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GRAMMAR 
 
 
Learning Objectives: 
 

• Correctly apply contemporary rules for agreement, pronoun use, 
sentence construction, parallelism, and use of modifiers 

 
• Correctly apply rules for using commas, semicolons, colons, 

quotation marks, hyphens, and apostrophes 
 

• Review and apply rules for capitalization and writing numbers 
 

• Apply grammar and usage standards to sample documents by editing 
the samples 

 
• Distinguish grammar rules from individual preferences or myths 
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   PARTS OF SPEECH REVIEW 
NOUNS 

• name of a person:   child, typist, Mr. Harris,  
           place:  lobby, courtroom, Chicago, college 
           thing:  desk, phone, computer, book 
          quality:  dependability, honesty, loyalty, sincerity 
           concept:  beauty, truth, knowledge, happiness 
           action:  walking, typing, writing, thinking 
VERBS 

• tells what the subject of a sentence does, says, thinks or feels. 
Sometimes the verb shows movement/action (jump) or sometimes it 
shows how a thing is or that it exists. (to be) 

ADJECTIVES 
• words that describe a noun or pronoun. How much? How many? 

colors: blue, red, green, yellow quality: honest, sincere, loyal, rude, 
confident 

size:  big, small, tiny, large, miniscule emotions: sad, angry, happy, nervous 
numbers:  one, three, first, third demonstrative: this, that, these, those 

articles: a, an, the possessive: my, your, his, her, our, your, their, its 
feelings: interested, satisfied, bored, exciting 

ADVERBS 
• modify or describe verbs (run fast), adjectives (often sad) or                 

   other adverbs (too often). *Frequently ends in “ly”. Often answer three 
   questions: 

  When?  Past = yesterday, future =soon, frequency = always 
  How?    slowly, quickly, enthusiastically, impatiently  
  Where? forward, downstairs 
PRONOUNS: 

• words that take the place of a noun. 
  Example: Carol is nice. She is also pretty. 
  (I, you, he, she, it, me, you, we, him, her, mine, yours, his,   
   myself, himself, herself, us, them, ourselves, yourselves)  
CONJUNCTIONS: 

• connects phrases, words, or clauses. Conjunctions are often used  
  as transitions. 

COORDINATING: FANBOYS (for, and, nor, but, or, yet, so)            
SUBORDINATING: as, before, unless, while, when, after, which, that, 
although, because, since, provided, if, than, until  

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.) 

INTERJECTIONS:*an exclamatory word that shows strong or sudden 
 feeling (Oh! Alas! So! Wow! Cool!)       
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THE BASICS.  If you want to repair your computer, you have to recognize the 
names of the parts and what the parts (modem, CD drive, mouse, keyboard) look 
like.  In the same way, to use correct grammar, you need to be able to identify the 
terms used to talk about the mechanics of writing: the parts of speech and the parts 
of a sentence. 
   There are eight parts of speech: 
 NOUNS---PRONOUNS---VERBS---ADJECTIVES---ADVERBS-
 PREPOSITIONS--CONJUNCTIONS---INTERJECTIONS 
******************************************************************************* 
NOUNS   A noun names a person, place, thing, or idea. Nouns are 

things you can see, touch, hear, etc.  They are also    
abstract words that express feelings, sensations, and 
thoughts. (1) You can make nouns plural. (2) You can 
make nouns show ownership.  (3) Nouns make sense 
standing alone after articles such as “a”, “an”, and 
“the.” 

 Nouns may function as subject, object or complement of a 
verb, the object of a preposition, or as modifiers or 
appositives. 

 
 Nouns include the following: 
 PEOPLE  manager engineer John F. Kennedy 
 PLACES  office  Harvard New York 
 OBJECTS  train  computer mountain 
 IDEAS  truth  integrity curiosity 
 FEELINGS  confusion joy  anger 
 ACTIONS  thinking writing speaking 
 QUALITIES ambition sensitivity intelligence 
 SENSES  hearing touch  sight 
******************************************************************************* 

 The Legislature passed a budget, the Governor signed it, and the 
people rejoiced throughout the state. (Legislature is the subject noun, budget 
is the object noun, governor is a subject noun, people is a subject noun, and state is 
the object of the preposition throughout.) 
 
This year’s budget act, a poor performance according to its critics, had 
the usual cast of characters in their usual roles. (Budget is used as a 
modifier describing act; the noun performance is an appositive describing act.) 
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PRONOUN S Pronouns stand in for or take the place of nouns.  
   They are noun substitutes that may be used in the  
   same functions as nouns. Without pronouns, we  
   would have to keep repeating the noun. 
 
  When Sarah retired, the company gave Sarah the  
  option of continuing to work as an independent 
  consultant.  Sarah said that Sarah would work part- 
  time for six months, and then Sarah would decide  
  whether to continue the arrangement. 
****************************************************************************** 
There are many kinds of pronouns depending on what they do.  They 
can: 

**Stand in for a person, place, thing, or idea 
   Singular  Plural 
   I/me   we/us 
   you   you 
   he/she/it  they 
   him/her/it  them 
 
  **Show ownership  
   Singular  Plural 

my/mine  our/ours 
   your/yours  your/yours 
   his/her/hers/its their/theirs 
 
  **Refer to something 
   Singular  Plural 

this/that  these/those 
   who/whom  who/whom 
   
There is a separate group of pronouns called indefinite pronouns. 
 
all  another any  anybody anyone anything 
both  each  either  everybody everyone everything 
few  many  more  most  much  neither 
nobody none  no one nothing one  other  
several some  somebody something such 
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VERBS  Verbs are the executives of a sentence.  There are 
three types of verbs.  Some verbs are ACTION      
verbs, some are STATE-OF-BEING or LINKING verbs, 
and some are HELPING verbs. 

 
ACTION verbs show motion. 
    -Sophia purchased a new copier for her office. 
    -Karen screens every job application. 
 
STATE-OF-BEING or LINKING verbs do not show action. They link a 
word in the predicate to the subject.  They serve as a “connection” 
between the subject and a word that describes the subject OR means 
the same as the subject. 
 
The most common linking verb is the verb “to be” which has the forms 
am, is, are, was, were, be, being, been.  The verbs taste, feel, smell, 
sound, look, appear, become, seem, grow, remaint, stay, and prove 
may be used as action verbs OR linking verbs, depending on thesense 
of the sentence. 
    - Our supervisor is always well prepared. 
    - Our supervisor is Henry Jones. 
    - The cake smells delicious.(LINKING) 
    - The woman smells the perfume.(ACTION) 
    - The analyst seems confused about the job. 
    
 
HELPING VERBS help the main verb (either action or linking) to make a 
statement. Most are the same words as state-of-being or linking verbs 
working with other verbs.  Common helping verbs are: 
is, am, are, was, were, be, being, been, have, has, had, shall, do, 
does, did, may, will, should, would, could, might, must, can. 
   - We have received five responses to the news. 
   - One of my clients has received the package. 
   - The athletes have been training for months. 
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VERB TENSE SUMMARY 
There are three main verb forms for showing time. 
 
1.  SIMPLE TENSE  
 *  does not use auxiliary (helping verbs) 
 *  refers to a specific time period during which 
   * something happens 
     OR 
   * something happened and is over 
     OR 
   * something will happen 
 
 * Simple Present (action goes on now):  I sit 
 * Simple past (action happened and is over): I sat 
 * Simple Future (action will happen): I will sit 
 
2. PERFECT TENSE 
 *  uses have, has, or had as auxiliary (helping) verb 
 * allows action to continue over time 
 
 * Present Perfect (action happened and maybe still going on):   
    I have sat 
 * Past Perfect  (action happened before something happened in  
    the past):  I had sat 
 * Future Perfect  (action will be completed in the future, by    
    which time it will already have happened):  I will have sat 
 
3. PROGRESSIVE TENSE 
 *  uses is, are, was, or were as auxiliary verb with –ing ending  
  on main verb (present participle) 
 * focuses on “progress” of action 
 
 * Present progressive (action is in progress right now):   
     I am sitting 
 * Past Progressive  (action was in progress in the past): 
     I was sitting 
 * Future Progressive  (action will be in progress in the future):  
     I will be sitting 
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VERB TENSE CONSISTENCY  
* In general, try not switch from one tense to another unless the 
 timing of an action demands that you do. 
* Keep verb tense consistent in sentences, paragraphs, and whole   
 documents. 
  
TENSE CONSISTENCY WITHIN A SENTENCE 
 
 * INCORRECT:  When Mary walks (present) into a room,   
     everyone will stare. (future) 
 * CORRECT:          When Mary walks (present) into a room,   
     everyone stares. (present) 
 
 The above sentence means that Mary walks into a room at a time. 
 The action is present.  The second action happens when the first   
  one does.  So the second verb should be present as well. 
 
* Change tense only when there is a need to do so.  Usually, the 
 timing of actions within a sentence will tell when the tense must 
 change. 
 
 CORRECT:  When Mary gets here (future), everyone  
    will stare. (future) 
 
 The first action will take place in the future; therefore, the second 
 one will as well. 
 
 CORRECT;  Harry reached (past) for the sandwich after he  
    had already eaten (past perfect) two pieces of  
    pizza. 
 
 The second action took place in the past; the first action occurred 
 before the past action.  Therefore, the first action requires the past 
 perfect tense (had + verb). 
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TENSE CONSISTENCY WITHIN A PARAGRAPH 
Generally establish a primary tense and keep tenses consistent from 
sentence to sentence.  Do not shift tenses between sentences unless there 
is a time change that must be shown. 
 
PRESENT TENSE PARAGRAPH 
 
 A tiny baby bird sits on the ground, close to the nest.  The bird 
cries out nervously for its mother.  Several people pass by and look at 
it, but no one touches the bird.  If a cat sees the bird, the cat will kill 
it.  However, the area seems remote and no cats are nearby. 
 
All actions in the above paragraph happen in the present except for the 
future possibility dependent upon a present action taking place: “If a 
cat sees the bird, the cat will kill it.” 
 
 
PAST TENSE PARAGRAPH 
 
 A tiny bird sat on the ground, close to the nest.  The bird cried out 
nervously for its mother.  Several people passed by and stared, but no 
one touched the bird.  If a cat saw the bird, the cat would kill it.  
However, the area seemed remote, and no cats were nearby. 
 
All of the actions in the above paragraph happen in the past except for the 
possibility dependent upon one action taking place: “If a cat saw the 
bird, the cat would kill it.” 
 
TENSE CONSISTENCY WITHIN A DOCUMENT 
1. Use present tense when writing about 
  * your own ideas 
  * factual topics 
 
2. Use past tense when writing about 
  * past events 
  * completed studies or findings 
 
3. Use future tense when writing about 
  * an event that will occur in the future 
  * arguments presented in scientific literature 
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CONTROLLING VERB TENSE 
Consistent verb tenses clearly establish the time of the actions being 
described.  When a passage begins in one tense and then shifts without 
warning, readers can be confused. 
 
 Example:  Rescue workers put water on her face and lifted her  
          head gently onto a pillow.  Finally she opens her eyes. 
 
 Since the main action is taking place in some past time, the second 
 sentence should read:  Finally she opened her eyes. 
 
Do not shift from one tense to another if the time frame for each action or 
state is the same. 
 
 Example:  I went into the building, and the next thing I see is a  
          man who is holding a gun and demanding my money. 
 
 “Went” is past tense: “see” and “is holding” are present tense 
 
CORRECTED:       I went into the building, and the next thing I saw was 
           a man holding a gun and demanding my money. 
 
 
BUT…DO shift tense to indicate a change in time frame from one action or 
state to another. See these examples. 
1.   My essay contains quotations that I found in a journal. 
  The essay currently contained the quotations and the   
  quotations were found in the past. 
 
2. We will develop a new version of the program because our client  
 is suggesting several changes. 
  A new version will be developed in the future because the  
  client is currently suggesting changes. 
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ADJECTIVES are words used to modify a noun or pronoun. They may 
come before the word they describe  
   (That is a cute puppy.)  
or they may follow the word they describe (That puppy is cute.) 
 
 They work in three ways: 
 1. By telling WHAT KIND? green apples, small car, cold rain 
 2. By pointing out WHICH ONE?    this woman, that truck 
 3. By telling HOW MANY?   some birds, two squirrels 
 
The most frequently used adjectives are the articles A, AN and THE 
  
      
ADVERBS are used to modify a verb, an adjective, or another adverb. 
They may answer these questions to modify a verb: 
 
 HOW?  She reads quickly. 
 WHEN?  She reads early and late. 
 WHERE?  She reads everywhere. 
 HOW OFTEN? She reads frequently. 
 TO WHAT EXTENT?  She reads thoroughly. 
 
ADVERBS frequently end in “ly” 
 
 An adverb may modify an adjective: 
 
  She is a really intense competitor. 
 

 Intense is an adjective modifying the noun competitor.  
 Really modifies the adjective intense by telling  
 TO WHAT EXTENT she is competitive. 

 
 An adverb may modify another adverb. 
 
  She skated very well.  
 
  Very modifies the adverb well by telling 
  HOW WELL she skated. 
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ADJECTIVES VS. ADVERBS 
 Words that describe performers VS. words that describe actions. 
 
 EXAMPLE: The nice woman spoke at the meeting. 
   The woman spoke nicely at the meeting. 
 
 Nice describes the performer....so it is an adjective 
 
 Nicely describes the action (spoke)....so it is an adverb. 
 
*** Good VS. Well is sometimes confusing.  Here’s the difference. 
 
 Good  never describes an action. 
 
 Well describes actions, unless referring to the state of health. 
 
 EXAMPLE:  My neighbor paints well. (describes an action) 
    My neighbor is a good painter. (modifies a noun) 
    I don’t feel well today. (refers to health) 
 
CHOOSE the word that best completes each sentence. 
 
 1.  Jose will call (immediate, immediately) after he arrives. 
 
 2.  Terry apologized (sincere, sincerely). 
 
 3.  The chorus sings (good, well). 
 
 4.  A (good,well) singer breathes (deep, deeply). 
 
 5.  My nine-year old runs (quick, quickly). 
 
 6.  That (good, well) software works (good, well) for this project. 
 
 7.  Roses smell (sweet, sweetly) 
. 
 8   The woman looked (angry, angrily). 
 
 9.  The woman looked (angry, angrily) at the paint splotches. 
 
 10. She feels (bad, badly) about the news. 
 
 11. You did the job (well, good). 
 
 12. You smell (well, good) today. 
 
 13. You smell (well, good) for someone with a cold. 
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PREPOSITIONS 
Prepositions are connecting words that show the relationship of a noun 
or pronoun to another word in a sentence.  Many prepositions are very 
small, but they are crucial.  As a rule, prepositions answer one of these 
questions about the noun or pronoun: “where?”  “when?” or “how?” Their 
form never changes; they are used to construct prepositional phrases. 
 
