cherished.
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Agreement

(10) Titles of single works, words spoken of as words,
nouns plural in form but singular in meaning

Ren and Stimpy sticks in the memory. [The TV show itself,
not the characters in it, sticks in the memory.|

Kids 1s informal for children.

Nouns that look hke they are plural but are treated as
singular include economics, electronics, measles, mumps,
news, and physics.

Measles 1s a serious discase.

Economics is important for a business major.

Some nouns (such as athletics, politics, series, deer, and
sheep) can be either singular or plural, depending on the
meaning:

Stﬂ[iStiCS iS an inreresrino sub'ecr. StﬂtiStiCS are OftCl’l
o
[’l’llS]Cl’ldll’lg.

A series of natural disasters has occurred recently. Two series
of natural disasters have occurred recently.

The sheep strays when the gate 1s left open. Sheep stray when
the gate is left open.

Exercise 1

Use each of the following to make a complete sentence. Be sure
that subjects and verbs agree.

. My books and my pen .

2. It s my mother who . ..

3. Evervone . . .

4. Neither the (singular subject) nor the (plural subjecr) . .
5. The list of volunteers . . .
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m Pronouns agree with their antecedents.

The subject of a verb and the subject complement are in
the subjective case.

Subjective  He left earlv. Who noticed? [subjects of verbs)|
It was 1 on the phone. [subject complement—

COMPARE "I was on the phone.™]

The object of a verb, verbal, or preposition is in the
objective case.

Objective  Marcella blamed me. |direct object]
Telephoning them is a nuisance. |object of
verbal]

I gave him the book. [indirect object]

To whom was it addressed? |object of
preposition|

Pronouns should agree in number and gender with the
noun or phrase (antecedent) to which they refer.

The cousins gave us their [plural modifier referring to cousins|
help.

George gave us his [masculine pronoun referring to George]
help willingly. Lucinda, on the other hand, gave us her |fem-
mnine pronoun referring to Lucinda] help grudgingly.

When referring to a noun that can include both men and
te)

women, you can avoid the pronoun he by dropping the
pronoun.

A student should hand his papers in promptly.






Chapter 7 .
Verbs

Verbs express the action in a sentence. They show what
someone (or something) does (see 1a), whether the subject
is singular or plural and what its relationship to the au-
dience (first, second, or third person) is (see 1b, 6a), when
an action occurred, who did it, and whether it is hypo-
thetical or conditional. They are the heart of a sentence.

Tense Verbs change form to show whether an action
happened in the present, the past, or the future. This
change of form is called tense, and through tense a verb
can show, tor example, that one action began yesterday
and is still going on, but that another action began yester-
day and ended vesterday. English traditionally recognizes
six tenses: three simple tenses and three perfect tenses.

Simple Tenses

Present: We often write letters.
Past: After graduation, we wrote letters.
Future: We will write letters after graduation.

Perfect Tenses

Present: We have written letters since graduation.
Past: We had written letters after graduation.
Future: We will have written letters before graduation.

A perfect tense refers not only to the tume in which the
action began but also to the time in which the action 1s
completed.

Tenses are based on primary forms called principal
parts (ask, asked, asked, asking). (See 7a.)
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ES L | Those whose first language is not English of-

ten find the English tense system confusing. The tenses de-
scribed above actually reter to nme relationships rather
than to tense forms (of which English acrually has only
two—opresent and past). To express the idea that an action
happened at some unspecified time, English uses the simple
tenses, either present or past. To specity how the complex
time relationships of completed acrions are to be under-
stood, English speakers combine the auxihary verb have
with one of the principal torms of the verb to form the
perfect tense: have asked. Will combines with a different
principal form to show future time: will ask.

Regular and irregular verbs The way a verb forms its
past tense determines its classification as regular or irreg-
ular. A regular verb takes the -d or -ed ending to denote
the past rense.

Regular  laugh (laughs), laughed
believe (believes), believed

Irregular verbs do nort take the -d or -ed ending. They torm
their past tense in other ways (see pages 83-86).

Irregular  eat (eats), ate
run (runs), ran
cut (cuts), cut

Auxiliary verbs  Auxiliary verbs (or helping verbs) com-
bine with other verbs to indicate tense, voice, or mood.
Modal auxiliary verbs join the present form of the verb to
make requests, give instructions, and express doubt, cer-
tainty, necessity, obligation, possibility, or probabihity.
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Checklist of Auxiliary Verbs
Auxihary Verbs Modal Auxiliary Verbs
be have shall may
am has should might
IS had must
are will
was do would can
were does could
been did
being

The present form of a verb combines with shall or will to
show the future tense. (See the Glossary of Usage for the
limited use ot shall.) Have combines with the past parti-
ciple of a verb to show the perfect tense, and forms of be
combine with the past participle of a verb to torm the
passive voice (see page 80). Be also combines with the
present participle (the -ing form of a verb) to show the
progressive (an action in progress). Do joins the present
form of the verb to express emphasis or form questions.
ESL In English, the present progressive expresses
action that is occurring now, whereas the simple present
expresses activities that occur at an unspecified time (time-
less or habitual present):

I am boiling eggs. The act of boiling eggs is
OCCUrring now.

I boil eggs. The act of boiling eggs is
habitual.

She will go. [future tense]

She has gone. [perfect tense|
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She 1s laughing. [present progressive|

She was laughing. [past progressive]

She will be laughing. [future progressive|

The book is read often. [passive voice—present tense]

The book has been read often. [passive voice—present perfect
tense]|

I do like that chocolate pie. [emphasis—present tense]
Did she like chocolate pie? [question—past tense]

[ should study ronight. [obligation]|

I might study tonight. |possibility]

In formal writing, can reters to ability; may reters to per-
mission. (See the Glossary of Usage.)

I can skate fast. [ability]

May | borrow the car? [permission|

Although the auxiliary always precedes the basic verb,
other words may intervene.

Have the members paid their dues?

Television will never completely replace newspapers.

ES L | |n English, when more than one auxiliary
precedes a basic verb, the modal comes first, tollowed by
the auxiliary showing pertect tense (have), then the pro-
gressive form (been + -ing) or passive voice (been + -ed).

We should have been basting the turkey more often. [The
modal should is tollowed by the pertect tense marker have
and the progressive been basting.|

The turkey should have been basted more often. [The modal
should is tollowed by the perfect tense marker have and the
passive been basted. |
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Forms of be  The most irregular verb in the English lan-
guage is be. It has eight forms: ami, are, is, was, were, be,
been, being. .

That may be true. He was being difficult.

Following is a list of torms of be used with various subjects
in the present and past tenses.

First Second Third
Present [ am vou are he/she/it 1s [singular|
we are vou are they are |plural]
Past [ was vou were he/she/it was [sigular|
we were vou were they were |plural]

Some dialects use be i place of am, is, or are, the present
forms ot be. Some dialects also use be with the present
participle to indicate habitual action. In formal written En-
glish, use the conventional forms of be, as shown in the
list above.

She be a fine hockev plaver.
He be walking to class.

Be can serve as a linking verb between a subject and its
complement. (See 1b.)

Gabriel 1s a very good student.

E S L | English recognizes two kinds of verbs, those

that express states of being (sometimes called stative verbs)
and those that express action (dynamic verbs). Some verbs
have two meanings, one stative, the other dynamic: I have
[possess| time to waste. [stative] [ was having [experienc-
ing| trouble understanding him. [dynamic]|
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Voice Voice indicates the relationship between the action
of the verb and the subject. Two kinds of relationships are
possible: active and passive. Active voice emphasizes the
subject as the doer of the action. Passive voice deempha-
sizes the doer of the action and makes the subject the re-
ceiver. (See also 29d(1), and the Glossary of Terms.) To
make an active verb passive, use the appropriate tense
form of be with the base verb.

Active  The dog chases the cat. [The subject dog acts on
the object cat.]

Passive  The cat1s chased by the dog. [The subject cat is
acted upon. The prepositional phrase identtying
the doer of the action could be omirtted. ]

Most writers choose the active voice because it 1s clearer,
more precise, more concise, and more vigorous than the
passive. Use passive voice only when you have good rea-

son. (See 29d(1).)

Transitive and intransitive verbs In the examples
above, the subject and the object of an active verb (the
actor and the receiver of the action) switch places when a
verb becomes passive. The subject of a passive verb re-
ceives the action. This transtormation to passive voice 1s
possible only with verbs that accept a direct object—tran-
sitive verbs. Although an intransitive verb can take a sub-
ject complement, it does not accept a direct object and
cannot be made passive. (See the Glossary of Terms.)

Transitive The hammer bent the nail. [Naidl, the direct
object, receives the action ot hammer.]

Intransitive  The bell looks fragile. [The subject comple-
ment, fragile, identifies bell. |
The bell feels smooth. |The adverb smooth
modifies the verb.|
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Some verbs can be transitive or intransitive, depending on
the sentence.

Transitive Claudia studies the book.

Intransiive  Claudia studies all might.

A dictionary will indicate if a verb 1s transitive, intransi-
tive, or both.

Mood Mood indicates speakers’ or writers’ attitudes
about what they are saying. The indicative mood makes
statements—a definite attitude; the imperative mood is-
sues commands or requests—an insistent attitude; and the
subjunctive mood expresses situations that are hypotheti-
cal or conditional—a tentative attitude. (See also 7d.)

The following conjugation of the verb see shows the
relationships among tense, person, voice, and mood. It
also shows how auxiliary verbs help make a verb passive
and also torm the perfect tenses.

THE CONJUGATION OF A VERB
Indicative Mood
Active Voice Passive Voice

Present Tense

Singular Plural Singular Plural
1. I see we see [ am seen we are seen
2. you see you see you are seen you are seen
3. one (he/ they see one (he/she/it)  they are seen
she/it) 1S seen
sees
Past Tense
1. I saw we saw [ was seen we were seen
2. you saw you saw you were seen  you were seen
3. one saw they saw one was seen they were seen
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Singular
Plural

Singular

Plural

Singular

Plural
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Imperative Mood

Present Tense

See. Be seen.

Subjunctive Mood

Active Voice Passive Voice

Present Tense
if 1, you, one see it 1, vou, one be seen
if we, vou, they see it we, vou, they are seen
Past Tense
it 1, vou, one saw if 1, vou, one were seen

if we, vou, they saw if we, vou, they were seen

Present Perfect Tense

if 1, vou, one have if 1, you, one have been
seen seen

if we, vou, thev have if we, you, they have been
seen seen

Past Perfect Tense (same as the Indicative)

Verbs have at least three principal parts.

The three principal parts of verbs are the simple present
form (see), which is also part of the infinitive (to see); the
past torm (saw); and the past participle (seen). (See prin-
cipal parts in the Glossary of Terms.) The present par-
ticiple (seeing) is often considered a fourth principal part.

The present form can be a single-word verb (demand)
or a combination of a single-word verb and a helping verb
(is demanding, can demand). Unless the verb is irregular,
the past form can also be a single-word verb with -d or
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-ed (demanded). (See page 76.) It can be combined with

helping verbs (might have demanded).

This checklist of principal parts includes regular and
irregular verbs that are sometimes misused.

Checklist of Principal Parts of Verbs

Present

arise
ask
attack
awaken

bear
begin
blow
break
bring
burst
choose
cling
come
dive
do
drag
draw
drink
drive
drown
eat

fall

tly
forgive
freeze
get

Past

arose
asked
attacked
awakened OR
awoke
bore
began
blew
broke
brought
burst
chose
clung
came
dived OR dove
did
dragged
drew
drank
drove
drowned
ate
tell
flew
forgave
froze
got

Past Partciple

arisen
asked
attacked
awakened

borne/born
begun
blown
broken
brought
burst
chosen
clung
come
dived
done
dragged
drawn
drunk
driven
drowned
eaten
fallen
flown
forgiven
frozen
got OR gortten

continued



continued from previous page

give gave

g0 went

grow grew

hang (things) hung

hang (people) hanged

happen happened

know knew

ride rode

ring rang

rise rose

run ran

see saw

shake shook

shrink shrank OR shrunk
sing sang OR sung
sink sank OR sunk
speak spoke

spin spun

spit spat

spring sprang OR sprung
steal stole

sting stung

stink stank OR stunk
strive strove OR strived
swear swore

SWim swam

swing swung

take took

tear tore

throw threw

wake woke OR waked
wear wore

weave wove

wring wrung

write wrote

”
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given

gone
grown
hung
hanged
happened
known
ridden
rung
risen
run
seen
shaken
shrunk OR
shrunken
sung
sunk
spoken
spun
spat
sprung
stolen
stung
stunk
striven OR strived
sworn
swum
swung
taken
torn
thrown
woken OR waked
worn
woven
wrung
written
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Participles in predicates

Participles are never used alone as the predicate of a sen-
tence. When an -i1zg form is part of the predicate, it always
has at least one helping verb. Both the past and present
participles can work as modifiers and they can also form
part of the predicate:

pastries baked last week We baked pastries last
|past partciple] week. [sentence]

heat waves rising tfrom Heat waves rise from the
the road [present road. [sentencel
participle|

Be especially careful not to confuse nouns modified by par-
ticiples with actual sentences. (See 2a.)

