
Index
Symbols
& (and), 206
’ (apostrophes)

errors, avoiding, 145–146
hyphenated words, 144
plural possessives, 139–142
plurals, special cases, 142–143
possessive nouns that end in s, 144–145
proper nouns, 144
quiz on, 139, 140, 143, 145, 146
singular possessives, 138

[ ] (brackets), 163–164
: (colons)

after introductory words, 179
business communications, addressing, 191
complete sentences, joining, 193
lists, introducing, 191–192
quotations, introducing, 192–193

, (commas)
addresses, 179
adjectives strung together, 171–173
appositive infl uence, 176–177
clauses, 173–175
comma splices, 55, 60, 62
comma-correction, 261
conjunctions, 61, 182
dates, 180
deleting half, proofreading strategy, 346
direct address, 177–178
introductory words, 181
inverted commas, 162
participles, 173–175
quiz on, 171, 172–173, 175, 180–181
semicolons, 332
in a series, 169–171
untangling clauses, 330
which/that, 174–175

– or —  (dashes)
long dashes (em dashes —), 185–187
quiz on, 186–187
short dashes (en dashes –), 187–188

. . . (ellipsis), 59, 70, 163–164
! (exclamation points), 70, 159–160
- (hyphens), 144, 188–189
( ) (parentheses), 123
. (periods), 70
? (question marks), 70, 157–159

“ (quotation marks)
apologetic quotation marks, 164
with question mark, 157–159
sanitizing quotation marks, 164
single, 161, 162
in titles, 165–166

; (semicolons)
attaching thoughts, 62–63
in front of conjunctions, 332
history of spelling of, 189
linking two sentences, 186
in sentences with quotations, 160

• A •
a lot, 28
a/an, 88–89
abbreviations

acceptability of, 209
capitalization of, 202, 205–206
compared to acronyms, 206
in dictionary entries, 267
for measurements, 206
for morning and afternoon, 202
for states, 206
in text messaging, 206, 209

absolute qualities, 272–274
acoustics, plural-only word, 134
acronyms, 206, 209
ACT test, topics on

agreement, 121
commas, 173
comparisons, 279
description placement, 255
parallelism, 281
prepositions, 105
repetition, 342
sentences, complete, 326
usage, sophisticated, 239
verb tense, 241, 251
verb voice, 237
verbals, 246
writing style, 323

action verbs
complements that follow, 74–75
examples of, 24–25
linking verbs, distinguishing between, 25
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action-verb sentences, 44. See also active-
verb sentences

active voice, 235–238, 287
active-verb sentences, 236–238. See also 

action-verb sentences
addresses, punctuation of, 178–179
adjective clauses, 254
adjectives

as adverbs, 97
adverbs describing, 93
commas with, 171–173
compared to prepositional phrases, 105
defi nition, 85–87
describing nouns, 87
describing pronouns, 87
describing verbs, 88
how to identify, 89–90
with linking verbs, 8
mistakes, avoiding, 98
quiz on, 87, 94–95
strung together, 171–173
as subject complements, 78
subordinate clauses describing, 328

adverbs
compared to prepositional phrases, 105
conjunctive adverbs, 62
defi nition, 91
describing adjectives, 93
describing other adverbs, 93
double duty as adjectives, 97
guidelines for use, 94
how to identify, 91–92
mistakes, avoiding, 98
subordinate clauses describing, 328

affect/effect, 54
agreement

defi nition, 121
examples of, 122–126, 134
in negative statements, 128
in prepositional phrases, 129–130
in questions, 126–128
troublemaking pronouns, 130–131, 133

all, subject-verb agreement, 131
all right, 28
all together, 28
Allyn and Bacon (publisher), 351
almost, 98, 99, 262
although, 64
altogether, 28
alumna/alumnae, 123
alumnus/alumni, 123
American style (English)

grammar, 162, 189
quotations, 153–161, 192–193

among/between, 105
ampersand (&), 206
analysis/analyses, 123
analysts, subject-verb agreement, 134
and, 61, 68, 206
antecedents

improper antecedents, 313
pronoun antecedents, 109–110, 117, 313
pronoun-antecedent pairs, 110, 114–116

any, 131
any way, 28
anybody, 117, 132
anyone, 117, 132
anything, 117, 132
anyway, 28
apologetic quotation marks, 164
apostrophes (’)

errors, avoiding, 145–146
hyphenated words, 144
plural possessives, 139–142
plurals, special cases, 142–143
possessive nouns that end in S, 144–145
proper nouns, 144
quiz on, 139, 140, 143, 145, 146
singular possessives, 138

appositive infl uence, 176–177
appositives, 176–177, 223–226
articles

capitalization of, 201, 203
in electronic communications, 210
examples of, 88–89

as, 64
as if, 64
as well as, 292
ASAP (as soon as possible), 209
athletics, subject-verb agreement, 134

• B •
bad/badly, 96
bad/worse/worst, 270–271
balanced sentences, 281–282
b/c (because), 206
because, 64, 65, 66
because of/due to, 21
because statements, 175–176
before, 64
being that, 66
being verbs, 17–19. See also linking verbs
between, you and me or you and I, 106
between/among, 105
bff (best friend forever), 209
block quotations, 192