The most common prepositions are : 
 
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  underneath   with 
within   without 
 
The most common COMPOUND PREPOSITIONS are: 
 
according to along with  apart from as for  as well as 
aside from  because of  by means of by way of 
except for  in addition to in back of  in case of 
in front of  in place of  in regard to  in spite of 
instead of  next to  on account of on behalf of 
on top of  out of   regardless of with regard to 
******************************************************************************* 
How many prepositions can you find in the following?_________ 
 
Dorothy Gillian attended the Pennsylvania Academy of Fine Arts from  
 
1990 to 1995, the University of Pennsylvania, the More Institute of Art,  
 
and the Arts Students' League from 1996 to 1998. She worked as an  
 
instructor of drawing in adult evening school for two years at the Samuel  
 
Fleshier Art Memorial. She has also worked as a switchboard operator for 
 
the American Bell Telephone Company, and as an instructor in creative  
 
writing at Cherry Lawn School, Darien, Connecticut, from 1998 to 2000.  
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CONJUNCTIONS   Conjunctions are connecting words that join words 
or groups of words.  We will look at three types of conjunctions:  
 Coordinating, subordinating, and correlative conjunctions  
 
 COORDINATING conjunctions connect two equal parts of a  
 sentence.  They are for ,and, not, but, or, yet, and so.  
 To remember them, just remember FANBOYS. 
 
 Example:  The bear turned and lumbered off into the woods. 
   Sue’s design was very interesting, yet the group 
   felt that it didn’t achieve what we had in mind. 
 
 SUBORDINATING conjunctions connect two unequal parts of a 
    sentence. Here are some of the most common  
    subordinate conjunctions. 
 
 after   although as  as if  as long as 
 as though  because before even if as soon as 
 even though if  in order to now that once 
 rather than  since  so that than  that 
 though  unless until  when  whenever 
 where  which  while 
 
 Example: The company will move if the rent is raised again. 
   Unless the bookkeeper made an error, we have  
   more money than we had thought. 
   When we receive your payment, we will notify 
   Accounts Payable to send you a new statement. 
 
 CORRELATIVE  conjunctions are always used in pairs.  They 
 are either…or, neither…nor, not only…but (also), both…and, 
 whether...or 
 
 Example:   The speech was neither eloquent nor convincing. 
   These shirts are available not only in small sizes  
   but also in extra large sizes. 
 
     
 
INTERJECTIONS are short emotional statements usually -almost 
always- followed by exclamation points.  (Wow!  Oh no!  Rats!) 
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WORDS WITH MORE THAN ONE JOB 
 
Many words in English can have more than one job.  For example, 
“work” can be a verb and a noun; “but” can be a conjunction and a 
preposition; “well” can be an adjective, adverb, noun and an interjection.  
In addition, many nouns can act as adjectives. 
 
To determine the part of speech, ask yourself: “ What JOB is this word 
doing in the sentence?” 
 
Here are some examples: 
 
WORD PART OF SPEECH EXAMPLE 
 
work  Noun   My work is easy. 
  Verb    I work in San Francisco. 
 
but  Conjunction John came but Mary didn’t come. 
  Preposition  Everyone came but Mary. 
 
well  Adjective  Are you well? 
  Adverb  She speaks well. 
  Interjection  Well! That’s expensive! 
  Noun   The well is deep. 
 
afternoon Noun   We ate in the afternoon. 
  Adjective  We had afternoon tea. 
 
round  Verb   The car rounded the corner. 
  Preposition  I saw her go round the house. 
  Adjective  She has a round head. 
  Noun   The fight ended in one round. 
  Adverb  The astronauts saw the world go round. 
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NOUN    VERB    ADJECTIVE          ADVERB 
1. society      to socialize     social, sociable           socially  
 
2. progress      to progress     progressive     progressively 
    progression 
 
3. responsibility        responsible     responsibly 
 
4.  excitement     to excite      excited                       excitedly 
          exciting 
          excitable 
 
5. success       to succeed      successful      successfully 
 
Choose the correct form of the word from the chart above to fit into 
these sentences.  Use the same numbers from the chart for each set.  
 
1.  a.  Mary is very _________.  She loves parties. 
     b.  In order for _______to develop, everyone must follow the rules. 
     c.  People who like to ________ often join clubs. 
 
2.  a.  My supervisor is a very _______thinker. 
     b.  Did you make any ________on that difficult report.  
     c.  Joseph _________quickly, so he was promoted last week. 
 
3.  a.  Are women more ___________workers than men? 
     b.  She cares for her children ______________. 
     c.  A good worker takes _____________. 
 
4.  a.  A lot of ___________is not always good. 
     b.  Mary said, “I’m so _______!  I won the lottery.” 
     c.  My sister talked ____________. 
 
5.  a.  You will be a ___________success if you work hard. 
     b.  He became a very ___________lawyer. 
     c.  Do you want to  ___________in life? 
     d.  People who _________complete the exam will be promoted. 
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What part of speech is each of the underlined word? (NOUN, VERB, 
PRONOUN, ADJECTIVE, ADVERB, CONJUNCTION, PREPOSITION, 
INTERJECTION) 

1. I bought a beautiful dress at the mall. __________________ 

2. What did she ask you to do? ________________ 

3. I left my shoes under the kitchen table. _________________ 

4. If we finish our work quickly, we can go home.________________

5. On Saturdays I work from nine to five. __________________ 

6. You must replace the alternator. __________________ 

7. I’m sure I have met your friend before. __________________ 

8. Well, I don’t think I will be here that late. __________________

9. Andy knocked on the door but nobody answered._____________

10. After lunch let’s go out for coffee. __________________ 

11. The primary goal is to reduce spending. __________________

12. She is unusually talented. __________________ 

13. This book is mine. _________________ 

14. This is the car to buy. __________________ 

15. He agreed to proceed slowly. __________________ 

16. Do you want fries with that? __________________ 

17. This experience has taught me a valuable lesson_____________

18. Yesterday seemed rather dreary. __________________ 

19. Please do not omit any necessary punctuation.  _____________
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In the first blank in each sentence, write a word of your own that 
SOUNDS RIGHT and MAKES SENSE.  Then in the blank at the right, 
tell what PART OF SPEECH your word is. 
 
NOUN--VERB--PRONOUN--ADJECTIVE--ADVERB-PREPOSITION- 
CONJUNCTION--INTERJECTION 
 
Example: The singer wore a plaid jacket.   adjective 
 
1. The letter should arrive _________.   ___________ 
 
2.  Please don’t ______with scissors in your hand. ___________ 
 
3.  Every night __________monsters filled his dreams.___________ 
 
4.  The weather was gray __________miserable. ___________ 
 
5.  _____________! I dropped my keys down the sewer.__________ 
 
6.  Ms. Kostas ________a registered pharmacist. ___________ 
 
7.  The jury found that she was ___________.  ___________ 
 
8._____________he won the lottery, he was envied.___________ 
 
9. This plane goes _____________Cleveland.  ___________ 
 
10. Paris is in France, ________Berlin is in Germany.___________ 
 
11. Walk toward that big dog ________carefully. ___________ 
 
12. They put the motion to a vote, but _____failed. ___________ 
 
13.  Many ______trees are threatened by acid rain. ___________ 
 
14.  Is __________your locker?    ___________ 
 
15.  The _________was deathly quiet.   ___________   
 
16.  Please put the ___________away.           ___________ 
 
17.  The water in the bay seemed very _______. ___________ 
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PREPOSITIONS FOR TIME, PLACE, AND, INTRODUCING OBJECTS 
 
One point in time: 

On is used with days:   
  *I will see you on Monday.  
  *The week begins on Sunday. 
 
 At is used with noon, night, midnight and with the time of day. 
  * My plane leaves at noon. 
  * The movie starts at 6 p.m. 
 
 In is used with other parts of the day, with months, with years,  
  and with seasons. 
  *  He likes to read in the afternoon 
  * The days are long in August. 
  * The book was published in 1999. 
  * The flowers will bloom in spring. 
 
 Since, for, by, from-to, from-until, during, within are used to  
 express extended time. 
  * She has been gone since yesterday. (She left yesterday 
        and has not returned.) 

* I’m going to Paris for two weeks.  (I will spend two   
       weeks there.) 

  * The movie showed from August to October. (Beginning  
        in August and ending in October.) 
  * The decorations were up from spring until fall.   
       (Beginning in spring and ending in fall.) 
  *  I watch TV during the evening. (For some period of  
        time in the evening.) 

*  We must finish the project within a year.(no longer than 
       a year.) 

 
 In, inside, on, at  are used to express place. 
  * There is a wasp in the room. (about the point itself.) 

*  Put the present inside the box.(expresses something 
   contained.)        

  *  I left your keys on the table. ( to talk about a surface.) 
  *  She was waiting at the corner. (to talk about a general  

            vicinity.) 
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Here is a list of frequently used words followed by specific prepositions. 
 
account for something or someone:  I found it hard to account for his 
         behavior. 
 
acquainted with Are you acquainted with our new manager? 
 
addicted to  Jan is addicted to surfing the Web. 
 
adhere to  All employees must adhere to certain policies. 
 
agree to (accept)  Can you agree to the terms of the contract? 
 
agree with (a person) I agree with you on this issue. 
 
angry with (a person) Are you angry with me for being late? 
 
angry at (a thing)  Employees are angry at the change in policy. 
 
buy from  You may buy from any one of several vendors. 
 
comply with We must comply with governmental regulations. 
 
concur in (an action) The directors were able to concur in a new plan. 
 
concur with (a person)  Do you concur with the governor in his  
    decision? 
 
contrast with  The angles contrast with the curves in that design. 
 
correspond to (match)  A company’s success corresponds to a  
    company’s  leadership. 
 
correspond with (write)  We correspond with our clients regularly. 
 
differ from (things) How does your calling plan differ from 

Verizon’s? 
 
differ with (person I differ with you in small points only. 
 
different from(not than)  This product is different from the one I want.  
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disagree with  Ron disagrees with me on just about 
everything. 

 
expert in   Tim is an expert in the stock market. 
 
guard against  We must guard against complacency. 
 
interest in   Jerry has a great interest in Web site design. 
 
negligent of  Pat was negligent of the important duties of  
    his job. 
 
plan to (not on)  We plan to expand the marketing of our  
    products. 
 
prefer to   Do you prefer to work a four-day week? 
 
reason with   We tried to reason with an unhappy client. 
 
responsible for  William is responsible for locking the   
    building. 
 
retroactive to  The salary increase is retroactive to last  
    month. 
 
sensitive to   Our supervisor is sensitive to our needs. 
 
similar to   Your proposal is similar to mine. 
 
standing in (not on)line  How long have you been standing in line? 
 
speak to (tell something)   Gene will speak to us about the problems. 
 
speak with (discuss)       Let’s speak with Teresa about our goals. 
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PROBLEMS WITH PREPOSITIONS  
 Perhaps you have heard that you shouldn’t end a sentence with 
 a preposition.   WRONG!  You MAY end a sentence with a 
 preposition. Just do not use extra prepositions when the meaning 
 is clear without them. 
 
 EXAMPLES: 
  Correct: That is something I cannot agree with. 
    That is something with which I cannot agree. 
  Correct: How many of you can I count on? 
 
  Correct: Where did he go? 
  Incorrect: Where did he go to? 
 
  Correct: Where did you get this? 
  Incorrect: Where did you get this at? 
 
  Correct: I will go later. 
  Incorrect: I will go later on. 
 
  Correct: Take your shoes off the bed. 
  Incorrect:  Take your shoes off of the bed. 
 
  Correct: You may look out the window. 
  Incorrect: You may look out of the window. 
 
  Correct: Cut it into small pieces. 
  Incorrect: Cut it up into small pieces. 
 
  Correct: I should have done it. 
  Incorrect: I should of done it. 
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Put parentheses around the prepositional phrases in the following sentences. 
1.  My sister drove me to the meeting.  
 
2.  No one on the basketball court was hurt.  
 
3.  In the library you must be very quiet.  
 
4.  Someone in the front row took a picture.  
 
5.  I fell off my skateboard onto the rough pavement.  
 
6.  During an operation, several nurses assist the surgeon.  
 
7.  We drove from Chicago to Las Vegas in two days.  
 
8.  In spite of their efforts the strike was called by the union members at noon. 
 
9.  After my eighteenth birthday, I hope I can buy my own car.  
 
10. We usually eat at the Indian restaurant next to the library on Wednesdays.  
 
11.  Macbeth is read by many students in the twelfth grade.  
 
12. There are many uses for safety goggles in a dental laboratory.  
 
13. The houses on that block are set far back from the street.  
 
14. The exhibit at the museum will interest students of Egyptian history.  
  
15. In a courtroom, the burden of proof is on the plaintiff.  
 
16. A painting by Picasso will increase in value over the years.  
 
17. The frightened kitten crept under the bed and hid from the dog.  
 
18. The burglar fled before the arrival of the police.  
 
19. If you are superstitious, don’t walk under a ladder.  
 
20. In the middle of the night, even familiar noises seem frightening. 
 
21. I went to the library for some information on traveling to Europe. 
 
22. Spring reminds the pessimist of bee stings and rashes from poison ivy. 
  
23. Did you advertise a pair of snow tires for sale?  
 
24. Where will you be ten years from now?  
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FINDING SUBJECTS AND VERBS 
There are two key elements in a sentence: The SUBJECT and the VERB. 
 
To find the subject, ask “What word is the sentence about?”  
 
To find the verb, ask “What is the subject doing?” 
 
EXAMPLE:  Airplanes fly. 
 The sentence is about airplanes (the subject) 
 The word “fly” (the verb) tells us what airplanes do. 
 
Hints for finding subjects     Hints for finding verbs 
1. Ask who or what  the   1. Ask what the subject is doing. 
    sentence is about.   
 
2. Find the main person or thing  2. Look for a word that shows 
    in the sentence.        action. 
 
3. The subject is usually a noun  3. Look for common verb endings 
    or a pronoun.                  like  -ing or -ed.  
 
4. The subject is USUALLY at  4. The verb USUALLY comes 
    the beginning of a sentence       comes after the subject. 
 
5. There may be more than one  5. There may be more than one 
    subject in a sentence.        verb in a sentence.  
 
6. The subject can NEVER be the  6.  Words like is, was, are, am,  
    object of a preposition, words like       were, have, seems will always                                                                                                                                                                                                                                                 
    with, from, under, over, and of.                  be at least part of the verb. 
         
One of the first things you can do to make finding the subject and verb 
easier is to eliminate all of the PREPOSITIONAL PHRASES because 
neither the subject nor the verb can be part of a prepositional 
phrase. 
 
 
Look at this sentence: 
 The soft, hypnotic motions (of the waves) serenaded us 
 (with tender songs) (of happier times) and finally lulled us 
 (into a peaceful, dreamless sleep.) 
 
 If you take out the prepositional phrases, we are left with: 
 The soft, hypnotic motion serenaded us and finally lulled us. 
 
 Subject = motion  Verb = serenaded/lulled   
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Underline the subject once and the verb twice in the following sentences. 
 
1.   He depends on her in times of need. 
 
2.  From the beginning George had problems with the neighbors. 
 
3.  Across the road lived her boyfriend. 
 
4.  The committee members were satisfied with the resolution. 
 
5.  The Supreme Court judge decides the appropriate penalty. 
 
6.  The speaker whom you saw at the lecture is one of the state senators. 
 
7.  Everyone on the committee is welcome to express his/her ideas. 
 
8.  The data the consultant reported was incomplete. 
 
9.  There could be changes in your approach to physical fitness. 
 
10. Correct grammar is important to good writing. 
 
11.  Immigrants to the United States have helped greatly in building the country. 
 
12.  None of the polls show Stanton winning. 
 
13.  Scientists from Harvard and Stanford urge regular exercise. 
 
14.  The United States, Mexico, and Canada now have a free-trade agreement. 
 
15.  Which of the three word-processing software packages is the fastest? 
 
16.  A vicious tornado swept through the valley. 
 
17.  Michael Jackson has left an indelible mark on popular music. 
 
18.  I completed a research paper on the common currency for Europe. 
 
19.  Rarely would she drive her car after the earthquakes. 
 
20.  When did the committee select the candidate for comptroller? 
 
21.  The union struck after much negotiation. 
 
22.  Without warning, out jumped a mouse! 
 
23.  The electrician and his assistant stopped and rested. 
 
24.  Carefully consider your own physical activities. 



28 | CPS HR Consulting 
 

SUBJECT AND VERB AGREEMENT 
 
The subject and verb must agree in number:  Both must be singular or both must be 
plural.  A singular subject takes a singular verb, while a plural subject takes a plural 
verb. 
 