When the subject causes the action, combine the helping
verb with the -i17g form (present participle); when the sub-
ject 1s affected by the action, use the -ed form (past par-
ticiple). These forms are sometimes referred to as present
progressive and past progressive tenses.

She was filing the briefs. [subject acts]
The briefs were being filed. [subject acted upon]
He has asked them. I was asked. [ will be asking questions.

They have begun. Had he begun? It is beginning to snow.

cauTioN Although it 1s easy to remember a clearly
pronounced -d or -ed (added, repeated), it is sometimes
harder to remember a needed -d or -ed in such expressions
as supposed to or used to when the sound is not empha-
sized in speech. (See 4b.)
25400 A
Yesterday, I ask myself is the judge prejudice?
wsld
He use to smoke.
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N s - 4
[ am not suppose to be the boss.

Aol 2t
She talk to Ellen yesterday.

Confusion of sit/set and lie/lay and rise/

raise

You will pick the correct form most of the time if you
remember that you can set, lay, or raise something, but
you yourself sit, lie, or rise. Thinking of these verbs in pairs
and learning their principal parts can help you remember
which form to use.

Present Past Past Present
Participle Partuiciple

sit sat sat sitting
lie lay lain lving

rise rose risen rising

set set set setting
lay laid laid laving
raise raised raised raising

Set, lay, and raise mean “to place or put something some-
where.” For example, to set the table means to lay the
silverware next to the plates. Sit, lie, and rise, the intran-
sitive verbs of the pairs, mean “be seated™ or “get into a
horizontal position™ or “get up.” For example, vou sit
down or lie down or rise up.

Sit  Sit down. Sitting down, | thought it over. He sat up.

Set I set the clock. It had been set there.

Lie  Lie down. Lying down, I tell asleep. He lay there tor
hours.

Lay  We laid these aside. These had been laid aside.
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Rise I rise before daylight. I rose even carlier yesterday. |
am nising carlier each day.

-

Raise I raise the window cach night. [ raised the window
last night. I am raising the window to clear the
smoke.

Exercise 2

Without changing the tense, substitute the appropriate form of
sit/set, liellay, or rise/raise tor the italicized verbs in the following
sentences.

Last week theyv established their plans for the trip.

I often rest on the old stone wall and watch the sunset.
I lifted the window shade.

I try to get up in time to work out each morning.
After he weeded the garden, Chen decided to nap on the
front porch.

I amt putting vour book on the front porch.

I have slept here for at least three hours.

Hugh was sprawling on the couch when 1 arrived.
Marcella got up in time to see me off.

Kalvnda was adjusting her watch.

GI o —

ON wn A
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SECECIN

Tense forms express differences in time.

(1) The meaning of tense forms

Tense is not the same as time. Although tenses refer to
time (see page 75), the actual tense forms often do not
reflect divisions of actual time. For instance, as the follow-
ing examples show, the present tense form is certainly not
restricted to present time. It can refer to past and future
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occurrences as well. Furthermore, auxiliaries and other
words in the sentence can also mdicate time.

Present tense (timeless or habitual present, now)
[ see what vou meant by that remark.
Dana uses common sense. |habitual action]
Mistakes are often made. [passive verb, habitual action]
Blind innocence sees no evil. |universal or timeless truch]
In 1939 Hitler attacks Poland. [historic present]

Joseph Conrad writes about what he sees in the human heart.
|literary present]

The store opens next week. [present form, used with the ad-
verbial next week to denote future time|

I am trying to form an opinion. [present progressive form
indicating action occurring now |
Past tense (past time, not extending to the present)
| ate the cake.
They played a good game.
We were continuing our work. [continuing action in the past|
The paper was reviewed by two people. [passive]
Adolpho used to be happy. [COMPARE “Adolpho was happy
then.”|
Future tense (at a future time, sometmme after now)
We will see the movie.
Shall we try a ditferent road?
He will be having his dinner. |progressive]

A difterent color will be used. |passive]

Present perfect tense (sometime before now, up to now)

I have taken the prize.
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She has consistently broken her previous records.
Has Michelle been using her talents? [progressive]

Deer have been seen in those woods. |passive]

Past perfect tense (betore a specific time in the past)

Terese had planned to meet with me before school.

After Shawn had left for work, he realized it was a hohday.
Had they been sailing along the coast? [progressive|

My computer had been crashing for weeks. [passive]

When they married, they had known each other for ten years.

Sometimes the simple past can replace the past perfect.

Tawanda had talked |or talked] to me before class started.

Future perfect tense (before a specific time in the tuture)

Our bumpers will have rusted by the ume he changes his
mind.

The future perfect is almost always replaced by the simple
future.

After graduation, 1 will have seen |or will see] my dreams
come true.

Exercise 3

For each sentence, explam the differences i the meaning of the
tense forms separated by slashes.

1.
2,
3.

(O

It has rained/had rained for days.

Jean cut/did cut/was cutting her hair.

My mother-in-law had bought/will have bought the car by
then.

. Time flies/does fly/has flown/had been flying by rapidly.
. Zora Neale Hurston writes/wrote of a woman’s search for her

true identity in Their Eyes Were Watching God.
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(2) Logical sequence of tense forms

Combinartions of tense forms can make very fine distine-
tions in relation to actual time.

When the speaker finished, everyone applauded. [Both actions
took place at the same definite tume n the past.]

Collette has stopped walking at night because she had heard
that several women were mugged. [Both forms indicate action
at some time before now, but had heard indicates a time be-
tore the action indicated by has stopped.)

When | had been here for two weeks, 1 learned that my ap-
plication for financial aid had been denied. [The had betore
been indicates a time before the action described by learned
and denied. )

Infinitives The present infinitive expresses action oc-
curring at the same time as, or later than, that of the main
verb; the present perfect infinitive shows action that oc-
curred betore the time shown by the main verb:

[ want to show vou my new trick. |present ifimitive—tor the
same time as the main verb, want)|

He preferred to go home. [present infinitive—tor time later
than preferred)

[ would like to have won first place. [present perfect

infinitive—for time before the mamn verb rwould like. COM-
PARE I wish | had won.™|

E S L | [Iufinitive and gerund phrases after
verbs  Although there is no set rule for the correct usage,
certain verbs are followed by infinitives, and others by
gerunds.

[ otfered to help her.

I avorided calling her.
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Some of the most common verbs followed by a gerund are
appreciate, avoid, consider, delay, discuss, enjoy, finish,
keep (on), mention, mind, postpone, suggest.

[ mind missing the party.

Some of the most common verbs followed by an infinitive
are agree, appear, ask, decide, expect, intend, need, plan,
pretend, promise, refuse, want.

I decided to go home.

Some verbs that are tollowed by a noun or a pronoun +
an infinitive are advise, allow, ask, encourage, expect,
force, invite, remind, require, want.

I encouraged Mac to study with her.

The verb go is followed by the gerund in certain expres-
sions that for the most part concern recreational activities.

Let’s go swimming.

Participles The present form of participles expresses ac-
tion occurring at the same time as that of the main verb;
the present perfect form indicates action that took place
before that of the main verb:

Planning for the election, he decided what he should advocate.
| The planning and deciding were simultaneous.]

Having built the house themselves, they felt a real sense of
pride. [The building tock place first; then came their sense of
pride. ]

Exercise 4

In the following paragraph, insert the appropriate form of the
word in parentheses so that the events in the paragraph form a
logical sequence.
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'Last night I (going) (seeing) the college’s spring revue.
*When I (arriving) at the auditorium, everyone (standing)
in line (waiting) (getting) in. *As soon as the doors (open-
ing) everyone (rushing) (finding) their seats. *I (finding)
mine right away and (sitting) down, but I (standing) up
often for all the other people who (sitting) in my row.
3 After the lights (dimming), the music (beginning), and the
curtains (opening), the cast (beginning) (singing) and
(dancing) and I (losing) all track of time until the curtain
(coming) down for the intermission. ®After the intermis-
sion, an entirely different cast (performing) from the one
that (beginning). ’I (being) (startling) until I (remembering)
the article in the campus paper that (reporting) how a dis-
pute between the producer and the director (is settling).

oM Although rare, the subjunctive mood is
still used for specific purposes.

The subjunctive mood, though rare, still occurs in fixed
expressions such as so be it, be that as it may, as it were,
and God bless you and is also used to express certain other
meanings.

Forms for the subjunctive

For the verb be:

PRESENT, singular or plural: be

PAST, singular or plural: were

For all other verbs with third-person singular subjects, the
subjunctive omits the characteristic -s ending;:
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PRESENT, singular only: see [The -s ending is dropped. |
Examples )

It 1s important that Nancy see me first.

Suppose we were to leave before she does.

The prosecutor insisted that the witness not avoid the
question.

Alternatives

Nancy has to see me first.

Suppose we leave before she does.

The prosecutor urged the witness not to avoid the question.

Should and would (past torms of shall and will) are also
used for the subjunctive.
Subjunctives are used under the following conditions:

1. After that with such verbs as demand, recommend, urge, in-
sist, request, suggest, move

I demand that the parking ticket be voided.
I suggested that she move to a new apartment.

The committee requested that we adjourn. [COMPARE “The
committee wanted to adjourn.”]

2. To express wishes or (in if or as if clauses) a hypothetical,
highly improbable, or contrary-to-fact condition

[ wish I were in Ashville.
If I were you, I'd accept the offer.

Eat as if every meal were vour last.

Although formal English still calls for should in conditional
clauses, informal English accepts would, just as it accepts will
instead of shall-—except in questions such as “Shall we go?”

I wish she would leave.
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[t 1s necessary to restrain an occasional foolhardy park vis-
itor. If a female bear were to mistake his friendly intentions
and supposes him a menace to her cubs, he would be in trou-
ble. [shift in mood from subjunctive to indicative]| But females
with cubs I;:;’}'t’ only one of the dangers. [a correct sentence if
standing alone, but inconsistent here with the present tense in
the preceding sentence and therefore misleading] All bears are
wild animals and not domesticated pets. It is therefore an im-
portant part of the park ranger's duty to watch the tourists

and above all don’t let anyone try to feed the bears. [shift in

mood trom idicative to imperative|

Exercise 7

Look carefully at the following passage to note any errors or
inconsistencies in tense and mood or other problems with verb
usage and revise as needed.

't is hard for me to realize that it were only three years
ago that I first begin to send e-mail to my friends. “Today
I got most of my mail (except for bills) online, and I also
did much of my other business online, too. *For instance,
[ can paving my bills electronically since I had an account
at an electronic bank, and I can also ordering almost any
thing I wanted from a catalog that I could have looked at
on the World Wide Web. *I even buys my last car online.
SOf course, I go to a dealer and drove a model that I like
first, but then I order the car on the Web. °It was less
expensive, and I didn’t have the hassle of dealing with a
pushy salesperson.
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Chapter 8
o g

Document Design

This chapter contains information on presenting your writ-
ing so that it 1s as readable as possible. As the volume of
information grows, so does the importance of its delivery—
the visual design that gives readers the cues that lead them
to the information they require and enable them to read
it efficiently.

Visual design sends messages to readers. A dense, tightly
packed page with narrow margins signals ditficult mate-
rial. Ample white space signals openness and availability.
White space frames the material on the page, preventing
it from seeming oppressive and burdensome, and so con-
tributes to ease in reading regardless ot the ditficulty ot
the content. But too much white space can send a negative
message: For instance, a triple-spaced term paper with
huge margins announces that the writer has little to say.

Because the way you design vour documents tells a
reader much about you, a well-designed letter of applica-
ton and résumeé can mean the ditterence between being
hired and not being hired. Similarly, a well-designed term
paper can make a difterence in how tavorably a professor
regards the quality of your work.
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Using the proper materials enhances
readability. '

(1) Paper and binding

Use good 20-pound white 8V2-by-11-inch paper (neither
ontonskin nor erasable bond); this kind of paper is suitable
for use with tvpewriters, word processors, and most print-
ers linked to a computer. If your printer requires contin-
uous sheets, choose paper that allows clean removal of
pin-feed strips and separation of sheets. If you write your
papers by hand, use regular 8V2-by-11-inch lined white
notebook paper and follow your instructor’s recommen-
dations.

Use a paper clip or a staple to fasten pages; do not
fasten them by folding down one corner. Unless your in-
structor tells you differently, do not use folders of any

kind.

