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Here’s a sample sentence, analyzed via Trick #1:

SENTENCE: Who/Whom shall I say is calling?
The verbs = shall say, is calling.
The subject of shall say = I.

The subject of is calling = Okay, here you go. You need a subject for is call-
ing but you're out of words. You have only one choice: who.

CORRECT SENTENCE: Who shall I say is calling?
Now you try: Which word is correct?

Agnes buys detergent in one-ton boxes for Lochness, who/whom she
adores in spite of his odor problem.

Answer: Whom, because it’s the direct object of adores. Agnes buys, she adores
= subject-verb pairs. Both are action verbs, so no subject complement is
needed.

Trick #2: Getting rhythm

This trick relies on your ear for grammar. Most English sentences follow one
pattern: Subject-Verb—Object or Subject Complement. Trick #2 is to say the
parts of the sentence in this order, even if you have to rearrange the words a
little. Here are the steps to follow:

1. Identify the verb in the sentence that seems connected to the
who/whom choice. Usually it’s the verb nearest who/whom. It’s also the
verb logically connected by meaning — that is, in the same thought as
who/whom.

2. Say (aloud, if you don’t mind scaring your classmates or co-workers, or
silently, if you plan to keep a reputation for sanity) the three parts of the
sentence.

Anything before the verb is who or whoever.

If you're working with an action verb, anything after the verb is probably
whom or whomever.

If you’re working with a linking verb, anything after the verb is probably
who or whoever.

Here is a sample sentence analyzed with Trick #2:

Who/Whom will Lochness choose for the vacancy in his nuclear spy ring?

The verb is will choose.
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Will choose is an action verb, so forget about linking verb complements.
Say aloud: Lochness will choose who/whom.

Choice = whom because the word is after the verb.

Whom = direct object of will choose.

CORRECT SENTENCE: Whom will Lochness choose for the vacancy in his
nuclear spy ring?

Which word is correct?

Who/Whom do you like better, Lochness or Legghorn?

Answer: Whom is correct. Change the order of the words to you do like whom.
Choose whom after an action verb. In this sentence, whom is the direct object.
(By the way, the answer is Legghorn, no contest. He’s much nicer than
Lochness.)

Studying Improper Antecedents

The antecedent of a pronoun is the word that the pronoun replaces. The
antecedent and the pronoun should be completely interchangeable. In other
words, you should be able to replace the pronoun with its antecedent (or the
antecedent with the pronoun) without changing the meaning of the sentence.
To follow this rule, you must make sure that the pronoun has an antecedent
to replace. If the pronoun has no antecedent, the pronoun flaps around loose.
Aloose pronoun is an unhappy pronoun. Furthermore, the pronoun is a picky
little part of speech. It refuses to replace any old word. If an antecedent is
almost but not quite right, every self-respecting pronoun turns up its nose at
the antecedent and calls the grammar police. (For more information on pro-
nouns and their antecedents, see Chapter 10.) Here are a couple of correct
and incorrect examples:

WRONG: She’s a lawyer, and I want to study it.

What does it replace? Law, | suppose. But the word law is not in the sentence;
lawyer is. Law and lawyer are close, but not close enough.

RIGHT: She’s a lawyer, and I want to be one also.

WHY IT’S RIGHT: One refers to lawyer.

ALSO RIGHT: I'd like to study law, as she did.

WHY IT’S ALSO RIGHT: There’s no pronoun in the sentence.

ALSO RIGHT: | want to make a lot of money, so I'm going to law school.
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Another (trickier) example is:
WRONG: In Murgatroyd’s poetry, he frequently uses cow imagery.

Who'’s he? Murgatroyd, | imagine. But Murgatroyd isn’t in the sentence.
Murgatroyd’s — the possessive noun — is in the sentence. You can replace
Murgatroyd’s by his (because his is a possessive pronoun), but not by he.
RIGHT: Murgatroyd frequently writes poetry with cow imagery.
WHY IT’S RIGHT: There’s no pronoun in the sentence.
ALSO RIGHT: Stay away from Murgatroyd’s poetry readings unless you
are really, really, really fond of cows.

Which sentence is correct?

A. Lola has always been interested in archaeology because she thinks they
spend a lot of time in the dirt.

B. Lola has always been interested in archaeology because she thinks
archaeologists spend a lot of time in the dirt.

Sentence B is correct. In sentence A, no proper antecedent exists for they.
Sentence B replaces they with the noun archaeologists.

Matching Uerbs to Pronouns
in Complicated Sentences

Singular pronouns must be paired with singular verbs, and plural pronouns must
be paired with plural verbs. Easy rule, right? He says. They say. No problem. But
not all pronouns are as simple as he and they. Some pronouns — who, which, and
that — are chameleons. (See Chapter 25 for details on punctuating sentences
with which and that)) They always look the same, but they may be either singular
or plural depending upon their antecedents. You have to decode the sentence to
decide whether the antecedent is singular or plural. Then you must match the
verb to the antecedent. In some sentences with simple structure, the choice is
fairly obvious. For example:

English Grammar For Dummies is the book that you're reading. (that =
book = singular)

The tax guides that fell off the shelf cost me a million dollars. (that = tax
guides = plural)
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In complicated sentences, those that single out something or someone from a
group, the choice is not so obvious. To pair the pronoun with the correct
verb , use your reading comprehension skills to figure out the meaning of the
pronoun. After you know the meaning of the pronoun, the choice between a
singular and plural verb is clear. Check out the following examples:

SENTENCE A: Lulu is one of the few choir members who has/have more
than 11 tattoos.
The who statement is about having more than 11 tattoos.

According to the sentence, how many choir members are in that category?
One or more than one? More than one.

The who refers to choir members.

Choose the plural verb (have).

CORRECT SENTENCE: Lulu is one of the few choir members who have
more than 11 tattoos.

SENTENCE B: Lulu is the only one of the choir members who has/have a
tattoo of a motorcycle on her arm.

The who statement is about having a tattoo of a motorcycle.

The sentence makes it clear that Lulu is the only one with that tattoo.
Who is singular, referring to Lulu.

Choose the singular verb (has).

CORRECT SENTENCE: Lulu is the only one of the choir members who has

a tattoo of a motorcycle on her arm.

Which word is correct?

Ratrug claims he is one of the many men who has/have been unfairly
rejected by Lola.

Answer: Have. Lola has rejected more than one man, according to the sentence,
so the verb must be plural.

This, That, and the Other: Clarifying
Vague Pronoun References

One pronoun may refer to one noun. A plural pronoun may refer to more than
one noun. But no pronoun may refer to a whole sentence or a whole paragraph.
Consider the following scenario:
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Lulu likes to arrive at school around 11 each day because she thinks that
getting up at any hour earlier than 10 is barbaric. The principal, not
surprisingly, thinks that arriving at school over two hours late each day
is not a good idea. This is a problem.

This certainly is a problem, and not because of Lulu’s sleeping habits or the
principal’s beliefs. This is a problem because the antecedent of the word this
is unclear. What does this mean? The fact that Lulu arrives around 11? That
Lulu thinks getting up before 10 is out of the question? Or that the principal
and Lulu are not, to put it mildly, in sync? Or all of the above?

The writer probably intends this to refer to all of the above, a perfectly good
answer on those horrible multiple choice tests you have to take far too often
these days. Unfortunately, all of the above is not a good answer to the question,
“What does the pronoun mean?”

Thus

WRONG: The orange dye looks horrible, and the cut looks as though it
were done with pinking shears. This persuaded Lola to attend the dance
wearing her purple wig.

WHY IT’S WRONG: This is referring to the 17 words of the preceding
sentence, not to one noun.

RIGHT: Because the orange dye looks horrible and the cut looks as
thought it were done with pinking shears, Lola decided to attend the
dance wearing her purple wig.

ALSO RIGHT: The fact that the orange dye looks horrible and the cut
looks as though it were done with pinking shears persuaded Lola to
attend the dance wearing her purple wig.

WHY IT’S RIGHT: Eliminating this eliminates the problem.

In ordinary speech (conversational English) you may occasionally use this,
which, or that to refer to more than one word, as long as your meaning is
clear. For example:

Lochness refused to defuse the explosive postage stamp, which angered
all the postal workers.

The pronoun which in the preceding example refers to the fact that Lochness
refused to defuse the explosive stamp. Your audience grasps the meaning easily.
However, grammatically, the sentence is incorrect because which should replace
only one noun. Bottom line: In formal writing you should follow the rule. Reject
the sentence. In informal situations, go ahead and use it.

In both conversational and formal English, avoid vagueness. Never use a
pronoun that may refer to two or more ideas; don’t leave your reader or
listener wondering what you mean. For example:
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Lulu’s history term paper was ten days late and ten pages short. This
earned her an F on the assignment.

What convinced the teacher to fail Lulu? The lateness or the fact that she
wrote exactly 34 words on “The French Revolution: Its Causes and Effects in
Relation to the Concept of Democracy”? One of these factors? If so, which
one? Or both? Inquiring minds want to know, and the pronoun doesn’t tell.
Possible corrections include the following:

Because Lulu’s history term paper was ten days late and ten pages short,
the teacher failed her. (Now you know that both factors influenced the
grade.)

Lulu’s history term paper was ten days late, so the teacher failed her.
Even if it had arrived on time, the fact that it was ten pages short would
have earned her an F on the assignment anyway.

To sum up this simple rule: Be clear when using pronouns.

Which sentence is correct?

A. The roof leaked and the floor creaked, which kept Ratrug up all night.
B. The leaky roof and the creaky floor kept Ratrug up all night.

Answer: Sentence B is correct. In sentence A, which refers to two ideas, not to
one noun.

Its or Their? Selecting Pronouns
for Collective Nouns

Collective nouns present a problem when it comes to choosing the right
pronouns. Collective nouns (committee, team, squad, army, class, and the like)
refer to groups. When the group is acting as a unit — doing the same thing at
the same time — the noun is singular and the pronouns that refer to it are
also singular. When the sentence refers to individual members of the group,
use a plural pronoun.

The audience rises and is ready to leave after a stirring performance of
Legghorn's new play. (Actually, the audience was ready to leave after the
first act, but Lulu had locked the doors.)

In this sentence, I paired the subject, audience, with singular verbs — rises,
is and was. Those verbs are correct because the audience acts together,

a collection of people molded into one unit. To put the concept into
grammarspeak, audience is a collective noun.



Chapter 23: The Last Word on Pronouns 30 5

" Inthe paper it says....

Are you wrrtmg about hterature or-even trashy.
_tabloid |ourna||sm? If so, beware of itand they.

Some common errors follow those pronouns.

Check out these examples: i

In Hamlet, it says that Claudius is a murderer

bh really?,/What does it mean? The play can't
speak, and the author of the play (Shakespeare)

~ is'a who. Actually, in Hamlet, the ghost says that
Claudius is a murderer, but even the ghostis a -
he. In: other words, it has'f no  antecedent.

 Reword the sentence: .
In Hamlet Claudrus isa murderer

~In Hamlet the gh0st declares that Claud«us
isa murderer

My teecher says that in Hamlet Claudius is

a murderer, but I'm not sure, because |
never understand Shakespeares plays
anyway. Why couldn’t he write in plain

English? What's up with that?
: «:Here's another example:
Intoday’s paper they say that more and more

(I sheuld probab|y say, before | get backto the

. grammar, that 1 actually /ike Shakespeares

plays, and not just because I'm an English
teacher. Now, back to pronouns.) Who is they?
Perhaps the authors of an article, but the

- sentence:doesn’t make that fact clear. More

likely the author of the sentence thinks that
they is a good, all-purpose pronoun for talking
about anonymous or nameless authors. In other
words, the antecedent of theyis “I don’t know
and | really dont care.” Wrong! The antecedent
of they must be a real, identifiable group of
people. Some possible correctionsinclude:

~ Today'’s paper reports that more and mare
schools are dropping Shakespeare’s plays
. because of lncomprehensrble language.

In today's paper, education: critic I. M

. Ignorentz explains. that more and more
schools are dropping Shakespeare’s plays
because of incomprehensible language.

schools are dropping Shakespeare's plays <

_ because of incomprehensible language.

So if the audience is a unit, should the audience clap its hands or their hands? At
first glance its would seem appropriate, because its is singular, and audience is
paired with singular verbs. However, the audience doesn’t own a big, collective
hand. Every person in the audience has two individual hands (every person
except for Ludmilla, who has three, but I won’t go into that because she’s very
sensitive about her body image). Body parts, no matter how unified the group,
must belong to separate people. Dump the collective noun and substitute
members of the audience. Now insert their. Therefore

The members of the audience rise to their feet and clap their hands.

Members is now the subject. Members is plural, so the verbs and pronouns

are all plural also.
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Are there any sentences in which ifs is correct? Yes. Here’s one:

The cast will hold its annual Thank-God-Legghorn’s-Latest-Play-Is-Over
Party tomorrow.