BUT the trick is knowing whether the subject is singular or plural! The next 
trick is recognizing a singular or plural verb. 
 
HINT:  Verbs do not form their plurals by adding an “s” as nouns do. To determine 
which verb is singular and which one is plural, think of what verb you would use with 
“he” and which verb you would use with “they”. 
 
EXAMPLE: talk or talks       Which is singular? Which is plural? 
   
  We would say, “He talks.” Therefore, “talks” is singular. 
 
  We say, “They talk.”  Therefore, talk is plural. 
 
 
 
HERE ARE RULES FOR SUBJECT VERB 
AGREEMENT 
 
1. Two singular subjects connected by or or nor or either/or or neither/nor  
 require a singular verb. 
 
 EXAMPLE My aunt or my uncle is arriving by train today. 
   Neither Juan nor Carmen is available. 
 
2. When one of your two subjects is I, put it second and follow it with the 
 singular verb.  
 
 EXAMPLE Neither she nor I am going to the festival. 
 PERHAPS A BETTER WAY: Neither one of us is going to the festival. 
 
 
3. When a singular and a plural subject are joined by or or nor, either/or or   
         neither/nor, put the plural subject last and use a plural verb.   
                                             
  EXAMPLE The book or the magazines are on the shelf. 
 
               Either the singer or the musicians are off-key. 
 
   (It might be better to reword to avoid awkward construction.) 
 
   Either the singer is off-key, or the musicians are. 
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4. As a general rule, use a plural verb with two or more subjects when they 
 are connected by and. 
 
 EXAMPLE A car and a bike are my means of transportation. 
 
5.   Sometimes the subject is separated from the verb by words such as  
 along with, as well as, beside,s or not.  Ignore these expressions when 
 deciding whether to use a singular or plural verb.  
 
 EXAMPLE The politician, along with the newsmen, is expected soon. 
  Excitement, as well as nervousness, is the cause of her shaking. 
 
6. The pronouns each, everyone, every one, everybody, anyone, anybody,  
 someone and somebody are singular and require singular verbs.   
 Do NOT be misled what follows of. Every or many a before a word or 
 series of words is followed by a singular verb. 
 
 EXAMPLE Each of the girls sings well. 
   Every one of the cakes is gone. 
   (Note: Everyone is one word when it means everybody.   
   Every  one is two words when the meaning is each one.) 
 
7. With words that indicate portions--percent, fraction, part, majority, some, all, 
 none, remainder, etc.--you must look at the noun in your of phrase  
 (prepositional phrase) to determine whether to use a singular or plural 
 verb. 
 
 EXAMPLE Fifty percent of the pie has disappeared. 
   Fifty percent of the pies have disappeared. 
 
   One third of the city is unemployed. 
   One third of the people are unemployed. 
 
 
8. When either or neither are subjects, they always take singular verbs. 
 
 EXAMPLE Neither of them is available to speak right now. 
   Either of us is capable of doing the job. 
 
 
9. The words here and there are NEVER subjects because they are not  
 nouns.  In sentences beginning with here or there, the true subject follows  
 the verb. 
 
 EXAMPLE There are four hurdles to jump. 
   There is a high hurdle to jump. 
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10.   Use a single verb with sums of money or periods of time. 
  
 EXAMPLE Ten dollars is a high price to pay. 
   Five years is the maximum sentence for that offense. 
 
11. Sometimes the pronoun who, that, or which is the subject of a verb in the 
 middle of the sentence.  The pronouns who, that, and which become 
 singular or plural according to the noun directly in front of them.  So, if 
 the noun is singular, use a singular verb.  If it is plural, use a plural verb. 
 
 EXAMPLE Sally is the scientist who writes the reports. (The word in  
   front of who is scientist, which is singular.  Therefore, use 
   the singular verb writes. 
 
   He is one of the men who do the work. (The word in front of 
   who is men, which is plural.  Therefore, use the plural verb 
   do.) 
 
 
12. Collective nouns such as team and staff may be either singular or plural 
 depending on their use in the sentence. 
 
 EXAMPLE The staff is in a meeting. 
   Staff is acting as a unit here. 
 
   The staff are in disagreement about the findings. 
   The staff are acting as separate individuals in this example. 
   The sentence would read even better as: 
   The staff members are in disagreement about the findings. 
 
13.     The expression the number of has a singular meaning and requires a singular 
 verb.  A number of has a plural meaning and needs a plural verb. 
 
 EXAMPLE    The number of branch office has increased lately. 
   A number of our offices are located in suburban malls. 
 
14.     Whenever the verb precedes the subject, make sure they agree. 
 
 EXAMPLE     Attached is a swatch of the fabric I’d like to order. 
   Attached are two copies of the mailing list. 
 
15.  Nouns such as mumps, measles, civics, economics, mathematics, physics 
        take a singular verb. Scissors and trousers are always plural. 
 * The mumps usually lasts three days. 
 * The scissors were very dull. 
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SUBJECT-VERB AGREEMENT PRACTICE.  Correct the verbs in these sentences 
if the subject and verb do not agree in number.  SOME of the sentences are correct. 
 
1. One of the most precious resources in the nation is water. 
 
2. The abundance and use of water vary greatly among the regions of the 
 country. 
 
3. E-mail is one of those technological advances that often take more of our 
 time than it saves. 
 
4. Unfortunately, neither overuse nor contamination of water supplies has 
 stopped. 
 
5. Not one of the water sources are free from pollution. 
 
6. The mumps usually last three days. 
 
7.   As employers demand more skills from employees, the importance of 
 studies after high school are evident to most seniors. 
 
8. The number of serious accidents that happen at home is surprisingly 
 large. 
 
9. The combination of tasks confuse the new deputy. 
 
10. Every morning during swim season, each of the girls on the team were at the 
 pool by 8 A.M. 
 
11. Both the office and the manufacturing plant needs renovation. 
 
12. A variety of benefit options are available. 
 
13. Neither civics nor mathematics are his best subject. 
 
14. Every volunteer in the hospital is being honored at the banquet. 
 
15. Every one of her quilts have been sold. 
 
16. Bread and butter come with every meal. 
 
17. All but two of the smoke detectors was broken. 
 
18. Some of her suggestions has been approved. 
 
19. Each of the air traffic controllers were communicating with arriving pilots. 
 
20. Many a young runner finish the grueling race in less than five hours. 
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Correct all of the subject-verb agreement errors in the following memo. 
 
 
    MEMORANDUM 
 
 
 
 
 
Dear County Employees, 
 
 
Thank you for all of your hard work.  One of our most important jobs 
 
are to communicate effectively with others, and correspondence are  
 
an essential component of this task.  It is a primary way of explaining  
 
important issues and answering questions from individuals outside  
 
our department.  Our correspondence reflect on everybody who work  
 
in this department.  Therefore, it is important that the staff prepare  
 
letters and respond to inquiries from officials and community  
 
members in a uniform fashion.  I hope you, along with your 
 
supervisor, finds this guidance helpful. 
 
 
 
Larry Leader 
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MORE ABOUT VERBS 
 
FORMING THE PRIMARY VERB TENSES 
 
  REGULAR VERBS 
    *Present tense----the principal verb 
    *Past tense--------add “d” or “ed” 
    *Future tense-----adding “shall” or “will” to principal verb 
 
    * Present participle---adding “ing” to principal verb 
    * Past participle-------adding “ed” to principal verb  + have/had 
 
 EXAMPLE:  *  need 
   * needed + ed = needed 
   * need + will = will need 
   * need + ing - needing 
 
  IRREGULAR VERBS 
 
   Many English verbs DO NOT form their past or past participle 
   a “regular” way.   Those just have to be learned!  Here are a few 
   examples. 
 
PRESENT PAST        PAST PARTICIPLE  PRESENT        PAST         PAST PARTICIPLE 
become became become  begin  began  begun 
bite  bit  bitten   blow  blew  blown 
break  broke  broken  bring  brought brought 
build  built  built   choose chose  chosen 
do  did  done   draw  drew  drawn 
drink  drank  drunk   drive  drove  driven 
eat  ate  eaten   fall  fell  fallen 
fly  flew  flown   forbid  forbade forbidden 
freeze  froze  frozen   give  gave  given 
go   went  gone   grow  grew  grown 
know  knew  known  lay (to place)laid  laid 
leave  left  left   lie ( to rest) lay  lain 
lie (falsehood) lied  lied   pay  paid  paid 
raise (to lift) raised  raised   ride  rode  ridden 
ring  rang  rung   rise (to move up) rose risen 
see  saw  seen   set (to place)set  set 
shake  shook  shaken  shrink  shrank shrunk 
sing  sang  sung   sink  sank   sunk 
sit (to rest) sat  sat   speak  spoke  spoken 
spring  sprang sprung  strike  struck  struck 
swear  swore  sworn   steal  stole  stolen 
swim  swam  swum   take  took  taken 
throw  threw  thrown  tear  tore  torn 
take  took  taken   wake  woke  woken 
wear  wore  worn   write  wrote  written 
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WRITE THE CORRECT VERB IN THE SPACE PROVIDED. 
 
1.  I have (fly) over the Grand Canyon in a helicopter.  _________ 
 
2.  If she had (know) about the problem, she might have been ______ 
     able to solve it. 
 
3.  Isabel (become) president last year.     _________ 
 
4.  When is the last time you (speak) with your manager?_________  
 
5.  She (begin) to design her website yesterday.   _________ 
 
6.  His attorney (come) to see him yesterday.        _________ 
 
7.  Have you (see) the Miami contract anywhere?   _________ 
 
8.  Three e-mail messages were (write) by Mr. Shaper. _________ 
 
9.  Over the past year, Dr. Nakajima (give) freely of his service. ____ 
 
10.  All employees should have (go) to the computer display._______ 
 
11.  He found the instruction book and (begin) to read it. _________ 
 
12.  Drivers who had (drink) alcohol were detained by the police.______ 
 
13.  The district has always (choose) a Republican for Congress. _____  
 
14.  Trees of all sizes were (blow) down in the storm.       _________ 
 
15.  If they had not brought heavy clothing, they would have 
 (freeze) on the hike.                _________ 
 
16.  She had not (speak) to Jerry lately.     _________ 
    
17.  The bell in Clark Tower (ring) late last night.   _________ 
 
18. I (write) a review of the school play yesterday.   _________ 
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Verb Tense Errors to Avoid 
 
Do not confuse the past participle with the past tense. 
Example: (begin)   NO:  It begun to rain this morning. 
   YES:  It began to rain this morning. 
 
1.  (sing) They __________that song in their choral group. 
2.  (see) We _________four birds in the garden. 
3.  (swim) I ______to the other side of the lake. 
 
Learn the irregular verbs.  Do not add regular ending to irregular verb 
stems. 
Example: (ring) NO:  The phone ringed twice. 
   YES: The phone rang twice. 
 
4.  (arise) John ____at 6:00 a.m. on Thursday morning. 
5  ( sting) The bee ______his arm. 
6.  (throw) He ______me the ball. 
 
Do not use the present tense for the past tense. 
Example: (say)    NO: Saturday, I says to my friend, “Come over any time.” 
   YES: Saturday, I said to my friend, “Come over any time.” 
 
7.  (get) Last night I _____a pizza and a liter of 7-UP. 
8   ( find) Yesterday evening, Frank _____________a ten-dollar bill. 
9.  ( take) We ______the children to the park on Friday afternoon. 
 
Do not use the present for the future tense. 
Example: (go) NO:  Next week they go fishing with their father. 
   YES:  Next week they will go fishing with their father. 
 
9.   (begin) Next month he _________his new job. 
10. (leave) Tomorrow Susan ___________for New York. 
11. (review) I ____________the report after lunch. 
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Do not use the past for the past perfect tense. 
Example: (finish) NO:  I already finished my work by the time my boss 

arrived. 
YES: I had already finished my work by the time my boss 
arrived. 

 
12. (leave) I didn’t get to the station in time.  The train______already _____. 
13  (meet) Mark introduced me to Jim, but I ____already ______him before. 
14.  (see) He invited her to the movie, but she ____already _____ it. 
 
Do not confuse the past tense with the past participle. The past 
participle uses helping verbs. 
Example: (begin)  NO: She has already began her new job. 
   YES.  She had already begun her new job.  
 
15. (choose)  They haven’t _______anyone to represent the department yet. 
16.  (forgive)  Trish has already __________you. 
17.  (wear) He had ________his new suit three times before anyone noticed 

it. 
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Correct the verb tense and verb form errors in the following letter 
 
Dear Mr. Steel, 
 
Thank you very much for take the time last week to speak to the University of  
 
Washington’s Graduate Club.  A number of students have telled me that they enjoy your  
 
presentation and find your job search suggestions to be extremely helpful. 
 
 
As I have mentioned to you when we have first schedule your appearance, the club  
 
published a monthly newsletter, The Graduate Voice.  Our purpose is to share up-to-date  
 
information and expert advice with the members of the university’s graduate student  
 
population.  Considering how much student benefit from your talk, I would have liked  
 
to publish excerpts from it in our newsletter.  We have already sat a date of May 20 for  
 
the publication. 
 
 
I have took the liberty of transcribing parts of your presentation and organized them  
 
into a question-and-answer format for our readers.  When you had a moment, would  
 
you mind looking through the enclosed article and let me know if I may had your  
 
permission to using it?  I’m hope to include this article in our next newsletter, so I  
 
would needed your response by May 2. 
 
 
Once again, Mr. Steel, thank you for share your experiences with us.  You have given an  
 
informative and entertaining speech, and I would have loved to be able to share it with  
 
students who couldn’t heard it in person. 
 
 
Sincerely, 
 
Jennifer Smith 
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.     VERB MOODS 
 
            
 
UNDERSTANDING MOOD in verbs. The mood of a verb indicates your attitude 
toward a subject.  
 Do you think of it as a statement of fact? Then you will use the  
 indicative mood.  
 Do you think of it as a command? Then you will use the   
 imperative.   
 Do you think of it as a wish, a recommendation, or an imaginary  
 condition? Then you will use the subjunctive.  
 
 
INDICATIVE mood is used to state facts or ask questions. 
 The vast majority of sentences use the indicative mood. 
  EXAMPLES: What is a nightmare? 
     I am hungry. 
     She will bring her books. 
 
IMPERATIVE mood is used for requests or direct commands. 
  Examples: Johnny, please stay out of there. 
     Keep off the grass! 
 
  (When not stated, the understood subject is YOU) 
 
SUBJUNCTIVE mood is used to express a condition contrary to fact, to 
express an indirect command, and to express a wish.   When you express a 
wish or something that is not actually true, use the past tense or past perfect 
tense; when using the verb “to be” in the subjunctive, always use WERE 
rather than WAS. 
  Examples: If he were here... (implied: but he’s not here) 
 
     I wish I had something to eat. (implied...but I don’t) 
 
     It would be better if you had brought your   
     books with you. (implied...but you haven’t brought  
     them.) 
 