355355 Index

blogging, 214
books, titles of, 302
boring verbs, 238–240
both/and, 290
brackets ([ ]), rules for using, 163–164
brb (be right back), 206
British English grammar, 162, 189
bulleted lists

capitalization of, 217
endmarks in, 217
parallelism in, 217–218, 282
passive voice for verbs, 288
in PowerPoint presentations, 215–216
tenses in, 286–288

business communications
addressing, 191
type of English used, 13

but, 61, 65, 68
but also/not only, 290
but not, 292

• C •
can/could, 37
cannot help but, 306
can’t hardly, as incorrect expression, 306–307
capital letters, apostrophe with plurals of, 143
capitalization

abbreviations, 202, 205–206
articles, 201, 203
basics, 195–196
bulleted lists, 217
cities, 165
conjunctions, 203
countries, 201
directions (geographical), 200
in electronic communications, 210
ethnicity, 199–200
family relationship titles, 198–199
geographical areas and features, 201
historic events and eras, 204–205
I, as subject, 196
languages, 201
numbers, 143
offi cial titles (people), 189
places, 200–201
poetry, 196
PowerPoint presentations, 216
prepositions, 203
quiz on, 157, 199, 201, 202, 204, 205
quotations, 153, 155–157, 196
race, 199–200
school grade levels, 202

school subjects, 202
seasons, 201–202
time, 202
titles

people, 189, 197–198
publications, 203

cases
nominative (subject) case, 24
objective case, 24

CDs, titles of, 165
ceramics, plural-only word, 134
chapters, titles of, 165
cities, capitalization of, 165
civics, subject-verb agreement, 134
clarity, importance of, 60
classical plurals, 123
clauses

adjective clauses, 254
defi nition, 324
improving sentences with, 339
independent, 63, 325–326, 329–330
punctuation of, 173–175
quiz on, 327
subordinate/dependent, 325–328, 333
untangling of, 329–332

collective nouns, 319–322
colons (:)

after introductory words, 179
in business communications, 191
complete sentences, joining, 193
lists, introducing, 191–192
quotations, introducing, 192–193

combining clauses, quiz on, 327
combining sentences, 66–67, 69
comma splices, 55, 60, 62
comma-correction, cautions/concerns, 261
commands, 48, 298
commas (,)

addresses, 179
adjectives strung together, 171–173
appositive infl uence, 176–177
clauses, 173–175
comma splices, 55, 60, 62
comma-correction, 261
conjunctions, 61, 182
dates, 180
deleting half, proofreading strategy, 346
direct address, 177–178
introductory words, 181
inverted commas, 162
participles, 173–175
quiz on, 171, 172–173, 175, 180–181
semicolons, 332
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commas (continued)

in a series, 169–171
untangling clauses, 330
which/that, 174–175

company names, pronouns for, 112–113
comparative comparisons, 269
comparative grammar, 9
comparisons

of absolute qualities, 272–274
comparative, 269
double, 279–280
equally, 274
illogical, 277–279
implied, 225–226, 275–277
improper, 292–293
incomplete, 225–226, 275–277
irregular, 270–271
measuring, 271–272
parallelism in, 292–293
perfect, 273
pronouns for, 225
quiz on, 269–270, 271, 272, 274, 277, 279, 280
superlative, 269
unique, 272–273
word endings, 264–266, 268, 269

complement/compliment, 73
complements

action verbs, 74–75
defi nition, 73
direct objects (DO)

described, 73, 74–75, 79
pronouns as, 228
sentence pattern for, 75
sentences with more than one, 75

how to locate, 78–79, 80
indirect objects (IO)

described, 73, 74, 79
fi nding, 80
pronouns as, 228
sentences with more than one, 76

linking verbs, 22, 77
objective, 73, 74, 76–77
subject, 2, 77–78, 81–82
types of, 73

complete sentences, 55, 56, 57, 165–167, 193
complicated sentences, 315–316
compound plural possessives, 141–142
compound subject pronouns, 227, 230–231
compound subjects, 44–45
compound words, punctuation of, 188–189
computer grammar checkers

cautions/concerns with, 15
as proofreading strategy, 347

computer spell checkers, as proofreading 
strategy, 347

conjunction pairs, 290–292
conjunctions

and, 61, 68
for, 61
although, 64
because, 64, 65, 66
but, 61, 65, 68
capitalization of, 203
commas, 61, 182
conjunction pairs, 290–292
coordinate, 61–63
correlative, 290
defi nition, 61
in electronic communications, 210
as fragments, 68
nor, 133
or, 61, 68
punctuation of, 182, 332
quiz on, 182–183
semicolons, 332
in a series, 169–171
so, 64
subordinate, 64–66
than, 103
types of, 290
while, 64, 65
yet, 61

conjunctive adverbs, 62
consequently, as false joiner, 61
construction, faulty, 281
continually/continual, 256
continuously/continuous, 256
contractions, 146–149
conversational English, 10, 12, 23, 208
coordinate conjunctions, 61–63
copulative verbs, 18, 19
correlative conjunctions, 290
could of/could have, 148
could/can, 37
countries, capitalization of, 201
courses (school), capitalization of, 202
credentials, plural-only word, 134
ctn (can’t talk now), 209