Its is appropriate in this sentence because the party belongs to the cast as a
whole, not to the individual members of the cast.

Here’s another sentence to figure out:

As the orchestra raises its/their instruments, Lochness searches for the
sheet music.

Orchestra is another collective noun. The verb is singular, because the orchestra

acts in unison, but ifs instruments sounds strange. Okay, maybe the orchestra

owns all the tubas, violins, and other instruments of destruction. (You should

hear them play.) So if the sentence were talking about ownership, its would fit:
The orchestra insures its instruments with Lloyds of Topeka.

However, the orchestra can’t raise a collectively-owned instrument. Each
musician raises his or her own. So their and musicians make more sense:

The musicians in the orchestra raise their instruments and prepare to
demolish Beethoven.

To sum up the general rules on pronouns that refer to groups:

i 1 Collective nouns performing one action as a unit take a singular verb.

W Possessive pronouns referring to collective nouns are singular if the
item possessed belongs to the entire group.

v~ If the members of the group are acting as individuals, drop the collective
4  noun. Possessive pronouns referring to the members of the group are
plural.

3 Body parts always belong to individuals, not to groups.

Which sentence is correct?

A. The class will hold its annual picnic during the monsoon season because
of poor planning by the administration.

B. The class will hold their annual picnic during the monsoon season
because of poor planning by the administration.

Answer: Sentence A is correct. The picnic belongs to everyone as a group.
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Pronouns, Inc.: Using Pronouns
with Company Names

What about businesses? Is Bloomingdale’s having its sale or their sale? (I'll
answer you in a little while. First I have to check out the sale. I need new
towels.) Think of the issue this way: Even if the business’s name looks plural
(Bloomingdale’s, Sears, AT&T, and so on), the business is a singular noun
because one company is, after all, just one company. Therefore, the verb is
singular. Now for the pronouns: The business is an it, not a they, because a
company is, as I just pointed out, a company. So possession for companies is
always expressed by its. Thus

Bloomingdale’s is having its sale today.

Sears is having its sale tomorrow.

Which sentence is correct?

A. The sales personnel at Gumley Brothers always say that their water filters
are the absolute best.

B. The sales personnel at Gumley Brothers always say that its water filters
are the absolute best.

Answer: Sentence B is correct, assuming that the sales personnel are referring
to the water filters that are being sold in the store. If, however, the sales
personnel are referring to filters that they themselves bought and installed

(in their own separate homes) to keep the toxic waste away, go for sentence A.
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Chapter 24

The Last Word on
‘Sentence Structure
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In This Chapter

B> Distinguishing between independent and subordinate clauses

B> Untangling one clause from another
B> Using subordinate clauses to make your writing more fluid
p> Identifying verbals and using them to add variety to your writing
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Say I give you a new car. What do you do? Open the hood and check the
engine, or hop in and drive it away? The engine-checkers and the drive-
awayers are the two sub-groups of car owners. The engine-checkers have to
know what'’s going on inside the machine. The other group doesn’t care
what’s going on inside the machine. They just want the car to run.

You can also divide speakers of English into two groups. Some people want to
understand what’s going on inside the sentence, but most just want to com-
municate. In this chapter I provide some information for each — the lift-up-
the-hood-of-the-sentence group and the drive-English-down-the-block group.
The first part of this chapter digs into the structure of the sentence, defining
clauses and verbals. The second part of the chapter shows you how to make
your writing more interesting by varying sentence patterns. You use clauses
and verbals to create those patterns, but you don't need to obsess over the
terminology.

Understanding the Basics
of Clause and Effect

No matter what food you put between two pieces of bread, you've got a
sandwich. That’s the definition of sandwich: bread plus filling. Clauses have
a simple definition too: subject plus verb. Any subject-verb combination
creates a clause. The reverse is also true: no subject or no verb, no clause.
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You can throw in some extras (descriptions, joining words, lettuce, tomato . . .
whatever), but the basic subject-verb combination is key. Some sentences
have one clause, in which case the whole sentence is the clause, and some
have more than one.

Be sure to check your sentences for completeness. Each sentence should
contain at least one complete thought, expressed in a way that can stand alone.
In grammarspeak, each sentence must contain at least one independent clause
(check out “Getting the goods on subordinate and independent clauses,” later in
this chapter). For more information on complete sentences, see Chapter 5.

Here are a few examples of one-clause sentences:

Has Eggworthy cracked the Case of the Missing Chicken? (subject =
Eggworthy, verb = has cracked)

Lulu crossed the Alps in the dead of winter without help from a single
elephant. (subject = Lulu, verb = crossed)

Cedric and his enemies have reached an agreement about the number of
spitballs thrown each day. (subjects = Cedric and his enemies, verb = have
reached)

Agwamp swam for 15 minutes and rowed for an hour before nightfall.
(subject = Agwamp, verbs = swam, rowed)

Notice that some of the clauses have two subjects and some have two verbs,
but each expresses one main idea. Here are a few examples of sentences with
more than one clause:

SENTENCE: Legghorn struggled out from under the blankets, and then he
dashed for the secret microfilm.

CLAUSE 1: Legghorn struggled out from under the blankets (subject =
Legghorn, verb = struggled)

CLAUSE 2: then he dashed for the secret microfilm (subject = he, verb =
dashed)

SENTENCE: After Cedric had developed the secret microfilm, Eggworthy
sent it to whatever federal agency catches spies.

CLAUSE 1: After Cedric had developed the secret microfilm (subject =
Cedric, verb = had developed)

CLAUSE 2: Eggworthy sent it to whatever federal agency catches spies
(subject = Eggworthy, verb = senf)

CLAUSE 3: whatever federal agency catches spies (subject = agency,
verb = catches)
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There is something odd about the last example. Clause #3 is actually part of
clause #2. It’s not a misprint. Sometimes one clause is actually entangled in
another. (This topic is deep in the pathless forests of grammar! Get out now,
while you still can!)

Here’s one more example that’s really complicated:

SENTENCE: Whoever ate the secret microfilm is in big trouble.

CLAUSE #1: Whoever ate the secret microfilm (subject = whoever,
verb = ate)

CLAUSE #2: Whoever ate the secret microfilm is in big trouble.
(subject = whoever ate the secret microfilm, verb = is)

Yes, one clause is the subject of another clause. Good grief! What a system.
(For those who truly love grammar: The subject clause is a noun clause. See
“Knowing the three legal jobs for subordinate clauses” later in this chapter
for more information.)

Getting the goods on subordinate
and independent clauses

Some clauses are mature grown-ups. They have their own apartment, pay
their own rent, and wash the dishes frequently enough to ward off a visit
from the health inspector. These clauses have made a success of life; they're
independent.

Other clauses are like the brother-in-law character in a million jokes. They still
live at home, or they crash on someone’s couch. They're always mooching a
free meal, and they never see Mom without handing her a bag full of dirty
laundry. These clauses are not mature; they can’t support themselves. They’re
dependent. These clauses may be called dependent clauses or subordinate
clauses. (The terms are interchangeable.)

Following are two sets of clauses. Both have subject-verb pairs, but the
first set makes sense alone and the second doesn’t. The first set consists of
independent clauses, and the second of subordinate clauses.

Independent clauses:

Cedric blasted Blathersby with a radar gun.
Blathersby was going 50 m.p.h.

The cougar could not keep up.

Did Blathersby award the trophy?

Chapter 24: The Last Word on Sentence Structure 3 ’ ’
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Subordinate clauses:

After Cedric had complained to the race officials

Because Blathersby had installed an illegal motor on his skateboard
Which Eggworthy bought from an overcrowded zoo

Whoever ran the fastest

Independent clauses are okay by themselves, but writing too many in a row
makes your paragraph choppy and monotonous. Subordinate clauses, however,
are not okay by themselves because they don’t make complete sentences. To
become complete, they have to tack themselves onto independent clauses.
Subordinate clauses add life and interest to the sentence (just as the guy
crashing on your couch adds a little zip to the household). But don’t leave

them alone, because disaster will strike. A subordinate clause all by itself is a
grammatical felony — a sentence fragment.

\\J

The best sentences combine different elements in all sorts of patterns. In the
following example, I join the independent clauses and subordinate clauses to
create longer, more interesting sentences:

After Cedric had complained to the race officials, he blasted Blathersby
with a radar gun.

Because Blathersby had installed an illegal motor on his skateboard, he
was going 50 m.p.h.

The cougar, which Eggworthy bought from an overcrowded zoo, could
not keep up.

Did Blathersby award the trophy to whoever ran the fastest?

Combine the ideas in each of these sets into one sentence.

Set A:

Felonia screamed at the piano mover.

The mover dropped the piano on the delicate foot of the vivacious
violinist.

Set B:

Analivia solved a quadratic equation.
The equation had been troubling the math major.
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Set C:

Legghorn gave special trophies.
Some people wanted those trophies.

Those people got the trophies.
Answer: Several combinations are possible. Here are three:

A. Felonia screamed at the piano mover who dropped the piano on the
delicate foot of the vivacious violinist.

B. Analivia solved a quadratic equation that had been troubling the
math major.

C. Legghorn gave special trophies to whoever wanted them.

Knowing the three legal jobs
for subordinate clauses

Okay, subordinate clauses can't stand alone. What can they do? They really
have three main purposes in life, as you see in the following sections.

Describing nouns and pronouns

Yep, subordinate clauses can describe nouns and pronouns. That is, the
subordinate clause may give your listener or reader more information about
anoun or pronoun in the sentence. Here are some examples, with the subor-
dinate clause in italics:

The book that Legghorn wrote is on the best seller list. (that Legghorn
wrote describes the noun book)

Anyone who knows Legghorn well will read the book. (who knows
Legghorn well describes the pronoun anyone)

The book includes some information that will prove embarrassing to
Legghorn’s friends. (that will prove embarrassing to Legghorn’s friends
describes the noun information)

Subordinate clauses that describe nouns or pronouns are called adjectival
clauses or adjective clauses.

Describing verbs, adjectives, or adverbs

Subordinate clauses can also describe verbs, adjectives, or adverbs. The
subordinate clauses tell you how, when, where, or why. Some examples, with
the subordinate clause in italics, are as follows:
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Because Legghorn censored himself, the book contains nothing about the
exploding doughnut. (Because Legghorn censored himself describes the
verb contains)

We may find out more when the movie version is released. (when the
movie version is released describes the verb find)

The government may prohibit sales of the book wherever international
tensions make it dangerous. (wherever international tensions make it
dangerous describes the verb may prohibit)

Legghorn is so stubborn that he may sue the government. (that he may sue
the government describes the adverb so)

Subordinate clauses that describe verbs are called adverbial clauses or
adverb clauses. Subordinate clauses that describe adjectives or adverbs
(mostly in comparisons) are also adverbial clauses. Adverbial clauses do the
same job as single-word adverbs. They describe verbs, adjectives, or other
adverbs.

Acting as subjects or objects inside another clause

This one is a bit more complicated: Subordinate clauses may do any job that
a noun does in a sentence. Subordinate clauses sometimes act as subjects or
objects inside another clause. Here are some examples, with the subordinate
clause in italics:

When the book was written is a real mystery. (When the book was written
is the subject of the verb is)

No one knows whom Legghorn hired to write his book. (whom Legghorn
hired to write his book is the object of the verb knows)

Legghorn signed copies for whoever bought at least five books. (whoever
bought at least five books is the object of the preposition for)

Noun clauses are subordinate clauses that perform the same functions as
nouns — subjects, objects, appositives, and so on.

Check out the italicized clause in each sentence. Subordinate or independent?
You decide.

A. Even though he had hit a home run, Legghorn’s team lost by more than
50 runs.

B. Eggworthy danced for a while, but then he said that his head was splitting
and sat down.

Answer: In sentence A, the italicized clause is subordinate. In sentence B, the
italicized clause is independent.
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Untangling subordinate
and independent clauses

You have to untangle one clause from another only occasionally — when
deciding which pronoun or verb you need or whether commas are appropriate.
(See the next section, “Deciding when to untangle clauses,” for more
information.) When you do have to untangle them, follow these simple steps:

1. Find the subject-verb pairs.

2. Use your reading comprehension skills to determine whether the
subject-verb pairs belong to the same thought or to different thoughts.

3. If the pairs belong to different thoughts, they're probably in different
clauses.

4. If the pairs belong to the same thought, they’re probably in the same
clause.

Another method also relies on reading comprehension skills. Think about the
ideas in the sentence and untangle the thoughts. By doing so, you’ve probably
also untangled the clauses.

Check out these examples:
SENTENCE: The acting award that Lola received comes with a hefty
check.
SUBJECT-VERB PAIRS: award comes, Lola received

UNTANGLED IDEAS: 1) The award comes with a hefty check 2.) Lola
received the award.