(2) Electronic documents

If you submit your work electronically (by electronic or e-
mail, on a bulletin board, in a Web document, or on disk),
follow your instructor’s directions exactly. If you use a
disk, make sure that you use the proper size, density, and
format. Most machines now accept only 32" high-density
disks, but if your reader uses a machine that reads only
double-density disks, you must accommodate that restric-
tion. Macintosh disks will not work on PCs unless they
are specifically reformatted. Label disks clearly. If you sub-
mit your work using e-mail or a bulletin board, use the
subject line correctly and ensure that your work 1s error
free before you send it. Whatever the requirements, the
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computing facilities to meet them are likely to be available
on campus at no cost.

(3) Tvpe, fonts, and justification

Although laser and ink jet printers can print different type-
sizes and -styles (fonts) on a single page, most academic
papers should be printed using a font that looks like type-
writer type, such as Courier 10 or 12, or a simple pro-
portional font such as 10- or 12-point Times Roman. Us-
ing a variety of fonts detracts from the content. Resist the
impulse to justity (make straight) your right margins. Un-
less your printer has proportional spacing, it justities the
right margin by inserting spaces between words so that
every line 1s the same length; the irregular spacing within
the line can be distracting and at uimes misleading to read-
ers. Because college classes often simulate professional
writing situations and since publishers and editors of
learned journals generally request that manuscripts not be
justitied, it is usually inappropriate to justity the right mar-
gin of academic documents even if the printer has propor-
tional spacing. Justitication may be appropriate it a doc-
ument will not be reformatted betore being printed, as is
the case with some business documents or documents -
tended for desktop publishing.

Pages from a good ink jet or laser printer are always
acceptable. It you have a dot-matrix printer, you can set
the program (or the printer) tor letter-quality or near-
letter-quality print; readers find prine that shows separate
dots hard to read. Further, betore you start, make sure that
the printer cartridge has enough ink or toner to complete
your document. It you use a typewriter or dot-matrix
printer, the ribbon must be tresh enough to type clear,
dark characters. If your instructor accepts handwritten pa-
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pers, write mn blue or black ink on one side of the paper
only.

»

Clear and orderly arrangement
contributes to ease in reading.

The advice here tollows the guidelines in the MILA Hand-
book for Writers of Research Papers, fourth edition (New
York: MLA, 1995). If you are using another style manual,
check the most recent edition. (See the list of style manuals,
pages 438-39.)

(1) Layout

Follow vyour instructor’s directions about margins and
other formatting. Word processing software can be set to
lay out pages exactly to your specifications: It can number
your pages, print a certain number of lines per page, and
incorporate appropriate word divisions. Software also al-
lows you to vary the spacing between lines, but unless your
instructor agrees to different spacing, observe the conven-
tions of academic writing and double-space all papers ex-
cept those vou write by hand. Generally, leave margins of
one inch (or no more than one and one-half inches) on all
sides of the text to give your reader room for comments
and to prevent a crowded appearance. The ruled vertical
line on notebook paper marks the left margin for hand-
written papers. You can adjust the margin control on a
typewriter to provide the margins you need.

(2) Indention

The first lines of paragraphs should be uniformly indented.
You can set your word processing software to indent the
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first lines of all paragraphs one-half inch. (Indent five
spaces on a typewriter, or one inch if writing by hand.)
Indent block quotations one inch from the left margin (ten
spaces on the typewriter). (See 16b.)

(3) Paging

Place Arabic numerals—without parentheses or periods—
at the right margin, one-half inch from the top of each
page. Unless you are using a format that requires running
titles (e.g., APA), put your last name immediately betore
the page number in case a page gets nusplaced.

The ftirst page

Unless your instructor requests a title page, place your
name, your instructor’s name, the course and section num-
ber, and the date in the top lett-hand corner (one inch trom
the top and one inch trom the left edge ot the page), dou-
ble-spacing after each line. You should also double-space
between the lines of a long title and center all titles.

Begin your tirst paragraph on the second line below the
title (first double-spaced hne). (See the models in chapters
33, 38, and 39.) Most research papers do not require a
ttle page, but if you use one, follow your mstructor’s di-
rections about the torm.

Subsequent pages

Place your name and the page number in the upper right-
hand corner, one-halt inch from the top. Begin text at the
lett margin, one inch from the top and double-space
throughout.

(4) Headings

Headings can make a long document easier to read. They
can highlight the organization ot a long block of infor-
mation or make 1t easy to combine several brief state-
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ments to avoid choppiness. If you use headings, make
them consistent throughout your document, and if you
have two levels of headings, treat all occurrences of each
level alike. For instance, headings in this book follow a
pattern similar to that of an outline. The main rules are
identified by a number and letter set against the left margin
and followed by subdivisions marked by numbers in pa-
rentheses. Further subdivisions are set flush with the left
margin and, depending on the level of the division, appear
in bold type of various sizes.

The appropriate form for electronic
documents can vary.

Electronic documents may be published on the Internet,
on your campus network, on a class or organization’s elec-
tronic bulletin board, or even on a disk that you hand to
your mstructor or fellow student. Electronic documents,
which are usually easy to modify, permit new kinds of
collaboration and use of materials.

(1) Electronic mail

E-mail is a new medium for communication. E-mail is
much less formal than a letter or a memo, but more en-
during than conversation in that 1t can be edited, saved,
and filed. It also fosters very speedy communication and
offers more convenience than either postal mail (called
“snail mail” by those who use e-mail frequently) or voice
mail. E-mail uses a format like that of an iteroffice memo,
with “TO™ and “SUBJECT” lines for entering the address
of the person you are writing to and the topic of your
message. (See also 39b(1).)

Using e-mail puts concern for audience in the fore-
ground and requires special care to communicate ideas
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clearly. Experienced users have developed guides (humor-
ously referred to as netiquette) to help new users avoid
some common hazards. Some standard advice appears
below.

Checklist for Bulletin Board Postings and Electronic Mail

1. Keep line length short. Because some users have moni-
tors that display only 40 characters in a line, 1t 1s con-
siderate to keep your messages concise, your paragraphs
short, and your subject focused.

. Make the subject line descriptive of your message so
your reader(s) can find and file your message easily.

. Use a signature line at the end of each message. Your
signature should include three things: your name, your
position and affiliation (if any), and your e-mail address.
It can also include your postal address and telephone
number if you wish, but it should not be longer than
four lines.

4. Use capitals as you would in an ordinary typewritten
document; that s, use mixed upper- and lowercase let-
ters. Full capitals in electronic communications is un-
derstood as shouting. If you wish to stress a word, you
can enclose it in asterisks, but do so *sparingly*.

. Use good sense regarding what you write about others.
Like a bulletin board, e-mail is neither private nor se-
cure, and while it is unlikely that anyone would snoop
m your mail messages, it 1s possible that a recipient
might forward your message without your knowledge,
embarrassing you—or even making you liable. Regular
Internet users advise, “If you wouldn’t like to see it on
the evening news, don’t put it in e-mail.”

6. Sumilarly, respect the privacy of others. Just as you
would not distribute photocopies of personal notes or
post them on a campus bulletin board, don’t forward
personal messages without the writer’s permission. (And
don’t perpetuate chain letters. They use up electronic
resources that may already be strained.)

39
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continued from previous page

7. Respect copyright. Anything not specifically designatcd
as public domain is copyrighted, including messages
from friends that you got in your electronic mailbox.
Credit any quotations, references, and sources. (See also
37g.)

8. Sarcasm and irony are frequently misunderstood in mes-
sages posted to bulletin boards, and even in personal
e-mail. These strategies depend in large part on facial
expression and tone of voice, so your joke may be seen
as criticism, and what is meant to be irony is frequently
confused with straightforward statement.

9. Consider caretully before you use emoticons or Internet
jargon. Although people often follow an ironic state-
ment with an emoticon to emphasize that it isn’t to be
taken seriously, others find those little faces (or smileys)
constructed out of punctuation marks annoying (:—>).
And although acronyms are widely used in informal
electronic communication, it can be confusing and an-
noying to the uninitiated, who may not understand a
statement such as BTW for “by the way” or “sorry for
the flame™ as an apology for antagonistic criticism.

(2) The World Wide Web

Whereas electronic mail is a new kind of correspondence,
the World Wide Web is similar to a newspaper or maga-
zine. It contains pages that a reader can view using a
browser. (A browser is a computer program that fetches
the text and graphic images that make up a Web
document—a page—and enables the user to view them.)
Web pages can be dynamically linked to other Web pages
to form a new sort of document set. It is as different from
a book as a book is from an ancient papyrus scroll, but it
can contain much the same information, just presented dif-
ferently. Instructors increasingly ask students to construct

107



108

Document Design

Web pages in lieu of submitting papers. While the details
of such construction are beyond the scope of this hand-
book, a few tips might be helptul.

Checklist for Designing Web Pages

I. Write the page so that it can be viewed with or without
pictures. While graphics greatly enhance the experience
of moving from page to page, many people lack a con-
nection that will allow them to receive graphics.

. Use graphics sparingly. Graphic files are typically very

large and take a long time to transfer. Unless a reader

has very fast equipment, he or she may well abandon
your beautitul, graphics-rich document for one that is
less lovely but taster to access.

Don’t crowd vour page with text. Just as books with

narrow margins and dense type can be intimidating, so

can a similarly constructed Web page. Set pages up so

that they can be read on a single screen and provide a

link to other screens.

4. Understand the difference between a paper page and a
Web page. Each has its advantages and disadvantages.
Quick access to dozens or even hundreds of topics is
easier with a Web browser than with a book, but few
would care to curl up with a video monitor. Take ad-
vantage ot the capabilities of the tool you are using.

8]

(%)

m Proofreading provides quality control.

Proofreading is ditterent trom revising or editing. (See
33b-d.) Revising requires you to reconsider and possibly
reorganize your ideas. Editing makes sure vour prose is as
clear, accurate, and styhstically consistent as possible and
pays particular attention to the conventions of grammar,
mechanics, punctuation, and spelling. Proofreading checks
tor and corrects errors of layout, spelling, punctuation,
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and mechanics, and serves as a final check to make sure
all necessary revising and editing have been done. Proof-
reading can be done manually or with a word processing
program; doing both 1s msurance against error.

If you are using a word processing program, it is a good
idea to print out a draft of vour document so that you can
check 1t caretully on paper and make any necessary
changes before you print the final copy. If you have typed
or handwritten your document, make any necessary cor-
rections by neatly drawing a single line through the incor-
rect material, placing a caret (a) where the correct material
1s to be inserted, and writing the correct information
clearly above the typed or handwritten line or, if long, to
the side with a line drawn to the caret.

To use the proofreading checklist that follows, you
should first make sure your paper is properly formatted as
specified m 8b (or by your instructor). Then you might
try reading vour paper backward, sentence by sentence,
out loud, checking for accuracy as recommended in each
of the other sections of the list. Read the words slowly,
looking at and pronouncing each syllable carefully. Some
people find it more efficient to read through the paper
several times this way, checking for a different set of items
on each pass. It helps to refer to the chapters and sections
cross-referenced in this handbook and also to keep your
dictionary handy (19a, chapter 18) to look up any words
you are uncertain about as you proofread.

Checklist for Proofreading a Text

Layout

e Have vou used proper margins? For paper documents,
are all margins one inch wide or according to your in-
structor’s specifications? For electronic documents, are
margins consistent throughout the document? Are para-
graphs formatted consistently?

continued
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continued from previous page

* Is each page numbered?
e Does the first page have the appropriate title and
heading?

 Is the first line of each paragraph indented five spaces
(or one inch if handwritten)?

* [s the print (or type or handwriting) dark, clean, clear,
and legible?

e Are the lines double-spaced?

e Are all listed items numbered sequentially?

Spellmg (18)

e Are all words spelled correctly? Have you run a spell
checker program?

e Have you double-checked the words you frequently mis-
spell or any the spell checker might have missed (e.g.,
homonyms or misspellings that still form words, such as
form for from)?

e Have you consistently used the American spelling of
words that have more than one option (theater/theatre)?

e Have you double-checked the spelling of all foreign
words?

Punctuation (12, 13, 14, 15, 16, 17)

e Does each sentence have appropriate closing punctua-
tion, and have you used only one space after each period
(17a)?

e Is all punctuation within sentences appropriately used
and correctly placed (comma, 12; semicolon, 14; apos-
trophe, 15; other internal marks of punctuation, 17; hy-
phen, 18f)?

* Are quotations carefully and correctly puncruated (16,

37h)?

Capitalization and italics (9 and 10)

* Does each sentence begin with a capital letter (9¢)?

e Are all proper names, people’s titles, and titles of pub-
lished works correctly capitalized (9a—c)?

* Are quotations capitalized properly (16a, 37h(2))?

e Are italics used properly (10)?
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Chapter 9 :
Capitals

Capital letters denote such things as proper names, peoples
and their languages, geographical names, and certain or-
ganizations. Different conventions for capitalization have
prevailed in different eras, and some conventions continue
to vary. The following guidelines will help in specific cases,
however. When special problems arise, consult a good, re-
cent dictionary (19a). Dictionaries list not only words and
abbreviations that begin with capitals but also acronyms
(11e) that use full capitals.