• D •
dangling infi nitives, 259–260
dangling participles, 257–258
dashes (– or —)

long dashes (em dashes —), 185–187
quiz on, 186–187
short dashes (en dashes –), 187–188
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dates
punctuation of, 180
quiz on, 180–181

datum/data, 123
deity words, 196
dependent/subordinate clauses, 325–330, 333
description placement

quiz on, 255
rule of, 255

descriptive grammar, 10
descriptive words

adjectives as, 85–86
adverbs as, 91
examples of, 172
how to avoid confusion with, 260–262
inside prepositional phrases, 103
placement of, 254–255

despite the fact that, 66
dictionaries, explanation of entries in, 266–267
different than/different from, 103
direct objects (DO)

as complements, 73, 74–75, 79
pronouns as, 228
sentence pattern for, 75
sentences with more than one, 75

direct-address sentences, punctuation of, 
177–178

directions (geographical), capitalization 
of, 200

disinterested/uninterested, 264
done, 82, 248
double comparisons, 279–280
double negatives, 94, 305–308
due to/because of, 21

• E •
each, 118–119
each other, 28
each/every, 132
ear

choosing pronouns by hearing, 
107, 222–223, 225, 230

training of, 112
earnings, plural-only word, 134
economics, subject-verb agreement, 134
effect/affect, 54
either, 119, 133, 290
either/neither, 133
either/or, 290
electronic communications

articles in, 210
being clear and concise in, 209–210

choosing formal or informal language in, 
208–209

conjunctions in, 210
dropping of capitalization in, 210
examples of, 56
type of English used in, 14

The Elements of Style (Strunk), 351
ellipsis (. . .), 59, 70, 163–164
em dashes (—), 185–187
e-mail

compared to text messages, 208, 211
format for, 211–213
type of English used in, 13

emoticons, 190
en dashes (–), 187–188
endmarks, 55, 70–71, 217
English

American grammar, 162, 189
British grammar, 162, 189
in business communications, 13
conversational, 10, 12, 23, 208
in electronic communications, 14
formal, 12, 13, 24, 208
in homework, 13
informal, 9
in interviews, 13
in letters, 12–13
Modern English, 253
Old English, 253
in presentations, 13
in reports, 13
as second language, guidelines for, 112

envelope style address, 179
equally, 274
equation, word

linking verbs, 22, 77, 227
stated, 81

-er/-est
common descriptions with, 268
compared to less/least, 264–266
compared to more/most, 265–266, 269

errors/mistakes, common
adjectives/adverbs, 98
contractions, 148–149
parallelism, 285, 291
personal list of, 348
pronouns, 145–146
proofreading to avoid, 345

essays, titles of, 165
eternal truths, tense of, 251
ethnicity

capitalization of, 199–200
hyphenation of, 200

even, 98–99, 262
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every, 118–119
everybody, 117, 132
everyday, 28
every/each, 133
everyone, 117, 132
everything, 117, 132
exchanging writing with a friend, as 

proofreading strategy, 346
exclamation points (!)

as endmark, 70
quotations with, 159–160

eyeglasses, plural-only word, 134

• F •
Facebook, 214
fake subjects, 50
fake verbs, 50
false joiners, 61, 62
family relationship titles, capitalization of, 

198–199
faulty construction, 281
fi rst person, 288–289
for, 61
formal English

defi nition, 12
in electronic communications, 208
example of, compared to conversational, 24
situations that call for, 13

fractions, punctuation of, 190
fragments, 55, 68–69
friendspeak, 10, 11, 208
Friendster, 214
full stop, 62
functional grammar, 10
furthermore, as false joiner, 61
future perfect progressive tense, 34, 36
future perfect tense, 29, 34, 36, 39, 124
future progressive tense, 31, 33, 124
future tense, 29, 31, 33, 39, 245–246
FYI (for your information), 209

• G •
gender/sex, pronouns, 120
geographical areas and features, 

capitalization of, 200–201
gerund phrase, 235
gerunds, 230, 232–233, 334–335
God (deity names), capitalization of, 196
good/better/best, 270–271
good/well, 95

gotcha, 82
gotta, 82
grammar

advantages in learning, 3
American English, 162, 189
British English, 162, 189
clarity, importance of, 196
comparative, 9
defi nition, 9
descriptive, 10
functional, 10
historical, 9
problems and solutions, 15–16
strategies for learning, 349–352
types of, 9–10

grammar checkers
cautions/concerns with, 14
as proofreading strategy, 347

• H •
hadn’t but, as incorrect expression, 308
hang/hung, 340
headquarters, plural-only word, 134
helping verbs, 25, 37, 49
here sentences, 50–51, 131
her/him, 106
him/her, 106
historical grammar, 9
historical present tense, 34
historic/historical, 322
history (events and eras), capitalization of, 

204–205
homework, type of English used in, 13
homonyms, 15, 308
however, as false joiner, 61
hyphenation

compound words, 188–189
numbers, 189–190
plurals, 54
quiz on, 190
race and ethnicity descriptions, 200
two-word descriptions, 190
use of apostrophes with, 144

hyphens (-), 144, 188–189

• I •
I, capitalization of, 196
if, 64
if sentences, 304–305
if/whether, 64
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illogical comparisons, 277–279
IMing (instant messaging), 56
imperative mood, 297, 298
implied subjects, 48
implied/incomplete comparisons, 225–226, 

