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Symbols

& (and), 126

’ (apostrophes), 38, 95-98, 129

: (colons), 115-116

, (commas). See commas

—and — (dashes), 111-113
long (em dash), 111-112
short (en dash), 112, 113

... (ellipses), 48, 53-54

! (exclamation points), 53, 101

- (hyphens), 113-114

. (periods). See periods

? (question marks), 53, 100-101

(* ) (quotation marks), in titles,

102
; (semicolons), 9, 56, 101

o/ o

alot, 128

a while/awhile, 129

a/an, 77

abbreviations
acceptability of, 161
capitalization of, 126
in electronic communications, 161
measurements, 126
for morning and afternoon, 123
states, 126

acronyms, 126

ACT test, topics on
prepositions, 145
repetition, 157
subject-verb agreement, 23
verb voice, 153

action verbs, 16, 17, 48

active voice, 69-70, 152-153

active-verb sentences, 153
addresses, punctuation of, 109
adjectives
as adverbs, 83
articles as, 77
definition, 9, 75
describing nouns, 76
describing pronouns, 76
how to identify, 78, 81
with linking verbs, 76
as object complements, 50
as subject complements, 51
subordinate clauses as
describing, 58
use of comma with, 104-107
adverbs
as adjectives, 83
definition, 9, 79
describing adjectives, 80
describing other adverbs, 80
how to identify, 80-81
subordinate clauses as
describing, 58
with unique, 90
affect/effect, 131
agreement, of subjects and verbs,
23, 27-29, 30
all, 28
all right, 128
all together/altogether, 128
almost, 83, 85
also, 55
although, 59, 72
altogether/ all together, 128
among/between, 9, 132
an/a, 77
and, 9, 51, 52, 55, 72
and (&), 126
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and/both, 72

antecedents, 38-40

any, 28

any way/anyway, 129

anybody, 30, 41

anyone, 30, 41

anything, 30, 41

anyway/any way, 129

apostrophes (), 38, 95-98, 129

appositive influence, 107-108

areas (geographical), capitalization
of, 123

articles

as adjectives, 77
in electronic communications,

162

as, b9

as if, 59

as well as, 73

asap (as soon as possible), 161

audience, 12

authorities, as tool for learning
grammar, 168

awhile/ a while, 129

o fle

bad/badly, 82

bad/worse/worst, 88-89

b/c (because), 126

because, 59, 60-61, 72, 107

because of/due to, 133

because/since, 135

before, 59

being verbs, 14

between/among, 9, 132

bff (best friend forever), 161

block (long) quotations, 116

bodies, pronouns that refer to, 30,
41-42

books, titles of, 103

boring verbs, 154-155

both/and, 72

brb (be right back), 126

business communications
punctuation of, 115
type of English used in, 150
but, 9, 51, 52, 55, 72
but also/not only, 72
but not, 73

oo

“can’t hardly,” as incorrect
expression, 148
“can’t help but,” as incorrect
expression, 148
capitalization
abbreviations, 123, 126
acceptability of dropping, 162
acronyms, 126
after colons (%), 116
areas (geographical), 123
basics, 117-118
cities, 122
countries, 122
directions (geographical),
122,123
eras, 125
ethnicity, 121-122
events, 125
family relationship titles, 120-121
geographical areas and features,
122-123
languages, 122
prepositions, 125
race, 121-122
regions, 122
school-related terms, 124
seasons, 123
the, 125
titles. See titles
CDs, titles of, 103
centering, 103
chapters, titles of, 102
The Chicago Manual of Style, 167
cities, capitalization of, 122
clauses, 27, 57-60



colons (©), 115-116
comma splices, 45, 53, 54
commas (,)
addresses, 109
adjectives strung together,
104-107
appositive influence, 107-108
because, 107
dates, 109
direct-address sentences,
108-109
introductory words, 110-111
in run-on sentences, 9
in a series, 103-104
which/that, 107
company names, pronouns, 36-37
comparative grammar, 6
comparisons
of absolute qualities, 90
incomplete, 91-92
irregular, 88-89
measuring, 89
parallelism in, 73-74
regular, 86
tricky words, 73
word endings, 87-88
complement/compliment, 48
complements, 48, 49
complete sentence rule, dropping
of, 162
complete sentences, 10, 45-48
compound plural possessives,
95-96
compound subjects, 19
compound verbs, 17
compound words, 96
computer grammar checkers,
151-152
concise writing, 157, 161-162
conjunction pairs, 72
conjunctions
conjunction pairs, 72
coordinate, 55-56, 59
either/neither, 31
in electronic communications, 162