Tom Cruise, Italians, Alabama, Federal Express, Rev., NASA

A recent dictionary is also useful when the capitalization
of a word depends on a given meaning: “mosaic pictures”
but “Mosaic Laws,” “on earth” but “the planet Earth.”

A style manual for the discipline in which you are writ-
ing is another useful guide for capitalization. (For a list of
such manuals, see pages 438-39.)

When capitalizing something is optional, be consistent
in your use of the option you choose:

sunbelt OR Sunbelt, blacks OR Blacks, a.m. OR A.M.

Proper names are capitalized and so usu-
ally are their abbreviations and acronyms.

As you study the following examples, observe that com-
mon nouns like college, company, park, and street are cap-
italized when they are essential parts of proper names.
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(6) Historical documents, periods, events, and
movements

Declaration ot Independence, Stone Age, the Renaissance,
Gulf War, Impresstonism

(7) Rehigions and their adherents, holy books, holy days,
and words denoting the Supreme Being

Christiamty, Hinduism, Islam, Judaism
Christtan, Hindu, Mushm, Jew

Bible, Book of Mormon, Koran, Talmud
Easter, Ramadan, Yom Kippur

Allah, Buddha, God, Vishnu, Yahweh

Some writers always capitalize pronouns referring to
the Deity (except who, whom, whose). Others capitalize
such pronouns only when the capital is needed to prevent

ambiguity, as in “The Lord commanded the prophet to
warn His people.”

(8) Persontifications

Then into the room walked Death. [COMPARE His death
shocked evervone. ]

Her heart belonged to Envy. [COMPARE She frequently ex-
perienced envy.|

(See also page 225.)

(9) Words derived from proper names
Americanize [verb]; Marxism [noun]; Orwellian |adjective]

When a proper name and its derivatives become the name
of a general class of objects or ideas, 1t is no longer
capitalized.
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zipper |originally a capitalized trademark]|
blarney [derived trom the Blarney stone, said to impart skill

in flattery to those who kiss it]

When in doubrt about whether a proper name or derivative
has become a general class, consult a dictionary. Many
such words can be treated with or without capitalization.

French windows OR french windows, Roman numeral OR
roman numeral

When you have the option to capitalize or not, 1t is 1m-
portant to follow one option consistently.

(10) Abbreviations and acronyms or shortened forms of
capitalized words

AMEX, AT&T, B.A., CBS, CST, JFK, L.A., NFL, OPEC,
UNESCO, Y.M.C.A. |words derived from the initial letters of

capitalized word groups|

(See also chapter 11 and 17a(2).)

Titles of persons that precede the name
are capitalized but not those that follow
it or stand alone.

Governor Christine Todd Whitman, Captain Machado, Uncle
Verne

Christine Todd Whitman, the governor; Machado, our cap-
tain; Verne, my uncle

President Lincoln, the president of the United States

Words denotig tamily relationships are usually capitalized
when serving as substitutes for proper names:

Tell Mother I'll write soon. [COMPARE “My mother wants
me to write.”|



n In titles and subtitles of books, plays,
essays, and other titled works, the first
and last words are capitalized, as well as
most other words.

All words in titles and subrtitles are capitalized, excepr ar-
ticles, coordinating conjunctions, prepositions, and the to
in infinitives (unless they are the first or last word). The
articles are a, an, the; the coordinating conjunctions are
and, but, or, nor, for, so, yet. (Formerly, longer preposi-
tions like before, between, or through in titles were capi-
talized; MLA style, however, favors lowercasing preposi-
tions, whatever the length.) (See 38a.)

The Scarlet Letter

“Why Women Are Paid Less Than Men™
“What It Takes to Be a Leader”
Autobiography of a Face

From Here to Eternity

Men Are from Mars, Women Are from Venus

In a title, capitalize the first word of a hyphenated com-
pound. As a rule, capitalize the word following the hyphen
if 1t is a noun or a proper adjective or if it is equal in
importance to the first word.

The Building of the H-Bomb [noun]
The Arab-lIsraeli Dilemima [proper adjective]
Stop-and-Go Signals [words of equal importance]

Usage varies with respect to the capitalization of words
following such prefixes as anti-, ex-, re-, and self-:

Overcoming Self-Destructive Behavior OR Overcoming Self-
destructive Behavior

In all cases, use the style appropriate to your discipline, or
ask your instructor. (See 16¢, 10a, and 38a and b.)
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The pronoun I and the interjection O
are capitalized.

If 1 forget thee, O Jerusalem, let my right hand forget her
cunning. —PSALMS

The interjection oh is not capitalized except when it begins
a sentence.

The first word of every sentence (or of
any other unit written as a sentence) and
of directly quoted speech is capitalized.

Procrastination is one of my specialties.

Oh, really! Do you want to become more etficient? Not
right now.

Experienced cooks are usually ready to try something new.
(You can learn from them.) [a parenthetical sentence]

Beth got ourt of the car and shouted, “Home at last!™

He says, “Stop dieting and start exercising.”

OR  “Stop dieting,” he says, “and start exercising.”

OR  “Stop dieting,” he says. “And start exercising.”
One thing is certain: We are still free. [an optional capital
after the colon—see also 17d]

For the treatment of directly quoted written material, see
chapter 16.
n Capitals sometimes indicate emphasis.

Occastonally, a common noun 1s capitahized tor emphasis
or clarity.
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The motivation of many pohticians is Power.

If you overuse this strategy, it will not achieve its purpose.
There are alternative methods for achieving emphasis. (See

chapter 29.)

m Unnecessary capitals are distracting.

Do not capitalize common nouns preceded by the indefi-
nite articles @ and an or by such modifiers as every or
several.

a speech course mn theater and television [COMPARE
Speech 324: Theater and Television|

a university, several high schools [COMPARE University
of Michigan, Hickman High School]

However, ahwavs capitalize proper nouns, even when pre-
ceded by a or an or by modifiers like every or several. In
such cases, capitalized nouns name one or many of the
members of a class: a St. Bernard, every Virginian, several
Canadians.

STYLE SHEET FOR CAPITALIZATION

Capitals No Capitals

Revolutionary War an eighteenth-century war

a Chihuahua, a Ford tractor a poodle, a farm tractor

Washington State University a state university

Declaration of Independence a declaration of independence

May, Memorial Day spring, holiday

the South, Southerners to drive south, the southern
regions

German, Itahan, Japanese the language requirement

the P.T.A. [OR the PTA] an organization for parents

and teachers
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Parkinson’s disease flu, asthma, leukemia
the U.S. Army a peacetime army
two Democratic candidates democratic procedures
Dr. Catherine Kadohata every doctor, my doctor

Exercise 1

Write brief sentences using each of the following words correctly.
1. president 6. West

2. President 7. avenue

3. company 8. Avenue

4. Company 9. republican

5. west 10. Republican

Exercise 2

Supply capitals wherever needed.

.. o . Ve
'my first semester in college was overwhelming. =i failed

~ economics and almost failed spanish and chemistry. Jone
problem was that 1 was putting in too many hours at the
bavarian inn, where i worked as assistant manager. “the
restaurant 1s popular because it 1s on the east side right
across the street from the convention center. “richard
| gross, the manager, was never around, and 1 usually had
. to work sundays and holidays as well as weekday nights.
®when other students were relaxing over thanksgiving, i
was working overtime. ‘my advisor finally told me, “this
schedule isn't working for you. Syou should reduce the
number of classes vou're taking at dixon college or cut
back your hours at the restaurant.” "when my grades came
in january, 1 quit my job and rook a special course on
mmproving study habits. 'Y got a lot out of our textbook
focusing attention: how to manage time and improve con-
""hext year 1 may transfer to metropolitan
community college in mimneapolis so that I can live closer
to home.

centration.




Chapter 10

[talics

When using a word processing program, you can follow
the conventions of professional typesetters who use italics
to indicate certain titles—and also, occasionally, for other
purposes. In handwritten or typewritten papers, you can
indicate italics by underlining. In most situations, either
italicizing or underlining is acceprable. It in doubt, follow
your audience’s preference. (See 32a(2).)

It was on 60 Minutes. [t was on 60 Minutes.

Italics identify the titles of separate
publications.

A separate publication i1s a work published as a whole
rather than as part of a larger published work. A news-
paper, for example, is a separate publication but an edi-
torial in that newspaper is not. So different conventions
are used for indicating the title of the newspaper and the
title of the editorial. (See 16¢.) Following these conven-
tions helps readers gauge the size of a work and the rela-
tion between one work and another.

Have you seen Russell Baker’s “Disturbers of the Peace” in
today’s New York Times?

119
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I especially enjoyed “The Politics of Paradise™ in Ellen Pagel’s
Adam, Eve, and the Serpent.

In addition to newspapers, the titles of books, magazines,
pamphlets, plays, and films are usually italicized. ltalics
also indicarte the titles of television and radio programs,
entire recordings, works of art, long poems, comic strips,
genera, species, and software programs.

Books Beloved The Journey Home
Magazines Wired National Geographic
Newspapers USA Today Wall Street Journal
Plays, Films Othello Forest Gump
Recordings Unforgettable Great Verdi Overtures
Works of Art Mona Lisa The Last Supper
Long Poems Paradise Lost The Divine Comedy
Comuc Strips Peanuts Doonesbury

Genera, Species  Homo sapiens Rosa setigera
Software VirusScan WordPerfect

Neither italics nor quotation marks are used in reterences
to major historical documents or religious texts.

The Magna Carta marked a turning point in English history.
¢ st S p

Martthew, Mark, Luke, and John are the first tour books of
the New Testament.

A utle 1s not italicized when it stands ar the beginning ot
a book or arucle. Accordingly, the utle at the top ot a
paper or report (unless it is also the utle of a book or
includes the title of a book) should not be italicized. (See
also 9¢.)
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Italics identify foreign words and
phrases in the context of an English
sentence.

[ tell her I know Chinese. “Beyeh fa-foon,™ 1 say. “Shee-veb,
Ji nu,” meaning “Stop acting crazy. Rice gruel, Soy sauce.”™
—GISH JEN
What I can’t push as successfully out of sight are my own
immigrant childhood tears of having a gringa stepmother with
foreign tastes in our house. —JULIA ALVAREZ
Countless words borrowed from other languages are a
part of the English vocabulary and are therefore not ital-
icized. The more familiar the word becomes, the less likely
it 1s to be italicized.
chché (French) pizza (Italian) versus (Latin)

bavou (Choctaw) patio (Spanish) karate (Japanese)

m Italics 1dentify the names of legal cases.
Andrews v. City of Philadelphia
Roe v. Wade

Iralics also indicate the shortened name of a case.

As Andrews demonstrates, employers can be held responsible
for oftensive speech m the workplace.

Italics are not used when referring to a case by other than
its official name.

[ think the media gave too much attention to the O.J. Simpson
case.
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Italics identity the names of specific
ships, satellites, and spacecraft.

U.S.S. Picking the space shuttle Challenger

The names of trains and the names of a general class or a
trademark are not italicized: Orient Express, PT boat, Boe-
ing 747, Telstar, ICBMs.

U Italics indicate words, letters, or
figures spoken of as such or used as
illustrations, statistical symbols, or the
variables in algebraic expressions.

Finally he told my mother to put an H in that blank. “For
human race,” he said. —ELIZABETH GORDON

In APA style, volume numbers in reference lists are itali-

cized. (See 38d.)

Memory & Cognition, 3, 635-647.

(U When used sparingly, italics indicate
—  emphasis.

It they take oftense, then that’s their problem.

These are the right files.
Overuse of italics for emphasis (like overuse of the excla-
mation point) defeats its own purpose. It you tend to rely
on italics to stress ideas, study chapter 29 and try substi-









ab BEL)

Avoid redundant titles.

Dr. Carol Ballou or Carol Ballou, M.D. [NOT Dr. Carol
Ballou, M.D.| 4

Most abbreviations form plurals by adding -s alone,
without an apostrophe: IRAs, CODs.

Use abbreviations such as Prof., Sen., Capt., or Rev.
only before itials or tull names. In formal writing, Rev-
erend or Rev. and Honorable are adjectives and are pre-
ceded by the and followed by title, full name, or mitals.

the Reverend Dr. Campbell  OR  the Reverend George
Tvler Campbell OR  the Honorable G.T. Campbell

E S L | Other cultures sometimes use the before ti-

tles. American English omits the except when using Rev-
erend or Honorable.

the-Dr. Sonya Allen  -the Professor Rodriguez

m The names of states, countries,
continents, months, days of the week,
and units of measurement are not
abbreviated when they appear in a
sentence.

On a Tuesday in June, we drove ninety-nine miles to Colum-
bia, Missouri; the next day we flew to Texas.