275–277
improper antecedents, 313
improper comparisons, 292–293
in order that, 64
incomplete sentences, 68–69
incomplete/implied comparisons, 225–226, 

275–277
independent clauses, 63, 325–326, 329–330
indicative mood, 297–298
indirect objects (IO)

as complements, 73, 74, 79
fi nding, 80
pronouns as, 228
sentence pattern for, 76

infi nitive phrase, 336
infi nitives

as adjectives, 336
as adverbs, 335, 336
dangling infi nitives, 259–260
examples of, 57
as nouns, 336
present perfect infi nitive, 247
as type of verbal, 230, 335–336
as verb-form-that-isn’t-verb, 247
verbs, 27–28

informal English, 9
-ing words. See gerunds
instant messaging (IMing), 56
interjections, 108
Internet

handling grammar on, 213
as tool for learning grammar, 351–352

interrupted quotations, 154–156
interviews, type of English used in, 13
introducing lists, punctuation of, 191–192
introductory words, 179, 181
inverted commas, 162
irregardless, as incorrect expression, 66
irregular comparisons, 270–271
irregular participles, 40–41
irregular past tense, 40
irregular plural possessives, 141
irregular plurals, 53
irregular verbs, 38–39
it, 106
italics, 165–166
its/it’s, 114
it/they, 319

• J •
jeans, plural-only word, 134
just, 98, 100, 262

• L •
L8R (later), 207
languages, capitalization of, 201
lay/lie, 303
less/least

common descriptions with, 268–269
compared to -er/-est, 265–266, 269

letters
addressing, 191
in conversational English, 12
in formal English, 12–13

lie/lay, 303
linking verbs

action verbs, distinguishing between, 25
adjectives attached to, 88
connected to pronouns, 226–227
defi nition, 17, 18, 19, 21, 77
list of, 20–21
position with subject complements, 78
pronouns after, 81
quiz on, 20
sensory verbs, 19, 78
sentences, options for completing, 22–23
in word equation, 22, 77, 227

linking-verb equation, 22, 77, 227
listening, as tool for learning grammar, 351
lists

bulleted, 216–218, 282, 286–288
commas in a series, 169–171
of common usage problems, 16
of contractions, 147
errors/mistakes, common. See errors/

mistakes, common
of grammar, problems and solutions, 16
introducing, punctuation of, 191–192
of irregular plurals, 53
of linking verbs, 20–21
of past participles, 40–41
of prepositions, 102
of pronouns, 23, 111–112
regular plurals, 52–53
semicolons separating items, 332

little/less/least, 272
lol (laugh out loud), 206
long quotations, 192
lowercase, 195, 203, 204
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• M •
magazines, as tool for learning grammar, 350
magazines and articles, titles of, 165
main verbs

compared to helping verbs, 25
tenses of, 37

manuals of style, as tools for learning 
grammar, 351–352

many/more/most, 272
masculine universal (rule), 120
mathematics, subject-verb agreement, 134
may/might, 37
me, 47, 106
measles, subject-verb agreement, 134
mechanics, nuts and bolts of writing, 3
memos (business), 13
might/may, 37
misplaced descriptions, 254–255
missing words, how to fi nd, 262–264
mistakes/errors, common

adjectives/adverbs, 98
contractions, 148–149
parallelism, 285, 291
pronouns, 145–146

Modern English, 253
mood (verbs)

imperative, 297, 298, 302
indicative, 297–298
subjunctive, 297, 299–300

more/most
common descriptions with, 268–269
compared to -er/-est, 265–266, 269

moreover, as false joiner, 61
more/than, 292
most, subject-verb agreement, 131
much/more/most, 272
mumps, subject-verb agreement, 134
myself, correct use of, 47
MySpace, 214

• N •
names, capitalization of, 196
nearly, 98, 99
negative statements, subject-verb agreement 

in, 128–129
negatives, double, 94, 305–308
neither, 119
neither/either, 133
neither/nor, 290

news, subject-verb agreement, 134
news broadcasts, as tool for learning 

grammar, 350
newspaper, as tool for learning grammar, 350
newspapers and articles, titles of, 165
new-speaker/new-paragraph rule, 162–163
no one, 117, 132
nobody, 117, 132
nominative (subject) case, of pronouns, 24
none, subject-verb agreement, 131
non-subject pronouns, 23
nor, 61, 68
nor/neither, 290
nor/or, 133
not only/but also, 290
nothing, 117, 132
nouns

adjectives describing, 87
collective nouns, 319–322
due to, correct use of, 21
parallelism with pronouns, 291
plurals

hyphenated plurals, 54
irregular plurals, 53
plural possessives, 139–142
regular plurals, 52–53

possessive nouns, 144–145
proper nouns, 143, 144
singular ending in s, possessive forms, 

144–145
singular possessives, 138–189
as subject complement, 78
subordinate clauses as describing, 327–328

numbers
capitalization of, 143
defunct use of apostrophe with plurals of, 143
as descriptions, punctuation of, 172
hyphenation of, 189–190