But if the statement could possibly be true, do not use the subjunctive mood; 
instead use the indicative mood. 
  Example: If Chris was in the audience, I missed him. 
     (Chris might have been in the audience.) 
    
 
REVIEW:  Indicative: I need some help. 
  Imperative: Help me! 
  Subjunctive: If I were smart, I’d call for help. 
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THAT clauses:    When a that clause follows a verb expressing a command, 
recommendation, request, suggestion, or requirement, the subjunctive verb form be 
is used for to be verbs.  For third-person singular verbs, the s or es is dropped. 
 
 Examples: The doctor recommended that everyone be (NOT is)   
    inoculated. 
 
    Our manager ordered that all reports be (NOT are) proofread 
    twice. 
  
    The Secret Sevice requires that everyone near the president 
    receive (NOT receives) top security clearance. 
     
 
MOTIONS:    When a motion is stated, a subjunctive verb form should be  
    used in the that clause in the sentence. 
 
 Examples: Gary moved that a vote be (not is) taken. 
    It has been seconded that the meeting be (not is) adjourned. 
 
 
 
 
Underline the correct verbs 
 

1. If I (was, were) you, I’d get a new alarm clock. 
 

2. Do we have a motion that the meeting (is, be) adjourned? 
 

3. If Ms. Wong (was, were) at the opening session, she did not introduce herself. 
 

4. Sandra suggested that additional chairs (are, be) set up for the meeting.’ 
 

5.  Jay recommended that everyone (meet, meets) in the parking lot, 
 

6. If Lizzie (was, were) in the office that day, I didn’t see her. 
 

7. A stockholder declared that dividends (are, be) declared immediately. 
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ACTIVE VS. PASSIVE VOICE 
 
Active voice:  The subject of the sentence is the one doing the action. 
 *  The researchers compared the behavior of the two groups of children. 
 *  The clerk was helping the customer. 
 *  Please close the office door. 
  
 
Passive voice:  The subject of the sentence is now being acted upon.  The actor  
      moves to the end of the sentence with by or drops off altogether as 
      if it is unimportant or unknown.  The verb must include a form of be, 
      followed by a part participle (normally an -ed ending). 
 

 *  The behavior of two groups of children was compared (by the researchers.) 
 *  The customer was being helped (by the clerk.) 
 *  The office door should be closed. 
  
 
Active voice can make your writing more vivid and add clarity. 
 Passive: The coast was ravaged (by the storm.) 
 Active:    The storm ravaged the coast. 
 
 Passive:  Attitudes were formed (after the plaintiff’s testimony). 
 Active:    The plaintiff’s testimony influenced the jury’s attitude. 
 
 Passive:  The students were advised to go to the Center for Writing. 
 Active:     The instructor advised her students to go to the Center for Writing. 
 
 
HOW TO CHANGE A PASSIVE VOICE SENTENCE TO ACTIVE VOICE: 
 Find the “agent” in a “by the...” phrase or consider who or what is performing 
 the action expressed in the verb.  Make that “agent” the subject of the sentence 
 and change the verb accordingly. 
 
 Passive:  The book is being read by most of the class. 
 
   AGENT: Most of the class 
  
 Active:       Most of the class is reading the book. 
 
 Passive:  A policy of cover-up has been pursued by the CIA  director. 
 
   AGENT: ________________________________ 
 
 Active:    __________________________________________________ 
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USING ACTIVE AND PASSIVE VOICE APPROPRIATELY  
 
Every time you use a passive verb, ask yourself why you are using it.  If you don’t have a 
good reason, then rewrite the sentence to use the active voice.  Deciding what you want 
to emphasize may help you determine whether to use the active or passive voice.    
 
Use the passive voice ONLY for “jobs” that can’t be done by the active voice. 
 
1.  Sometimes you want to emphasize what is done (an action) more than  
     who did it (the actor). 
 
 All computer files are backed up at the end of the day. 
 A cure for cancer has been discovered.  
 
2.    Another time the passive voice is appropriate is when the performer of  
       the action is unknown.  
 
 The world’s largest pearl was discovered in 1934.  
 

(The discovery of the pearl is important but the discoverer is either not known 
or considered unimportant.) 

 
 Millions of barrels of oil were pumped from under the desert sand. 
  
 (The important information is that the oil was pumped, not who did the 

pumping.) 
 
3.  The passive voice may also be preferable to keep the anonymity of  
      those performing the action.  This may soften a negative message.     
 
 The information was leaked to the press. 
 The lights were left on in the conference room. 
 
     (Using the passive voice here doesn’t tell us who performed the action.) 
 
4.  Use active voice to give instructions.  Make your instructions definite. 
    
 All empty boxes should be stacked in Storage Area A. (Passive) 
 Stack all empty boxes in Storage Area A                      (Active) 
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Active-passive practice… Change the following sentences to the active voice. 
 
1. It is estimated by security that there approximately ten instances each day 
 where  accountable property or confidential records are removed from the 
 central office. 
 ________________________________________________________________ 

 
2. Your letter of September 25, 2010 regarding your traffic accident has been 
 received by me for review and reply.  
 ________________________________________________________________ 
 
3. Incorrect data on the computer should be deleted at the end of the day and all 
 technical problems should be reported to the IT director.  

  _____________________________________________________________ 
  
 4.        It was explained by the department head that the citations cannot be removed 
 unless ordered by the court. 
 ______________________________________________________________ 
       
 5.         There have been a number of public statements made by several of you about 
 our department in recent weeks.  These statements are believed by me to be 
 harmful to the public image of our department. 
 _______________________________________________________________ 
 
 
   6. Before the semester was over, the new nursing program had been approved by 
              the Curriculum Committee and the Board of Trustees. 
 ______________________________________________________________ 
 
   7. With five seconds left in the game, an illegal time-out was called by one of the 
 players. 
 ______________________________________________________________ 
 
    8. The major points of the lesson were quickly learned by the class, but they were 
             also quickly forgotten by them. 
 _______________________________________________________________ 
 
    9. An attempt was made to make a determination concerning why there was a 
             failure on the part of the contractor to bring the project to completion on time. 
 _____________________________________________________________ 
 ______________________________________________________________ 
 
   10. An improvement in writing that has too heavy a dependency on nouns can be  
 achieved by making a circle around each noun and posing a question to 
 yourself regarding whether a replacement of it with a verb could be made. 
 _______________________________________________________________ 
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Here’s a one-paragraph letter written in the passive voice. Revise it using active voice. 
 
Your letter requesting information about our van pooling 
program has been received in the director’s office.  Please be 
advised, however, that in order for this office to respond to 
your inquiry, appropriate forms must be completed.  
Accordingly, your letter is being returned to you, and if you 
want the information being sought, another letter with the 
enclosed forms must be sent to us. 
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Pronouns stand in for nouns.  Without pronouns you’d have no choice but to keep 
repeating the noun. 
 
There are many kinds of pronouns.  They can: 
     STAND FOR A PERSON, PLACE, THING , OR IDEA 
                         Singular                Plural     
                           I/me                     we/us 
                           you                      you 
                           he/she/it              they 
                           him/her/it             them 
 
      SHOW OWNERSHIP 
                         Singular                Plural 
                          my/mine              our/ours 
                          your/yours           your/yours 
                          his/her/hers/its     their/theirs 
 
      REFER TO SOMETHING 
                          Singular                Plural 
                          this/that                these/those 
                          who/whom            who/whom 
   
  
 
Does a pronoun perform or receive action? Being unsure about this can 
result in using the wrong pronoun. 
 
PERFORMER Lloyd ran home.  He ran home. 
   Lloyd is friendly . He is friendly 
 
   Elena gave a bright smile to Henry. 
   She gave a bright smile to Henry 
 
RECEIVER  Elena gave a bright smile to Henry 
   Elena gave a bright smile to him. 
 
   Maria gave Susan an icy stare. 
   Maria gave her an icy stare. 
 
 
PERFORMER (subject) pronouns  Pronouns which RECEIVE actions 
 I--you--he--she     me--you--him--her 
 it--we--they--who    it--us--them--whom 
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CLUES FOR USING PRONOUNS CORRECTLY 
 
1. Don’t be confused by who and whom. Who is a performer and whom      
    is a receiver of action. 
  If:    He painted the house 
  Then:   Who painted the house? 
 
  If:     The phone call is for him. 
           Then:    For whom is the phone call? 
 
2.  Don’t be confused by one than one subject. 
  If:     He won the election. 
  Then:  Mary and he won the election. 
 
3.  Don’t be confused by more than one word receiving the action. 
  If:   I gave the present to her. 
  Then:  I gave the present to Larry and her. 
 
4.  Don’t be confused by a condensed thought. 
  If:  Joseph runs more quickly than I do. 
  Then:  Joseph runs more quickly than I. 
 
 It is incorrect to say:         Joseph runs more quickly than me do. 
 It is also incorrect to say:          Joseph runs more quickly than me. 
 
5.  A sentence is reversible if it has a linking verb that connects the       
     subject to a word which means the same thing as the subject. 
  If:  Carl is the mayor. 
  Then:  The mayor is Carl. 
 
  If.  He is the mayor. 
  Then:  The mayor is he. 
 
  Because it is incorrect to say:  Him is the mayor. 
  It is also incorrect to say:         The mayor is him. 
 
6.  Certain pronouns---my, your, his, her, its, our, their-- may be used 
     as descriptive words. 
 
  If:  I like the red hat. 
  Then:  I like his hat. 
 
  INCORRECT: I do not like him smoking. 
  CORRECT:              I do not like his smoking. 
 
  INCORRECT: Of course I approve of you jogging. 
  CORRECT:            Of course I approve of your jogging. 
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7.  Words such as to, from, between, except, among  are followed by 
      pronouns that receive action. 
 
  EXAMPLES: Between you and me, I don’t enjoy tai chi. 
    The package is for her. 
    Please divide the workload among them. 
    Everyone, except us, is attending the show. 
             
 
8.  A pronoun must agree in number with the word to which it refers. 
 
  EXAMPLES: One of the men in the back of the room could  
    not project his voice. (His refers to one) 
 
    All of those women left their coats in the hall. 
    (Their refers to all....both are plural) 
 
  
Some indefinite pronouns are always singular.  Others are always 
 plural.  Still others are sometimes singular and sometimes plural,   
 depending on how they are used.  
 
Indefinite pronouns that are ALWAYS singular 
 anybody...anyone...anything...another...everybody...everyone...each 
 everything...nobody...no one...nothing...one...either...somebody... 
 someone...something...neither...either 
             
  
 Indefinite pronouns that are ALWAYS plural 
 both...few...many...others...several 
  
 Some may be EITHER singular or plural (depending on the noun to which they 
 refer) 
  all...any...more...most...none.,.some 
 
  EXAMPLES:  Each of the girls tucked her pants into her  
     socks to protect against ticks. 
 
     Both of the girls tucked their pants into their 
     socks to protect against ticks. 
 
9.   Use gender-free pronouns when both genders are represented. 
  
 Gender-biased:  The instructor wants each student to bring  
     his handbook with him to orientation. 
 
 Gender-free   The instructor wants the students to bring  
     their handbooks with them to orientation. 
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Each of the following sentences has an error in pronoun usage. Find them! 
 
1.  He and his brother strenuously object to me smoking. 
 
2.  I cannot find the person to who this package belongs. 
 
3.   Megan said she looked forward to seeing he and I at the airport. 
 
4.  Although he plays pool better than I do, I play chess better than him. 
 
5.  Don wanted us---Denny and I--to help him build his new garage. 
 
6.  Greg, Liz, and me went to the Mets game last night. 
 
7.  Collin is funnier than me. 
 
8.  The culprits were them. 
 
9.  I don’t like you calling me at the office. 
 
10. In case you didn’t know, the new mayor is him. 
 
11. Each truck must be brought in once a month for their inspection. 
 
12. Our biggest clients asked Pete and I to fly to New York for a meeting. 
 
13. It does not matter whom wins, as long as you do your best. 
 
14. A builder who includes a daycare center in his commercial development will 

attract tenants. 
 
15. When people bag grass clippings, your lawn will look better, but there may be no 

good way to dispose of the clippings. 
 
16. A doctor uses a small hammer to check his patients’ reflexes. 
 
17. A hiker should be especially alert when he is in bear country. 
 
18. I would rather work with Rachel than with she. 
 
19. Him complaining just made everyone else more frustrated. 
 
20. My boss and me will pick up where they left off. 
 
21. We regret to inform you that you running the red light has resulted in a ticket. 
 
22. None of the doctors have been able to figure out what is wrong with she or I. 
 
23.  If you don’t mind me asking, why are you so angry? 
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PRONOUN REFERENCE   
The meaning of a pronoun is clear only when you know what it refers to. 
 In the sentence After the inspected finished her report, she submitted it to the agency, the 
pronouns she and it substitute for the nouns inspector and report.  The word a pronoun 
refers to is called its antecedent. A pronoun should refer clearly to its antecedent. 
You want to avoid ambiguous reference, general reference, and weak reference. 
 
AMBIGUOUS reference occurs when a pronoun could refer to two antecedents so that 
the reader does not know which antecedent is meant. 
 
Ambiguous  The President appointed Senator Moore as chairman because he 
    was convinced of the importance of the committee’s work. 
 
 Clear  The President, convinced of the importance of the committee’s 

work, appointment Senator Moore as chairman. 
 
 Clear  Because Senator Moore was convinced of the importance of the 

committee’s work, the President appointed him as chairman. 
 
GENERAL, broad reference occurs when a pronoun refers to a general idea that 
is only vaguely expressed. The pronouns which, this, that, and it are commonly used  
in a general way. 
  
General  More and more often, we are finding ourselves the victims of  
   serious crimes.  We learn to accept this with minor complaints. 
  
 Clear More and more often, we are finding ourselves the victims of  
   serious crimes.  We learn to accept our fate with minor complaints. 
 
WEAK reference occurs when the antecedent has not been expressed but exists only in 
the writer’s mind. 
 
Weak  We spent the day on a fishing boat, but we didn’t catch a single one. 
    (There is no antecedent of the pronoun one. The 
    writer meant the pronoun to stand for fish.) 
 
 Clear  We spent the day on a fishing boat, but we didn’t 
    catch a single fish. 
 
 Clear  We spent the day on a fishing boat trying to catch 
    some fish, but we didn’t catch a single one. 
 
MAKE THIS SENTENC CLEAR 
The goal is to stop drugs before they reach the inmates and 
then to track them back into the civilian population and 
arrest the source. 
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Change the following sentences to make their meanings unmistakably clear. 
 
1.  Golf wouldn’t cost me so much if I didn’t lose so many in the rough. 
 
2.  The radiator was leaking badly; it ran all over the garage floor. 
 
3.  She overcame her hip injury which doctors had said was impossible. 
 
4.  Her spelling and sentence structure are not good, but most of it is 
     due to carelessness. 
 
5.  Ruth saw Julie when she was in town last week. 
 
6.  In Washington they are skeptical about the success of the new farm 
     program. 
 
7.  She was a virtuoso violinist, but she never owned a valuable one.   
 
8.  Henry Meyer came to the house daily, from which a sturdy friendship     
     grew. 
 
9.  Fay was arguing with Jane, and she looked unhappy.     
 
10.  Our job was to remove the labels from the old bottles and wash them. 
 
11.  Staff met with project managers and the contractor, and they agreed to extend the                      
       deadline by two weeks. 
 