For addresses in correspondence, however, use appropriate
postal abbreviations. (No period follows the abbreviation.)
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POSTAL ABBREVIATIONS

AL Alabama MT Montana

AK  Alaska NE  Nebraska

AZ  Arizona NV  Nevada

AR Arkansas NH New Hampshire
CA  California NJ  New Jersey
CO Colorado NM New Mexico
CT  Connecticut NY New York

DE  Delaware NC North Carolina
DC  District of Columbia ND North Dakota
FL.  Florida OH Ohio

GA  Georgia OK  Oklahoma

GU  Guam OR  Oregon

HI  Hawan PA  Pennsvlvania
ID  Idaho PR Puerto Rico

IL Hhnois RI Rhode Island
IN  Indiana SC  South Carolina
IA lowa SD  South Dakota
KS  Kansas TN  Tennessee

KY  Kentucky TX  Texas

LA Louisiana UT  Utah

ME  Maine VT  Vermont

MD  Maryland VA Virginia

MA  Massachusetts VI Virgin Islands
MI  Michigan WA Washington (state)
MN  Minnesorta WV West Virginia
MS  Mississippi W1  Wisconsin

MO  Missouri WY  Wyoming

Words such as Street, Avenue, Road,
Park, and Company are abbreviated
only when they appear in addresses.

Thompson Avenue is south ot FHollywood Park.

When used as part of an address in correspondence, such
words can be either written out or abbreviated: Thompson

Ave.
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(3) The abbreviations for the District of Columbia (DC)
and the United States (U.S.) when used as adjectives

Washington, DC; the U.S. Navy [COMPARE *“The District
of Columbia has many monuments.”|

(4) The names of some organizations, agencies,
countries, persons, or things commonly referred to
by their capitalized initials

FDA VCR NFL PC NBC
1Q TV MIT ABC JFK

(5) Certain common Latin expressions (with the English
equivalent spelled out in brackets here)

ct. [compare] etc. [and so torth]
e.g. [for example] e, [that is]
et al.  [and others] vs. OR v. [|versus|

I3f3 When unfamiliar with an acronym,
readers benefit from seeing it spelled out
the first time it is used.

Acronyms are words tormed trom the initial letters of
other words or trom the combmation of syllables ot other
words: AIDS (acquired immunodeficiency syndrome), so-
nar (sound navigation ranging).

FEMA (the Federal Emergency Management Administration)
was criticized tor its slow response to the victims ot Hurricane
Andrew.
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OR

The Federal Emergency Management Administration (FEMA)
was criticized. . . .

Your reader will probably be tamiliar with such terms as
NATO, NASA, radar, laser, and SAT but perhaps not with
VAT or ROM.

Exercise 1

Strike out any form that is mappropriate i formal writing.
atter § P.M.; after cight m the P.M.

on November 135; on Nov. 15

m Calif. and IlL; on TV; 85 mph

for Jason Ross, Jr.; for Jr.

Mr. Robert Lyons; a prof.

L B G b —

(&)

. on Eastwood Ave.; on Eastwood Avenue

Numbers are written in different ways
depending on the size of the numbers
and the frequency with which they
appear.

When vou use numbers infrequently in a piece of writing,
vou can spell out those that can be expressed in one or
two words and use figures for the others. When you use
numbers frequently, spell out those from one to nine and
use figures for all others. Very large numbers can be ex-
pressed by a combination of words and figures.

Always  over three inches

But one-half of a foot
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Repeated numbers (in legal or commercial writing)

The lawyer’'s tee will exceed two million (2,000,000)
dollars.  OR  The lawver’s tee will exceed two million dol-

lars ($2,000,000).

ESL | Languages differ in their use of the period

and comma with numbers.

American English marks any amount smaller than one
with a decimal point (period) and uses a comma to divide
larger numbers into more understandable units. Starting at
the teft ot the decimal you should place a comma between
every third and tourth number to separate thousands.

10,000 (ten thousand)
7.65 (seven point six tive OR seven and sixty-five one
hundredths)

7,000.65 (seven thousand and sixty-five one hundredths)

In some other cultures, the decimal and the comma are
reversed.

10.000 (ten thousand)

7,65 (seven point six five OR seven and sixty-five one
hundredths)

Exercise 2

Using accepted abbreviations and tigures, change each item to a
shortened form.

in the first scene of the second act
tour o'clock m the atrernoon

on the seventh of April

Doctor Maria Roberto

i = Lo o —
. . . . .

ten thousand two hundred sixty-three students
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Chapter 12
The Comma

Punctuation lends to written language a flexibility that fa-
cial expressions, pauses, and variations in voice pitch give
to spoken language. For instance, a pause after sister in
the first example below makes it clear that the spoken sen-
tence refers to only two people—the sister and a person
named Mary Ellen. In the second example, a pause after
Mary lets us know that the sentence refers to three
people—the sister, Mary, and Ellen. In written language,
a comma creates this pause.

When my sister calledy, Mary Ellen answered.

When my sister called Mary, Ellen answered.

If you understand the following tour principles, you will
see through most of the mystery surrounding commas and
find them easier to use consistently.

Commas

e come before coordinating conjunctions when they link in-
dependent clauses.

e follow introductory adverb clauses and, usually, introduc-
tory phrases.

e separate items in a series (including coordmate adjectives).

e set off nonrestrictive and other parenthetical elements.
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P2y  Commas come before a coordinating
conjunction that links independent

clauses.
CONJUNCTION
(and )
but
INDEPENDENT or INDEPENDENT
CLAUSE, { for » CLAUSE.
Subject + predicate, nor subject + predicate.
SO
\ Yet

The minutes would passy and then suddenly Einstein would
stop pacing as his face relaxed into a gentle smile.
—BANESH HOFFMANN

Fanny Lou Hamer was a Black woman who pioneered civil
rights organizing in the South, but few Americans know of
Hamer’s work. —META GAIL CARSTARPHEN

Justice stands upon Powery or there i1s no Justice.
—WILLIAM S. WHITE

From one point of view their migration was the fruit of an
old prophecy, for indeed they emerged from a sunless world.
—N. SCOTT MOMADAY

[ am not complaining, nor am I protesting either.
—RALPH ELLISON

[ wanted to be as they were telling me I should bey so I had
ceased to exist; I had renounced my soul’s private obh-
gations. —ROSARIO FERRE

There was no voice apart from hisy yet he appeared to be
chatting in friendly, excited tones with some other person.
—WOLE SOYINKA
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When a sentence contains multiple clauses, a comma
comes before each coordinating conjunction.

[ chose to follow in the footsteps of my unconventional Aunt
Esthery and 1 have never regretted my choicey but I think my
mother was jealous of Aunt Esthery and I fear she never ap-
proved of me.

When the clauses are short, the comma can be omitted
beftore and, but, or or, but not usually before for, nor, so,
or yet. (See also page 37.)

I liked the haircut and it made me acrually look ftorward to
my future fame. —AMY TAN

Sometimes a semicolon separates independent clauses, es-
pecially when the second one contains commas or when 1t
reveals a contrast. (See also 14a.)

Most people, according to my mother, skip cleaning in the
cornersy on the other hand, she used to say, they don't skip
pavday.

Nort all coordinating conjunctions, however, are preceded
by commas. A common slip is to place one betore the and
linking the parts of a compound predicate.

He snapped the locker door open and kicked his shoes oft
without sitting. —REGINAID McKNIGHT [compound predi-
cate—no comma betore and|

Especially when a sentence 1s long, writers occasionally use
a comma to emphasize a distinction berween the parts of
the predicate, as in E. M. Forster's “Arusts always seek a
new technique, and will contiue to do so as long as their
work excites them.”
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Exercise 1

Follow 12a as you msert commas before conjunctions linking,

independent clauses in these sentencess (Remember that not all

coordinating conjunctions hink imdependent clauses and that but,

for, so, and yet do not always function as coordinating
conjunctions.)

/8

I~

[OF)

()

A physician 1s accused of performing unnecessary surgery. An-
other hospital mvestigation is launched.

Families can choose to have their elderly relatives live with
them at home. Thev may choose to house them in retirement
centers.

Evervone i our class was assigned to an editing group. Only
three of the groups could work together efficiently.

. There are many customs for us to learn about. Our society

has finally begun to appreciate its diversity.

. We had not seen a bear before we went to Yellowstone. We

had not seen a moose, either.

1IPA} A comma usually follows introductory

words, phrases, and clauses.

(1) Adverb clauses before independent clauses

ADVERB CLAUSE, INDEPENDENT CLAUSE.

When vou writey vou make a sound in the reader’s head.
—RUSSELL BAKER

The safest automobile on the road is expensivey but if I con-
sider the protection it offersy I cannot find the cost unreason-
able. [adverb clause preceding the second independent clause]

[t the omission does not make reading difficult, writers

may omit the comma after an introductory adverb clause,
especially when the clause is short.

I
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If you look to the history of Europe you find that homeless-
ness first appears (or is first acknowledged) at the very same
moment that bourgeois culture begins to appear.

—PETER MARIN

A comma is usually unnecessary when the adverb clause
follows the independent clause.

I should have no difficulties establishing my citizenship in the
tribe because my grandmother’s name can be found on the
Dawes roll. [Because, a subordinating conjunction, introduces
an adverbial clause.]

If an adverb clause does not affect the meaning of the in-
dependent clause, a comma can precede 1t.

Women must be able to take their birth names from their
mothers and keep them atter marriage, if they wish to be truly
equal.

(2) Introductory phrases before independent clauses

INTRODUCTORY PHRASE,

INTRODUCTORY WORD, | Subiect + predicate.

Prepositional phrases

From the decky I could not see my father, but I could see my
mother tacing the ship, her eyes secarching to pick me out.
' — JAMAICA KINCAID

It the comma after an mtroductory prepositional phrase is
not necessary to prevent misreading, it can be omitted:

For satety the university mstalled call boxes linked directly to
CaMpus security.
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Other types of phrases

Having traveled nowhere, she believed the rest of the world
was like her own small town; having read littley she had no
sense of how other people think. [partcipial phrases before
both independent clauses—see also 1d and 1e¢|

The language difference asidey life in Germany doesn’t seem
see

much different from life in America. |absolute phrase

also 12d(7)]

Introductory words

Furthermorey the person responsible for breaking or damag-
ing unmversity  equipment  will  be  fined. [transitional
expresston—see the lists on pages 41-42]

Welly move the ball or move the body.
—ALLEN JACKSON  [interjection]
Yesy I bought my tickets vesterday. Noy I didn’t pay cash.

[introductory yes or no|

Commas are not used after phrases that begin inverted
sentences. (See also 29f.)

With the hurricane came the tornadoes. [COMPARE “Tor-
nadoes came with the hurricane.”|

Of far greater concern than censorship ot bad words is cen-
sorship of ideas. —DONNA WOOLFOLK CROSS

Exercise 2

Insert a comma where needed n the following sentences. Explain
why each comma is necessary. Put a check mark before any sen-
tence in which a comma is not needed.

1. If you are counting on a tax refund to give you a small nest

egg you'd better have a backup plan.
2. As far as he 1s concerned all politicians are corrupt.
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w

07e)

10.

At the same time we understand why they can’t always keep
a campaign promise.

Before noon on Saturday the checkourt lines at the discount
grocery were thirty feet long.

. While passing three gravel trucks going downhill Felicia lost

control of her car.

Trying to make the best product possible used to be the main
concern of almost every company.

With one hand on the wheel and the other on the gear shift
Dick guided the Jeep expertly down the narrow winding
mountam trail.

Under the desk she keeps a small electric heater as well as
some unused computer equipment.

. The meal far from over the children began to demand

dessert.
When you can talk to someone more knowledgeable than
you are.

I/ Commas separate items 1n a series

A

(including coordinate adjectives).

series contains three or more parallel elements. (See

chapter 26.) The punctuation of a series depends on its
form:

The melon was pink, sweety and juicy. |a, b, and c—a pre-
ferred comma betore and]

The melon was pinky sweet and juicy. |a, b and c—an ac-
ceptable omission of the comma betore and when there is no
danger of misreading; compare “Leila was my mother’s sister,
my aunt and my triend,” a compound appositive indicating
two elements: a, a and b

The melon was pink, siweety juicy. |a, b, c|
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(1) Words, phrases, and clauses in a series

A pet should be aftectionatey trustingy obedienty and intelli-
gent. [words i a series| .

My job requires me to start work at 7 a.m.y to drive to three
different towns every davy and to carry heavy repair equip-
ment upstairs. [phrases in a series]

My idea of a great vacation spot is one where no telephone
rings, someonce else fixes me great food, and I sit on the porch
m the cool shade all day and read mystery novels. [clauses in
a series|

It items in a series contain internal commas, you can make
the meaning clear by separating the items with semicolons.
(See 14b.)

For special emphasis, writers sometimes use commas to
slow the pace when coordinating conjunctions link all the
Items in a series.

We cannot put it off for a monthy or a week, or even a day.