• O •
object pronouns, 81, 106, 228–229
objective case, of pronouns, 24
objective complements, 73, 74, 76–77
objects

direct objects (DO), 73, 74–75, 79, 228
indirect objects (IO), 73, 76, 79, 80–81, 228
of prepositions, 102–104
whom/whomever, 106

obscure terminology, 2
offi cial titles (people), capitalization of, 189
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Old English, 253
one, 132
only, 98, 100, 262
or, 61, 68
or/either, 290
or/nor, 133
or/whether, 290
ownership. See also possession

hyphenated words, 144
plurals, how to show, 139–143
proper nouns, 143
singular, how to show, 138–139

• P •
pants, plural-only word, 134
parallelism

bulleted lists, 217–218, 282
comparisons, 292–293
equality of nouns and pronouns in, 291
errors, avoiding, 285, 291
presentations, 282, 283
quiz on, 284, 293–294
sentences, 281–285

parenthesis/parentheses ( ), 123
participial phrase, 2
participles

dangling participles, 257–258
defi nition, 37, 242
past participle, 38, 40–41, 248
present participle, 38, 247
punctuation of, 173–175
regular participles, 38
as type of verbal, 230, 336–338

parts of speech
adjectives. See adjectives
adverbs. See adverbs
articles. See articles
conjunctions. See conjunctions
interjections, 108
nouns. See nouns
prepositions. See prepositions
pronouns. See pronouns
verbs. See verbs

passive voice, 235–237, 287–288
past participles

examples of, 38, 40–41
of regular verbs, 248

past perfect progressive tense, 34, 35
past perfect tense, 29, 34, 35, 39
past progressive tense, 30, 33

past tense
compared to past progressive tense, 33
defi nition, 30–31
examples of sequencing of tenses, 242–245
of pronouns, 48
of regular verbs, 248
singular/plural, 39

people/person, 113
perfect, as absolute quality, 273
perfect tense, 29–30, 34
period (.), 70
person

designation of, 288–289
shifting of, 290

person/people, 113
phenomenon/phenomena, 123
phrases

gerund, 235
infi nitive, 336
participial, 2
prepositional, 102–106, 129–130

physics, subject-verb agreement, 134
places, capitalization of, 200–201
plays, titles of, 166
plural past progressive tense, 124
plural possessives, 139–142
plural present perfect tense, 124
plural present progressive tense, 124
plural-only words, 134
plurals

classical plurals, 123
how to show possession in, 139–143
hyphenated plurals, 54
nouns, 52–53
possessive pronouns, 114
pronouns, 111–112, 315–316
special cases, use of apostrophes with, 

142–143
subjects, 125
verbs, 39, 125

podcasts, as tool for learning grammar, 351
poems

capitalization in, 196
titles of, 166

politics, subject-verb agreement, 134
possession

hyphenated words, 144
for plurals, 139–143
proper nouns, 143
for singles, 138–139

possessive nouns, 144–145
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possessive pronouns
as clue for lowercase on family relationship 

titles, 199
examples of, 231
rule of apostrophe with, 145–146
singular/plural, 113–114

PowerPoint presentations, 215–216
predicate, 10, 20
predicate adjective, 20
predicate nominative, 20
prepositional phrases

compared to adjectives or adverbs, 105
defi nition, 102–104
descriptive words inside of, 103
as irrelevant in subject-verb agreement, 

129–130
between you and me or between you 

and I, 106
prepositions

capitalization of, 203
choosing objects for, 228–229
defi nition, 101
as end of sentence, 107–108
importance of, 105
list of, 102
objects of, 102–104
pronouns as pitfall of, 106–107

present participles
defi nition, 247
examples of, 38

present perfect infi nitive, 247
present perfect progressive tense, 34, 35
present perfect tense, 29, 34, 35, 36, 39, 

124, 247
present progressive tense, 30, 32
present tense, 30, 32, 37, 38, 251–252
presentations

parallelism in, 282, 283
PowerPoint, 215–216
type of English used in, 13

problems and solutions, grammar, 15–16
progressive tense, 30, 123–124
pronoun connection, 66–67
pronouns

adjectives describing, 87
after linking verbs, 81
antecedents, 109–110, 114–116, 117, 313–314
apostrophe errors with, 145–146
as appositives, 225
cases of, 24
choosing by ear, 107, 222–223, 225, 230
for company names, 112–113

for comparisons, 225
completing sentences with, 22–24
compound subject pronouns, 227, 230–231
connected to linking verbs, 226–227
defi nition, 66
as direct and indirect objects, 228
errors, with apostrophes, 145–146
lists of, 23, 111–112
nominative (subject) case, 24
non-subject, list of, 23
object pronouns, 81, 106, 228–229
objective case, 24
as objects and subject complements, 81
ones, 132
parallelism with nouns, 291
past tense of, 48
plurals, 111–112, 315–316
possessives, 113–114, 232–233
as preposition pitfall, 106–107
pronoun-antecedent pairs, 109–110, 114–116
proofreading strategy for, 347
punctuation errors with, 145–146
quiz on

comparisons, 226
indirect objects, 228
-ing words, 232–234
object of verbal, 230
object pronouns, 229
“ones,” “things,” and “bodies,” 118
possessive pronouns, 232
reversibility rule, 227
singular/plural pronouns, 316
vague pronouns, 318
who/whom, 311, 313

relative pronouns, 67
sexist pronouns, 120
singular/plural, list of, 111–112
as subject complement, 78
subject pairs, 222–223
subject pronouns, 23, 81
subordinate clauses as describing, 327–328
troublemaking pronouns, 130–131
vague pronouns, 317–318
with verbals, 229–230
who/whom, 309–313