CLAUSES: 1.) The acting award comes with a hefty check. (Independent
clause) 2.) that Lola received (subordinate clause)

SENTENCE: When Lulu tattoos someone, they stay tattooed.
SUBJECT-VERB PAIRS: Lulu tattoos, they stay

UNTANGLED IDEAS: 1.) Lulu tattoos someone 2.) they stay tattooed
CLAUSES: 1.) When Lulu tattoos someone (subordinate clause) 2.) they stay
tattooed (independent clause)

Untangle this sentence into separate clauses.

Lola’s last motorcycle, which she bought second-hand, was once owned
by Elvis.

Answer: Clause #1: Lola’s last motorcycle was once owned by Elvis. Clause
#2: which she bought second-hand.

315
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Try another. Untangle the following sentence.
No one knows when Analivia sleeps.

Answer: Clause #1: no one knows. Clause #2: When Analivia sleeps.

Deciding when to untangle clauses

Why would you want to untangle clauses? Not just because you have nothing
better to do. You should untangle clauses when you’re choosing pronouns,
verbs, and punctuation. Read on for the whole story.

When you're picking a pronoun

When you're deciding whether you need a subject or an object pronoun,
check the clause that contains the word. Don’t worry about what the entire
clause is doing in the sentence. Untangle the clause and ignore everything
else. Then decide which pronoun you need for that particular clause.

Many of the decisions about pronouns concern who and whom. (For tricks to
help you make the who/whom choice, see Chapter 23. For a general discussion
of choosing the correct pronoun, see Chapters 10 and 17.)

Here’s one untangling example, with the pronoun problem in parenthesis:

SENTENCE: Ludmilla wasn’t sure (who/whom) would want a used
engagement ring.

UNTANGLED INTO CLAUSES: Clause #1: Ludmilla wasn'’t sure. Clause #2:
(who/whom) would want a used engagement ring.
RELEVANT CLAUSE: (who/whom) would want a used engagement ring.

CORRECT PRONOUN: who (subject of would want)

When you're deciding on the correct verb

When you're deciding subject-verb agreement in one clause, the other clauses
are distractions. In fact, if you're writing (not speaking), I recommend that you
cross out or cover the other clauses for a moment. Check the clause that
worries you. Decide the subject-verb agreement issue, and then erase the
crossing-out line or remove your hand. (For more information on subject-verb
agreement, see Chapter 11.)

Here’s one untangling example, with the verb choices in parenthesis:

SENTENCE: Ludwig, whose brides are all thrilled to marry into the royal
family, (needs/need) no introduction.

UNTANGLED INTO CLAUSES: Clause #1: Ludwig (needs/need) no introduction.
Clause #2: whose brides are all thrilled to marry into the royal family.
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RELEVANT CLAUSE: Ludwig (needs/need) no introduction.
CORRECT VERB: needs (Ludwig = singular, needs = singular)

When you've figuring out where to put commas

Sometimes you have to untangle clauses in order to decide whether or not
you need commas. Go through the same untangling steps that I discuss earlier
in the chapter (see “Untangling subordinate and independent clauses™) and
then flip to Chapter 25 to see how to use commas correctly.

Putting your subordinate clauses
in the right place

Finding the correct place to put your subordinate clauses is simple. Clauses
acting as subjects or objects nearly always fall in the proper place automatically.
Don’t worry about them!

Put the subordinate clause that describes a noun or pronoun near the word
that it describes. (For lots more detail on placing descriptions in their proper
places, see Chapters 8 and 18.)

If the subordinate clause describes the verb, it may land at the front of the
sentence or at the rear. On rare occasions, the clause settles down in the
middle of the sentence. Here are some examples, with the subordinate clause
in italics:

Although Analivia understood the equation, she chose to put a question
mark on her answer sheet.

She wrote the question mark because she wanted to make a statement
about the mysteries of life.

Analivia failed the test; but until her mother found out about the question
mark, Analivia was not distressed.

An unbelievably obscure punctuation rule that no normal people follow calls
for a semicolon in front of a conjunction when a comma appears elsewhere in
the sentence. (For more information on conjunctions, see Chapter 7.) I followed
that rule (an act which once and for all settles the question of my normalcy) in
the preceding sample sentence. Because of the comma after mark, I placed a
semicolon in front of the conjunction but. Warning: You should know that if you
follow this rule, most of your readers will think that you’ve made an error.
However, a few die-hard grammarians will break into tears of gratitude because
someone else knows how to use a semicolon correctly. (Excuse me for a
moment while | wipe my eyes.)
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Choosing the content for your
subordinate clauses

Although this topic is fairly easy, a few traps are sprinkled here and there. For
example, what to put in each clause is generally a question of personal choice.
Most writers believe that putting the important idea in the independent clause
and the other ideas in subordinate clauses is best. Here are some examples:

IMPORTANT IDEA: Godzilla ate my mother.

LESS IMPORTANT IDEA: My mother was wearing a green dress.

GOOD SENTENCE: Godzilla ate my mother, who was wearing a green dress.
NOT-SO-GOOD SENTENCE: My mother was wearing a green dress when
Godzilla ate her.

IMPORTANT IDEA: Agwamp just won a trillion dollars

LESS IMPORTANT IDEA: His name means “ancient bettor” in an obscure
language.

GOOD SENTENCE: Agwamp, whose name means “ancient bettor” in an
obscure language, just won a trillion dollars.

NOT-SO-GOOD SENTENCE: Agwamp, who just won a trillion dollars, says
that his name means “ancient bettor” in an obscure language.

For more discussion on joining independent and subordinate clauses, see
Chapter 7.

Getting Uerbal

Ah, diversity. Wouldn’t the world be boring if everyone and everything were
the same? Ah, harmony. Isn’t it wonderful when different backgrounds join
forces to create a new, improved blend?

In grammar, the new, improved blend of two parts of speech is a verbal.
Verbals are extremely useful hybrids. In this section, I tell you what’s what,
and then I show you how to use verbals.

Appreciating gerunds

The noun and the verb get married, move into a little house on the prairie,
and pretty soon the patter of little syllables hits the airwaves. The children of
this happy marriage are gerunds. Gerunds inherit some characteristics from
their mother, the verb:
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A »# They end in -ing and look like verbs — swimming, dripping, being, bopping,
#  bribing and so on.

v They may be described by words or phrases that usually describe verbs —
i  swimming swiftly, dripping noisily, being in the moment, bopping fo the
rhythm of a great new song, bribing yesterday, and so on.

i 1~ The type of clause that usually describes verbs may also describe
gerunds — swimming after the race ends, dripping when the cap is not
tightened, being wherever you should be, bopping although you are tired,
bribing whenever you want something.

+* They may have objects or subject complements — swimming laps, dripping
it drops of gooey glop, being president, bopping Lochness on the nose, bribing
public officials and umpires, and so on.

From their father, the noun, gerunds inherit only two characteristics, but one
is a biggie:

i 1~ BIGGIE: They act as nouns in the sentence. Therefore, gerunds may be
’ subjects, objects, and anything else that a noun can be.

v NON-BIGGIE: Words that usually describe nouns or pronouns —
4 adjectives — may also describe gerunds — my swimming, noisy
dripping, illegal bribing, and so on. (Is there any legal bribing?)

Here are a few examples, with the gerund and all the words associated with it
(the gerund phrase, in grammarspeak) italicized:

Swimming the Atlantic Ocean was not exactly what Ludmilla had in mind
when she married Ludwig. (swimming the Atlantic Ocean = subject of the
verb was)

Analivia, a neat person in every possible way, hates my dripping ice cream

on the rug. (my dripping ice cream on the rug = direct object of the verb
hates)

The importance of being earnest in one’s playwriting cannot be over-
emphasized. (being earnest in one’s playwriting = object of the prepo-
sition of)

After bopping Lochness on the nose, Legghorn took off at about 100 m.p.h.
(bopping Lochness on the nose = object of the preposition after)

Felonia gave bribing the umpire serious consideration when her team lost
its 450th game in a row. (bribing the umpire = object of the verb gave)

Working with infinitives

The infinitive is another happy child of two different parts of speech. (See
Chapter 2 for more information on infinitives.) The infinitives’ mother is the
verb, and from her, infinitives inherit several important characteristics:
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i 1+~ Infinitives look like verbs, with the word fo tacked on in front — to
dance, to dream, to be, to dally, to prosecute, and so on.

: »* Words or phrases that usually describe verbs may also describe infini-
tives (to dance divinely, to dream daily, to be in the kitchen, to dally for
hours, to prosecute ferociously, and so on).

1~ Similarly, the type of clause that usually describes verbs may also
describe infinitives to dance until the cows come home, to dream when
your heart is breaking, to be wherever you want to be, to dally even though
homework awaits, to prosecute because justice demands it, and so on.

v~ Infinitives may have objects or subject complements — to dance a jig, to
dream an impossible dream, to be silly, to prosecute Lochness for high
crimes and misdemeanors, and so on.

The infinitive inherits its job in the sentence from the father. Who, you may ask,
is the father of the infinitive? Well, the infinitive’s mom gets around, and the
father may actually be any one of three parts of speech (shocking, isn’t it?):

# 1 Most infinitives act as subjects, objects, or subject complements. (Dad is
anoun.)

v A few infinitives describe nouns. (Dad is an adjective.)

@ 1 A few infinitives describe verbs. (Dad is an adverb.)

Here are a few examples of infinitives in their natural habitat, the sentence.
I have italicized the infinitive and the words associated with it (the infinitive
phrase, in grammarspeak):

To dance on Broadway is Lola’s lifelong dream. (to dance on Broadway =
subject of the verb is)

During cabinet meetings, Ludwig likes fo dream with his eyes open. (to
dream with his eyes open = object of the verb likes)

Lulu’s lifelong goal is to be silly when everyone else is serious. (fo be
silly = subject complement of the verb is)

Ludmilla went to that nightclub just fo dally. (to dally describes the
verb went)

The case to prosecute is the one about the exploding doughnut.
(to prosecute describes the noun case)

Participating with a participle

Last but not least of the verbals (a word that is a blend of two different parts
of speech) is the participle. Participles are actually parts of verbs (hence the
amazingly original name). In some sentences participles act as part of the
verb, but in those situations, they’re not called verbals. I ignore the
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acting-as-verb participles here, but if you want more information about them,
see Chapter 3. When participles are verbals, they, like the other two verbals,
inherit some important traits from their mom the verb:

[ 1~ Participles look like verb parts, though they may have several different
| forms. Some end with -ing, some with -ed, and some with other letters.
Also, they may have helping verbs. Driven, coping, elevated, having
crossed, and gone are a few examples of participles.

| L~ Words or phrases that usually describe verbs may also describe participles
(driven home, coping bravely, elevated fo the position of Emperor, having
crossed illegally, gone with the wind, and so on).

v~ Similarly, the type of clause that usually describes verbs may also

| describe participles driven although he has two perfectly good feet, coping
bravely when tragedy strikes, elevated because he bribed three officials,
having crossed where no man has crossed before, gone after the sun sets,
and so on.

v Participles may have objects or subject complements — driven mad,
elevated Ludmilla to the position of Empress, having crossed the road,
and so on.

From their father, the adjective, participles take one characteristic: They
describe nouns and pronouns.

Participles may appear in several different spots in the sentence:

f ¥ They may precede the noun or pronoun that they describe: tired feet
| (the participle tired describes the noun feef), sneezing dwarves (the
participle sneezing describes the noun dwarves), burped baby (the
participle burped describes the noun baby).

1 They may follow a linking verb, in which case they describe the subject.
#  (Alinking verb is a form of the verb to be or a sensory verb. See Chapter 2
for more information.):

Ludmilla is exhausted. (The participle exhausted follows the linking
verb is and describes Ludmilla.)

Felonia’s concerto sounds enchanting. (The participle enchanting
follows the linking verb sounds and describes concerto.)

i 1 They may follow the noun or pronoun that they describe. In this position,
i participles often include descriptive words or objects. The participles
and the words associated with them — the participial phrases — are
italicized here:

Someone, having angered the herd of cattle, is running for the fence
at the speed of light. (Having angered the herd of cattle describes
someone.)

I want to read the new anti-bubble gum law passed by the senate.
(Passed by the senate describes law.)
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[} »~ Participles may begin the sentence, in which case they must describe
the subject of the sentence:

Poked in the tummy, the doll immediately said, “Watch it, Buster!”
(Poked in the tummy describes doll.)

Smashed against the picture window, Lola’s nose looked sore.
(Smashed against the picture window describes nose.)

Spicing Up Boring Sentences
with Clauses and Uerbals

Which paragraph sounds better?