The melon was pink and sweet and juicy. |a and b and ¢

(2) Coordinate adjectives

Coordinate adjectives are two or more adjectives that
modify the same noun or pronoun. One test for coordinate
adjectives is to switch them; another is to put and between
them. If the meaning does not change, the adjectives are
coordimate. Commas separate coordinate adjectives not
linked by a coordinating conjunction.

[t 1s a waiting, silenty limp room. —EUDORA WELTY | Wait-
ing, silent, and limp all modify room. COMPARE “It is a
silent, lmp waiting room.”|

Walking along the rushing, shallow creeky | slipped on a
rock and sank above my boot tops into a smally still pool.
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|Rushing and shallow modity creek and small and still modify

pool.]

Exercise 3

Using commas as needed, write sentences supplying coordinate
adjectives to modify any five of the following ten word groups.
EXAMPLE

metric system  Most countries use the familiar, sensible
metric system to measure distances.

1. onion bagel 6. community college
2. classical music 7. baseball parks

3. cheddar cheese 8. office buildings

4. metal sculprure 9. sports car

5. computer software 10. state highway

I¥Zil  Commas set off nonrestrictive and other
parenthetical elements, as well as con-
trasted elements, items in dates, and so on.

Nonrestrictive clauses or phrases give nonessential infor-
mation about a noun or pronoun. They can be omitted
without changing the meaning.

To set off a nonrestrictive word or word group, use two
commas, unless the element is placed at the beginning or
the end of the sentence. (Expressions that come at the be-
ginning of a sentence are also treated in 12b.) Of course,
not all words preceded and followed by commas are
nonrestrictive.

Most single people in their twentiesy according to my brother,
prefer to live at home where Mom and Dad pay the big
bills. [COMPARE “According to my brothery most single
people . .. and *. .. Mom and Dad payv the big billsy ac-
cording to my brother.”|
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Restrictive clauses or phrases follow and himit the words
they modity. They are essential to the clear identification
of the word or words they refer to.,

(1) Adjective clauses or phrases

Adjective clauses that describe the noun they modity are
nonrestrictive, but those that hmit the noun are restrictive.
In the first example below, the proper name “Marilyn
Greer” identifies which woman at the bank the sentence
is describing. As a result, the sentence requires no addi-
tional imformation unless there are two Marilyn Greers.
“The woman,” however, could be any woman, not just
the bank manager, and so needs a modifier that limits it
to someone in particular.

Nonrestrictive Restrictive or Essential
Clauses

I spoke with Marilyn Greery 1 spoke to the woman who

who manages the bank. manages the bank.

We chimbed Mt. Rainier, We climbed a mountain that
which is over 15,000 feet is over 15,000 feet high.
high.

Phrase

The new Saturny covered in ~ The new car covered in mud
mud, looks worn out. looks worn out.

Sometimes only the omission or use of commas indi-
cates whether a modifier is restrictive or nonrestrictive and
thus signals the writer’s exact meaning. Although many
writers prefer to use that at the beginning of restrictive
clauses, which has become acceptable if it does not cause
confusion.

I like to drive a car that |or which]| has fast acceleration and
nimble handling.
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(2) Appositives

Appositives can supply additional but nonessential details
about a noun or pronoun (nonrestrictive), or else they limit
the meaning of a noun or pronoun by indicating which
one—or ones—Is meant (restrictive).

Nonrestrictive Restrictive or Essential

Even Zeke Thornbushy my Even my friend Zeke Thorn-
friend, et me down. bush let me down.

Vovager photographed Sat- Vovager photographed the
urn, the ringed planet. planet Saturn.

Abbreviations aftter names are treated as nonrestrictive ap-
positives: “Was the letter from Frances Evans, Ph.D., or

trom F. H. Evans, M.D.?”

Exercise 4

Set oft nonrestrictive adjective clauses or phrases and nonrestric-
tive appositives with commas. Put a check mark after any sen-
tence that needs no commas.

[. 1 was able to take a class trom Dr. Thompson who teaches
Shelley and Keats.

2. lwas able to take a class tfrom the Dr. Thompson who teaches
Shelley and Keats.
3. Lilacs which have a beautitul tragrance are my tavorite

flower.
4. Few people around here have ever heard of my home town a
little place called Bugtussle.
. Charles M. Duke Jr. and astronaut John W. Young landed the
lunar vehicle near Plum Crater.

n

(3) Contrasted elements

Human beings, unlike oysters,y frequently reveal their emo-
tions.  —GEORGE F. WILL
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Some writers put a comma before but and not in such
sentences as the following, while others do not.

Other citizens who disagree with me base their disagreement,
not on facts different from the ones 1 know,y but on a different
set of values. —RENE DUBOS

Today the Black Hills are bemng mvaded agamy not for gold
but for uranium. —PETER MATTHIESSEN

(4) Geographical names, items in dates, and addresses

Nashvilley, Tennesseey is the largest country and western mu-
Nashville, T 5 1s the largest try and t

sic center in the United States.

I had to write to Ms. Melanie Hobsony 2873 Central Avenue,
Orange Parky FL 32065. [no comma between the state ab-
breviation and the ZIP code]

Hunter applied tor the job on Wednesday, June 12, 1996,
but turned it down on June 14 because it paid only mimimum
wage.

OR

Hunter applied for the job on Wednesday 12 June and turned
it down on Friday 14 June because it paid only mimimum
wage. |Commas are omitted when the day of the month pre-
cedes rather than follows the month.|

(5) Parenthetical expressions

Language, then, sets the tone of our society.
—EDWIN NEWMAN

Much of the court and, thusy a good deal of the action are
often invisible to a basketball player, so he needs more than
good eyesight.  —JOHN McPHEE

When they cause little or no pause in reading, expressions
such as also, too, of course, perbaps, at least, therefore,
and likewise need not be set off by commas.
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Our ideas about gender roles have perhaps changed in recent
decades. —LAWRENCE SACHS

I'm trying to keep my spending to a minimum at least untl 1
finish my degree.

(6) Mild interjections and words used in direct address

Ah, that’s my idea of a good meal. [interjection]

Now is the time, animal lovers, to protest. [direct address]

(7) Absolute phrases

His temper being what it isy [ don’t want a confrontation.

He was thumping at a book, his voice growing louder and
louder. —JOYCE CAROL OATES

Commas are occasionally needed for
case in reading.

Some commas are necessary to prevent misreading. With-
out them the following sentences would confuse the
reader, if only temporarily.

Stlly water must be transported to dry areas. [COMPARE
“Sull water. . . .7]

The day betore, 1 had ralked with her on the phone. [COM-
PARE “I had talked with her the day betore.”|

Someone predicted that by the year 2000, 3.5 million em-
ployees would be on the tederal payroll. [COMPARE “Some-
one predicted that by the year 2000 3.5. .. .7]

The earth breathesy in a certain sense.  —LEWIS THOMAS

[COMPARL “The earth breathes in moisture.”|

Sometimes a comma replaces a clearly understood word
or group of words.



 12¢

Politictans sometimes make controversial remarks; bureau-
cratsy never. —MARGARET McCARTHY

Exercise 5

Explain the reason for cach comma used, and poimnt out which

commas are optional and which are a matter of stylistic

preference.

1.

When I was six, we moved closer to civilization, but by then
the twig had been bent.  —MARGARET A. ROBINSON

My guess 1s that as the family breaks down, friendships will
grow i importance. —SUSAN LEE

. Whatever she planted grew as if by magic, and her fame as

a grower of flowers spread over three counties.
—ALICE WALKER
But alas, I do not rule the world and that, I am afraid, is the
story of my life—always a godmother, never a god.
—FRAN LEBOWITZ
If all else fails, try doing something nice for somebody who
doesn’t expect it. —GEORGE BURNS

Exercise 6

For humorous effect the writer of the following paragraph delib-
erately omits commas that can be justified by the rules in this
chapter. Identfy where commas might be inserted to contribute

to ease n reading. Compare vour version with somcone else’s
and comment on anyv differences you find.

"The commas are the most useful and usable of all the
stops. ZIt is highly important to put them in place as you go
along. 3If you try to come back after doing a paragraph and
stick them n the various spots that tempt you you will dis-
cover that they tend to swarm like minnows into all sorts
of crevices whose existence you hadn’t realized and before
you know it the whole long sentence becomes immobilized
and lashed up squirming in commas. *Better to use them spar-
ingly, and with affection precisely when the need for one
arises, nicely, by itself.

—LEWIS THOMAS, The Medusa and the Snail
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Exercise 7

Explain each comma in the following paragraph (trom Time
magazine).

'Yet punctuation 1s something more than a culture’s birth-
mark; it scores the music in our minds, gets our thoughts
moving to the rhythm of our hearts. *Punctuation is the no-
tation in the sheet music of our words, telling us when to rest,
or when to raise our voices; it acknowledges that the meaning
of our discourse, as of any symphonic composition, lies not
in the units, but in the pauses, the pacing and the phrasing.
SPunctuation adjusts the tone and color and volume till the
feeling comes into perfect focus. . . . *A world which has only
periods 1s a world without inflections. It 1s a world without
shade. “It has a music without sharps and flats. ®It has a jack-
boot rhythm. "Words cannot bend and curve. . . . A comma,
by comparison, catches the gentle drift of the mind in thoughrt,
turning n on itselt and back on itselt, reversing, redoubling
and returning along the course of its own sweet river music;
while the semicolon brings clauses and thoughts together with
all the sitent discretion of a hostess arranging guests around
her dinner table. . . . "Punctuation, then, is a matter of care.
'Care for words, ves, but also, and more important, for what
the words imply.  —PICO IYER
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13d Superfluous Commas

Commas do not follow coordinating
conjunctions, and they immediately
precede them only when they link
independent clauses. See chapter 3
and 12a.

Remove the circled commas.

I fed the dog() and put it out for the night. [separation of
compound verbs (fed . . . and put out)]

For three decades the Surgeon General’s office has warned us
about the dangers of smoking, but(3) millions of people still

smoke. [separation of the conjunction (but) and the subject of
the clause (millions of people)]

IRIM  Commas set off only those words
and short phrases that are clearly
parenthetical.

Remove the circled commas.

Martha was born@ in Miami@ m 1976.

Perhaps(?) the valve is not correctly calibrated.

IRl Commas do not set off restrictive
(necessary) clauses, phrases, or
appositives. See 12d.

Remove the circled commas.

Everyone(y) who owns an automobile(?) needs to have colli-

SION 1INSUrance.
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With strains of bagpipes in the background, crowds watched
two men(y) carrying lances as they charged each other on

horseback.

-

IR Commas do not precede the first or
follow the last item of a series (including
a series of coordinate adjectives).

Remove the circled commas.

Field trips were required m a few courses, such as(y) botany,
geology, and sociology.

I've always wanted a low-slung, fast, clegant@ convertible.

Exercise 1

Study the structure of the following sentences, then answer the
question that follows by giving a specific reason for each item.
Be prepared to explain vour answers i class.

'At the age of eighty my mother had her last bad fall, and
after that her mind wandered free through time. *Some days
she went to weddings and funerals that had taken place half
a century earlier. *On others she presided over family dinners
cooked on Sunday afternoons for children who were now
gray with age. *Through all this she lay in bed bur moved
across time, traveling among the dead decades with a speed
and ease beyond the gift of physical science.

—RUSSELL BAKER

Why is there no comma after the following words: (1)
eighty, (2) and (sent. 1), (3) that (sent. 1), (4) weddings,
(5) and (sent. 2), (6) others, (7) dinners, (8) this (sent. 4),
(9) bed, and (10) and (sent. 4)?

Exercise 2

Change the structure and punctuation of the following sentences
according to the pattern of the examples.
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Chapter 14
The Semicolon

The semicolon has two uses: First, it links closely related
independent clauses.

Luverne walked slowly down the street§ Hugh ran as fast as

he could.

Second, by acting as a stronger mark of punctuation
than the comma, it separates sentence elements that con-

tain internal commas.

Watching stupid, sentimental, dull soap operas; eating junk
food like trench fries, cheeseburgers, and milkshakes; and just
doing nothing are my favorite vices.

Semicolons connect independent clauses
not linked by a coordinating
conjunction.

Two or more related independent clauses can be linked by
a semicolon, connected by coordinating conjunctions (and,
but, for, or, nor, so, yet), or punctuated as separate
sentences.

Some french fries are greasy; others are nots I like them all.

Some french fries are greasy, and others are noty but I like
them all.

Some french fries are greasy. Others are not. I like them all.

The semicolons indicate a close connection between the
ideas, the conjunctions indicate a less close connection,

]
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and the periods separate the ideas. Note the different in-
tonation patterns when you read the above sentences
aloud.

This principle also applies in compound-complex sen-
tences. (See also 14b.)