12.  As indicated in the literature review, iron and manganese are undesirable in      
        domestic water supplies because it causes unpleasant tastes, accumulates on food 
        during cooking, and stains laundry and plumbing fixtures. 
 
13.  The issue arose when the contract was discussed in the meeting between the  
        director and me. 
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RELATIVE PRONOUNS:  That and Which 
 
In deciding whether to use that or which in a sentence, you must first determine if 
the groups of words introduced by that or which is essential to the meaning of the 
sentence or just supplies extra information.   If the information is essential, use 
that; if it is not essential, use which (set off by commas). 
 
     
Restrictive Clause(one that is essential).....use That 
A restrictive clause is just part of a sentence that you can't get rid of because 
it is essential to the meaning of the sentence. Here's an example: 
 
 • Gems that sparkle often elicit forgiveness. 
 
  The words that sparkle restrict the kind of gems you're talking about. 
  Without them, the meaning of the sentence would change.  
 
 *        She belongs to an organization that specializes in saving   
   endangered species. 
   Without the clause that begins with that, we wouldn’t know 
  necessary information about the organization. 
 
 (Restrictive clauses usually aren’t surrounded by commas.) 
 
Nonrestrictive Clause—use Which 
A nonrestrictive clause ( or nonessential clause) is something that can be left 
off without changing the meaning of the sentence. Think of a nonrestrictive 
clause as simply additional information. Here's an example: 
 
 • Diamonds, which are expensive, often indicate forgiveness. 
 
  Diamonds are always expensive, so leaving out the words which 
  are expensive doesn't change the meaning of the sentence. (Also 
  note that the phrase is surrounded by commas. Nonrestrictive  
  clauses are usually surrounded by, or preceded by, commas.)  
  
  Here's another example: 
 
 • There was an earthquake in China, which is bad news. 
 
  If you leave off the clause that says which is bad news, it doesn't  
  change the meaning of the rest of the sentence. 
 
 (Nonrestrictive clauses are usually set off by commas.) 
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Fill in the blank with either which or that in the following sentences. 
 
1.  Walden Pond, ______ was written in the mid-1800s, remains a popular book 
  among romantic and individualistic Americans. 
 
2.  She prefers to watch movies ______ make her cry. 
 
3.   He bought all the books ________ are required for the course. 
 
4.  In the crowd were several recruits _______ are regarded as excellent  
  prospects for next year's team. 
 
5.  The police were able to find no evidence against her, _____ surprised no one 
  who knows her well. 
 
6.  She wanted to buy a scarf _______ would complement her blue eyes. 
 
7.  The answers, ________ you can find in the back of the book, are  
    sometimes incorrect. 
 
8.       The game _____intrigues Gretchen the most is dominoes. 
 
9.  The tomatoes______grow in her garden are unlike those you buy in a store. 
 
10.     The tomatoes from her garden, ____grew larger than those in the grocery  
   story, were sweet and ripe. 
 
11.   Books have been written _____address the horrors of the Salem witch trials. 
 
12.     That book, _____was discovered in the basement of the library, will 
   be published next year. 
 
13.      That is a book _____I have not yet read. 
 
14.      The wheelchairs in that corner, _____are motorized, are helpful to those who 
    live in urban areas. 
 
15.   The state law _____banned logging ancient redwoods was put on the ballot. 
 
16.      The campaign to protect ancient redwoods, _____began at the grassroots 
    level, has gained the attention of lawmakers at the national level. 
 
17.      That is a problem _____can’t be solved without a calculator. 
 
18.     That is a promise_____cannot be broken. 
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PARALLEL STRUCTURE means that the sentence is BALANCED. It helps the 
reader identify the linking relationship more easily. Using the same pattern of words 
shows that two or more ideas have the same level of importance.  Parallel structure 
can happen at the word, phrase, or clause level.  A typical way to join parallel 
elements in a sentence is with coordinating conjunctions such as “and” or “or.” 
 
Notice how awkward this sounds. 
 “Early to bed, early to rise, makes a man healthy, wealthy, and a CEO.” 
 
WORDS Mary likes hiking, swimming, and bicycling. (all parallel nouns) 
  She is capable, experienced, and dedicated.  (all parallel adjectives) 
 
PHRASES Mary likes to hike, to swim, and to ride a bicycle. 
        OR 
  Mary likes to hike, swim, and ride a bicycle. (all parallel infinitives) 
 
CLAUSES If you want to pass your probationary period, you must arrive 
  punctually, you must behave courteously, and you must work 
  conscientiously. (all parallel independent clauses) 
 
DO NOT MIX FORMS: 
 NOT Parallel:  Viruses carry either DNA or RNA, never both. 
 Parallel:  Viruses carry either DNA or carry RNA, never both. 
 
 NOT Parallel:   The production manager was asked to write his report 
    quickly, accurately, and in a detailed manner. 
 
 Parallel:           The production manager was asked to write his report 
                        quickly, accurately, and thoroughly. (all adverbs) 
 
 NOT Parallel:    The teacher said that he was a poor student because  
    he waited until the last minute to study for the exam,  
         completed his lab problems in a careless manner, and 
    his motivation was low. 
 
 Parallel:       The teacher said that he was a poor student because  
    he waited until the last minute to study for the exam,  
          completed his lab problems in a careless manner, and 
                  lacked motivation. (-ed verbs) 
 
 NOT Parallel: The coach told the players  they should get a lot of 
    sleep, they should not eat too much and to do   
    some warm-up exercises before the game. 
 
 Parallel:  The coach told the players they should get a lot of 
    sleep,  they should not eat too much, and they 
    should do some warm-up exercises before the game. 
    (all independent clauses) 
  



CPS HR Consulting |  53 
 

WITH CONJUNCTIONS: When you connect two clauses or phrases with a 
    coordinating conjunction (for, and, not, but, or, yet, so) 
    or (not only...but also, either...or, neither...nor, etc.) be 
    sure to use parallel structure. 
 
 NOT Parallel: My best friend took me dancing and to a show. 
 Parallel:  My best friend took me to a dance and to a show. 
 
 NOT Parallel: My dog not only likes to play fetch, but also chase cars. 
 Parallel:  My dog not only likes to play fetch, but he also likes to 
    chase cars. 
    OR 
    My dog likes not only to play fetch, but also to chase   
    cars. 
 
 NOT Parallel: Either we must increase our operational efficiency or 
    decrease our production goals. 
 Parallel:  Either we must increase our operational efficiency or 
    we must decrease our production goals.   
 
LISTS AFTER A COLON:  Keep all the elements in a list in the same form. 
 
 NOT Parallel: The dictionary can be used for these purposes: to find 
    word meanings, pronunciations, correct spellings, and 
    looking up irregular verbs. 
 
 Parallel:  The dictionary can be used for these purposes: to find 
    word meanings, pronunciations, correct spellings, and 
    irregular verbs. 
 
REPETITION    Repeat an article, a preposition, or a pronoun when it is 
    necessary to make the meaning clear. 
 
    Notice the difference in the meaning.... 
    Before the meeting I spoke with the secretary and  
    treasurer. 
     (I spoke with one person who holds both offices.) 
 
    Before the meeting I spoke with the secretary and the  
    treasurer. (I spoke with two persons.) 
 
    The weather was a greater handicap to the invading  
    army than their enemy. (The invaders were handicapped 
    more by the weather than by their enemy.) 
 
    The weather was a greater handicap to the invading  
    army than to their enemy. (The invaders had the greater 
    handicap.) 
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Revise the following sentences by fixing the faulty parallel structure. 
 
1.   One of the accident victims suffered a broken arm, several broken ribs, and 
 one of her lungs was punctured. 
 
 
2.   The committee studied all aspects of the problem--humane, political and cost. 
 
 
3.    Attention has been centered on the need for more teachers, adequate 
 classrooms, and there isn’t enough new equipment. 
 
 
4.   The ambassador did not know whether the President had sent for him or  
 the Secretary of State. 
 
5. All the delegates to the convention were advised that on their return they  
 would both have to make a written and oral report. 
 
6. Pioneers came with hopes of being happy and free and to make their  
 fortunes in the new world. 
 
7.   The players were annoyed not so much by the decisions of the officials as  
 the hostile crowd. 
 
8.   The scientist finished the project by working both in the field and while staying 
 at home. 
 
9.   The woman preferred a company with computer work and which provided an 
 opportunity to travel. 
 
10. The strength in my left hand is greater than my right hand. 
 
11.     This month the price of gold has risen more sharply than silver. 
 
12.     Save time by tailoring the project to specific situations, assigning two 
 sections to each engineer, and be sure to supervise the staff properly. 
 
13.   Water-skiing no longer interests me as much as to go scuba diving. 
 
14.  The team both felt the satisfaction of victory and the disappointment of   
  defeat. 
 
15.  The volume of business depends on an institution’s delivery method,   
  production time, and whether or not it is open or closed. 
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MODIFIER ERRORS 
 
A dangling modifier, usually a phrase, dangles when there is no word in the 
sentence to which it can logically or grammatically refer.   A misplaced modifier is 
one not placed closely enough to the part of the sentence it is modifying.  A 
squinting modifier can modify either the parts of the sentence before or after it, 
creating ambiguity and confusion. 
 
EXAMPLE:   My client has discussed your proposal to fill the drainage ditch with his  
  partners. 
 
  The tax provision was meant to encourage the production of cotton in the 
  eyes of Congress. 
 
  Running late for the dinner party, the potatoes and roast were shoved into 
  the oven by the harried housewife. 
 
CORRECT the following modifier errors. 
 

1. While jogging around the park, a tour bus lost control and struck Mr. Gomez. 
 

2. Howling loudly at the moon, neighbors began complaining about the dog. 
 

3. In gunshot cases, a determination must be made whether the wound was 
inflicted before or after death by the pathologist. 

 
4. Taking the ferry across the harbor, the Statue of Liberty came into view. 

 
5. To grow tall and leafy, you must fertilize the tree. 

 
6. Being ignorant of the law, the attorney argued that his client should receive a 

light sentence. 
 

7. It was reported in the paper that the guard was shot three times by a witness. 
 

8. After harvesting the crops, a truck hauled them to market. 
 

9. While on the track team, Larry’s dog came along to practices. 
 

10. Recognizing that few applicants have read the regulations, the form has been 
simplified. 

 
11. Screaming for help, the dog heard the woman who was drowning. 

 
12. Destroyed by the fire, the woman had no place to live. 
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   BUILDING SENTENCES  
 
INDEPENDENT AND DEPENDENT CLAUSES 
 
Independent clauses are main clauses that can stand alone.  They have 
subjects and verbs and make sense by themselves. 
 
 * Business writing should be concise. (one main clause) 

* Business writing should be concise, and it should be clear as well. (two main 
clauses) 

  
 
Dependent clauses cannot stand alone.  They have subjects and verbs, but they 
depend on other clauses to complete their meaning.  Dependent 
clauses are often introduced by subordinating conjunctions. 
 
 * When Mr. Goodwin wants a quick reply, he sends an e-mail. 
   (Dependent clause precedes the main clause.) 
 
 * Since Ms. Young works with customers, she writes many letters. 
     Dependent clause precedes the main clause.) 
 
 * Experience is required because this is a high-level position. 
    (Dependent clause comes after the main clause.) 
 
PUNCTUATING  SENTENCES WITH DEPENDENT CLAUSES 
 * Introductory dependent clauses 
  -Use a comma after a dependent clause that precedes an 
   independent clause 
 
   * Before they left the office, they finished the proposal. 

* Until I receive the records, I cannot complete your taxes. 
   * If possible, send your application today. (use a comma  
     even though the subject and verb may not be stated) 
 
 * Terminal dependent clauses 
  - Generally, a dependent clause introduced by a subordinating 
    conjunction does not require a comma when the dependent 
              clause falls at the end of the sentence. 
 
   * We must finish the research before we write the report. 
   * They cannot leave until the manager returns. 
 
  BUT if the dependent clause at the end of the sentence   
  interrupts the flow of the sentence, a comma is needed. 
  

* I am sure I paid the bill, although I cannot find my receipt. 
* We will begin immediately, if the materials arrive on time.  
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SUBORDINATING CONJUNCTIONS are used to join independent and 
dependent clauses. 
 
Here is a list of the most common subordinating conjunctions and how they are 
typically used: 
 
TO SHOW  EXAMPLES 
Time   when, before, after, until, since, as soon as 
   WHEN he won the money, he decided to buy a car. 
 
 
Place   where, wherever 
   She drove WHEREVER she wanted. 
 
 
Cause  because, as, since 
   She got a parking ticket BECAUSE she parked illegally. 
 
 
Purpose  so, in order that 
   He drove fast SO THAT he could get to work on time. 
 
Result  so...that, such...that 
   He drove SO fast THAT he got a speeding ticket. 
 
Condition  if, unless 
   IF she hadn’t won the lottery, she would have been very  
   unhappy. 
 
 
Concession  although, even though( unexpected)  
   ALTHOUGH she thought she was a good    
   driver, she got many tickets for speeding. 
 
 
Included  that (sometimes omitted), what, why, how, where,  
   when, who, whom which, whose, whether, if 
   He knows WHY he gets so many tickets 
   He knows (THAT) his business will be successful. 
 
 
Relative  that, who, who, which, whose  
   The man WHO won the lottery bought a new car. 
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An independent clause contains a subject and a verb and makes a complete 
statement. When two or more independent clauses are joined to form a single 
sentence, the usual connecting words are the coordinating conjunctions.  
 
(FANBOYS)    for, and, nor, but, or, yet, so 
 
A dependent clause may not stand alone as a sentence. Although it contains both 
a subject and a verb, a dependent clause does not express a complete statement. 
  
The following words (subordinating conjunctions) will make a  
clause incapable of standing alone. 
 
 after  although as  as if  as long as 
 as though because before  if  in order that 
 provided  that  since  so that than 
 though unless  until  when  whenever 
 where  wherever whether while   
 
 
 
Fused or run-on Sentences  
A run-on sentence consists of two or more sentences (independent clauses) run 
together without a period or a semicolon or other terminal mark of punctuation to 
separate them. Here are some examples. 
  

The ship was enormous its mast was almost 40 feet high.  
 
 Cara was shy she usually refused all party invitations.  
 

We asked Professor Williams to look at the problem he is an expert in 
the field. 

 
 Comma Splice.  A comma splice is a comma that incorrectly joins (splices) two 
independent clauses. If you join two independent clauses with a comma, you 
have a comma splice. 
 
 The moon moved in front of the sun, the eclipse began. 
 

Penguins are amusing and interesting birds, their natural habitat is the 
Antarctic. 
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AVOID SENTENCE FRAGMENTS  
 
A sentence fragment is a group of words that is mistakenly punctuated as a sentence. It 
may be a phrase (with no subject-verb pattern) or it may be a dependent clause.  Avoid 
fragments in business writing. 
 
 WRONG:  He was late every morning.  At least, every morning that I rode into 
        work with him. 
 RIGHT:    He was late every morning.  At least, he was late every morning that I 
       rode into work with him. 
 
 WRONG: In international correspondence, the American way of writing may not 
       prevail.  Even if the language used is English. 
 RIGHT:     In international correspondence, the American way of writing may not 
       prevail even if the language used is English. 
 