Legghorn purchased a new spy camera. The camera was smaller than a
grain of rice. Legghorn gave the camera to Lola. Lola is rather forgetful.
She is especially forgetful now. Lola is planning a trip to Antarctica. Lola
accidentally mixed the camera into her rice casserole along with bean
sprouts and orange marmalade. The camera baked for 45 minutes. The
camera became quite tender. Legghorn unknowingly ate the camera.

Legghorn purchased a new spy camera that was smaller than a grain of
rice. Legghorn gave the camera to Lola, who is rather forgetful, especially
now that she is planning a trip to Antarctica. Accidentally mixed into
Lola’s rice casserole along with bean sprouts and orange marmalade, the
camera baked for 45 minutes. Legghorn unknowingly ate the camera,
which was quite tender.

I'm going to take a guess; you said that the second paragraph was better, didn't
you? It’s a bit shorter (62 words instead of 69), but length isn’t the issue. The
first paragraph is composed of short, choppy sentences. The second one flows.
Grammatically, the difference between the two is simple. The second paragraph
has more subordinate clauses and verbals than the first.

You don't necessarily need to know how to find or label clauses or verbals.
However, you should read your writing aloud from time to time to check how
it sounds. Are your sentences monotonous? Are they all more or less the
same length? Do all your sentences follow the same pattern? Is everything
subject-verb or subject-verb-complement? Have you strung a lot of short
sentences together with and or a similar joining word? If so, your sentences
need some first aid. In this section, with a minimum of grammatical labels,

I give you some suggestions to pep up tired sentences.



Chapter 24: The Last Word on Sentence Structure 323

The clause that refreshes

Have you ever seen those diet ads on late-night television? The before picture
shows someone who has apparently eaten a rainforest, and the after picture
shows a toothpick-thin body. In this section I show you some before-and-after
sentences. No diets — just a change from boring to interesting. For label
lovers, I have put in subordinate clauses, which are italicized.

BORING BEFORE VERSION: Ratrug sat on a tuffet. Ratrug did not know
that he was sitting on a tuffet. Ratrug had never seen a tuffet before. He
was quite comfortable. Then Ms. Muffet came in and caused trouble.

EXCITING AFTER VERSION: Ratrug, who was sitting on a tuffet, did not
know what a tuffet was because he had never seen one before. Until Ms.
Muffet came in and caused trouble, Ratrug was quite comfortable.

Doesn’t the after paragraph sound better? It’s two words shorter (33 instead of
35 words), but more important than length is the number of sentences. The
before paragraph has five, and the after paragraph has two. Tucking more than
one idea into a sentence saves words and makes your writing less choppy.

Verbally speaking

Verbals pull a lot of information into a little package. After all, they represent
a blend of two parts of speech, so they provide two different perspectives in
just one word. Look at this sentence, taken from the gerund section, earlier in
this chapter:

Felonia gave bribing the umpire serious consideration when her team lost
its 450th game in a row.

Without the gerund, you use more words to say the same thing:

Felonia’s team just lost its 450th game in a row. Should she bribe the
umpire? Felonia thought seriously about that possibility.

Okay, you saved four words. Big deal! Well, it is a big deal over the course of a
paragraph or a whole paper. But more important than word count is sentence
structure. Verbals are just one more color in your crayon box when you're
creating a picture. Who wants the same old eight colors? Isn’t it fun to try
something different? Gerunds, infinitives, and participles help you vary the
pattern of your sentences. Here’s a before-and-after example:

BORING BEFORE VERSION: Lulu smacked Ludwig. Ludwig had stolen the
sacred toe hoop from Lulu’s parrot. The sacred toe hoop was discovered
100 years ago. Lulu’s parrot likes to sharpen his beak on it.
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EXCITING AFTER VERSION: Smacking Ludwig is Lulu’s way of telling
Ludwig that he should not have stolen the sacred toe hoop from her
parrot. Discovered 100 years ago, the toe ring serves to sharpen the
parrot’s beak.

LABELS FOR THOSE WHO CARE: Smacking Lulu = gerund, discovered 100
years ago = participle, to sharpen the parrot’s beak = infinitive.

Combine these ideas into one or more sentences.

Ludwig bakes infrequently. He does bake with enthusiasm. His best recipe
is for king cake. King-cake batter must be stirred for three hours. Ludwig
orders his cook to stir the batter. The cook stirs and Ludwig adds the
raisins. Sometimes he throws in a spoonful of tuna fish.

Answer: Many combinations are possible, including the following:

Ludwig’s baking is infrequent but enthusiastic. His best recipe, king cake,
requires three hours of stirring, which Ludwig orders his cook to do.
Adding raisins and the occasional spoonful of tuna fish is Ludwig’s job.
(The italicized words are gerunds.)

Ludwig, who bakes infrequently but enthusiastically, excels at cooking
king cake, which requires three hours of stirring. Ordering his cook to stir,
Ludwig adds raisins and the occasional spoonful of tuna fish. (who bakes
infrequently but enthusiastically = subordinate clause, cooking king cake =
gerund, which requires three hours of stirring = subordinate clause, ordering
his cook = participle, to stir = infinitive)
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punctuation is one topic that you don’t have to worry about when you're
speaking. But oh, those little specks of ink do make your life miserable
when you're writing. Commas, ellipses (little dots . . .), hyphens, parentheses,
and brackets can wreak havoc on your mind. (Who invented them, anyway?)
I haven’t even mentioned the slash, which isn’t the name of a horror movie,
but it could be.

Despite the terror most people feel when confronted with punctuation dilemmas,
the rules actually follow a logical pattern. In this chapter I tackle some advanced
punctuation rules. (For the basics of commas, see Chapter 14. For information
about semicolons, colons, and dashes, see Chapter 15.) With just a little effort,
you'll find that your punctuation improves and your writing takes a giant step
towards grammar nirvana.

Making Your Point Clear with Commas

When you're writing, keep in mind that each comma in your sentence should
have a reason for being there. The most important reason, of course, is to
make your meaning clear. Commas act as a signal to your reader. Each comma
calls for a slight pause — not so long as a period, but a pause nonetheless.
Commas also separate some words from the rest of the sentence. The reader
knows that words enclosed by commas are not part of the main idea of the
sentence.
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Essential or extra? Your commas
tell the tale

To begin, here’s the rule that tells you when to use commas with descriptions:
If a description is essential to the meaning of the sentence, don’t put commas
around it. If the description is extra, non-essential information, set it off with
commas. Consider this situation:

In her quest to reform Ludwig’s government, Ludmilla made this statement:
Taxes, which are a hardship for the people, are not acceptable.

Eggworthy, who is a member of Ludwig’s Parliament, declared himself in
complete agreement with Ludmilla’s statement. However, his version had
no commas:

Taxes which are a hardship for the people are not acceptable.

What’s the difference? Do the commas really matter? Yes. They matter a lot.
Here’s the deal: which are a hardship for the people is a description. If the
description is set off from the rest of the sentence by commas, the description is
extra — not essential to the meaning of the sentence. You can cross it out and
the sentence still means the same thing. If commas do not set off the description,
however, the description is essential to the meaning of the sentence. It may

not be removed without altering what you are saying. Can you now see the
difference between Ludmilla’s statement and Eggworthy’s? Here’s the original
and expanded version of each:

LUDMILLA'S ORIGINAL STATEMENT: Taxes, which are a hardship for the
people, are not acceptable.

MEANING OF LUDMILLA'S STATEMENT: The government should not
impose taxes. Taxes are a problem for the people. They have little money
as it is. We can run the government perfectly well by selling postage
stamps to foreign tourists. | suggest a tasteful portrait of the royal bride
(me) on a new stamp. No taxes — that’s the bottom line.

Because Ludmilla’s original sentence includes commas, the description which
are a hardship for the people is extra information. You can omit it from the
sentence. Thus Ludmilla is against all taxes.

EGGWORTHY’S ORIGINAL STATEMENT: Taxes which are a hardship for
the people are not acceptable.

MEANING OF EGGWORTHY’S STATEMENT: The government is against
any taxes which are a hardship for the people. Of course we don’t want to
place a burden on the working families of our great nation. However, the
new 90 percent income tax is not a hardship; it allows the people of this
great nation to show their patriotism by contributing to the government
and paying my salary. This particular income tax is acceptable.
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Eggworthy’s proposal is much less extreme than Ludmilla’s. Without
commas the description is a necessary part of the sentence. It gives the
reader essential information about the meaning of taxes. Eggworthy opposes
only some taxes — those taxes that he believes are a burden. He isn’t against
all taxes. This description doesn’t simply add a reason, as Ludmilla’s does.
Instead it identifies the taxes that Eggworthy opposes.

The pronouns which and that may help you decide whether or not you need
commas. That generally introduces information that the sentence can’t do
without — essential information that isn’t set off by commas. The pronoun
which, on the other hand, often introduces non-essential information that may
be surrounded by commas. Keep in mind, however, that these distinctions are
not true 100 percent of the time. Sometimes which introduces a description
that is essential and therefore needs no commas. The pronoun that almost
never introduces non-essential material.

Check out these additional examples, with the description in italics:

SENTENCE: The students who are planning a sit-in tomorrow want to be
paid for doing homework.

PUNCTUATION ANALYSIS: The description is not set off by commas, so
you may not omit it.

WHAT THE SENTENCE MEANS: Some of the students — those who are
planning a sit-in — want to be paid for doing homework. Not all the
students want to be paid. The rest are perfectly content to do math
problems for absolutely no money.

SENTENCE: The senators, planning to revolt, have given the television
network exclusive rights to cover their rebellion.

PUNCTUATION ANALYSIS: The commas indicate that the description is
extra, non-essential information.

WHAT THE SENTENCE MEANS: All the senators are involved. They're
quite upset, and all have prepared sound bites.

Which sentence means that you can’t fly to Cincinnati for your cousin’s wedding?

A. The pilots who are going on strike demand that mood music be piped into
the cockpit.

B. The pilots, who are going on strike, demand that mood music be piped into
the cockpit.

Answer: Sentence B means that all the pilots are going on strike. The description
between the commas may be omitted without changing the meaning of the
sentence. In sentence A, only the pilots who like heavy metal music are going

on strike.
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The elements of the sentence that I discuss in the previous examples are
adjective clauses and participles. See Chapter 24 for more information on
clauses and participles.

Do your commas have
appositive influence?

If you’re seeing double when you read a sentence, you've probably encountered
an appositive. An appositive is a noun or a pronoun that is exactly the same as
the noun or pronoun that precedes it in the sentence. Some appositives are set
off by commas, and some aren’t. The rule concerning commas and appositives:
If the appositive is more specific, don’t use commas; if the appositive is less
specific, use commas.

Now put the rule into practice: What'’s the difference between these two
sentences?

Legghorn’s play Dinner at the Diner is the least understandable of all that
he has written.

Dinner at the Diner, Legghorn’s play, is the least understandable of all that
he has written.

In the first sample sentence, Dinner at the Diner is the appositive of Legghorn’s
play. In the second sample sentence, Legghorn’s play is the appositive of
Dinner at the Diner.

To put the rule another way: If you're sure that your reader will know what
you're talking about before he or she gets to the appositive, set off the appositive
with commas. If you're not sure your reader will know exactly what you're
talking about by the time he or she gets to the appositive, you should not use
commas. (This rule is a variation of the rule that I explain in the preceding
section.) If the appositive gives identifying, essential information, don’t use
commas. If the appositive gives extra information, do use commas.

In the first sample sentence the reader does not know which one of

Legghorn’s plays is being discussed. The appositive supplies the name.

Hence, the appositive is essential and isn’t set off by commas. In the second
sample sentence the reader already knows the name of the play. The fact that
Legghorn wrote the play is extra information and must therefore be surrounded
by commas.

Here are a few more examples:

SENTENCE: Lulu has five sisters, but her sister Mary is definitely her favorite.
APPOSITIVE: Mary is the appositive of sister.
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PUNCTUATION ANALYSIS: Because Lulu has five sisters, you don’t know
which sister is being discussed until you have the name. Mary identifies
the sister and shouldn’t be placed between commas.

SENTENCE: Lochness has only one sibling. His sister, Mary, does not
approve of Lochness’s espionage.
APPOSITIVE: Mary is the appositive of sister.

PUNCTUATION ANALYSIS: Because Lochness has only one sibling, the
reader knows that he has only one sister. Thus the words his sister pinpoint
the person being discussed in the sentence. The name is extra information,
not identifying information. Therefore, you should place the name between
commas.

Which sentence is correct?
A. Lola’s mother, Lala, doesn’t approve of her daughter’s pierced toe.
B. Lola’s mother Lala doesn’t approve of her daughter’s pierced toe.

Answer: Sentence A is correct. Lola has only one mother, so the name is
extra, not identifying information.

Try another. Which sentence is correct?
A. Lochness’s book / Am Not a Monster sold only three copies.
B. Lochness’s book, / Am Not a Monster, sold only three copies.