When you discover yourself lying on the ground, limp and
unresisting, head in the dirt, and helpless, the earth seems to
shift forward as a presence§ hard, emphatic, not mere surface
but a genuine force—there i1s no other word for it but
presence. —]JOYCE CAROL OATES

Sometimes a semicolon (instead of the usual comma) pre-
cedes a coordinating conjunction when a sharp division
between the two independent clauses 1s desired. (See also
12a, page 138.)

Politicians may refrain from negative campaigning tor a timejy
but when the race gets close, they can’t seem to resist trying
to dredge up personal dirt to use on their opponents.

Occasionally, a comma separates short, very closely re-
lated main clauses.

We are strengthened by equality, we are weakened by it3 we
celebrate 1ty we repudiate it.  —THOMAS GRIFFITH  [A semi-
colon 1s used between pairs of independent clauses joined by
commas. |

A semicolon precedes conjunctive adverbs only when they
come between independent clauses. (See 3b and the list on
p. 41.)

Some french fries are greasyy however, others are not. I like
them any way vou fix them.

After a conjunctive adverb or transitional expression, the
comma is often omitted when the adverb is not considered
parenthetical or when the comma is not needed to prevent
misreading.
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New Orleans is unique among American citiesy indeed
many ways it i1s scarcely American.  —PHELPS GAY

When the second main clause explains or amplifies the
first, a colon 1s sometimes used between main clauses. (See

17d(1), page 177.)

Problems tor residents of our inner cities are increasing: These
mclude expanding unemployment, uninhibited crime, an in-
tensification of racism.

The semicolon s characteristic of very formal or literary
writing. It 1s often better to revise compound sentences
using a subordinate construction or sentence punctuation.

(See chapter 24.)

Y Semicolons separate elements that
themselves contain commas.

I subscribe to several computer magazines that include re-
views of new, better-designed hardware; descriptions of in-
expensive commercial software programss advice from ex-
pertsy and actual utility programs that make keeping track of
my files easier.

Exercise 1

Substitute a semicolon for any comma that could result in
misreading.

. A large number of today’s popular authors include politicians
and their advisers, experts in the social sciences, such as psy-
chologists and sociologists, and physicists and geologists.

In her research paper, Brigitte cited Noam Chomsky, the fa-
ther of transformational linguistics, Bertrand Russell, the fa-
mous logician, philosopher, and pacitist, and Carl Rogers, a
clinical psychologist interested in counseling.

o
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14c

Semicolons do not connect parts of
unequal grammatical rank.

Semicolons do not connect clauses and phrases. (See 1d
and le.)

I admired Mr. Grimes; the repair wizard.

We drove two cars to Colorado; it being perhaps the most

spectacular state in the country.

Semicolons do not connect a main clause and a subordi-
nate clause.

[ learned that she had lost her job; which really surprised me.

This suit is really too tight; although 1 can sull wear it.

Exercise 2

Find the semicolons used between parts of unequal rank and
punctuate appropriately. Do not change properly used semi-

colons,

L. I like to put two things in my hot tea; a spoontul of honey
and a shce of lemon.

2. Elaine always bought her pants and shirts at thrift stores; no
expensive trendy fashions tor her; then she put together some
ot the most outrageous outfits 1 have ever seen.

3. Walking late at nighrt; holding hands with my boytriend; just
listening to the street sounds; are what I would rather be do-
ing than anything else.

4. Many times I've had to run tor the morning bus; atter I've
arrived at the bus stop only a minute late; those buses keep a
very strict schedule.

5. Although he knows he should tinish his homework tirst; he

still wants to go to the movies right now.
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(1) Singular nouns, indefinite pronouns, and acronyms
add the apostrophe and -s.

y b4 L L)
Nona s house anyone s computer NASA s goal

When the ’s results in the awkward repetition of an s, x,
or z sound, the -s is omitted: Moses’ city.

(2) Plural nouns ending in -s add only the apostrophe.
the boys, game the babies’ toys

Plurals not ending in -s add the apostrophe and -s.

s . ’
men s lives women S ¢cars

(3) Compounds and expressions that show joint
ownership add the apostrophe and -s to the last
word only.

Olga and Nadia’s house [COMPARE Olga and Nadia’s
houses—they jointly own more than one house.|
her mother-in-law’s telephone

’ : : . :
Walter Bryan, Jr. s edited version [To avoid confusion, no
comma follows Jr.’s although Jr. 1s often set otf by commas.]

(4) Individual ownership is indicated by adding the
apostrophe and -s to each name.

) S
Tamiko s and Sam s apartments

(5) Sometimes a relationship comparable to ownership
adds the apostrophe, especially in time relationships,
in academic titles, or before gerunds. (See 1d(2).)

an hour s delay in a week s time
Bachelor s degree Asa’s dancing

’ :
Luverne s having to be there seemed unnecessary.



Proper names (organizations, geographical locations,
and so on) sometimes do not use the apostrophe or the

IVl 15b

apostrophe and -s. Follow local usage.

Devil

0)
s Island

Exercise 1

Devils Tower Devil Mountain

Change the moditier after the noun to a possessive form before

the noun, following the pattern of the examples.

LI o =

o

NEEES e

10.
. worth 50 cents
. paintings by Picasso

. a paper written by David and Jennifer
. the description of the child

. the friends of Mary and Jonette

EXAMPLES

proposals made by the the committee’s proposals
committee

poems written by Keats Keats’s poems

OR Keats’ poems

the mansion of Elvis Presley

a hat belonging to somebody else

shoes for children

the glossary of that book

an error made by the math professor

the desires of the employer

the coat belonging to Maurice Champaign, Jr.
the sounds of the video game and dishwasher
the apartment inhabited by Jonette

the aspirations of my brother

JIB)] The apostrophe marks omissions in
contractions and numbers.

’
don 't

y
they 1l

class of "9

161
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m Personal pronouns and plural nouns that
are not possessive do not take an
apostrophe. |

A personal pronoun (I, we, vou, be, she, it, they) has its
own form to show possession (m1y, mine, our, ours, your,
vours, his, her, hers, its, their, theirs).

A friend of theirs knows a cousin of vours.

CAUTION Do not confuse it's with its. It’s is a con-
traction ftor it is. Its 1s the possessive form of it. Used with
a personal pronoun, ‘s always indicates a contraction.

: A .

Its motor 1s small. It s [it 1s] a small motor.

I'he dog enjovs its bone. It s [1t1s] the dog’s bone.

L : I .

['he board made its plan. It s [it 1s] the board’s plan.
s L

It s mine. [t 1s mine.

Exercise 2

Insert apostrophes where needed. Indicate sentences that need no
revision by a check mark.

I. Pictures of the class of 97 fill Marks photo album.

2. There are two is and two Is in illustrious.

3. NASAs space fhghts still capture many peoples imaginations.
4. My fathers unexpected mood swings are making me nervous.
5. Many peoples beliefs had changed by the 1960s.

6. Upon graduation, several of my brothers friends received

gifts from their grandparents.

7. Cherise likes fencing; its technical dimensions intrigue her.
8. “lts just one MDs diagnosis, right?” Jomol mquired.

9. Theres a big gap between Lonas age and theirs.

10. People often mistake my car for someone elses.
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Chapter 16
Quotation Marks

Quotation marks are always used in pairs. They enclose
direct quorations (except those in indented blocks), some
titles, and words used in a special sense. The first mark
indicates the beginning of the quotation, and the second
indicates the end. Any other marks associated with the
quotation follow the rules explained below.

Quotation marks set off direct
quotations and dialogue.

Double quotation marks set off direct quotations, but not
indirect ones. Single quotation marks enclose a quotation
within a quotation.

(1) Direct quotations

"‘l)coplc are trapped in history, ? writes James Baldwin,
““and history is trapped in them.” [Quotation marks enclose
only the quotation, not expressions like she said or he replied.
Place the period within the quotation marks—see 16f.]

(2) Indirect quotations

James Baldwin claims that people cannot escape history and
that history cannot exist without people. [Quotation marks
are not used for mdirect quotations. |
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(3) Quotations within quotations

“.]cnnifcr keeps telling me to ‘gct alife,” Mark complamed.
[ The comma appears m the quotation within a quotation; the
period goes at the end of the sentence. See page 167 for how
to punctuate a quotation within a quotation presented as an
indented block. |

E S L | British English and some other languages re-
. € (19 ' .
verse the use of single (") and double () quotation marks.
It 1s important to learn the correct system to use in Amer-
ican writing. (See also 16f.)
. - . €
Other usage: The police officer said, "When I saw the
s . €€~
thiet running away, [ shouted, ~ Stop! You are under
79 P
arrest.
. N 0 . . . (19
American English: The police officer said, ~ When I saw
L B- ' € -
the thief running away, I shouted, Stop! You are under

9
arrest.

In direct quotations, reproduce all quoted material ex-
actly as it appears in the original, including capitalization
and punctuation. If the quoted material contains an error,
insert “sic” within brackets immediately after the error.
(See 17g.) If the quoted material contains a reference that
would be unclear once the material is taken out of context,
explain the reference in one or two words immediately
after the reference. (See 37f(2).) Indicate an omission

within a quotation by the use of ellipsis points. (See 171.)

(4) Dialogue

Dialogue is directly quoted conversation. When quoting
conversation, write what each person says, no matter how
short, as if it were a separate paragraph. It helps to include
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expressions such as he said, as well as closely related bits
of narrative, in the same paragraph as the direct quotation.

Through an interpreter, | spoke with a Bedouin man tend-
ing nearby ohve trees.
¢ . BC .
Do you own this land? I asked him. .
’ . 119 c

He shook his head. ~ The land belongs to Allah, ™ he said.

193 9 :

What about the trees? ™ 1 asked. He had just harvested
a basket of green olives, and 1 assumed that at least the trees
were his.

« .» .

The trees, too, are Allah’s, ™ he replied.

I marveled at this man who seemed unencumbered by
material considerations . . . or so I was thinking when, as it
. - 0 149 - . 3
in atterthought, he said, ~Of course, I own the olives.

—HARVEY ARDEN

When quoting more than one paragraph by a single
speaker, put quotation marks at the beginning ot each new
paragraph. There 1s only one set of closing quotation
marks, at the end of the last paragraph.

(5) Thoughts

Double quotation marks set oft thoughts, as it they were
stated.

« . . L)
I won’t make that mistake agam, 1 thought.

I  Long quotations are indented.

Indention sets oft long quotations of prose and poetry, but
short quotations are run in to the rext.

(1) Prose

When using the Modern Language Association (MLA)
style ot documentation (38a), set off any quotation con-
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sisting of more than four lines by indenting all lines ten
spaces. When using the American Psychological Associa-
tion (APA) style (38d), set off quotations of more than
forty words by indenting all lines five spaces. When using,
cither MLA or APA stvle, double-space the lines in the
block.

If yvou quote one or more complete paragraphs, indicate
the beginning of each paragraph by indenting its first line
an additional three spaces m MLA style and an additional
five spaces in APA stvle. If you quote only part of a para-
graph, do not indent its first line the additional spaces.

A colon usually mtroduces a long quotation. Use inter-
nal quotation marks only it they appear in the original.

Metal coins replaced bartering. Then paper money became

more convenient to use than metal coms not only because it

is easy to handle but also because, as Cetron and O’Toole say

i Erncounters with the Future, it has other advantages:
Printing more zeros 1s all it takes on a bill to increase its
value. Careful engraving makes it easy to recognize and
ditficult to counterfeit. The fact that private individuals
cannot create it at will keeps 1t scarce. Karl Marx once
said that paper money was valued “()nl_v insofar as it
represents gold” but that may never have been true.
(188)

Today, checks and credit cards are even more convenient than

paper monev.

(2) Poetry

Except for very special emphasis, enclose a quotation of
three (or fewer) lines of poetry in quotation marks and run
it in to the text as you would a short prose quotation.
Indicate the divisions between lines by a stash with a space
on each side. (See 17h.) Passages of more than three lines
should be set off—double-spaced and indented ten spaces
unless unusual spacing is part of the poem. Use quotation
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marks only if they appear in the original. Numbers in pa-
rentheses placed two spaces after the close of the quotation
can be used to indicate line numbers of the poem.

In “London’” William Blake expressed his horror of insti-
tutional callousness:

How the Chimney-sweeper’s cry

Every black’ning Church appalls;

And the hapless Soldier’s sigh

Runs in blood down Palace walls. (9-12)

It  Quotation marks enclose the titles of

short works such as stories, essays,
poems, songs, episodes of a radio or
television series, articles in periodicals,
and subdivisions of books.

I&on Otto’;;, Cover Me contains such wonderful st(’)rics as
. « . N ’
Winners: and  How | Got Rid of That Stump.  [short
stories]

% RN . :
Nani ~ 1s my favorite of the poems by Alberto Rios that we
studied this semester. [poem|

. . . 99
I always want to laugh when I hear  Big Girls Don’t Cry.
[song]
5 14 g » A
Coral Browne starred in ~ An Englishman Abroad,  part ot
the Great Performances series. [episode in a television series|
. - . L G :
Did you read William Gibson’s — Disneyland with the Death
Penalty  when it appeared in Wired? [article in a periodical]

Use double quotation marks to enclose a secondary title
appearing in a longer italicized (underlined) title. Use sin-
gle marks for a title within a longer title enclosed in double
quotation marks.
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169

. « . . »
Interpretations of — The Secret Sharer

173 o . _— .