Index ’ 7’

as fragments, 51-52

punctuation of, 111

in run-on sentences, 9

subordinate, 52, 59
consequently, 55
continual/continuous, 132-133
contractions, 97, 98, 129
conversational English, 149-151
conversations, type of English

used in, 150, 151

coordinate conjunctions, 55-56, 59
countries, capitalization of, 122
ctn (can’t talk now), 161

oo

dangling infinitives, 64

dangling participles, 62

dashes (-) and (—), 111-113

dates, punctuation of, 110

deity words, 118

dependent clauses, 158

dependent/subordinate clauses,
57-60

descriptive grammar, 6

descriptive verb form, 62, 63

descriptive words, 27, 51, 105, 142,
144

dictionary, as tool for learning
punctuation, 113

different than/different from, 138

direct objects (DO), 48, 49

direct-address sentences,
punctuation of, 108-109

directions (geographical),
capitalization of, 122, 123

do/does, 26

double negatives, 147-148

due to/because of, 133

oF e

each, 30-31, 42
each other, 128
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ear, as tool for learning grammar,
11, 24, 146
education terms, capitalization
of, 124
effect/affect, 131
either, 31, 43
either/or, 31, 72
electronic communications
abbreviations, 161
articles, 162
conjunctions, 162
e-mails. See e-mails
periods (.), 162-163
text messaging/texting. See text
messaging/texting
tweeting, 160
The Elements of Style (Strunk and
White), 166
ellipsis (...), 48, 53-54
em dash (—), 111-112
e-mails
fragments in, 51
grammar in, 12, 160
structure of, 163-164
type of English used in, 150, 151
en dash (-), 112, 113
endmarks, 53-54
English
conversational, 149
formal, 12, 149
as second language, guidelines
for, 24, 36
standard, 12
equally, 90
eras, capitalization of, 125
-er/-est, 86—-88
essays, titles of, 102, 103
ethnicity, capitalization of, 121-122
even, 83-84
events, capitalization of, 125
every, 30-31, 42
every day/everyday, 128
everybody, 30, 41
everyone, 30, 41
everything, 30, 41
exclamation points (1), 53, 101

ofF e

fake subjects, 22

family relationship titles,
capitalization of, 120-121

farther/further, 133

faulty construction, 65

first person, 70-71

for, 55

formal English, 12, 18, 149, 150, 161

fragments, 9, 45, 51

friendly letters, punctuation of, 115

functional grammar, 7

further/farther, 133

furthermore, 55

future perfect tense, 25

future-tense negative statements,
27

fyi (for your information), 161

oG o

gender/sex pronouns, 37, 43-44

geographical areas and features,
capitalization of, 122-123

gerunds, 159

God (deity words), capitalization
of, 118

good/better/best, 88-89

good/well, 81-82

grammar, 6-7

grammar checkers, 151-152

o H o

hand-held devices, grammar rules
for, 161-163

he or she, 44

he/his/him, 44

helping verbs, 16-17, 22, 26, 32

here, 29

he/she, 42

his/her, 42, 44

historical grammar, 6



homework, type of English used
in, 150

homonyms, 152

however, 55

hyphenation, 96, 113-114, 142

hyphens (-), 113-114

o]e

[, 34

icons, explained, 3

if, 59

if/whether, 136

[/me, 146

in order that, 59

incomplete sentences, 9, 51

independent clauses, 57

indirect objects (10), 48, 49-50

infinitives, 18, 64, 159

instant messages, 151

Internet, as tool for learning
grammar, 167, 168

introductory words, punctuation
of, 110

irregardless, as incorrect
expression, 137-138

irregular plural possessives, 95

irregular plurals, 141

it, 34, 39

italics, 103

it/its, 36

its/it’s, 38, 129-130

o]o

just, 83, 85

o/ o

languages, capitalization of, 122

lay/lie, 134

less/least, 87

letters, type of English used in,
150-151

Index ’ 73

lie/lay, 134

linking verbs, 14-16, 17, 50, 76
little/less/least, 89
little/many/much, 89

lol (laughing out loud), 126, 161

oM o

magazines, as tool for learning
grammar, 166

magazines and magazine articles,
titles of, 103

main verbs, 14, 16, 17, 22

manuals of style, 167

many/more/most, 89

masculine universal, 44

measurements, abbreviations
for, 126

me/l, 146

memos, office, type of English used
in, 150

MLA style, 167

more, 87

moreover, 55

more/than, 73

most, 28, 87

much/more/most, 89

o\ o

names, capitalization of, 118

nearly, 83, 85

negative statements, 26-27

negatives, double, 147-148

neither, 31, 43

neither/nor, 31, 72

The New York Times Manual of
Style and Usage, 167

news broadcasts, as tool for
learning grammar, 168

newspaper and newspaper articles,
titles of, 102, 103

newspapers, as tool for learning
grammar, 166
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no one, 30, 41

