
CORRECT THE ERRORS IN THE FOLLOWING SENTENCES. 
  
1.  The desk and chair sits in the corner. 
  
  
2.  Each of us were scheduled to take the test. 
  
  
3.  This phone call is for Bill and I. 
  
  
4.  Sometimes it’s harder securing the appointment than to 
  make the sale. 
  
  
5.  Please allow Jenna or myself to assist you. 
  
  
6.  Neither of the candidates have spoken. 
  
7.  I respectfully call you and your client’s attention to the   
  cancellation clause. 
  
  
8.  The sign above the grocery store’s express lane reads, “Ten 
  items or less.” 
  
  
9.  In his speech to the shareholders, the CEO inferred that the 
  excellent results would save the factory. 
  
  
10.  A large amount of accidents have taken place near here. 



 

PRONOUNS 
  
The correct pronoun to use depends on what that pronoun is 
doing in a sentence…the “job” it is performing. 
  
  
ACTORS  RECEIVERS 
(subjects)  (follows a preposition) 
  
He, She, They, Who, We  Him, Her, Them, Whom, Us 
  
I  ME 
  
You, It  You, It 
  

PREPOSITIONS 
*Prepositions are words that show the relationships among 
things, people, and places. (about, above, across, after, 
against, along, among, around, as, at, before, behind, below, 
beneath, beside, between, beyond, by, concerning, down, 
despite, during, except, excluding, for, from, in, including, 
inside, into, like, near, of, off, on, onto, out, outside, over, 
past, since, regarding, through, till, to, toward, under, 
throughout, unlike, until, up, upon, with, within, without, 
underneath.) 
  
BUT, the most common ones are: 
  
TO, AT, IN, ON, FOR, WITH, FROM, BY 



 
ACTIVE and PASSIVE VOICE 
  
  
1.  My dog ate my homework. 
  
* What is the subject?________________ 
* What is the verb?___________________ 
  
The subject is performing the action of the 
verb….so this is an ACTIVE VOICE sentence. 
  
  
  
2.  My homework was eaten by my dog. 
  
 * What is the subject?______________________ 
* What is the verb?__________________________ 
  
The subject of the verb is BEING ACTED 
UPON…so this is a PASSIVE VOICE sentence. 
  



  
PASSIVE VOICE sentences always LONGER 
THAN active voice sentences because… 
  
* they need AT LEAST a 2 word verb because 
   they have a form of the verb “to be” 
  
* OFTEN have a “by the….” prepositional 
phrase  ( see “by my dog” in the example) 
  
This “by the…” phrase is like a “flashing red 
light” to tell you that the sentence is written 
in the passive voice. 
  
BUT, it is also your clue as to how to change 
your sentence to active voice. 
  
Make the noun or pronoun at the end of the 
prepositional phrase the SUBJECT of your 
sentence. 
  
My homework was eaten by my DOG. (passive) 
  
My dog ate my homework. (active) 



 
SERIAL COMMA  (also called the Oxford 
comma) 
  
The serial comma separates items, including the last from the next to last, 
in a list of more than two.  
  
  The presentations were given to the girls, the boys, and the teachers. 
  
  (the comma after BOYS is called the serial comma) 
  
The question whether to include the final comma in a series has sparked 
many arguments in law offices and judges’ chambers.  The reason for 
preferring the final comma is that omitting it may cause 
ambiguities, while including it never will.  Without the 
serial comma, the last two items will be considered as 
one unit. 
  
  
  
See what happens with (and without) a serial comma in this example… 
  
In my last will and testament I leave my millions to Tom, Dick and Harry.  
  
(Tom is VERY happy because he now gets HALF my all my money; Dick and 
Harry are NOT so happy because they will each only get ¼ of my 
money….they are considered as one unit without the comma! 
  
If instead I wrote this…I leave my millions to Tom, Dick, and Harry. 
  
Now each will receive 1/3. 
  
  



  
 
Now take a look at this example… 
  
The investor asked for separate reports on the 
performance of her investments in real estate, 
commodities, coins and stocks and bonds. 
  
The way this is written, THREE reports were requested. (one for real estate, 
one for commodities, and the third report that will combine coins and 
stocks and bonds. 
  
How many separate reports are required depends on WHERE the 
commas are.  The serial comma can clear up the clouded relationship of 
coins, stocks, and bonds.  A comma after coins gives one meaning.  The 
investor wants four reports, dealing with 
  
real estate, commodities, coins, and stock and bonds. 
  
Punctuating the sentence differently shows another kind of association. 
The investor may want the reports grouped differently: 
  
  real estate, commodities, coins, stocks, and bonds.  (five reports) 
  real estate, commodities, coins and stocks, and bonds.   (four reports) 
  real estate; commodities; and coins, stocks, and bonds.  (three reports) 
  
The serial comma will often help you avoid ambiguity.  
  
So make a habit of using it consistently. 
  
 