proofreading
importance of, 211
strategies for, 345–348

proper nouns
possessive forms, 143
use of apostrophes with, 144

publications, titles of, 165–167, 203
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punctuation
addresses, 191
adjectives strung together, 171–173
after introductory words, 179, 181
appositives, 176–177
brackets, 163–164
bullets, 217
business communications, 191
clauses, 173–175
colons. See colons
comma splices, 55, 60, 62
commas. See commas
compound words, 188–189
conjunctions, 182, 332
dashes, 185–188
dates, 180
direct-address sentences, 177–178
electronic communication challenges, 210
ellipsis, 59, 70, 163–164
endmarks, 55, 70–71, 217
exclamation point, 70, 159–160
fractions, 190
hyphens, 54, 144, 188–190, 200
interjections, 108
joining complete sentences, 193
in list introductions, 191–192
modern trend in, 189
nouns, collective, 321–322
numbers, 143, 172
parentheses, 123
participles, 173–175
periods, 70
question marks (?), 70, 157–159
quiz on

commas, 171, 172–173, 175, 177, 178, 181, 
182–183

dates, 180
hyphens, 190
overall, 71
question marks, 159
quotations, 153–155, 156
single quotation marks, 161

quotation marks. See quotation marks
quotations. See quotations
semicolons. See semicolons
single-word descriptions, 171–173
slang, 164
titles (publications), 165–166
verbs joined by conjunctions, 182, 332

Punctuation: Simplifi ed and Applied 
(Woods), 218

• Q •
qualities, absolute, 272–274
question mark (?)

as endmark, 70
quotations with, 157–159

questions
future tense questions, 127–128
past tense questions, 127
present tense questions, 126–127
sentences as, 59
subject-verb agreement in, 126

quizzes
adjectives, 87
adverbs and adjectives, 94–95
apostrophes, 139, 140, 143, 145, 146
appositives, 177
bad/badly, 97
capitalization, 157, 199, 201, 202, 204, 205
clauses, 325, 327, 329, 330, 333–334
collective nouns, 321–322
combining clauses, 327
combining sentences, 67, 69
commas, 171, 172–173, 175, 180–181
comparisons, 269–270, 271, 272, 274, 277, 

279, 280
complete sentences, 59
conciseness, 342
conjunction pairs, 291–292
conjunctions, 182–183
contractions, 149
dangling infi nitives, 259
dangling participles, 258
dashes, 186–187
dates, 180–181
description placement, 255
direct-address sentences, 178
double negatives, 306, 307
each, 119
fragments/complete sentences, 69
hyphenation, 190
if sentences, 304–305
introductory words, 181
italics, 166
linking verbs, 20
locating verbs, 27
missing subjects, 263–264
negative statements, 129
neither, 119
objects of prepositions, 104
object/subject complement, 81
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quizzes (continued)

parallelism, 284, 293–294
person designation, 290
prepositional phrases and subject-verb 

agreement, 130
prepositions and pronouns, 106
pronouns

comparisons, 226
indirect objects, 228
-ing words, 232–234
object of verbal, 230
object pronouns, 229
possessive pronouns, 232
and prepositions, 106
pronoun-antecedent pairs, 

110–111, 115–116, 314
reversibility rule, 227
singular, 118
singular/plural, 316
vague, 318
who/whom, 311, 313

punctuation
commas, 172–173, 175, 177–178, 181, 

182–183
general, 71, 153–155, 161, 171
hyphens, 190
question marks, 159
quotation marks, 166

question marks, 159
quotation marks, 166
quotations, 152–155, 156, 157, 159, 161, 166
real/really, 97
run-on sentences, 156
sentences, 67, 69, 340
singular pronouns, 118
speaker changes, 163
from statement to question, 127
subject and verb identifi cation, 46, 47, 49
subject complements, 82
subject pronouns, 223
subjects, 46, 47, 48, 49
subject-verb agreement, 130
subject-verb pairs, 48, 57
subjunctives, 301, 302, 304
verb tense

general, 249–250, 251–252
identifi cation, 31–32, 37
sequencing of, 243–244, 245, 246, 248
shifting of, 286

verbs
for here/there sentences, 51
with two subjects, 126
voices of, 236, 237, 288

well/good, 96

quotation marks (“)
apologetic quotation marks, 164
with question mark, 157–159
quiz on, 166
sanitizing quotation marks, 164
single, 161, 162
in titles, 165–166

quotations
American style, 153–161, 192–193
block (long) quotations, 192
British style, 162
capitalization in, 153, 155–157, 196
colons, introducing with, 192–193
defi nition, 151
examples of, 152
with exclamation point, 159–160
inside quotations, 160–161
interrupted quotations, 154–156
punctuation of, 153–157, 162
quizzes, 152–155, 156, 157, 159, 161, 166
with semicolons, 160
slang, 164
speaker changes, 162–163
use of commas with, 153–157