Cynicism in Hardy’s Ah, Are You Digging on My
a»

Grave?

I} Used sparingly, quotation marks may
enclose words intended in a special or
IrONIC sense.

18 »

His  gourmet dinner  tasted as if it had come out of a gro-
cer’s freezer. [COMPARE His so-called gourmet dinner tasted
as if it had come out of a grocer’s freezer. The use of so-called
eliminates the need for quotation marks.|

. (19 . .
And 1 do mean good and evil, not — adjustment and devi-
» .
ance, the gutless language that so often characterizes mod-
ern discussions of psychological topics. —CAROL TAVRIS

Either quotation marks or italics can be used in defi-
nitions. (See also 10e.)

€€ 3

. b,
Ploy means  a strategy used to gain an advantage.

Ploy means a strategy used to gain an advantage.

Overusing quotation marks detracts
from readability.

Quotation marks are not needed in the following cases:

(1) To call attention to a cliché (See 20c.)

Highlighting a cliché in this way emphasizes an unwilling-
ness to think of a fresh expression.

A good debater does not beat around the bush.
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(2) To enclose yes or no in indirect discourse

[ have to learn to say no to people who ask me to do more
than [ should.

(3) To indicate questionable diction

A wimp can’t say no to anyone. [Neither wimp, a slang term,
nor no is set off with quotation marks.|

3@ Follow American printing conventions
for using various marks of punctuation
with quoted material.

(1) Comma and period

Generally speaking, commas go inside the closing quorta-
tion marks; so do periods if the quotation ends the
sentence.

(€9 b)) . (€9 R - »
Lou, ™ she said, let’s go someplace after class.

., L . ¢ ,
Aaron declared, ~I'm nearly fimished with "The Machine
'y
Stops.
The period goes at the end of the sentence it other words
tollow the end of the quotation.

1% . . : ’ .
I don’t know why myv CD plaver doesn’t work, ™ she said.

The pertod goes atter a parenthetical citation when it tol-
lows a quotation that ends a sentence. For example, in
MLA-style documentation, a page number in parentheses
tollows a quotation. (See 38a(1).)

In their biography ot Bill Gates, Hard Drive, Wallace and
S = .
Erickson explamn, —~ What sustained the company was not
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¢

L)
arank code « ¢ o ¢
»

Gates™ ability to write programs, to
Gates sustamed Microsott through ureless salesmanship
(152). [The first ellipsis mark appears outside the single quo-
tatton mark to show that only a part of the origmal sentence
is quoted. The fmal period comes after the parenthetical
citation. |

For block quotations, see pages 166-67.

(2) Semicolon and colon

Semicolons and colons alwavs go outside the quotation
marks.
. T : », . . . )
She spoke ot ~ the gothic tale” § T immediately thought of

€6 . . ’ - . ]
I'he Dunwich Horror ¢ H. P. Lovecratt’s masterpicce is the
epitome of “gothic.™

(3) Question mark, exclamation point, and dash

When a question mark, an exclamation point, or a dash
apphies only to the quoted matter, it goes inside the quo-
tation marks. When it does not, it goes outside.

Inside the quotation marks:
. (€% L bj
Pilate asked,  What 1s truth?

. . 13 9
Gordon replied, ~ No way!

b

19 . »
Achievement—success!—  states Heather Evans, “has be-
come a national obsession.”

, : 0 [ceh 1)) : !
Why do children keep asking \Vhy? [a question within a
question—one question mark inside the quotation marks]

Outside the quotation marks:
?

! : : “« )
What 1s the meaning of the term  half-truth ™ ¢
9

Stop whistling “All 1 Do Is Dream of You !
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: : « : ;
The boss exclaimed, ~No one-should work tor the protit mo-
b

tive!  ——no exceptions, | suppose.

Exercise 1

Write a page of dialogue between two friends who are disagree-
ing about songs or stories. Punctuate the quotations carefully.

Exercise 2

Insert quotation marks where they are needed and change any
direct quortations to indirect, any indirect quotations to direct.

. Have you read Amy Tan’s essay Mother Tongue?

2. I was disturbed by the article Who Owns the Law?

3. Andy said, Have people ever asked me Do you revise what
you write? Yes, lots of times, and when they do, I tell them
that my motto 1s A writer’s work is never done.

o

Here, stoked means tantastically happy on a surtboard.
Although running keeps me trim, Claudia claimed, 1t also
gIves me energy.

6. In a short story called Everyday Use, Alice Walker explores
the meaning ot tamily heritage.

()

~J

Luis explained that he enjoys music the most when he can

listen to it when he is alone.

8. Connie said that she thought Mike really lived according to
the saying, All I want is more than my share.

9. Women’s Ways of Knowing begins with a chapter entitled
To 21.

10. 1 recently heard a song titled HTML, a hilarious parody of

the old song, YMCA, by the Village People.




Chapter 17

The Period and
Other Marks

Periods, question marks, exclamation points, colons,
dashes, parentheses, brackets, slashes, and ellipsis points
are important in writing and in transferring meaning from
spoken to written language. (For use of the hyphen, see
18f.) In the sentences below, the marks in color signal
meaning and intonation.

!

The davys are dark. Why worry? The sun never stops shining <

In Lady Windermere's Fan (1892) is this famous line: “I
[Lord Darlington | can resist everything except temptation.”

ccordir Consumer rts, e electronic radi C
A ding to Consumer Reports, “The electronic radio/clock
« « «I1s extremely complicated—enough so to require five
pages of instruction in the owner’s manual.”

Current practice, as dictated in contemporary style man-
uals (MLA, APA) allows for only one space following all
punctuation marks: the period, the question mark, the ex-
clamation point, the colon, the ending parenthesis and
bracket, and each of the dots in ellipsis points. No spaces
precede or follow the hyphen or dash.
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17a The Pertod and Other Marks

|WfY Periods punctuate certain sentences and

abbreviations.

(1) Use the period to mark the end of a declarative or a

mildly imperative sentence.

We are first and toremost fellow human beings. [declarative]
Respect vour ethnic heritage. [mild imperartive]

“Go home,” he ordered. |declarative sentence containing an
imperative|

She asks how people can belittle the ethnic heritage ot others.
[declarative sentence containing an indirect question|

“How can people belittle the ethnic heritage of others?™ she
asked. [declarative sentence containing a direct quotation]
“I'm as good as vou are!™ he shouted. [declarative sentence
containing an exclamation|

(2) Use periods after some abbreviations.

Dr., Jr. A.M,, pen, ¥Sue €I, BU Al

Periods are not used with all abbreviations (tor example,
MVP, mph, FM—see chapter 11). When in doubt about
whether to punctuate an abbreviation, consult a desk dic-
tionary. Dictionaries often list options, such as USA or

U.S.A., CST or C.S.T.

Use only one period atter an abbreviation that ends a

sentence:

The study was pertormed by Ben Werthman et al.
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IWl\] The question mark occurs after direct

(but not indirect) questions.

What in the world is Jennifer doing ? |[direct question]

They want to know what Jennifer is domg. |indirect question|

Did vou hear them ask, “What is Jennifer doing?“ [A direct
question within a direct question is tollowed by one question
mark inside the closing quotation mark: see chapter 16.]

? ?

What 1s Jennifer domng? dancing ; playing? |A series of ques-
tions having the same subject and verb can be treated as el-
liptical; that 1s, only the first item need include both the sub-
ject and verb.|

Declarative sentences sometimes contain direct questions:

He asked, “Did Cisneros publish a collection of stories in
19912 |[Put a question mark mside quotation marks when
it concludes a direct question—see 16f(3).]

P

When we ask ourselves, Why does evil happen? we seek a
logical explanation for the irrational. |A question mark fol-
lows the interpolated question not enclosed in quotation
marks. Capitalize the word beginning a formal question. ]

A question mark within parentheses expresses the writer’s
uncertainty about the correctness of the preceding word,
figure, or date.

Chaucer was born i 1340 (P) and died in 1400.

cAuUTION Do not write an indirect question as a di-

rect question.

v ) "’/
, o
She asked him would-he go.
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WM The exclamation point occurs after an
emphatic interjection and after other
expressions to show strong emotion,
such as surprise or disbelief.

Wow ! That was so cool ! Amazing!

The comma or period that normally follows a direct quo-
tation is omitted when the quotation has an exclamation
point.

“Get off the road!” he yelled.
He yelled, “Ger off the road!”

Use the exclamation point sparingly; overuse diminishes
its value. A comma 1s better after mild interjections, and
a period is better after mildly exclamatory expressions and
mild imperatives.

Oh, look at that cracked windshield.

How quiet the lake was.

Exercise 1

Hlustrate the chief uses of the period, the question mark, and the
exclamation point by composing and punctuating briet sentences
of the types specified.

I. a declarative sentence containing a quoted exclamartion (17a,
17¢)

a mild imperative (17a)

a direct question (17b)

a declarative sentence containing an indirect question (17b)
a declarative sentence containing a direct question (17b)

(T N CUR VSR ()
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Wil The colon calls attention to what follows
and separates time and scriptural
references and titles and subtitles.

(1) A colon directs attention to what follows: an
explanation or summary, a series, or a quotation.

Surprisingly enough, my first impression of Nairobi was that
it was just like any American city: skyscrapers, movie thea-
ters, discos, and crime. —JAY FORD

The colon can introduce a second independent clause that
explains or amplifies the first independent one.

For I had no brain tumor, no eyestrain, no high blood pres-
sure, nothing wrong with me at all? T simply had migraine
headaches, and migraine headaches were, as everyone who
did not have them knew, imaginary. —JOAN DIDION

Similarly, a colon occasionally follows one sentence to in-
troduce the next.

The sorrow was laced with violence: In the first week of dem-
olition, vandals struck every night. —SMITHSONIAN

Style manuals vary in their instructions on whether to cap-
italize a complete sentence after a colon. MLA permits the
use of a lowercase letter, but APA does not. All style man-
uals, however, use a capital letter to begin a quoted sen-
tence that follows a colon.

Claire Safran points out two of the things that cannot be ex-

e

plained: “One of them is poltergeists. Another is teenagers.”

Be especially careful not to use an unnecessary colon be-
tween a verb and its complement or object, between a
preposition and its object, or after such as.
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Exercise 2

Punctuate the following sentences by adding colons or semico-

tons. Put a check mark after those sentences that require no

reviston.

l.

R

(09

6.

10.

Sandy’s ditticult semester had a positive effect she enjoyed
her summer vacation even more than usual.

Only a few of the old houses remain on Starr Street; perhaps
none of them do.

. While visiting my aunt, I met Ronielda and Sarah for the

first time we eventually became the best of friends.

. She found the mam character arrogant, insensitive, and ex-

tremely interesting.

. While surting the Internet, I looked for on-line versions of

cach of the tollowing books Alwways Coming Home, The Dis-
possessed, and The Left Hand of Darkness.

Four cities noted tor their tourist appeal are these Paris,
Rome, New York, and London.

By 730 p.m. he had watched three movies: First Knight, Ca-
sablanca, and Raiders of the Lost Ark.

For months she has argued with her parents over this con-
cept animals have the right to hve full, pam-free lives.

. Some students were truly interested in the material others

were simply fulfilling a degree requirement.
The medication the doctor prescribed caused Mario to ex-
perience one negative side effect it made him sleepy.

The dash marks a break in thought, sets
off a parenthetical element for emphasis
or clarity, and sets off an introductory
series.

On a keyboard, indicate a dash by two hyphens with no
spaces; in handwriting, by an unbroken hne the length of
two hyphens.

7%
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CAUTION Use dashes sparingly, not as easy or au-
tomatic substitutes for commas, semicolons, or end marks.

(1) A dash marks a sudden break in thought, an abrupt
change in tone, or faltering speech.

A hypocrite is a person who—but who isn’t?
—DON MARQUIS

When I was six | made my mother a little hat—ourt of her
new blouse. —LILY DACHE

But perhaps Miss—Miss—oh, 1 can’t remember her
name—she taught English, I think——Miss Milross? She was
one of them. —GARRISON KEILLOR

(2) A dash sets off a parenthetical element for emphasis
or (if it contains commas) for clarity.

Local governments—with the encouragement of cable

operators——have thrown up nearly insurmountable barriers

to the entry of more than one firm into each market.
—JOHN MERLINE

Sentiments that human shyness will not always allow one to
convey in conversation—sentiments of gratitude, of apol-
ogy, of love——can often be more easily conveyed n a letter.

—ARISTIDES
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