Answer: This question is a bit tricky. How many books has Lochness written?
If he has written only one, sentence B is acceptable. If he has written more
than one, sentence A is the better choice because the title supplies identifying
information.

Punctuating independently

When you join two complete sentences with the conjunctions and, or, but, nor,
yet, so, or for, place a comma before the conjunction. Some examples include:
Ratrug robbed the bank, and then he went out for a hamburger.

Analivia recorded the measurements in her notebook, and then she wrote
a computer program to calculate the amount of orange shag carpeting
needed to cover the floors of Ludwig’s new castle.

Lochness spies, but apart from that lapse he is not a bad fellow.
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The pumpkin that Lulu carved will win first prize, or Lulu will demand to
know the reason why.

Cedric bribed the judges of this year’s state spitball contest, for he is
determined to qualify for the national tournament.

For more information on conjunctions, see Chapter 7. For more information
on complete sentences, see Chapter 5.

Some sentences have one subject (who or what you're talking about) and two
verbs joined by and, but, or, and nor. Don’t put commas between the two
verbs. You aren't joining two complete sentences, just two words or groups
of words. Here are some examples:

WRONG: Ludmilla wrote a statement for the media, and then screamed at
Ludwig for an hour.

WHY IT IS WRONG: The sentence has one subject (Ludmilla) and two
verbs (wrote, screamed). You aren’t joining two complete sentences, so
you shouldn’t place a comma before and. Either way, Ludmilla should
learn to control her temper.

RIGHT: Ludmilla wrote a statement for the media and then screamed at
Ludwig for an hour.

WRONG: Ludwig has proposed a toast to his bride, but has given her
nothing but a headache.

WHY IT IS WRONG: The sentence has one subject (Ludwig) and two verbs
(has proposed, has given). The word but joins the two verbs, not two
complete sentences. You don’t need a comma. Also, Ludwig should give
her a wedding gift.

RIGHT: Ludwig has proposed a toast to his bride but has given her nothing
but a headache.

Which sentence is correct?

A. Agwamp slits the envelope with his teeth, but Eggworthy opens the mail
with a fork.

B. Agwamp answers every letter on the day he receives it but doesn’t pay
any bills.

Answer: Both sentences are correct. In sentence A, the conjunction but joins
two complete sentences. A comma must precede the conjunction but. In
sentence B, but joins two verbs (answers, does pay). No comma precedes the
conjunction.
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Using Those Dot-Dot-Dots

Are you seeing spots before your eyes? The spots are called ellipses. (One set
is an ellipsis.) An ellipsis is made up of three dots. Ellipses show the reader
where you've omitted a word or words from the middle or end of a quotation.
(Don’t use them at the beginning of a quotation.) Ellipses may also show that
the speaker you are quoting is hesitating.

Indicating missing words

When you’re quoting someone else’s words, place three dots wherever
you've left out words from the original. If you've removed words from the end
of a sentence, place four dots — three for the ellipsis and one for the period
at the end of the sentence.

Here’s a selection from Lochness’s autobiography, edited by his publisher,
who didn’t want the tender minds of children to become corrupted by
Lochness’s words:

As | slowly swam towards the. . . I saw. . . and decided then and there to
take. . . if | could get it. The path of my life became clear. I would. . . and
then retire to my estate in Antarctica, where I would write my memoirs
and breed penguins. Soon after that decision I took action. . . .

What do you notice about the quotation from Lochness’s book, apart from
the appalling censorship? The missing words, of course! Notice how the
ellipses take the place of one or more words.

Some additional examples:

SENTENCE WITH ELLIPSIS: Lola cried, “I can’t take that math exam!
I studied the equations for hours. . . and had no time for the geometry
chapter.” :

PUNCTUATION ANALYSIS: An ellipsis (three dots) takes the place of the
missing words.

WHAT’S LEFT OUT: last year, but last night I went to the movies

Showing hesitation

You can also use ellipses to show hesitation, particularly in dialogue:

What shall I do about that atomic bomb? It’s. . . ticking and L. . . .
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Using ellipses in this way can get really annoying really fast. Think of the dots
as knock-knock jokes. Don’t overuse them!

Here’s Lola’s explanation for the fact that she has no homework. The parts
that she’ll leave out are in italics. Punctuate the quotation properly.

I sat down at the computer last night to write the essay. I truly love writing
essays, and I certainly want to do well in this class. I began to write shortly
before eight o’clock. The phone rang almost immediately. I spoke with Lulu
for no more than three hours. Then my mother asked me if I wanted a snack.
I said yes. I ate four or five buckets of popcorn and settled down at the
computer. My stomach hurt, and I was very tired. I went to bed. I will do
the essay tonight.

Answer: Use four dots. One dot is the period at the end of the sentence (7
began to write shortly before eight o’clock.) and three dots are the ellipsis.

[ sat down at the computer last night to write the essay. I truly love writing
essays, and I certainly want to do well in this class. I began to write shortly
before eight o’clock. . . . My stomach hurt, and [ was very tired. I went to
bed. I will do the essay tonight.

I've been having some fun with the examples, leaving out key information. Don’t
follow my example! One of the most important issues in writing is credibility. If
you change the meaning of what you're quoting by leaving out crucial details,
your reader will discount everything you say. (Also, your teacher may fail you.)
Check the passage you're quoting before and after you've cut it. Does each
convey the same message? If not, don’t cut.

H-y-p-h-e-n-a-t-i-n-g Made Easy

You need hyphens to help you maneuver through unexpected line breaks and
for a couple of other reasons as well — to separate parts of compound
words, to write certain numbers, and to create one description from two
words. This section provides you with a guide to the care and feeding of the
humble hyphen.

Understanding the great divide

Computer users have to worry about hyphens less often than other writers.
Most of the time, the word processing program moves a word to a new line if
there isn’t enough room at the end of a line for the entire word. But some-
times, when you’re writing by hand or typing on an old-fashioned typewriter,
for example, you need to divide a word. And sometimes, even computer
users need to divide a word.
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Why should you divide a word? Mostly to make your writing look better. The
computer allows a ragged right margin, but if you have a very long word —
antidisestablishmentarianism, for example — the computer will move it to a
new line when you've typed only half of the preceding line. (By the way,
antidisestablishmentarianism is a real word. Look it up, but not in a pocket
dictionary. It’s too long and too unimportant for an abridged dictionary.)

If you have to divide a word, follow these simple rules:

g 1# Place the hyphen between the syllables, or sounds, of a word. (If you're
not sure where the syllable breaks are in a word, check the dictionary.)

v Don'’t leave only one letter on a line. If you have a choice, divide the
@4  word more or less in the middle.

| .” Don’t divide words that have only one syllable.

| 1~ To divide a word, be sure to use a hyphen, which is a short line. Don’t
use a dash, which is a longer line and a completely different punctuation
mark. (See Chapter 15 for more information on dashes.)

Using hyphens for compound words

Hyphens also separate parts of compound words, such as ex-wife, pro-
choice, one-way, and so forth. When you type or write these words, don’t put
a space before or after the hyphen. If you don’t know whether a particular
expression is a compound word, a single word, or two separate words, check
the dictionary.

Are you wondering how to capitalize compound words? Most of the time, you
should capitalize both words. All the parts of a person’s title are capitalized,
except for prepositions and articles: Secretary-General, Commander-in-Chief.
Don’t capitalize the prefix ex-: ex-President Carter, ex-Attorney-General. Words
that are capitalized for some other reason (perhaps because they're part of a
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book title or a headline) follow a different rule. Always capitalize the first half.
Capitalize the second half of the compound if it’s a noun, or if the second half
of the compound is equal in importance to the first half: Secretary-General
Lola, President-elect Lulu. (For more information on capitalization, see
Chapter 15.)

Placing hyphens in numbers

Decisions about whether to write a numeral or a word are questions of style,
not of grammar. The authority figure in your life — teacher, boss, parole
officer, whatever — will tell you what he or she prefers. In general, larger
numbers are usually represented by numerals:

Lochness has been arrested 683 times, counting last night.

However, on various occasions you may need to write the word, not the
numeral. If the number falls at the beginning of a sentence, for example, you
must use words because no sentence may begin with a numeral. You may
also need to write about a fractional amount. Here’s how to hyphenate:

B » Hyphenate all the numbers from twenty-one to ninety-nine.

v Hyphenate all fractions used as descriptions (three-quarters full, for
i example).

il » Don’t hyphenate fractions used as nouns (three quarters of the money;
i  one third of all registered voters).

Utilizing the well-placed hyphen

Here’s another simple rule concerning hyphens, but one that may be on the
way out. (A little personal story here: A young man I know was thrilled to be
accepted to the staff of the law review of his school. At the first meeting, the
editor addressed the new recruits on the hyphen issue, explaining that the
magazine had decided to drop the hyphen from two-word descriptions. “I
knew then that it was going to be a very long year,” he sighed.) Anyway, if you
want to follow the rule, here it is: If two words are being used as a single
description, put a hyphen between them if the description comes before the
word that it’s describing. For example:

a well-placed hyphen — BUT — the hyphen is well placed.

Don’t hyphenate two-word descriptions if the first word ends in -ly:
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nicely drawn rectangle
fully understood idea

completely ridiculous grammar rule

Place hyphens where they're needed.

Lulu was recently elected secretary treasurer of her club, the All Star
Athletes of Antarctica. Lulu ran on an anti ice platform that was accepted
by two thirds of the members.

Answer: Here’s the paragraph with the hyphens inserted, along explanations
in parentheses:

Lulu was recently elected secretary-treasurer (hyphen needed for
compound title) of her club, the All-Star (hyphen needed for two-word
description) Athletes of Antarctica. Lulu ran on an anti-ice (hyphen
needed for two-word description) platform that was accepted by two
thirds (no hyphen for fractions not used as descriptions) of the members.

Sprinkling Parentheses and Brackets
throughout Your Writing

What's the difference between brackets and parentheses? Brackets are straight
and parentheses are curved, of course. They both serve the same function:
separating information from the rest of the sentence. If you've studied math,
you know that brackets generally enclose expressions with parentheses
inside. In one of the more annoying customs of English grammar, the opposite
is true in writing. If you have material in parentheses and you need to separate
some of it from the main idea, use brackets:

Ludwig declared that the new tax rate would be 95 percent (not 90 percent
as had been reported earlier [see “Tax Rate Rises” in last week'’s issue]).

You also need brackets when you quote to show a comment that you, the writer,
have inserted into someone else’s words. Writers often use brackets in this way
to enclose a useful little word — sic. When you quote something that is spelled
wrong, said wrong, or is just dead wrong, the word sic means that the mistake
was made by the person you're quoting, not by you. Here’s an example:

Eggworthy declared, “I shall not surrender the presidentiary [sic] until all
the ballots are counted.”
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A few more rules (sigh) for parentheses:

@ » Don’t overuse them. (Seeing parentheses sprinkled all over a paragraph
@ is boring and annoying.) Work the material in the parentheses into the
main, logical thread of the paragraph (if at all possible). (See what I
mean about annoying?)

“‘ v~ If the parenthetical expression needs any punctuation, put the punctuation

li  inside the parenthesis.

|

Ed' v~ If the rest of the sentence (not the parenthetical material) requires any
4  punctuation, put the punctuation oufside the parenthesis.

43

Slashing Vour Sentences

If any grammarian is worried about the slash, he/she should simply relax.
The slash seldom appears in your writing, and/or you're unlikely to need it.
The computer has probably done more to increase the number of slashes
than any other machine/event/application. Are you tired/irritated/angry with
this paragraph yet? Answer yes/no.

Okay, here’s the deal. Use the slash when you need to present two or more
alternatives, but pretend that it’s the hottest chili pepper imaginable and you
have just had dental surgery. How many chili peppers do you want in your
food? That’s how many slashes you should place in your writing — very,
very few.

Slashes have one other important job. If you're writing about poetry and
quoting some lines, the slash shows the reader where the poet ended one
line and began another. Here’s an excerpt from Legghorn’s essay on a poem
written by Lulu:

The exertion of mountain climbing has contributed to the imagery Lulu
employs in her poem “Everest or Nothing”: “and then the harsh/breath of
the mountain/meets the harsh/breath of the climber/I am/the climber.”

The slashes tell us that the lines of Lulu’s poem were arranged as follows:

and then the harsh
breath of the mountain
meets the harsh
breath of the climber
Iam

the climber.
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In this part . . .