• R •
race

capitalization of, 199–200
hyphenation of, 200

raise/rise, 299
reading

aloud, as proofreading strategy, 346
backward, as proofreading strategy, 345
as tool for learning grammar, 106, 349

real/really, 97
records, titles of, 165
regular participles, examples of, 38
regular plurals, 52–53
regular verbs, 248
relative pronouns, 67
repetition, cautions/concerns with, 341
reporting, information, verb tenses in, 249
reports, type of English used in, 13
requests, 299
Research Papers For Dummies (Woods), 218
reversibility rule, 227
rise/raise, 299
rules

of apostrophes with possessive pronouns, 
145–146

of description placement, 255
masculine universal, 120
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new-speaker/new-paragraph rule, 162–163
reversibility rule, 227

run-on sentences
defi nition, 60
with interrupted quotations, 155–156
quiz on, 156

• S •
sanitizing quotation marks, 164
SAT tests, topics on

agreement, 121
comma splices, 60
commas, 173
comparisons, 279
complete sentences, 326
dangling participles, 258
description placement, 255
prepositions, 105
repetition, 342
run-on sentences, 60
usage, sophisticated, 239
verb tense, 241, 251
verb voice, 237
verbals, 246
writing style, 323

S-AV-DO (sentence pattern), 75
S-AV-IO-DO (sentence pattern), 76
school grade levels, capitalization of, 202
school subjects

capitalization of, 202
subject-verb agreement, 134

scissors, plural-only word, 134
seasons, capitalization of, 201–202
second person, 288–289
semicolons (;)

attaching thoughts, 62–63
in front of conjunctions, 332
history of spelling of, 189
linking two sentences, 186
in sentences with quotations, 160

sensory verbs, 19, 78
sentence patterns, 75, 76
sentences

action-verb, 44
active-verb, 236–238
balanced, 281–282
clauses in. See clauses
combining, 66–67, 69
complete, 55, 56, 57, 68, 193
complicated, 315–316

compound, 230–231
fragments, avoiding, 55, 68–69
here and there, 50–51
incomplete, 58
options for completing, 22–23
parallelism in, 281–285
patterns of, 75, 76, 312
prepositions as end of, 107–108
pronouns in completion of, 22–24
punctuation with. See punctuation
as questions, 59
quiz on, 67, 69, 340
repetitive, 341
stalled, 285
variety in style of, 338–340

series, commas in, 169–171
set/sit, 41
sexist pronouns, 120
shorts, plural-only word, 134
should of/should have, 141–149
sic, 164
simple present tense, 122, 123
simple tense, 29
since, 64, 66
single quotation marks, 161, 162
single-word descriptions, punctuation of, 

171–173
singular past progressive tense, 124
singular possessive pronouns, 114
singular possessives, 138–139
singular present perfect tense, 124
singular present progressive tense, 124
singular pronouns, 111–112, 118, 315–316
singular subjects, 125
singular verbs, 39, 125
sit/set, 41, 299
slang

cautions/concerns with, 11
punctuation of, 164

so that, 64
social networks, 214–215
some place, 28
some time, 28
somebody, 117, 132
someone, 117, 132
someplace, 28
something, 117, 131, 132
sometime, 28
songs, titles of, 165
speaker changes, how to identify, 162–163
speaker tags, 152, 153, 154, 156
speeches, type of English used in, 13
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spell checkers, as proofreading strategy, 347
split infi nitives, 28
stalled sentences, 285
standardized tests. See ACT; SAT; 

tests, topics
statements, 59
statistics, subject-verb agreement, 134
stories

titles of, 165
verb tenses of, 249–250

Strunk, William, Jr. (author), 351
style manuals, 351–352
subject complements, 73, 77–79, 81
subject pronouns, 81, 222–223
subjective complement, 2
subjects

compound subjects, 44–45
defi nition, 43, 44
fake subjects, 50
implied, 48
plural, 125, 222
in questions, 49
quiz on, 46, 47, 48, 49
singular and plural, distinguishing 

between, 51
subject complements, 73, 77–79, 81
understood, 48

subject-verb agreement
defi nition, 121
examples of, 122–126, 134
in negative statements, 128
in questions, 126–128
troublemaking pronouns, 130–131, 133

subject-verb expression, 173
subject-verb pairs, 44, 45
subjunctive mood, 297, 299–300. See also 

subjunctives
subjunctives

commands, wishes, and requests, 302–304
had, 301–302
if, 304
were, 300–301

subordinate conjunctions, 64–66
subordinate/dependent clauses, 

63, 325–330, 333
superlative comparisons, 269
suppose, correct use of past tense, 27
swapping with a friend, as proofreading 

strategy, 346
symbols, defunct use of apostrophe with 

plurals of, 143

• T •
tactics, subject-verb agreement, 134
tapes, titles of, 165
tense. See verb tense
terminology, obscure, 2
tests, topics on. See also ACT; SAT

adjectives/adverbs, 86
false joiners, 61

text messaging/texting
abbreviations in, 206, 209
choosing formal or informal language, 