nobody, 30, 41

none, 29

nor, 51, 52, 55, 72

not only/but also, 72

notes, to friends, type of English

used in, 151
nothing, 30, 41
nouns

definition, 8, 139

parallelism with pronouns, 72-73

plural nouns, 139-142

singular, 36, 140-142

as subject complements, 51

as subjects, 18

subordinate clauses as
describing, 57

numbers, 105, 114

o () e

object complements, 48, 50
object pronouns, 145-146
objects
direct objects, 48, 49
indirect objects, 48, 49-50
subordinate clauses as, 58
one, 30, 41
ones, pronouns that refer to, 30,
41-42
only, 83, 85
or, 9,51,52
oral reports, 55, 72, 150

oo

parallel construction, 65
parallelism
bulleted lists, 67
equality of nouns and pronouns
in, 72-73
errors, avoiding, 68
presentations, 67
participles, 27, 62, 159
passive voice, 69-70, 152-153

past-tense negative statements, 26
people, titles of, 119-121
people/person, 37
periods (.)
abbreviations, 126
electronic communications,
162-163
with ellipsis, 54
as fix to comma splices, 56
as fix to run-ons, 53
quotations, 99, 102
person, designation of, 70-71
phrases, 127-130. See also
prepositional phrases
plays, titles of, 103
plural past tense, 25
plural possessives, 95-96
plural present tense, 25
plurals
names, 141
nouns, 139-142, 142
pronouns, 35-36
subjects, 8, 23-26, 32
verbs, 8, 23-26, 31
podcasts, as tool for learning
grammar, 168
poems, titles of, 102, 103
possession
nouns that end in s, 97
plurals, 95-96
with pronouns, 97
proper nouns, 96
singles, 94
possessive pronouns, 38, 129
prepositional phrases, 27-28, 29,
144, 145
prepositions
capitalization of, 125
definition, 143
as end of sentence, 147
list of, 143
matching with pronouns, 145-146
objects of, 144-145
role of, 142
present perfect tense, 25
present tense, 25, 26



presentations, type of English used
in, 150
progressive tense, 25
pronoun-antecedent pairs, 34,
39-40
pronouns
antecedents, 34, 38-40, 41
choosing by ear, 36
combining sentences with, 61-62
company names, 36-37
definition, 8, 144
list of, 35
matching with prepositions,
145-146
object pronouns, 145
parallelism with nouns, 72-73
plural, 35-36, 41
possessive, 37-38
pronoun-antecedent pairs, 34,
39-40
referring to bodies, ones, things,
30, 41-42
sexist, avoidance of, 37, 43-44
singular, 30, 35-36, 41, 42
as subject complements, 51
as subjects, 19
subordinate clauses as
describing, 57
troublemaking, 28-29, 31
proofreading, 127, 160, 164
publications, titles of, 102, 124-125
punctuation
acceptability of dropping,
162-163
addresses, 109
apostrophes (). See apostrophes

colons (©), 115-116

commas (,). See commas (,)
conjunctions, 111

dashes (-) and (—), 111-112, 113
dates, 109

exclamation points (1), 53, 101
hyphens (-), 113-114

importance of, 11

Index ’ 75

question marks (?), 53, 100-101
quotations. See quotations
semicolons (}), 9, 56, 101

o () o
question marks (?), 53, 100-101
questions
helping verbs in, 32
subjects in, 22
quotation marks (* ”), in titles, 102
quotations
block (long) quotations, 116
capitalization of, 118
colons (%), introducing with, 116
commas (,) in, 102
definition, 98
with exclamation points (1), 101
fragments in, 100
inside quotations, 101-102
interrupted quotations, 99-100
periods (.) in, 102
punctuation of, 99
with question marks (?), 100-101
with semicolons (), 101
speaker changes in, 102
with speaker tags, 99
without speaker tags, 100

o R e

race, capitalization of, 121-122

radio, as tool for learning
grammar, 36

radio shows, titles of, 103

raise/rise, 134

reading, as tool for learning
grammar, 165-166

regions, capitalization of, 122

reports, type of English used
in, 150

rise/raise, 134

run-on sentences, 9, 45, 52-53, 54
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oS e

salutations, 163
SAT test, topics on
comma splices, 54
dangling participles, 63
grammar, 1
prepositions, 145
repetition, 157
run-on sentences, 54
subject-verb agreement, 23
there is/are sentences, 154
verb voice, 153
S-AV-DO (sentence pattern), 48
S-AV-IO-DO (sentence pattern), 49
school-related terms, capitalization
of, 124
seasons, capitalization of, 123
second person, 70-71
semicolons (;), 9, 56, 101
sensory verbs, 15
sentence fragments, 45, 51
sentence patterns, 48, 49
sentences
capitalization of, 117-118
complete sentences, 10, 45-48
concise, 157
incomplete sentences, 9, 51
repetitive, 156-157
run-ons, 52-53
subject-verb pattern, 158
subject-verb-complement
pattern, 158
subordinate clauses in, 157
verbals, 157, 159
set/sit, 135
sexist pronouns, avoidance of, 37,
43-44
she/her, 44
since, 59, 72
since/because, 135
singular nouns, 36, 140-142
singular past tense, 25
singular possessives, 95
singular present tense, 25