A fragment may follow another sentence: that is, it may come after a period.  But it may  
also follow a semicolon.  REMEMBER that a complete sentence must precede the 
semicolon AND a complete sentence must follow the semicolon. 
 
 
Can you find the fragment in the following legal language? 
 

 “Based on the plan in condition 1(d), Water Resources shall 
seek to install at least three screens per year in the Delta for the life 
of the permit.  If through lack of authority or lack of participants 
within a given year, an obligation shall accrue which would be 
sufficient enough to screen an equivalent number of minimum 30 cfs 
agricultural diversions.   Such obligation shall be designated for 
future use in either the CALFED Bay-Delta screening program other 
such forum.” 
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Decide if each item is a sentence fragment (F), a run-on sentence (R), 
Comma splice (S) or a complete sentence as written (C).  
 
 
____1. When we were young, naive, and full of idealism about people and life. 
 
____2. As I raced toward the finish line, I turned to check the runner behind     
            me and saw him pass me. 
 
____3. To realize our dreams and fulfill our potential at work and at  home.  
 
____4. To own your own business, you must be motivated and organized. 
  
____5. Money does not guarantee happiness, happiness comes from the  
            heart. 
 
____6. Books are our friends; they take us to foreign places, introduce us to   
 interesting people, and provide many hours of fun and relaxation.  
 
____7. Having both parents of young children working outside the home      
 presents a daily challenge because the children must be dressed, fed, and 
 transported before the official workday begins.  
 
____8. Like many Americans, we own two foreign cars we have had too many 
 problems with American-made cars.  
 
____9. The house contained four bedrooms, three bathrooms, a sunroom, a library, 
  a formal living room, a dining room, and an eat-in kitchen.          .  
 
____10.We purchased a sofa that had a high back and very         
   contemporary lines. 
 
____11.The astounding scientific developments of one generation are   
 accepted as commonplace in the next generation, the computer, for    
 instance, is taken for granted today. 
 
_____12. Last Saturday I saw Gloria riding her new ten-speed bicycle. 
 
_____13.  After the flood the barn roof lying in the yard. 
 
_____14.  Elizabeth feeling depressed by the economic situation of her  
                 family.   
 
_____15.  Sue didn’t hear about the party until Thursday, she had to change 
       her plans. 
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SENTENCE TYPES CLASSIFIED BY STRUCTURE  
 
 There are four kinds of sentences: simple, compound, complex 
 and compound-complex. 
 
SIMPLE  A simple sentence has one independent clause. 
 
 Examples: *Great literature stirs the imagination. 
   *The bank will notify you of each transfer or will 
          send you a monthly statement. (compound verb) 
   **The man on the dapple gray horse confidently rode into  
         town. 
 
COMPOUND  A compound sentence has two or more independent 
   clauses but no subordinate (dependent) clauses. 
 
 Examples:   *Great literature stirs the imagination, and it challenges the  
        intellect. 
   *The bank will notify you of each transfer, or it will 
       send you a monthly statement. 
   **The man on the dapple gray horse confidently rode into  
        town, and the townspeople began to fear for their lives. 
      
  ****A comma comes before the coordinating conjunction in a 
       compound sentence.(FANBOYS=for, and, nor, but, or, yet, so) 
 
COMPLEX A complex sentence has one independent clause and  
   one or more dependent clauses. The dependent clause 
   can be either at the beginning or the end of a sentence. 
 
 Examples:  *When we heard how much the repairs would cost, 
             we decided to get a new TV set. 
   *We finally decided to get a new TV set, although   
     we couldn’t really afford it.  
   **Although he had been warned not to come, the man on the 
    dapple gray horse confidently rode into town. 
 
COMPOUND-COMPLEX  A compound-complex sentence has two or   
  more independent clauses and at least one  dependent clause. 
 
 Examples:    *Although Jonathan didn’t really want the job, his friends  
        persuaded him to run for sheriff, and since his election he 
    has done an excellent job. 
         **Although he had been warned not to come, the man on  
       the dapple gray horse confidently rode into town, and the 
      townspeople feared for their lives.    
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Identify each of the sentences below as simple, compound, complex or 
compound-complex. 
    
_____ 1.  The tires on Martin’s car squeal when he turns a corner. 
 
_____ 2.  Miss Perez bought a new rug for her dining room 
 
_____ 3.  Cathy has a large collection of video games, but she 
      rarely plays them. 
 
_____ 4.  Becky and Raymond often read to their children. 
 
_____ 5.  Before the game started, Mr. Wong made popcorn, and         
      Mrs. Wong poured lemonade for everyone. 
 
_____ 6.  Adam keeps his money under his mattress, so he doesn’t  
                need a bank account. 
 
_____ 7.  Because the Levines have a good fan, they rarely use their 
      air conditioner. 
 
_____ 8.  Some cough medicines contain alcohol. 
 
_____ 9.  After the Hamiltons bought a four-poster bed, they moved 
      their old bed to the guest room. 
 
_____ 10. Although Harriet likes the comfort of a big car, she drives 
       a subcompact. 
 
_____ 11. The Smiths watched six movies last week, and Mrs. Smith 
        hated every one of them. 
 
_____ 12. The textbook looked interesting but proved difficult to                  
        understand. 
 
_____ 13. The weather was perfect, but Amanda didn’t feel like going 
       out. 
 
_____ 14.  Great literature, which challenges the intellect, is            
        sometimes difficult, but it is also rewarding.   
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IDENTIFY THE SENTENCE TYPES IN THE FOLLOWING PARAGRAPH 
 
 

(1) Eleven thousand readers and visitors, on an average day, enter the Fifth 
Avenue building of the New York Public Library.  (2) Here is the center of 
a library system which, exclusive of separate systems in Brooklyn and 
Queens, is second in size only to the Library of Congress.  (3) In the 
reference department, which occupies the greater part of this building, 
eighty miles of shelves are crowded with more than two and one-half 
million books. 

  
 
 !. _________________2._______________ 3__________________ 
 
 
 
WRITE your own original sentences for each of the following: 
 

1. Write a SiMPLE sentence. 
   
 _______________________________________________________ 
 

2. Write a COMPOUND sentencing using a coordinating conjunction. 
 
 _______________________________________________________ 
 
 _______________________________________________________ 
 
     3.  Write a COMPOUND sentence using a transitional word/expression. 
 
 _______________________________________________________ 
 
 _______________________________________________________ 
 

3. Wrtie a COMPLEX sentencing using a subordinating conjunction. 
 
 _______________________________________________________ 
 
 _______________________________________________________ 
 
    4.  Write a COMPOUND-COMPLEX sentence. 
 
 _______________________________________________________ 
 
 _______________________________________________________ 



64 | CPS HR Consulting 
 

AVOID STRUNG-TOGETHER CONSTRUCTIONS 
 
Failure to subordinate often results in strung-together constructions.  Avoid stringing 
together ideas, especially with the overused, misused conjunction and.  Writers of 
coordinated sentences often miss opportunities to emphasize ideas. 
 
Use complex sentences to subordinate the lesser important idea to the more important 
idea.  Remember the main idea should be expressed in the independent clause.  The 
lesser important idea should be expressed in the dependent clause. 
 
WRONG: You are serious about making our writing clear, and so you will 
  have to question the words you use, and then you will need to 
  eliminate the poor ones, for your reader might misunderstand 
  or not understand them. 
 
RIGHT: If you are serious about making your writing clear, you will  
  have to question the words you use and eliminate those that 
  your reader might misunderstand or not understand. 
 
In addition to subordinating less important ideas, do not string together a number of 
thoughts that should be written as separate sentences.  Sentences carelessly tacked 
together are monotonous and hard to read because all the ideas seem to be of equal 
importance. 
 
WRONG: We started the program two years ago, there were only four 
  members on the staff, and each member was responsible for a 
  separate county, but it was not an efficient operation. 
  
RIGHT: When we started the program two years ago, we had only four 
  members on the staff, each responsible for a separate county.  
  However, that arrangement was not efficient. 
 
Rewrite the following sentence to tighten the constructions so that they 
accurately reflect the relationship of ideas: 
 
 The high impersonal style that dominated business and government 
 writing has all but vanished, and yet you may still feel uncomfortable 
 using I, and yet using I ensures clarity and directness, and it adds 
 warmth to a piece of writing. 
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SUBORDINATE LESS IMPORTANT IDEAS IN COMPLEX SENTENCES 
 
 
When you use a compound sentence to express two ideas, the ideas are 
COORDINATED or made equally important.  For example, in the sentence 
 
          She is busy, but she is taking the business trip 
 
the two ideas are coordinated or given equal emphasis.  However, in  
 
  Although she is busy, she is taking the business trip 
 
the first idea has been subordinate to (made less important than) the 
second idea.  Remember the principle of subordination (using complex 
sentences) to avoid excessive or illogical constructions. 
 
 WRONG: The sun was shining, and the rain was falling. 
 RIGHT: Although the sun was shining, rain was falling. 
 
 WRONG: She is a good worker, and I don’t like her. 
 RiGHT: Although she is a good worker, I don’t like her. 
 
 WRONG: We are wary of setting severe restrictions, and we value 
   a diverse staff. 
 RIGHT: We are wary of setting severe restrictions because we 
   value a diverse staff. 
 
 
Revise this sentence: 
 
 The common law was transplanted to American, and the writing style 
 of the old English lawyers came with it. 
 
 _____________________________________________________________________________ 
 
 _____________________________________________________________________________ 
 
 _____________________________________________________________________________
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VARYING SENTENCE PATTERNS 
 
You can vary complex sentences easily by placing depending clauses in 
different positions or by using depending clauses to carry different idea.  
But even simple sentences can be varied by manipulating their phrase 
structure and sequencing.  For instance, change the normal word order by 
putting the object first. 
 
 CONSIDER THE SIMPLE SENTENCE:    Jack loved Jill. 
 
 Jill, especially, Jack loved.      INVERTED order (but be careful and use this 
             approach sparingly or odd will your writing sound!) 
 
  
 MODIFYING OR EXPANDING THE SUBJECT can be effective. 
 
 Jack (single, employed, debt-free, and the owner of an impressive stock  
 portfolio) loved Jill. 
 
 
  
 Or, you can MODIFY OR EXPAND THE VERB 
 
 Jack loved Jill, a little bit and timidly at first, but later as time passed, 
 with the force of a raging river at flood tide. 
 
  
 
 You can even MODIFY OR EXPAND THE OBJECT.  
 
 Jack loved the elusive and mysterious Jill, her beauty and her kindness, 
 her wit, and the fire of her smile. 
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VARYING SENTENCE OPENERS  
 

1. Dependent clause.  You can open a complex sentence with a dependent 
clause. 

  
  Because the fish weren’t biting, we decided to cut bait. 
 
 
 

2. Prepositional phrase  In most sentences, no matter what their type, you can 
open with a prepositional phrase. 

   
  After a big storm, it is usually very quiet. 
 
 

3. Gerund.  Opening with a gerand (an –ing form of a verb that is used as a noun) 
 
  Fishing with dry flies is a matter of technique. 
  Cooking is my sister’s favorite hobby. 
 
 

4. Infinitve  Opening with to+ the base form of a verb. 
   
  To be financially secure is a great achievement for many people. 
  To fish is a human’s highest calling. 
 
 

5. Occasionally, sentences can begin with adverbs.  Or they can begin with single        
 words such as transitional markers. 

 
  Lately, the time I spend fishing seems completely inadequate.   
  Therefore, I am planning on winning the lottery as soon as  
  possible. 
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BUILDING AND PATTERNING SENTENCES 
 
In the space below, produce a sentence CORE. 
 
1.Subject ____________Verb _____________Object ___________  (simple sentence) 
 
2.Expand the subject with one or several modifiers. 
 
 Modifier____________Subject______________Modifier__________Verb_______ 
 
 Object___________________ 
 
3.  Expand the Verb and/or the Object with Modifiers. 
 
 Subject phrase __________________________subject + subject modifiers 
  
 Verb modifier _________________Verb__________Verb modifier 
 
 Object modifier______________Object___________Object modifier___________ 
 
4.  Make the sentence you created above in #3 a COMPLEX SENTENCE    
      by adding a dependent clause. 
 
     Independent clause__________________________________________________________ 
 
     Dependent clause ____________________________________________________________ 
 
5.Make the sentence above in #3 a COMPOUND SENTENCE by adding     
another independent clause. 
 
      Independent clause ___________________________________________________ 
 
      Independent clause___________________________________________________ 
 
6. Take sentence 3, 4, or 5 and vary its opener in two ways. 
 
Opening phrase ______________________________________________________ 
Sentence # 
 
Opening phrase______________________________________________________ 
Sentence # 
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SENTENCE PUNCTUATION PATTERNS 
 To punctuate a sentence, you can use and combine some of these  
 patterns. 
 
Pattern One: Simple sentence 
 This pattern is an example of a simple sentence: 
  Independent clause [ . ] 
 
Example: Doctors are concerned about the rising death rate from          
      asthma. 
 
Pattern Two : Compound Sentence 
 This pattern is an example of a compound sentence with a   
 coordinating conjunction: 
 
Independent clause [ , ] coordinating conjunction independent clause [ . ] 
 
There are seven coordinating conjunctions: and, but, for, or, nor, so,  
 yet. (FANBOYS) 
 
Example: Doctors are concerned about the rising death rate from          
      asthma, but they don't know the reasons for it. 
 
Pattern Three: Compound Sentence 
 This pattern is an example of a compound sentence with a   
 semicolon. 
Independent clause [ ; ] independent clause [ . ] 
 
Example: Doctors are concerned about the rising death rate from  
       asthma; they are unsure of its cause. 
 
 
Pattern Four: Compound Sentence 
 This pattern is an example of a compound sentence with an   
 independent marker. 
Independent clause [ ; ] independent marker [ , ] independent clause [ . ] 
 
Examples of independent markers are the following: therefore,   
 moreover, thus, consequently, however, also. 
 
Example: Doctors are concerned about the rising death rate from          
      asthma; therefore, they have called for more research into          
      its causes. 
Pattern Five: Complex Sentence 
 This pattern is an example of a complex sentence with a dependent 
 marker. 
Dependent marker dependent clause[ , ] Independent clause[ . ] 
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Examples of dependent markers are as follows: because, before, since,  while, 
although, if, until, when, after, as, as if. 
 
Example: Because doctors are concerned about the rising death rate          
      from asthma, they have called for more research into its causes.  
 
Pattern Six: Complex Sentence 
 This pattern is an example of a complex sentence with a dependent 
 marker. 
 
Independent clause dependent marker dependent clause [ . ] 
 
Examples of dependent markers are as follows: because, before, since,  while, 
although, if, until, when, after, as, as if. 
 
Example: Doctors are concerned about the rising death rate from          
      asthma because it is a common, treatable illness.    
 
Pattern Seven 
 This pattern includes an independent clause with an embedded  
 non-essential clause or phrase 
 
First part of an independent clause [ , ] non-essential clause or phrase, rest of 
the independent clause [ . ] 
 
A non-essential clause or phrase is one that can be removed without changing the 
meaning of the sentence or making it ungrammatical.  
Example: Many doctors, including both pediatricians and family          
      practice physicians, are concerned about the rising death             
      rate from asthma. 
 