208–209
compared to e-mail, 208, 211

than, 64, 103
that/which, 67, 174–175
the

capitalization of, 201, 203
use of, 88

them, 106
there sentences, 50–51, 131
therefore, as false joiner, 61
thesaurus, 238–240
they/it, 319
they’re/their/there, 112
third person, 288–289
this, 317
though, 64
thoughts, complete, 58
time, capitalization of, 202
timelines

for verbals expressing different times, 246
for verbs, 242, 244, 245

title page, 167
titles

books, 302
CDs, 165
chapters, 165
essays, 165
magazines and magazine articles, 165
newspapers and newspaper articles, 165
people, 189, 197–199
plays, 166
poems, 166
records, 165
songs, 165
stories, 165
tapes, 165
TV shows and episodes, 165, 166
Web sites and pages, 165, 166
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to be
as irregular verb, 38–39
tenses of, 38

to/two/too, 308
trivia, example of, 21
troublemaking pronouns, 130–131
trousers, plural-only word, 134
try and, as incorrect expression, 305
ttyl (talk to you later), 209
TV series episodes, titles of, 165
TV shows

titles of, 166
as tool for learning grammar, 349–350

tweeting, 211
two-word descriptions, hyphenating of, 190
typing style, proofreading strategy for, 347

• U •
underlining, of titles, 165–166
understood subject, 48
uninterested/disinterested, 264
unique, as absolute quality, 272–273
until, 64
uppercase, 195
us, 106
usage problems, common, 16. See also 

errors/mistakes, common
use, correct use of past tense of, 27

• V •
vague pronouns, 317–318
verb form, 173
verb tense

agreement between subject and verb. 
See agreement

in bulleted lists, 286
future, 29, 31, 33, 39, 245–246
future perfect, 29, 34, 36, 39, 124
future perfect progressive, 34, 36
future progressive, 31, 33, 124
historical present, 34
irregular past, 40
past, 30–31, 33, 39, 48, 242–245, 248
past perfect, 29, 34, 35, 39
past perfect progressive, 34, 35
past progressive, 30, 33
perfect, 29–30, 34
present, 32

present perfect, 29, 34, 35, 36, 39, 124, 247
present perfect progressive, 34, 35
present progressive, 30, 32
progressive, 30, 123–124
quiz on

general, 249–250
identifi cation, 31–32, 37
present tense, 251–252
sequencing of, 243–244, 245, 246, 248
shifting of, 286

in reporting, 249
sequencing of, 240–247
shifting of, 285–286
simple tense, 29

verb tenses
in bulleted lists, 286
future, 29, 31, 33, 39, 245–246
future perfect, 29, 34, 36, 39, 124
future perfect progressive, 34, 36
future progressive, 31, 33, 124
historical present, 34
irregular past, 40
past, 30–31, 33, 39, 48, 242–245, 248
past perfect, 29, 34, 35, 39
past perfect progressive, 34, 35
past progressive, 30, 33
perfect, 29–30, 34
present, 32, 37, 38
present perfect, 29, 34, 35, 36, 39, 124, 247
present perfect progressive, 34, 35
present progressive, 30, 32
progressive, 30, 123–124
in reporting, 249
sequencing of, 242–245

verbals
defi nition, 229, 241, 334
examples of, 256
expressing different times, 246–247
fi nding the object of, 229–230
gerunds as type of, 230, 232, 238
improving sentences with, 339–340
infi nitives as type of, 230, 335–336
participles as type of, 230, 336–338

verbs
action, 24–25, 44, 74
active voice, 235–238, 287
adjectives describing, 88
boring, 238–240
confusing, 299
copulative, 18, 19
fake verbs, 50
helping, 25
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verbs (continued)

in here/there sentences, 51
infi nitives, 27–28
irregular, 38–39
linking 

action verbs, distinguishing between, 25
adjectives attached to, 88
connected to pronouns, 226–227
defi nition, 17, 18, 19, 21, 77
list of, 20–21
position with subject complements, 79
pronouns after, 81
quizzes, 20
sensory verbs, 19
sentences, completing, 22–23

main verbs, 25
moods of, 297–300, 302
passive voice, 235–237, 287–288
with pronouns, 229–230
proofreading strategy for, 347
quizzes, 27, 46, 47, 48, 49
regular, 248
singular/plural, 122–124
subordinate clauses as describing, 328
timelines, 242, 244, 245
for two subjects, 125–126
verb-form-that-isn’t-verb, 247

voice, verb
active voice, 235–238, 287
passive voice, 235–236, 237, 287

• W• 
w/ (with), 206
waiting a while, as proofreading strategy, 346
Web sites

addresses, punctuation of, 188
citations of

Dummies Web site, 352
www.apa.org, 218
www.mla.org, 218

titles of pages, 165
titles of sites, 166

well/better/best, 270–271
well/good, 95, 96
when, 64

whenever, 64
where, 64
wherever, 64
whether, 64
whether/if, 64
whether/or, 290
which, 317
which/that, 67, 174–175
while, 64, 65
White, E.G. (author), 351
whom/whomever, 106
who’s/whose, 140
who/whom, 309–313
wishes, 299
w/o (without), 206
Woods, Geraldine (author), 218
word equation

linking verbs in, 22, 77, 227
stated, 81

words. See also specifi c words
compound, 188–189
electronic communication challenges, 

209–210
endings

in comparisons, 264–266, 268, 269
plurals, 52–53

missing, how to fi nd, 262–264
order of, 46–48

would of/would have, 148
writing. See also specifi c topics

for business communications, 13, 191
conciseness, 341
for electronic communications, 14, 56, 

208–210, 211–213
formal English, 12, 13, 14, 208
style for ACT and SAT tests, 323
variety, 338–340

• Y •
y’all, 124
yet, 61
you, 106, 124
you’re/your, 147
you-understood (you, implied), as subject, 48