singular pronouns, 30, 35-36, 41, 42
singular subjects, 8, 23-26, 32
singular verbs, 8, 23-26, 30, 31
sit/set, 135
so, b5
so that, 59
some, 29
some place/someplace, 128
some time/sometime(s), 9, 128
somebody, 30, 41
someone, 30, 41
something, 30, 41
songs, titles of, 102
so/that, 92
speaker tags, 99
speeches, type of English in, 150
standard English, 12
standardized tests, topics on. See
also ACT test, topics on; SAT
test, topics on
adjectives and adverbs, 83
comma splices, 54
error-recognition, 52
pronoun-antecedent problems, 39
run-on sentences, 54, 55
there is/are sentences, 154
states, abbreviations for, 126
stories, titles of, 102, 103
Strunk, William Jr. (The Elements of
Style), 166
style manuals, 167
subject complements, 48, 50-51
subjects
compared to descriptions, 64
compound, 19
definition, 8, 13, 18
fakes, 22
nouns as, 18
plural, 8, 23-26, 32
pronouns as, 19
in questions, 22
as S in sentence pattern, 48, 49
singular, 8, 23-26, 32
subject-verb agreement, 23
subordinate clauses as, 58
understood, 20-21



subject-verb agreement, 7-8, 23,
27-29, 30

subject-verb order, 21

subject-verb pairs, 48, 145

subject-verb pattern, 158

subject-verb-complement
pattern, 158

subordinate clauses, 20, 158

subordinate conjunctions, 52, 59

subordinate/dependent clauses,
57-60

suppose/supposed, 135-136

symbols, in notes, 126

oJ e

teachers, communications to, 150
television
as tool for learning grammar, 36,
167-168
episodes and shows, titles of,
102, 103
text messaging/texting
abbreviations in, 126
fragments, 51
geared to audience, 160
punctuation of, 162-163
type of English used in, 12, 151
than, 59
that, 61
that/which, 107
the, capitalization of, 125
their, 42
their/his or her, 37
their/they’re, 38
there, 29
there is, 154
therefore, 55
there/their/they’re, 130
thesaurus, 155
they/their, 36
things, pronouns for, 30, 41-42
third person, 71
though, 59
time, capitalization of, 123

Index ’ 77

titles
CDs, 103
people, 119-121
radio shows, 103
songs, 102
TV episodes and shows, 102, 103
Web sites and Web site
pages, 102
written works, 102, 103, 124-125
to be, 15
tools for learning grammar
authorities, 168
dictionary, 168
ear, 11, 24, 146
Internet, 167, 168
magazines, 166
news broadcasts, 168
newspapers, 166
podcasts, 168
radio, 36
reading, 165-166
ttyl (talk to you later), 161
tweeting, 160
two-word descriptions,
hyphenation of, 114
two-word phrases, 127-130

olfl o

underlining, 103
unique, as absolute quality, 90
until, 59

oo

verb tenses, 25, 26, 68
verbals, 157, 159
verbs
action, 16
active voice, 69-70, 152—-153
to be, 15
being, 14
boring, 154-155
compound, 17
definition, 8, 13, 18
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verbs (continued)
to have, 154-155
helping, 16-17, 22, 26, 32
imposters, 18
linking, 14-16, 17, 50, 76
passive voice, 69-70, 152-153
plural, 8, 23-26, 31
to say, 155
sensory, 15
singular, 23-26, 30, 31
spicy, 155
subject-verb agreement, 23
subordinate clauses as

describing, 58

to walk, 155

voice, verb, 69-70, 152-153

o[/ o

w/ (with), 126

we, 34

Web sites, 102, 167,
well/better/best, 88-89
well/good, 81-82
when, 59

whenever, 59

where, 59

wherever, 59

whether, 59

whether/if, 136
whether/or, 72
which, 61
which/that, 107
while, 59, 60
White, E.B. (The Elements of
Style), 166
who, 61, 62
whom/who, 136-137
whom/whomever, 136-137
whose/who’s, 38, 130
who/whoever, 136-137
words
acceptability of dropping of, 162
order of, 10, 21
w/out (without), 126
writing
conciseness of, 157, 161-162
goals of, 149
practice of, 12

° y °

yet, 55

you, 26

you all, 26
your/you’re, 9, 38, 130
you-understood, 19-20