Pattern Eight 
 This pattern includes an independent clause with an embedded  
 essential clause or phrase 
 
First part of an independent clause essential clause or phrase rest of the 
independent clause [ . ] 
 
An essential clause or phrase is one that cannot be removed without changing the 
overall meaning of the sentence. 
 
Example: Many doctors who are concerned about the rising death          
      rate from asthma have called for more research into its           
      causes. 
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THE POWER OF PUNCTUATION 
 

Punctuation is an elaborate cuing system by which you signal readers how to move 
smoothly through your sentences.  Used properly, punctuation helps you achieve  
emphasis and clarity.  Used improperly, it does just the opposite.  In fact, punctuation  
problems are often a symptom of bad writing. 
 
Learning punctuation is closely allied with learning to write solid sentences. 
 
 A woman without her man is nothing. 
 A woman—without her, man is nothing. 
 
A few do’s and don’ts. 

 **Periods and commas ALWAYS  go inside the closing quotation mark. 
 
 ** Semicolons and colons ALWAYS go outside the closing quotation mark. 
 

** ALWAYS use the serial comma.  That is, use a comma between ALL items in a 
series, including the last two items. 
 

The serial comma separates items, including the last from the next to last, in a 
list of more than two items.  It makes the phrasing parallel: 

           the girls, the boys, and their parents. 
 
The question whether to include the final comma in an enumerated series has 
sparked many arguments.  Recently, some have recommended leaving the 
serial comma out.  But the reason for preferring the final comma is that 
omitting it may cause ambiguities and confusion, while including it never will.  
For example, confusion arises when one of the final items contains two 
elements: 
 
The investor asked for separate reports on the performance of her investments in 
real estate, commodities, coins and stocks and bonds. 
 
The serial comma clears 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 stocks 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) 
 

The serial comma will often help you avoid ambiguity.  So make a habit of using it 
consistently. 
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COMMA TIPS 
 

1. Use commas and coordinating conjunctions (FANBOYS) to punctuate compound 
sentences. 
 
• Be sure a subject and verb follow the conjunction.  Do NOT use a comma 

when two (compound) verbs are used. 
• We have completed our study, and we have prepared our report. 
• We have completed our study and have prepared our report. 

 
2. Use commas to separate items in a series.  A coordinate series contains items    

that are equal.  Use a comma before the and in a coordinate series.  The 
deliberate omission of a comma tells the reader that the item is a compound 
item, one with two parts that belong together. 
 
* My attorney advises me about contracts, prepares documents, and specifies 

    my obligations to customers. 
 

3. We ordered a ham and cheese sandwich, chips, cokes, and cake and ice cream. 
 
Sometimes commas are not used when adjectives precede the noun. The 
most reliable test is to try to change the order of the adjectives.  Or read the  
sentence with the word and inserted between the adjectives.  If the changed 
order still makes sense, use a comma between the adjectives. 
 
• The Smiths live in a luxurious, comfortable apartment. 
• The Smiths live in a comfortable, luxurious apartment 
• The Smiths live in a luxurious and comfortable apartment. 

 
• The defendant wore a brown wool jacket.   
• We wouldn’t say The defendant wore a brown and wool suit. 

 
4. Use commas to set off introductory phrases and clauses. 

Clauses 
When a dependent clause begins a sentence, use a comma to separate the 
clause from the rest of the sentence.  When a dependent clause is used after 
the main clause, usually do not separate it from the rest of the sentence. 
 

*      Unless we receive your check, we shall delay delivery. 
*      We shall delay delivery unless we received your check. 

 
If the clause could be misunderstood, or if you want to draw attention to it, 
use a comma. 
 

*     I think Ray was angry because his face was red. 
    *     I think Ray was angry, because his face was red. 
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Use a comma before a dependent clause that does NOT affect the meaning of the 
main clause (nonessential). 
 
 *   We have a brochure, if you are interested. 
 
The main clause we have brochure is true even if the second part is not.  Use a  
comma before the nonessential dependent clause. 
 
Do NOT use a comma before the clause if it affects the meaning of the main clause.  
Most dependent clauses that come after an independent clause are 
essential and require no comma. 
 
 *   We shall send you a copy if you are interested. 
 
The main clause is true ONLY if the second part is also true   The dependent clause 
is essential to the meaning of the sentence. 
 
 

5. Use commas to set off nonessential elements. 
 
Distinguish between ESSENTIAL and NONESSENTIAL elements (especially 
interrupting dependent clauses), recognizing that that always introduces 
an essential clause (NO commas) and which usually introduces a nonessential 
clause  and needs commas. 
 
*  The article that was clearly plagiarized was removed from the publication. 

 
That is used in this sentence because that was clearly plagiarized tells the reader 
which article was removed: The one that was plagiarized.  

 
*  The instructions, which were not written very clearly, confused our customers. 
 
 
Do not use commas to set off a phrase that begins with such as if the phrase is 
essential to the meaning of the sentence. 
 
*   I like adventure movies, such as Mask of Zorro. 
 
*  I never read books such as Gone with the Wind and The Sun Also Rises. 

 (a comma would change the meaning to I never read books.) 
 

6. Use commas to set off short expressions that are independent of the structure of 
the sentence. 

 
Yes, the new schedule is in effect. 
Well, the time has come. 
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7.  Use commas to set off parts of a date if the date has more than one part. 
 
    * After June 20 the price will be reduced. 
    * June 20, 2013, was an important day. 
    * Our main office has been in Boston since May 2010. 
 
8.  When a city name is followed by a state name, set off the name with commas. 
 
 * Sacramento, California, is home many fine people. 
 
9.  Use commas for clarity where words are duplicated, omitted, or to avoid 
     other confusion. 
 
 * If you go, go quickly. 
 * Whenever I travel, south seems the direction I choose. 
 * They had simple rules for staying healthy; when hungry eat; when       

tired, sleep; when sad, shop. 
 

10. Use commas to set off transitional expressions.  Such parenthetical expressions 
include: 

 
accordingly   hence   namely 
all things considered  however  needless to say 
as a matter of fact  in addition  nevertheless 
as a result   incidentally  no doubt 
as a rule    in face   of course 
at the same time  in my opinion  on the contrary 
by the way   in other words on the other hand 
consequently   in the first place otherwise 
for example   in the meantime therefore 
furthermore   moreover  under the circumstances 
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COMMA QUIZ.  Put in all necessary commas in the following: 
 
1. I took Angie the one with the freckles to the movie last night. 
 
2.  Jeremy and I have had our share of arguments. 
 
3. You are I am sure telling the truth. 
 
4.  She left Albany New York on January 18 of that year. 
 
5.  I need sugar butter and eggs from the grocery store. 
 
6.  Please Sasha come home as soon as you can. 
 
7. Although you may be right I cannot take your word for it. 
 
8.  We will grant you immunity if you decide to cooperate with us. 
 
9.  I am typing a letter and she is talking on the phone. 
 
10. She finished her work and then took a long lunch. 
 
11. To apply for this job you must have a Social Security card. 
 
12. He seems to be such a lonely quiet man doesn’t he? 
 
13. She wore a brightly colored dress. 
 
14. While I was eating my dinner my dog was eating my dessert. 
 
15. Girls who have red hair are very lucky. 
 
16. He asked where his hat was. 
 
17. They are one might say true believers. 
 
18. Cheryl arrived in Denver Colorado hoping to find a good job. 
 
19. I told you Jesse never to ask me that question again. 
 
20. I may as well not speak if you refuse to even listen. 
 
21.  A tall man along with two of his friends walked quickly into the bank. 
 
22.  A person who is selfish is a lonely person in the end. 
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PUNCTUATION GUIDELINES: SEMICOLONS 
 
Semicolons are stronger separators than commas but weaker than periods.  
They have three main functions: (1) to separate independent clauses that 
are closely related but not joined by a conjunction; (2) to separate items in 
a list whose individual elements contain commas; (3) to separate long 
coordinate clauses, clauses containing commas, or clauses or phrases 
dependent on a general term or statement (like the one you just read). 
 

(1) Use a semicolon to separate independent clauses not joined by a 
coordinate conjunction or independent clauses joined by however, 
therefore, thus, and similar connectives. 

 
The evidence the analyst presented was compelling; there was no 
way to refute it. 
 
The budget was passed on time; however, we received no 
funding. 
 

(2) Use semicolons to separate items having internal commas. 
 
  The group elected John Dorfman, treasurer; Sandra Smith,  
  vice president;  and Butch Jackson, secretary. 
 
  The conference has people who have come from Boise, Idaho; 
  Los Angeles, California; and Nashville, Tennessee. 
  
      (3) It is preferable to use the semicolon before introductory  
  words such as namely, however, therefore, that is, i.e., for  
  example, e.g., or for instance when they introduce a   
  complete sentence.  It is also preferable to use a comma  
  after the introductory word.  
 
   You will want to bring many backpacking items; for   
  example, sleeping bags, pans, and warm clothing will make  
  the trip better. 
 
  Many of our workers want early retirement; given this, the  
  layoff will be fairly painless. 
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PUNCTUATION GUIDELINES: COLONS 
 
The colon is used both to separate a statement from what follows and to 
anticipate, introduce, and predict what follows.   
 
* Use the colon to introduce a list, a complete quotation longer than one  
sentence, or a statement explaining, emphasizing, or expanding what goes 
before. 
 
 The order included the following: a monitor, printer, cables, a  modem, 
 and external hard drive. 
 
 When notified of the election results, the candidate said: “I am 
 indeed surprised.  I want to thank the voters for their support.  I 
 couldn’t have won without them.” 
 
* Use the colon in the following situations. 
 
 Salutations:  Dear Senator: 
 Titles:  Grammar: the Real Story 
 Reference:  New York: Harcourt Brace & Co., 1996 
 Time:   1:00 A.M. 
 
    
 
 
REMEMBER that a colon introduces something, while a semicolon 
separates independent clauses or items in a series. 
 
INCORRECT:    You need a PIN to withdraw funds from this account:  
   your temporary PIN is 7341. 
 
CORRECT:  You need a PIN to withdraw funds from this account;  
   your temporary PIN is 7341. 
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SEMICOLON and COLON PRACTICE.  Place semicolons, colons, commas and 
periods where they are needed in the following sentences. 
 
1.  Our records indicate that the order was shipped to your Denver office on  
     May 3 it should arrive by May 12 at the latest. 
 
2.  The use of wireless devices may be prohibited in certain areas such as the 
     cardiac wing. 
 
3.  The consultant Sasha Orland recommended that we put all of our 
     procedures manuals online Sasha billed for three days of work last week. 
 
4.   He asked for forgiveness he granted it to you.  
 
5.   We ask therefore that you keep this matter confidential. 
 
6.  The order was requested six weeks ago therefore I expected the shipment 
     to arrive by now. 
 
7.  The American flag has three colors namely red white and blue. 
 
8.  Clothes are often made from synthetic material for instance rayon. 
 
9.  If you believe in magic magical things will happen but if you do not believe 
     in magic you will discover nothing to be magical 
 
10. The orchestra excluding the violin section was not up to par. 
 
11. I have been to San Francisco California Reno Nevada and Cleveland Ohio. 
 
12. I wanted a cup of coffee not a glass of milk. 
 
13. I answered the phone but no one seemed to be on the other end of the line. 
 
14.They built an adobe house because they decided never to move again. 
 
15. They built an adobe house however they decided to move. 
 
16. I would love to be rich and famous and famous is the first priority. 
 
17. I would love to be rich and famous although fame has mixed blessings. 
 
18.  Did you John eat my cake?         
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PUNCTUATION GUIDELINES: APOSTROPHES  
 
1.  Use the apostrophe with contractions.  The apostrophe is 
     placed at the spot where the letter has been removed.  
    don’t, isn’t, you’re, she’s 
 
  * I’ve (I have) enclosed a brochure 
  * It’s (it is) a very interesting prospective on the  problem. 
 
2.  Use the apostrophe to show ownership. 
   * Singular possession--place the apostrophe before the s. 
    * one boy’s hat 
    * one woman’s hat 
    * one actress’s hat 
    * Ms. Chang’s house 
 
 * Although name ending in an s or an s sound are not   
    required to have the second s added for possession, it   
    is preferred.   
    * Mr. Jones’s golf clubs 
    * Texas’s weather 
    * Ms. Straus’s daughter 
    * Jose Sanchez’s artwork 
 BUT, if the addition of an extra syllable would make a   
 word ending in an s hard to pronounce, add the    
 apostrophe only. 
    * Mr. Hastings’ proposal 
    * Peter Jennings’  newscasts 
    * Los Angeles’ freeways 
 
 * To show plural possession, make the noun plural first.   
    Then immediately use the apostrophe. 
    * two boys’ hats 
    * two women’s hats 
    * two children’s hats 
    * the Changs’ house 
    * the Strauses’ daughter 
 
 * Do not use an apostrophe for the plural of a name. 
    * We visited the Sanchezes in Los Angeles. 
    * The Changs have two cats and a dog. 
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 * With a singular compound noun, show possession   
     with ‘s at the end of the word. 
    * my mother-in-law’s hat 
 
 * If the compound noun is plural, form the plural firm   
    and then add the apostrophe. 
    * my two brothers-in-law’s hats 
 
 * Use the apostrophe and s after the second name only if  
    two people possess the same item. 
   * Cesar and Maribel’s home is constructed of redwood. 
   * Cesar’s and Maribel’s job contracts will be renewed. 
     (separate ownership) 
   * Cesar and Maribel’s job contracts will be renewed. 
     ( joint ownership of more than one contract) 
 
 * Never use an apostrophe with possessive pronouns:    
    his, her, its theirs, ours, yours, whose. They already   
    show possession. 
    * This book is hers, not yours. 
 
 *The plurals for capital letters and numbers used as   
    nouns are not formed with apostrophes. 
    * She consulted with three M.D.s. 
       BUT 
    * She went to three M.D.s’ offices. 
    * She learned her ABCs in the 1990s. 
    * She learned her times tables for 6s and 7s. 
 
   EXCEPTION:  Use apostrophes  letters    
   and numbers to avoid confusion. 
    * Please dot your i’s. (you don’t mean is) 
 
 *Uncapitalized letters and most uncapitalized    
 abbreviations are made plural by adding an apostrophe  
 and s. 
    * wearing pj’s 
    * four c.o.d.’s   * BUT 401(k)s 
 * Use the apostrophe s in front of a gerund (-ing word) 
    * Alex’s skating was a joy to behold. 
    * This does not stop Joan’s inspecting of our 
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                facilities next Thursday. 
 
 * If the gerund has a pronoun in front of it, use the    
   possessive form of that pronoun. 
    * I appreciate your inviting me to dinner. 
    * I appreciated his working with me. 
************************************************************************** 
Apostrophe quiz .. Supply all necessary apostrophes below. 
 
1. Her husbands wallet was full of curious, little items. 
 
2.  I went to my mother-in-laws house for dinner last night. 
 
3.  You may not enter Mr. Harris office without his permission. 
 
4.  The girls vitality and humor were infectious. (one girl) 
 
5.  The womens dresses are on the second floor. 
 
6.  Its a shame that had to happen. 
 
7.  Its hard to believe that winter is almost here. 
 
8.  Her mothers and fathers business went bankrupt. 
 
9.  It is his word against mine. 
 
10. The actresses costumes looked beautiful on them. 
 
11. Sharons arriving was unexpected. 
 
12. His 6s and 8s looked alike. 
 
13. Where would I find the mens room? 
 
14. Most childrens imaginations run wild when told that story. 
 
15. Its beauty is unsurpassed. 
 
16. Youre right to privacy will not be abused. 
 
17.  I will definitely be on duty next Wednesday because its not my day off. 
 
18. An orientation meeting for all new employees will be held on March 14. 
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PUNCTUATION GUIDELINES:  QUOTATION MARKS 
 
Quotation marks are used to identify some person’s exact words or to 
indicate that attention is being called to the quoted word.  Do not use 
quotation marks for indirect quotes.  Enclose quotes within quotes with a 
single quotation mark. 
 