Fis section opens the door to a grammatical life
beyond English Grammar For Dummies. After you've
absorbed the rules of grammar, you've still got to apply
them. Chapter 26 provides ten strategies to improve your
proofreading. (After reading this chapter, you'll never sign
a letter “Yurs turly” again.) Chapter 27 lists ten ways to
train your ear for good English, a process that inevitably
improves your speech and writing. You may not follow all
the suggestions that I give you (especially the one that
tells you to hang out with nerds), but you'll find at least
some appealing.
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In This Chapter
& Checking your work with the help of a computer

& Proofreading more effectively
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ou read it 50 times and finally put it in the mail. It was so important that

you cried when the clerk at the post office threw it into a bin and a
corner of the envelope creased. You dried your eyes, went home, and, unable
to calm your fears, sat down to read the text for the 51st time. And that’s when
you finally saw it — an error. Not a little error, but a big one. An embarrassing
one. The ink equivalent of a pimple on the tip of your nose.

Sound familiar? If so, you need some proofreading help. In this chapter, I give
you ten tricks to improve that all-important final check.

Read Backward

Okay, I know that reading backward sounds crazy, but successful proofreading
is about breaking habits. If you read something over and over, after a while
you're on automatic pilot. Your eye jumps at exactly the same spot simply
because that’s where it jumped before. So if you missed the error the first
time, you’ll miss it again. You've got to do something different to break the
monotony of reviewing your work. If you read backward (word by word, not
the letters that make up a word), you're in a good frame of mind to catch
spelling errors because reading in the wrong direction means that you must
check each word separately. If you read backward, you can’t swing through a
sentence by hopping to every fifth or sixth word.
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Wait a While

Your work is done, you've read it, and you've made the corrections. Now what
do you do? Put it away and do something else. Go water-skiing, run for president,
or clean the closet, and then come back to the writing — refreshed and with a
new point of view. You'll see your work with new eyes — and find mistakes.

Of course, this method works only if you've left some time before the deadline.
If you finish your report three nano-seconds before the boss wants to see it,
you'll have to forgo this method of proofreading.

Read It Aloud

I know, I know. You don’t want to sound like a dork. But reading aloud helps
you hear your writing in a different way. So put the radio on or lock yourself
in the bathroom. Take the paper and read the words in a normal speaking
voice. Did you stumble anywhere? If so, you may have come across an error.
Stop, circle the spot, and continue. Later, check all the circles. Chances are
you'll find something that should be different.

Delete Half of the Commas

During the last two weeks of the grading period, students visit me with their
rough drafts in hand for a quick check before the final, graded copy is due.
Privately I think of that time as Comma Season. I spend most of the day deleting
hundreds of punctuation marks. (I also add a handful or two.) If you're like
most people, your writing has commas where none are needed. Go back and
check each one. Is there a reason for that comma? If you can’t identify a reason,
take the comma out.

Swap with a Friend

The best proofreading comes from a fresh pair of eyes. After you've written
your essay, report, parole petition, or whatever, swap with a friend. You'll see
possible errors in your friend’s writing, and he or she will see some in yours.
Each of you should underline the potential errors before returning the paper.
Make sure you check those sections with special care.
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Let the Computer Help

Not foolproof, by any means, the computer is nevertheless helpful. After you’ve
finished writing, go back and check the red and green lines (or whatever signal
your grammar and spelling checkers supply). Don’t trust the computer to make
the corrections for you; the machine makes too many mistakes. The computer
identifies only possible mistakes and misses many errors (homonyms, for
example). Let your own knowledge of grammar and a good dictionary help

you decide whether you need to change something.

Check the Uerbs

Traps sprinkled in every sentence — that’s the way you should look at verbs.
Give your work an extra verb check before you declare it finished. Consider
number: Should the verb be singular or plural? Consider tense: Have you chosen
the correct one? Do you have any sentences without verbs? If so, take care of
the problem.

Check the Pronouns

Pronouns present potential pitfalls and are also worthy of their own special
moment. Give your work an extra once over, this time checking all the pronouns.
Singular or plural — did you select the appropriate number? Does each pronoun
refer to a specific noun? Did you avoid sexist pronoun usage? Did you give a
subject pronoun a job suited to an object pronoun, or vice versa?

Know Your Typing Style

I have a tendency to hold the shift key down a little too long, so many of my
words have two capital letters: THe, KNow, and so on. Do you have a mistake
that results from your typing style? Notice when you have to backspace as
you type and then check for similar errors when you finish typing.

The Usual Suspects

Look at your earlier writing, preferably something that was corrected by a
teacher or someone else in a position to point out your mistakes. Where is the
red ink concentrated? Those red-ink areas are the usual suspects that you
should identify in future writing. For instance, if you have a number of run-on
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sentences in an old paper, chances are you'll put a few in a new paper. Put
“run-on” on your personal list of common errors. Don't let any piece of writing
leave your desk until you've searched specifically for those errors.
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Ten Ways to Learn
Better Grammar
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p Going beyond English Grammar For Dummies to improve your grammar
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es,  admit it. This book helps you learn grammar, but (sigh) it’s not the

only way to improve your communication skills. A few other resources
may also help you in your quest for perfect language. In this chapter, I suggest
ten ways to learn better grammar.

Read Good Books

You probably won't get far with Biker Babes and Their Turn-ons or You're a
Butthead: The Sequel to Snot-Nose. But good books usually contain good writing,
and if you read some, pretty soon your own speech and writing will improve.
How do you know whether a particular volume contains good writing? Check
the reviews, ask the bookstore clerk, or read the blurb (the comments on the
book’s jacket). Classics are always a choice, but you may also find modern
texts, both fiction and non-fiction, written according to the best grammar rules.

The point is to expose your mind to proper English. When you read, you hear
the author’s voice. You become accustomed to proper language. After a while

correct grammar sounds natural to you, and you detect non-standard English
more easily.

Watch Good TU Show's

When I say to watch good TV shows, I'm not talking about programs with
audio tracks that are mostly grunts, such as wrestling. I'm referring to shows
in which people actually converse. Programs on the nerd networks are a good
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bet. You know the shows I mean; the producers assume that the audience
wants to learn something. The screen has a lot of talking heads (images of
commentators, not the rock band) with subtitles explaining why each is an
expert. Watch them in secret if you're afraid of ruining your reputation,
and pay attention to the words. Don’t expect to pick up the finer points of
grammar on TV, but you can get some pointers on the basics.

Peruse the New's

News broadcasts on radio, television, and the Internet are fine sources of
literate (okay, semi-literate on some networks) role models. You can train your
ear for grammar at the same time that you learn a lot about current events.
Just think of the advantage when you need a pick-up line. Instead of “Come
here often?” or “What’s your sign?” you can mention the Russian policy on
Afghanistan. (On second thought, maybe you should stick to astrology.)

Read the Newspaper

Well, read some newspapers. Years ago I started to “pay” my students one
point for each grammar error that they found in print. I eventually had to rule
out a couple of publications because it was just too easy to gather material.
Avoid publications that report Elvis sightings and have headlines like “Man
with Four Arms Tests Deodorant for a Living.” Read with a grammarian’s eye
(if the thought isn’t too frightening for you), absorbing how the writer
expresses an idea.

Flip through Magazines

If all the words in a magazine are in little bubbles above brightly colored
drawings, you may not find complete sentences and proper pronoun usage.
However, most published writers have at least the fundamentals of good
grammar, and you can learn a lot from reading publications aimed at an
educated audience. How do you know whether a publication is aimed at an
educated audience? Check the articles. If they seem to address issues that you
associate with thoughtful readers, you're okay. Even if they address issues
that aren’t associated with thoughtful readers, you may still be okay. Reading
well-written magazine articles will give you some models of reasonably
correct grammar. And as a side effect, you'll learn something.
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Uisit Nerd Hangouts

Before I say anything else, let me mention that nerd is a word based on value
judgments. What most people deem nerdy (or whatever the current slang
equivalent is), others may call educated. I'm not saying that the locker room
or the corner bar is filled with uneducated people. I'm saying that you ought
to investigate some spots where people gather when they’re in the mood to
talk on a level above “the defense creamed us last night.” Try a bookstore, a
science lab, or a concert. Listen to what the people around you are saying
and how they’re saying it. Your ear for good grammar will sharpen over time.

Check Out Strunk and White

The best book ever written on writing, in my humble opinion, is The Elements
of Style (Allyn and Bacon). This book is so tiny that it fits into your shirt
pocket. Authors William Strunk, Jr. and E.B. White (yes, the fellow who wrote
Charlotte’s Web and Stuart Little) tackle a few grammar issues and make
important points about style. You'll spend an hour reading it and a lifetime
absorbing its lessons.

Listening to Authorities

Listen! Your teacher or boss probably says that word often, and you should
(pause to arrange a dutiful expression) always do what your personal authority
figure says. Apart from all the other reasons, you should listen in order to learn
better grammar. By speaking properly, he or she is probably giving you English
lessons along with descriptions of the Smoot-Whatever Tariff Act, the projected
sales figures, and so forth.

Reviewing Manuals of Style

No, manuals of style won’t tell you whether eggplant is one of this year’s
approved colors or what kind of nose ring Hollywood favors. They will tell
you, however, in exhaustive (and exhausting) detail, where to put every
punctuation mark ever invented, what to capitalize, how to address an
ambassador, and lots of other things that you never really wanted to know.
Some universities and a few groups of recognized rule-creators publish
manuals of style. If you're writing a term paper or a business report, ask your
teacher or boss which manual of style he or she favors. Use the recommended
book as a reference for the picky little things and as a guide to the important
issues of writing.

345
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Surfing the Internet

I can't leave this one out, though the Internet contains as many traps as it
does guiding lights. Type grammar in a search engine and press enter. Sit
back and prepare yourself for a flood of sites explaining the rules of grammar.
Some sites are very good; some are horrible. Look for university- or school-
sponsored URLs (Web addresses).
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o Symbols

’ (apostrophe), 150. See also contractions;
possessive
: (colon)
business letters, addressing, 196
lists, introducing, 196-197
quotations, introducing, 197-198
sentences, combining, 198-199
(comma), 325
addresses, 187-188
appositives, 328-329
conjunctions, 84-86, 329-330
dates, 188-189
descriptions and, 326-327
in a descriptive list, 183-186
introductory words, 190
quotations, 165-167, 169
selecting, separating independent and
subordinate clauses, 316-317
semicolons and, 317
in a series, 182-183
which/that, 327
. .. (ellipsis), 65-67, 331-332
! (exclamation point), 65-67
. (period), 65-67
abbreviations, 215
quotations, 165-167
? (question mark), 65-67
quotations, 170-172
; (semicolons), 87-88, 191-192
commas and, 317
lists, separating items, 194-195
quotations, 172-173

o/ o

alot, 30

a/an (articles), selecting, 118

abbreviations, 214-216
compared to acronyms, 215

acronyms, compared to abbreviations, 215
action verbs, 25
complements, direct objects, 70-72
linking verbs, distinguishing between, 26
active verbs, 233-234
advantages, 234-235
active voice
advantages, 234-235
shifting to passive, 274-275
addresses, commas in, 187-188
adjectival phrases, 114
adjectival prepositional phrases, 249
adjectives, 96
adverbs, distinguishing from, 102-104
common mistakes, avoiding, 108-110
descriptive lists, commas and, 183-184
difficult adverb/adjective pairs, selecting
between, 104-108
identifying, 98-99
infinitives, 320
linking verbs, 97-98
objective complements, 73-74
parallel sentence construction, 269-270
participles, 237
prepositional phrases and, 114
pronouns, 97
subordinate clauses, 313-314
adverbial phrases, 114
adverbs, 53, 99-101
adjectives, distinguishing from, 102-104
common mistakes, avoiding, 108-110
describing other adverbs and adjectives,
101-102
descriptive lists, commas and, 183-184
difficult adverb/adjective pairs, selecting
between, 104-108
infinitives, 320
locating, 100-101
prepositional phrases and, 114
sentence subject and, 52-53
subordinate clauses, 313-314
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affect/effect, 58
agreement, 131

verb tenses and, 132-135
all, subject-verb agreement and, 142
all right, 30
all together, 30
almost, 109-110
also, 90

semicolons and, 193
altogether, 30
alumna/alumnae, 133
alumnus/alumni, 133
among/between, 114

analysis, subject-verb agreement and, 146

analysis/analyses, 133
and, 63-65
another, commas and, 184
antecedents, 120-121, 300-301
placement of, 125-126
any, subject-verb agreement and, 142
any way, 30
anybody, 127
subject-verb agreement and, 142-143
anyone, 127
subject-verb agreement and, 142-143
anything, 127
subject-verb agreement and, 142-143
anyway, 30

apostrophes (), 150. See also contractions;

possessive
appositives, 223-224
commas and, 328-329
articles, 117-118

oo

bad/badly, 106
bad/worse/worst, 260
because/since, 93

because of/due to, 22
become, 18-19

being that, 93

being verbs. See linking verbs
besides, semicolons and, 193
between/among, 114

books, titles of, 178-179

brackets, rules for using, 335-336
business letters, 13

addressing, colons and, 196
but, 63-65

oo

cannot help but, 293-294
can't hardly, 294-296
capital letters, 203
abbreviations, 214-215
countries, 208-209
directions (geographical), 207
ethnicity, 209
family relationship titles, 205-207
geographical features, 208
historic events and eras, 213-214
numbers in sentences, 57
official titles (people), 204-205
poetry, 216
quotations, 167, 169
race, 209
school courses, 210-211
school grade levels, 211
seasons, 210
time, 210
titles, 212-213
cases, 25. See also nominative
pronouns; objective pronouns;
possessive pronouns
CD-ROM:s, titles of, 178-179
chapters, titles of, 178-179
cities, capitalization, 208
clarity, 66
clauses
appropriate content, 318
coordinate conjunctions and, 84
improving sentences, 323
independent, 311-313
independent, joining with subordinate,
88-89
independent, separating from
subordinate, 315-316
noun clauses, 314
sentences and, 309-311
subordinate, 311-314
subordinate, placement, 317



colons (%), 195-196
business letters, addressing, 196
lists, introducing, 196-197
quotations, introducing, 197-198
sentences, combining, 198-199
comma splice, 85, 92
commands, subjunctive mood and, 290-292
commas (,), 325
addresses, 187-188
appositives, 328-329
conjunctions, 84-86, 329-330
dates, 188-189
descriptions and, 326-327
in a descriptive list, 183-186
direct address, 186
introductory words, 190
quotations, 165-167, 169
selecting, separating independent and
subordinate clauses, 316-317
semicolons and, 317
in a series, 182-183
splice, 85, 92
which/that, 327
company names, pronouns and, 307
comparative grammar, 10
comparisons
double, 268
equally, 263
illogical, 266-267
improper, avoiding, 281-282
incomplete, 264-266
irregular, 260-261
perfect, 262-263
unique, 261-262
word endings, 255-260
comparative words, 259
complements
action verbs, direct objects, 70-72
action verbs, indirect objects, 72-73
linking verbs and, 21, 74-75
locating, 75-76
mixing types, avoiding, 75
objective, 73-74
prepositional phrases and, 73
subject complements, 74-75
subject, pronouns and, 78
types of, 69

Index 3& 9
complete predicate, verbs and, 28

compound possessive forms, 153-154
hyphenated words, 155-156
compound subject, 46-47
compound subject pronouns, 222-223
linking verbs, 226-227
compound verbs, 46-47
compound words, hyphenation, 333-334
computers, spelling and grammar
checkers, 15-16
conjunctions, 63, 192
clauses and, 84
commas and, 84-86, 329-330
coordinate, 84
correlatives, 277-279
false joiners, 90, 192-194
sentences, beginning with, 86
in a series, commas and, 182-183
subordinate, 89-91, 192
consequently, 90
semicolons and, 193
consonant sounds, articles, selecting, 118
continuous/continual, 106-107
contractions, 158-159
common mistakes, avoiding, 159-161
poetry and, 162
conversational English, 11-12
appropriateness, 14-15, 79
coordinate conjunctions, 84, 192
copulative verbs, 19
correlatives, 277-279
could of, 160-161
countries, capitalization of, 208-209
courses (school), capitalization, 210-211

oo

dangling modifiers, 249-251
infinitives, 251
dashes, 199-202
dates, commas, 188-189
datum/data, 133
definite articles, 118
deity names, capitalization and, 207
dependent clauses, relative pronouns, 94
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description
adjectives, 96-99
adverbs, 99-102
clarity, word placement and, 252-253
commas and, 326-327
importance of, 95-96
linking verbs, completing sentences, 22-23
lists, commas and, 183-186
subordinate clauses, 313-314
word placement and, 247-249
descriptive grammar, 10
diagramming sentences, 16
dictionaries, explanation of entries in,
256-257
direct address, commas and, 186
direct objects, 228
action verbs and, 70-72
objective complements and, 73-74
pronouns, 78
done, helping verbs and, 242
double comparisons, 268
double negatives, 103
cannot help but, 293-294
can’t hardly, 294-296
due to/because of, 22

oF e

each, 127
subject-verb agreement and, 143-144
each other, 30
economics, subject-verb agreement and, 146
effect/affect, 58
either, 127
subject-verb agreement and, 144-145
either/or, selecting verbs, 280
ellipsis (. . .), 65-67, 331-332
e-mail, conversational English and, 12
endmarks, 65-67
equally, 263
essays, titles of, 178-179
ethnicity, capitalization, 209
even, 108-109
every day, 30
everybody, 127
subject-verb agreement and, 142-143

everyday, 30
everyone, 127
subject-verb agreement and, 142-143
everything, 127
subject-verb agreement and, 142-143
exclamation point (), 65-67
quotations, 172

oFoe

family relationship titles, capitalization
and, 205-206
farther/further, 110
few, commas and, 184
first person, 276
formal English, 11, 13-14
appropriateness, 14-15, 79
fragments, 59, 63-65
avoiding, 91-92
friendspeak, 11-12
appropriateness, 14-15
functional grammar, 10-11
further/farther, 110
furthermore, 90
future perfect progressive tense, 38
future perfect tense, 36, 38
subject-verb agreement and, 132, 134-135
future progressive tense, 33-34, 36
future tense, 33-34, 36
questions, subject-verb agreement,
138-139
subject-verb agreement and, 132

oo

gender/sex, 129
geographical directions, capitalization
and, 207
geographical features, capitalization, 208
gerunds, 318-319
possessive pronouns and, 231-232
God (deity names), capitalization and, 207
good/better/best, 260
good/well, 105-106
grammar, 11
advantages to learning, 10
British quotation rules compared to
American, 174
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clarity, importance of, 66 implied comparisons, pronouns and, 225
evolution of, 67 implied subject, 49-50, 254-253
history, they/their, 124 complete sentences and, 60
history of, in America, 52 incomplete comparisons, 264-266
history of, in England, 44 indeed, semicolons and, 193
learning, references sources, 343-346 indefinite articles, 118
types of, 10-14 independent clauses, 311-313
grammar checkers, 15-16 joining with subordinate clauses, 88-89
subordinate clauses, separating from,
® H ® 315-316
indicative mood, 285-286
hanged/hung, 324 indirect objects, 228
helping verbs, 26 action verbs and, 72-73
done and, 242 locating, 76-78
future tense and, 33-34 pronouns, 78
questions, subject-verb agreement and, infinitives, 28-29, 61, 243, 318-320
137-139 danglers, 251
tense, 39 parallel sentence construction, 270
here split, 29, 44
sentence subject and, 52-53 verb-infinitive pattern, 292
subject-verb agreement and, 142-143 interjections, 117
verbs, selecting, 53 introductory participle, 250
historic, selecting correct article, 118 introductory words, commas and, 190
historic/historical, 308 irregardless, 93
historical grammar, 10 irregular comparisons, 260-261
historical present tense, 37 irregular plural nouns, forming, 56
history (events and eras), capitalization of, irregular possessives, 153
213-214 irregular verbs
history of English grammar, 44 participles, 42-43
homonyms, 15-16 to be, 41-42
to/too/two, 296 it/they, 305
however, 90 its/it’s, 121, 123-124
semicolons with, 192-194
hyphenated plural nouns, forming, 57 o L ()
hyphenation, 332-333
British system, 333 lay/lie, 289
compound words, 333-334 least (comparisons), two-word
numbers, 334 descriptions, 258
possessive words, 155-156 less
two-word descriptions, 334-335 commas and, 184
comparisons, two-word descriptions, 258
° I Y letters
addressing, 196
I, as subject, 50 conversational English and, 12
if/whether, 64 formal English and, 13

subjunctive mood and, 291
illogical comparisons, 266-267
imperative mood, 286-287
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lie/lay, 289
linking verbs, 17-21
action verbs, distinguishing between, 26
adjectives, 97-98
compound subjects, pronouns and,
226-227
list of, 21
sensory verbs, 20-21
sentences, completing with pronouns,
23-25
sentences, options for completing, 21-23
subject complements and, 74-75
lists
commas in a series, 182-183
descriptions, commas and, 183-186
introducing, colons, 196-197
separating items with semicolons, 194-195
little/less/least, 260
-ly test (sorting adverbs and
adjectives), 103-104

oMo

magazine articles, titles of, 178-179
magazines, titles of, 178-179
manuals of style, 217
many, commas and, 184
many/more/most, 260
mathematics, subject-verb agreement
and, 145-146
me, correct use of, 50
memos (business), 13
Middle English, 44
money, subject-verb agreement and, 136
mood (verbs), 285
imperative, 286-287
indicative, 285-286
subjunctive, 287-293
more
commas and, 184
comparisons, two-word descriptions, 258
moreover, 90
semicolons and, 193
most
comparisons, two-word descriptions, 258
subject-verb agreement and, 142
much, 260
mumps, subject-verb agreement and, 146
myself, correct use, 50

oM\ o

negative statements, subject-verb
agreement and, 139
neither, 127
subject-verb agreement and, 144-145
neither/nor, selecting verbs, 280
nevertheless, semicolons and, 193
news, subject-verb agreement and, 145-146
newspaper articles, titles of, 178-179
newspapers, titles of, 178-179
no one, 127
subject-verb agreement and, 142-143
nobody, 127
subject-verb agreement and, 142-143
nominative pronouns, 25, 222, See also
subject pronouns
none, subject-verb agreement and, 142
non-standard usage, 11
nor, 63-65
nothing, 127
subject-verb agreement and, 142
noun clauses, 314
nouns
adjectives and, 96-97
appositives, 223-224
articles, 117-118
collective, pronouns and, 304-306
compound possessive forms, 153-154
due to, correct use of, 22
hyphenated plural, forming, 57
hyphenated possessive forms, 155-156
infinitives, 320
irregular plural, forming, 56
irregular possessive forms, 153
linking verbs, completing sentences, 23
objective complements, 73
parallelism and, 278
plural possessive forms, 151-154
possessive forms, 150
prepositional phrases, 113
proper, possessive and, 154
regular plural, forming, 54-55
relationships, creating with prepositions,
111-112
semicolons and, 87-88
singular ending in s, possessive forms,
156-157



singular possessive forms, 150-151

subject and, 45

subordinate clauses, 313

y ending, forming plural, 55-56
numbers

apostrophes and, 162

in descriptive lists, commas and, 184

hyphenation, 334

subject, capital letters and, 57

o() e

object pronouns, 115-116, 228
compound, selecting, 229-230
objective complements, 73-74
objects
direct, 70-72
indirect, 72-73
indirect, locating, 76-78
infinitives and, 28
parallel sentence construction, 269-270
of prepositions, 112-114, 228-229
prepositions, identifying, 113-114
pronouns, 78, 228
relative pronouns, 94
subordinate clauses, 314
verbs and, 76
whom/whomever, 297
of, possessive nouns forms and, 150-152
official titles (people), capitalization,
204-205
Old English, 44
one, 127
subject-verb agreement and, 142-143
only, 110
or, 63-65
other, commas and, 184
ownership. See possessive

opPe

paragraphs, quotations, 175-176

parallel constructions, 269-272
correlative conjunctions, 277-279
nouns and pronouns, 278