DIRECT QUOTE 
“I want to make you an offer,” he said, “an offer you can’t refuse” 
 
INDIRECT QUOTE 
He told me I was “free” to find work elsewhere. 
 
She said, ”Lincoln was right when he called for ‘government of the people, 
government by the people, and government for the people.’” 
 
 
 
PUNCTUATION WITH QUOTATION MARKS 
 
The comma and the period go INSIDE the quotation marks ALWAYS. 
 
The colon and the semicolon go OUTSIDE the quotation marks ALWAYS. 
 
 
When a quote ends a sentence, the question mark goes inside if only the 
quote is a question. 
 
 The director asked, “Why are we being sued?” 
 
The question mark goes outside when the entire sentence is a question. 
 
 Why did the witness say, “I don’t know”? 
 
If both the sentence and the quote are questions, the question mark goes 
inside.  The sentence can never end in double end punctuation. 
 
 What is wrong with asking, “Where did all the money go?” 
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PUNCTUATION GUIDELINES:  DASHES & PARENTHESES 
Dashes and parentheses are used to set off parenthetical elements within 
sentences.  They are used instead of commas when the information set off 
has little relationship to the surrounding sentence.   
 
The degree of separation increases from the commas, to the dash, to the 
parenthesis.  Dashes are also used if the item set off has internal commas.  
The dash, when used instead of commas, adds emphasis to the separated 
item. 
 
 Steven’s book–a bestseller for nine weeks–has been reissued as a 
 paperback. 
 
 Her address–1223 Strathmore Lane–was never revealed in the 
 article. 
 
 The initial contamination study (Smith, Kline & French, 1995) 
 identified the type but not the source of the spill. 
 
PUNCTUATION WITH PARENTHESIS 
 
1.  Use parentheses to enclose words or figures that clarify or are       
used as an aside.  They indicate that the information they enclose is 
less important than the rest of the sentence. 
 * I expected five hundred dollars ($500). 
 * He finally answered (after taking five minutes to think) that he    
    did not understand the question.  Commas could have been used in this  
    example.  Parentheses show less emphasis or importance. 
 
2.  Use full parentheses to enclose numbers or letters used for 
examples. 
 * We need an emergency room physical who can (1) think quickly, (2) 
treat patients respectfully, and (3) hand complaints from the  public. 
 
3.  Periods go inside parentheses ONLY if an entire sentence is inside 
the parenthesis. 
 * Please read the analysis (I enclosed it as Attachment A). 
 * Please read the analysis.  (I enclosed it as Attachment A.) 
 * Please read the analysis (Attachment A). 
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4.  Use parentheses when want to present or explain an acronym. 
 * With this card, you can obtain cash at any Automatic Teller     
   Machine (ATM) in the world. 
 
5.  For parenthetical statements appearing in the middle of a           
sentence, do not use a comma before the first parenthesis.  Use a 
comma after the closing parenthesis ONLY if you would use it at that 
place in the sentence if the parenthetical information were removed. 
 
 WRONG:  We have found a graphic design service, (Elephant 
 Graphics) that does excellent work and has reasonable prices. 
 
 WRONG:  We have found a graphic design service (Elephant 
 Graphics), that does excellent work and has reasonable prices. 
 
 RIGHT:   We have found a graphic design service (Elephant 
 Graphics) that does excellent work and reasonable prices. 
 
 
REMEMBER:  The opening parenthesis replaces whatever mark the 
sentence requires at that point.  Do not place a comma, semicolon, colon, or 
dash before the opening parenthesis when the parenthesis falls within a 
sentence.  The closing parenthesis is followed by whatever punctuation the 
sentences requires with the parenthetical word(s) removed.  If nothing is 
required, no mark follows the closing parenthesis. 
 
When a parenthesis ends a sentence, the closing parenthesis is followed by 
whatever mark the sentence required. 
 
When a complete sentence is enclosed in parenthesis, the punctuation the 
sentence requires is placed before the closing parenthesis. 
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Correct any errors in the following sentences.  Some are correct. 
 

1. Three days passed, however, we still did not receive the necessary papers. 
 

2. An increased number of lawsuits that claim the municipal sewer system 
contributed to groundwater contamination has resulted in increased costs and 
risks for municipalities. 

 
3. As the organization evolves, the services have changed and the PWA is adapting 

those needs. 
 

4. The effects of this parasite on reproductive effort is surprising. 
 

5. The PWA is a strong proponent in collaborating with consultants to achieve their 
visions and goals. 

 
6. She bit her fingernails; her heart was beating rapidly. 
 

7. He was not a man to act quickly, however, this telegram called for speed. 
 

8. The research team voiced their approval of the marketing strategy. 
 

9. Marie and Grace went out to dinner to celebrate her promotion. 
 

10. No one cares except he. 
 

11. In gunshot cases, a determination must be made whether the wound was 
inflicted before or after death by the pathologist. 

 
12. While on the track team, Larry’s dog came along to practices. 
 

13. The scientist finished the project by working both in the field and while staying 
at home. 

 
14. Save time by tailoring the project to specific situations, assigning two sections to 

each engineer, and be sure to supervise the staff properly.   
 

15. Greater reliance on more sophisticated techniques are occurring in any state 
agencies. 

 
16. My Mom flew in from Montana after missing her flight from Billings, she arrived 

at 8:15 pm. 
 

17. Data was added some existing data was corrected. 
 

18. It was further determined that the best way to handle the waste was through a 
separate outfall, separate monitoring and separate storage of this waste system.  
AFC will now have three outfalls: process, biomass and domestic. 
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THE MECHANICS OF STYLE:  CAPITALIZATION, ABBREVIATIONS, WRITING 
NUMBERS 
 
Capitalization rules 

1. Capitalize religious, academic, military, political, business titles 
 *Bishop Jones, Professor Smith, Colonel Sanders, Governor Brown  
 NOTE:  Titles following a name are usually NOT capitalized. 

 
2. Capitalize proper nouns 

 
3. Use capitalization with the following punctuation:  

 
 *Capitalize the first word of a sentence. 

 
 * Capitalize the first word of a sentence that is quoted within a          
 sentence. Do not capitalize a quote introduced by that (you also do not 
 use a comma or colon to introduce the quote.) 
 
 * Capitalize the first word after a colon when what follows the colon is 
 a complete, independent thought.  Do NOT capitalize the first word of  an 
 independent clause following a colon if what follows explains, 
 illustrates, defines, or amplifies what goes before the colon. 
 
 * Do not capitalize a short list of words or phrases following a colon. 
 
4. When used with specific names or as substitutes for specific names, 
 capitalize words such as department, commission, agency, board, 
 state; geographical terms such as valley, ocean, bay, mountain, etc.; the 
 names of organizations such as school, church, college, etc..; and the 
 names of groups and the adjectives derived from them such as  Italian, 
 Swedish, Arabic, etc. 
 

 
 
Abbreviation rules 
 1.   Use abbreviations for titles such as Mr., Mrs., Ms., Dr., Ph.D., Ed.D., R.N. 
 
 2.  When using state abbreviations in addresses, omit the period and      
       capitalize both letters. 
  * California = CA     NOT Ca. or CA. 
  

3 When a word can be considered a contraction or an abbreviation, use the 
abbreviation. 

  * govt. NOT gov’t        dept NOT dep’t       cont NOT con’t 
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Rules for writing numbers 
1. Use words for the numbers one through ten; use figures for numbers 

greater than ten. Numbers that can be expressed in one or two words 
can be spelled out in formal writing.  

  * Example:  *  I want five copies. 
               * I want 12 copies. 
 
2.  With a group of related numbers where one number is above nine       
       in a sentence, write the numbers in all figures.  Use words if all  
       related numbers are below 10. 
  Example: *  I asked for 5 pencils, not 50. 
         *  My 10 cats fought with their 2 cats. 
         *  My nine cats fought with their two cats. 
 
3.  If the numbers are unrelated, then use both figures and words.   
      Again, one through nine should be spelled out. 
  Example: *   I asked for 30 pencils for my five employees. 
         *  My nine cavities are exceeded in number by my 32  
             teeth. 
 
4.  Use words to express fractions and use hyphenate them. 
  Example:  * One-half of the audience is asleep. 
          * A two-thirds majority is required. 

 
  5. A mixed fraction can be expressed in figures unless it is the first  
          word of a sentence. 

 Example:  * We expect a 5 ½ percent wage increase. 
           *  Five and one-half percent was the maximum  
               interest. 
 
  6. The simplest way to express large numbers is best.  Be consistent  
       within a sentence. 
   Example:  *You can earn from one million to five million  
            dollars. 
          * You can earn from $500 to $5,000,000. 
 
  7. Decades may be expressed as follows: 
   the 1990s    OR the nineteen-nineties  OR the ‘90s 
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DISTINGUISHING GRAMMAR RULES FROM INDIVIDUAL PREFERENCES OR MYTHS 
 
Individual Preferences: 
A person’s individual grammar preferences are often those used in daily conversation 
and then transferred to writing.  Although it is important to write in a conversational 
style, be careful not to use slang or non-grammatical forms in your writing. 
 
Can you name two individual preferences that you have used in your writing? 
 
__________________________________________        _______________________________________________ 
 
MYTHS:   
Even though the English language has rules, it is constantly changing.  What was not 
acceptable years ago, may now be common practice.  Below are some of the most 
common grammar myths or out-dated rules. 
 
Myth #1:  Never split an infinitive. 
An infinitive is a verb in its simplest form.  Example:  to mention 
IT’S OK:   I decided to subtly mention the problem to my supervisor. 
 
 
Myth #2:  Never end a sentence with a preposition. 
Remember prepositions are words such as to, in, at, on, for, with, about, of, near, etc. 
IT’S OK: That is the hotel our staff stayed at. 
 
 
MYTH #3:   Never begin a sentence with and or but. 
It’s okay, but don’t overdo it or your writing with sound monotonous. 
IT’S OK: I have worked in the same cubicle for years.  But, I will soon get an office. 
 
 
MYTH #4: Never begin a sentence with because. 
Because is a subordinating conjunction and is used to begin a subordinate or 
dependent clause. 
IT’S OK: Because I was sick last week, I will have to work overtime to get all my 
work done. 
 
MYTH #5:   Never refer to the reader as you.  
Business writing has become more personal, so it is acceptable to refer to the reader as 
you. 
 
MYTH #6 Never use the first person pronoun I. 
Same reason as above.  Just be sure you don’t assume more responsibility than you 
should. 
 
MYTH #7 Never use contractions. 
Oh, come on.  Of course, you can use contractions! 
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	She loves parties: 
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	2  Please dont: 
	with scissors in your hand: 
	3  Every night: 
	monsters filled his dreams: 
	4  The weather was gray: 
	miserable: 
	5: 
	I dropped my keys down the sewer: 
	6  Ms Kostas: 
	a registered pharmacist: 
	7  The jury found that she was: 
	undefined_6: 
	8: 
	he won the lottery he was envied: 
	9 This plane goes: 
	Cleveland: 
	10 Paris is in France: 
	Berlin is in Germany: 
	11 Walk toward that big dog: 
	carefully: 
	12 They put the motion to a vote but: 
	failed: 
	13  Many: 
	14  Is: 
	15  The: 
	16  Please put the: 
	trees are threatened by acid rain 1: 
	trees are threatened by acid rain 2: 
	trees are threatened by acid rain 3: 
	trees are threatened by acid rain 4: 
	17  The water in the bay seemed very: 
	undefined_7: 
	Future tense: 
	1  I have fly over the Grand Canyon in a helicopter: 
	2  If she had know about the problem she might have been: 
	undefined_8: 
	4  When is the last time you speak with your manager: 
	fill_5: 
	undefined_9: 
	7  Have you see the Miami contract anywhere: 
	8  Three email messages were write by Mr Shaper: 
	9  Over the past year Dr Nakajima give freely of his service: 
	10  All employees should have go to the computer display: 
	11  He found the instruction book and begin to read it: 
	12  Drivers who had drink alcohol were detained by the police: 
	13  The district has always choose a Republican for Congress: 
	14  Trees of all sizes were blow down in the storm: 
	undefined_10: 
	1: 
	2: 
	18 I write a review of the school play yesterday: 
	that song in their choral group: 
	four birds in the garden: 
	to the other side of the lake: 
	at 600 am on Thursday morning: 
	his arm: 
	me the ball: 
	a pizza and a liter of 7UP: 
	a tendollar bill: 
	the children to the park on Friday afternoon: 
	his new job: 
	for New York: 
	the report after lunch: 
	already: 
	undefined_11: 
	already_2: 
	him before: 
	already_3: 
	it: 
	anyone to represent the department yet: 
	you: 
	his new suit three times before anyone noticed: 
	AGENT: 
	Active: 
	central office: 
	received by me for review and reply: 
	technical problems should be reported to the IT director: 
	unless ordered by the court: 
	harmful to the public image of our department: 
	the Curriculum Committee and the Board of Trustees: 
	players: 
	also quickly forgotten by them: 
	failure on the part of the contractor to bring the project to completion on time 1: 
	failure on the part of the contractor to bring the project to completion on time 2: 
	yourself regarding whether a replacement of it with a verb could be made: 
	was written in the mid1800s remains a popular book: 
	make her cry: 
	are required for the course: 
	are regarded as excellent: 
	surprised no one: 
	would complement her blue eyes: 
	you can find in the back of the book are: 
	intrigues Gretchen the most is dominoes: 
	grow in her garden are unlike those you buy in a store: 
	grew larger than those in the grocery: 
	address the horrors of the Salem witch trials: 
	was discovered in the basement of the library will: 
	I have not yet read: 
	are motorized are helpful to those who: 
	banned logging ancient redwoods was put on the ballot: 
	began at the grassroots: 
	cant be solved without a calculator: 
	cannot be broken: 
	1 When we were young naive and full of idealism about people and life: 
	2 As I raced toward the finish line I turned to check the runner behind: 
	3 To realize our dreams and fulfill our potential at work and at home: 
	4 To own your own business you must be motivated and organized: 
	5 Money does not guarantee happiness happiness comes from the: 
	6 Books are our friends they take us to foreign places introduce us to: 
	7 Having both parents of young children working outside the home: 
	8 Like many Americans we own two foreign cars we have had too many: 
	9 The house contained four bedrooms three bathrooms a sunroom a library: 
	10We purchased a sofa that had a high back and very: 
	11The astounding scientific developments of one generation are: 
	12 Last Saturday I saw Gloria riding her new tenspeed bicycle: 
	13 After the flood the barn roof lying in the yard: 
	14 Elizabeth feeling depressed by the economic situation of her: 
	15 Sue didnt hear about the party until Thursday she had to change: 
	1 The tires on Martins car squeal when he turns a corner: 
	2  Miss Perez bought a new rug for her dining room: 
	3  Cathy has a large collection of video games but she: 
	4  Becky and Raymond often read to their children: 
	5  Before the game started Mr Wong made popcorn and: 
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