Index 3 53

parentheses, rules for using, 335-336
parenthesis/parentheses, 133
participles, 237, 320-322
description and, 249
introductory, 250
past and present, 40
present, 242
parts of speech, 10
adverbs, changing, 101
nouns and verbs, changing, 99
verbs and, 28
passive verbs, 233-234
passive voice, shifting to active, 274-275
past participles, 40
irregular verbs, 42-43
past perfect progressive tense, 37-38
past perfect tense, 37-38
subject-verb agreement and, 132
past progressive tense, 32-33, 35
subject-verb agreement and, 134
past tense, 32-33, 35. See also tense
questions, subject-verb agreement, 138
subject-verb agreement and, 132
suppose and, 29
perfect, 262-263
perfect tense, 36
period (.), 65-67
abbreviations, 215
quotations, 165-167
person, shifting, 276-277
phenomenon/phenomena, 133
plays, titles of, 178-179
plural
compound possessive forms, 153-154
hyphenated nouns, forming, 57
irregular nouns, forming, 56
irregular possessive forms, 153
nouns, possessive forms, 151-154
nouns, y endings and, 55-56
possessive pronouns, 123-124
pronouns, 121-122
regular nouns, forming, 54-55
regular verbs, 41-42
subject-verb agreement and, 132-135
unusual forms, 133
verbs, choosing, 54
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poems
capitalization and, 216
contractions and, 162
titles of, 178-179
politics, subject-verb agreement and,
144-145
possessive, 150
common errors, avoiding, 157-158
compound forms, 153-154
hyphenated words, 155-156
of and, 150-152
plural noun forms, 151-154
pronouns, 157-158, 230-231
proper nouns, 154-155
singular noun forms, 150-151
singular nouns ending in s, 156-157
possessive pronouns
gerunds and, 231-232
singular/plural, 123-124
predicate, verbs and, 28
predicate adjective, 21
predicate nominative, 21
prepositional phrases, 112. See also
prepositions
adjectives/adverbs and, 114
description and, 249
indirect objects and, 73
parallel sentence construction, 271
subject-verb agreement, 140-141
subject-verb pairs and, 114-115
types of, 114
prepositions, 111-112. See also
prepositional phrases
list of, 112
object pronouns, 115-116
objects and, 112-114, 228-229
sentences, ending with, 116-117
present participles, 40, 242
irregular verbs, 42
present perfect infinitive, 243
present perfect progressive tense, 36-37
present perfect tense, 36-37, 38-39
subject-verb agreement and, 134-135

present progressive tense, 32, 34-35
subject-verb agreement and, 134
present tense, 32, 34-35, 245-246
progressive tense, 32
pronouns, 119
adjectives, 97
antecedents, 120-121, 300-301
antecedents, placement, 125-126
appositives, 223-224
cases, 25, 221
collective nouns and, 304-306
common errors, avoiding, 127-130
company names and, 307
comparisons in sentences, 225-226
compound subject, 222-223
compound subject, linking verbs and,
226-227
due to, correct use of, 22
linking verbs, completing sentences, 23-25
object pronouns, 78, 115-116, 228
parallelism and, 278
possessive, 157-158, 230-231
possessive, singular/plural, 123-124
prepositional phrases, 113
relationships, creating with prepositions,
111-112
relative, 94
selecting, separating independent and
subordinate clauses, 316
sentences, combining, 92-94
sexist language and, 129-130
singular/plural, 121-122
subject and, 45
subject complements, 78
subject pronouns, 24-25, 221-222
subject-verb agreement, common
problems with, 142-143
subordinate clauses, 313
vague references, 302-304
verb agreement and, 301-302
who/whom, 297-300
proofreading, 339-342
proper nouns, possessive forms, 154-155



punctuation

addresses, 187-188

brackets, 335-336

business letters, addressing, 194

colons, 195-196

comma splice, 85

commas, 325-330

commas, conjunctions and, 84-86

commas, lists and, 182-183

conjunctions, false joiners, 192-194

conjunctions, semicolons and, 192

conversational English and, 13

dashes, 199-202

dates, 188-189

ellipsis, 331-332

endmarks, 65-67

hyphenation, 332-335

lists, introducing with colons, 196

lists, separating items with semicolons,
194-195

parentheses, 335-336

periods, abbreviations and, 215

quotations, exclamation points and, 172

quotations, introducing with colons,
197-198

quotations, no speaker tags, 169-170

quotations, question marks and, 170-172

quotations, semicolons and, 172-173

quotations, speaker changes, 175-176

quotations, speaker tags and, 165-169

quotations inside quotations, 173-174

semicolons, 191-192

sentences, introductory words, 190

slang, quotation marks and, 177

slashes, 336

titles, quotation marks and, 178-179

oQo

question mark (?7), 65-67
quotations, 170-172
questions
complete sentences and, 62
subject-verb agreement, 137-139
quotations, 163-165
in British English, 175
capital letters, 167, 169

colons, introducing with, 197-198
commas, 169

enclosing words with, 176-177
exclamation points, 172

inside quotations, 173-174
punctuation, no speaker tags, 169-170
punctuation, speaker tags and, 165-169
question marks, 170-172

run-on sentences, 167-168
semicolons (;), 172-173

slang and, 177

speaker changes, 175-176

titles, 178-179

o R o

race (ethnicity), capitalization, 209
raise/rise, 286
records, titles of, 178-179
reference sources, learning grammar,
343-346
regular plural nouns, forming, 54-55
regular verbs, past and present
participles, 40
relationships, prepositions and, 111-112
relative pronouns, 94
requests, subjunctive mood and, 290-292
rise/raise, 286
run-on sentences, 84, 92
correcting, semicolons, 193
quotations, 167-168

oS e

S-AV-DO sentence pattern, 71
S-AV-I0-DO sentence pattern, 72
school courses, capitalization, 210-211
school grade levels, capitalization, 211
seasons, capitalization, 210
second person, 276
semicolons (;), 87-88, 191-192
commas and, 317
conjunctions (false joiners), 192-194
lists, separating items, 194-195
quotations, 172-173
sensory verbs, 20-21

ndex 355
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sentences

beginning, conjunctions and, 65, 86

combining, 83-84

combining, colons, 198-199

combining, commas and, 84-86

combining, independent and subordinate
clauses, 88-89

combining, pronouns, 92-94

combining, semicolons and, 87-88,
191-192

comparisons, word endings, 255-260

comparisons in, pronouns and, 225-226

complete, 61-63

complete, subject-verb pairs and, 59-61

complete, understood subject and, 60

conjunctions and, 63-65

correlatives, 277-279

diagramming, 16

double comparisons, 268

end punctuation, types of, 65-67

ending, prepositions and, 116-117

fragments, 63-65

fragments, avoiding, 91-92

illogical comparisons, 266-267

improper comparisons, 281-282

improving, 322

incomplete comparisons, 264-266

interjections and, 117

introductory words, commas and, 190

irregular comparisons, 260-261

linking verbs and, 21-23

minimum requirements, 309-311

negative statements, subject-verb
agreement and, 139

numbers in, capital letters and, 57

parallel constructions, 269-272

person, shifting, 276-277

pronouns, linking verbs and, 23-25

questions, complete sentences and, 62

run-on, 84, 92

run-on, correcting with semicolons, 193

S-AV-DO pattern, 71

S-AV-0-DO pattern, 72

shifting verb voice, 274-275

subject-verb pairs, 46

tense, shifting, 273-274

unusual subject-verb order and, 48-49

verb-infinitive pattern, 292

series, commas in, 182-183
set, 58
sex/gender, 129
sexist language, pronouns and, 129-130
should of, 160-161
simple predicate, verbs and, 28
simple tense, 32-34
since/because, 93
singular
nouns, possessive forms, 150-151
nouns ending in s, possessive forms,
156-157
possessive pronouns, 123-124
pronouns, 121-122
pronouns, correct antecedents and,
127-128
regular verbs, 41-42
subject-verb agreement and, 132-135
sit, 58
slang, 13
quotation marks and, 177
slashes, rules for using, 336
some, subject-verb agreement and, 142
some place, 30
some time, 30
somebody, 127
subject-verb agreement and, 142-143
someone, 127
subject-verb agreement and, 142-143
someplace, 30
something, 127
subject-verb agreement and, 142-143
sometime, 30
songs, titles of, 178-179
speaker tags. See quotations
speeches, 14
spell checkers, 15
spelling, commonly misspelled words, 30
split infinitives, 29, 44
standard usage, 11
statistics, subject-verb agreement and, 146
stories, titles of, 178-179
style manuals, 217
subject, 45
appositives, 224
compound, 46-47
either/or and neither/nor, selecting
verbs, 280



I, me, myself, correct use, 50
implied, 49-50, 253-254
infinitives and, 28
introductory participle, 250
linking verbs and, 21
misidentifying adverbs as, 52-53
multiple, subject-verb agreement, 136-137
numbers, capital letters and, 57
parallel sentence construction, 271
person, shifting, 276-277
plural nouns, forming, 54-57
pronouns, correct/incorrect, 24
relative pronouns, 94
subordinate clauses, 314
who/whoever, 297

subject case. See nominative pronouns;

subject pronouns

subject complement, 74-75
linking verbs and, 21, 76
pronouns, 78

subject pronouns, 115-116, 221-222
compound, 222-224

subject-verb agreement, 135
analysis, 146
economics, 146
here and there and, 142-143
mathematics, 145-146
multiple subjects and, 136-137
mumps, 146
negative statements, 139
news, 145-146
politics, 145-146
prepositional phrases, 140-141
pronouns, common problems with,

141-142

questions and, 137-139
statistics, 146
subjunctive mood, 291
tenses and, 132-135
time and money, 136

subject-verb pairs, 46
complete sentences and, 59-61
locating, 47-48
mismatches, 60
prepositional phrases and, 114-115
word order and, 48-49

subjunctive mood
as though, 290
commands, wishes, and requests, 290-292
had, 288-290
if, 291
let us, 292-293
were, 287-288
subordinate clauses, 311-314
appropriate content, 318
independent clauses, separating from,
315-316
joining with independent clauses, 88-89
placement, 317
relative pronouns and, 94
subordinate conjunctions, 89-91, 192
superlative words, 259
suppose, past tense and, 29
symbols, apostrophes and, 162

oJ e

tapes, titles of, 178-179
television series episodes, titles of, 178-179
television shows, titles of, 178-179
tense, 31

future, 33-34, 36

future perfect, 36, 38

future perfect progressive, 38

future progressive, 33-34

helping verbs, 26, 39

historical present, 37

mixing, 33

past, 32-33, 35

past perfect progressive, 37-38

past progressive, 32-33, 35

perfect, 36

present, 32, 34-35, 245-246

present perfect, 36-37, 38-39

present perfect progressive, 36-37

present progressive, 32, 34-35

progressive, 32

questions, subject-verb agreement and,

137-139

shifting, 273-274

simple, 32-34

subject-verb agreement and, 132-135

verbs, sequence of events and, 235-243

Index 3 5 7
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that, commas and, 184
that/which, commas and, 327
the, capitalizing in titles, 213
their, 124
their/there/they're, 122
then, semicolons and, 193
there, 122
sentence subject and, 52-53
subject-verb agreement and, 142-143
verbs, selecting, 53
therefore, 90
semicolons and, 193
these, commas and, 184
they, 122, 124
third person, 276
this
commas and, 184
pronoun reference and, 303
those, commas and, 184
thus, semicolons and, 193
time
capitalization, 210
possessive noun forms and, 151
subject-verb agreement and, 136
verbs, sequence of events and, 235-243
titles. See also official titles (people)
capitalization, 212-213
quotation marks, 178-179
to be, 28
tenses, 41-42
to/too/two, 296

olf o

understood subject, 49-50
complete sentences and, 60

unique, 261-262

usage, 11

oo

verbals, 15, 318
gerunds, 318-319
improving sentences, 322-323
infinitives, 319-320
participles, 320-322
simultaneous events, 236-237
verb-infinitive pattern, 292

verbs, 17

action, 25

action, direct objects and, 70-72

action, indirect objects and, 72-73

active, 233-234

adverbs, 99-102

compound, 46-47

compound pronouns, 222-223

dangling modifiers, 249-251

future perfect progressive tense, 38

future perfect tense, 36, 38

future progressive tense, 33-34

future tense, 33-34, 36

gerunds, 318-319

gerunds, possessive pronouns and,
231-232

helping, 26

helping, done and, 242

helping, tense and, 39

historical present tense, 37

identifying, 27-28

imperative mood, 286-287

indicative mood, 285-286

infinitives and, 28, 61

irregular, 41-43

linking, 17-23

linking, adjectives and, 97-98

linking, compound subject pronouns and,
226-227

linking, subject complements and, 74-75

misidentifying action/being words as,
51-52

mood, 285

parallel sentence construction, 269-270

participles, 320-322

parts of speech and, 28

passive, 233-234

past and present participles, 40

past perfect progressive tense, 37-38

past perfect tense, 37-38

past progressive tense, 32-33, 35

past tense, 32-33, 35

perfect tense, 36

predicates and, 28

present perfect infinitives, 243

present perfect progressive tense, 36-37

present perfect tense, 36-37, 38-39

present progressive tense, 32, 34-35



present tense, 32, 34-35, 245-246
progressive tense, 32, 34-36
pronoun agreement and, 301-302
reporting information, 243-245
selecting, either/or and neither/nor, 280
selecting, here/there sentences, 53
selecting, separating independent and
subordinate clauses, 316-317
sensory, 20-21
sequencing future events, 240-241
sequencing more than two events, 239-240
sequencing two events, 237-239
simple tense, 32-34
simultaneous events, 236
subjunctive mood, 287-293
subordinate clauses, 313-314
tense, 26, 31
tense, shifting, 273-274
tenses, sequence of events and, 235-243
tenses, subject-verb agreement and,
132-135

verbals, 15
voice, shifting, 274-275

voice
shifting, 274-275
verbs, 233-235

vowel sounds, articles, selecting, 118

Index 359
ol o

well/good, 105-106
whether/if, 64
which/that, commas and, 327
who/whom, 297-300
whose/who's, 152
wishes, subjunctive mood and, 290-292
would of, 160-161
writing
conversational English, punctuation
and, 13
e-mail, 12
improving sentences, 322
slang in, 12

° y °
you
implied subject, 49-50

singular/plural forms, 134
you're/your, 160
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