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A
a (indefinite article), 41–42, 43
abbreviation

defined, 251
Latin, 219–221
overview, 217–218
sentences ending with, 190
in writing, 218

absolute phrase, 164, 179, 251
acronym

defined, 251
overview, 217–218
sentences ending with, 190
in writing, 218

active, defined, 251
active voice, 67, 95–96, 153
adjective

compound, 208
creating comparatives, 144–146
creating superlatives, 144–146
defined, 251
demonstrative, 55
modifying with adverbs, 137–138
non-comparable, 147–148
overview, 135–136
possessive, 57
predicate, 158, 255
using commas with, 193
using emphasis words, 148–149

adjective phrase, 142–144
adverb. See also conjunctive adverb

creating comparatives, 144–146
creating superlatives, 144–146
defined, 251
describing manner of action, 139
indicating frequency, 138–139
indicating intensity, 140
indicating place, 139
indicating time, 139–140
non-comparable, 147–148
overview, 137
relative, 51
unnecessary, 140–142
using emphasis words, 148–149
whole-sentence modifiers, 137

adverbial phrases, 142–144
–a ending, 38
agreement

defined, 251
lack of, 184–186

among, 130
an, 41–42, 43
antecedent

agreement of pronouns with, 49–50, 184
defined, 251
plural, 185
unclear, 183–184

apostrophe
it’s versus it is, 203
joint ownership, 39
overview, 201–204
possessive pronouns, 57–59
’s, 202–203
showing possession with nouns, 38

appositive
defined, 251
we and us as, 46–47

appositive phrase, 164, 191
Arabic numerals, 251
article

British versus American usage, 43–44
defined, 251
definite, 42–43
indefinite, 41–42
and letter H, 42
overview, 33–34, 41

auxiliary verb. See also modal auxiliary
defined, 67, 251
did, 76
do, 74, 172

B
base form of verb, 72–73
because, 121
besides, 130
between, 130
brackets, 209–211
but, 117
by, 96
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C
can, 105
capitalization

defined, 251
following colons, 198
of nouns, 34
overview, 189, 213–217

case
defined, 251
of multiple pronouns, 46

clause. See also dependent clause; independent
clause

conditional, 168
defined, 252
if clause, 168–170, 252
nonrestrictive, 253
noun, defined, 254
overview, 153, 165–167
relative, 166, 167, 255
restrictive, 255
subordinate, 51, 120, 166, 256
that clause, 167–168
using colon with, 198

collective noun, 35, 62, 184, 252
colon, 198–199
comma

with clause, 170–171
with nonrestrictive element, 181
overview, 191–195
serial, 193–195

commands, 154, 169
comma splice, 177–178, 252
common noun, 252
comparative

adjectives and adverbs that shouldn’t be
compared, 147–148

double, 146
irregular endings, 145–146
overview, 144–145

comparative degrees, 252
complement

defined, 252
object, 160–161, 254
subject, 158, 256

complex sentence
defined, 252
overview, 170
punctuating clauses, 170–172

compound adjective, 208
compound antecedent, 49
compound-complex sentence, 153, 170, 252

compound noun, 202, 208
compound preposition

double, 130
at end of sentence, 131–132
misused, 130
overview, 129–130

compound sentence
defined, 155, 252
overview, 170
parts of, 118, 153
punctuating clauses within, 170–172

conditional clause, 168
conjunction. See also conjunctive adverb;

coordinating conjunction; subordinating 
conjunction

correlative, 119–120, 252
defined, 252
overview, 117

conjunctive adverb
defined, 252
main discussion, 125–127
and semicolon, 195–196

contraction
versus possessive pronoun, 57–58
using apostrophe with, 201

coordinating conjunction
beginning sentence with and, 118
in compound sentence, 155–156, 170
defined, 252
overview, 117–118
using comma with, 191
using semicolon with, 195

correlative conjunction, 119–120, 252
could, 105
count versus noncount nouns, 35–36

D
dangling modifier, 179–181
dangling participle

defined, 252
examples of, 113, 179
overview, 149–151

dash, 208–209
date

numerals in, 221–222
using apostrophe with, 202
using comma with, 192

declarative sentence, 153, 189
definite article, 42–43
demonstrative adjective, 55
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demonstrative pronoun
agreement with noun, 55–57
defined, 252
overview, 54–55

–d ending, 75
dependent clause

defined, 252
overview, 153, 165–166
sentence fragment, 178
using comma with, 191

did (auxiliary verb), 76
direct object

defined, 252
examples of, 160
overview, 67–69

direct question, 200
direct quotation, 192, 205
do, 74, 172
double preposition, 130

E
each other, 60
–ed ending, 75
editorial doubt, 200
ellipse, 211–212
emphasis words, 148–149
–er suffix, 144–145
–es suffix, 35, 36–37, 73
–est suffix, 144–145
except, 130
exclamation point, 200–201
expletive, 156, 157, 252

F
for, 117, 118
foreign words, 224
formal statement, 198
fragment of sentence, 178–179, 256
future perfect progressive tense, 94–95
future perfect tense, 90–91
future progressive tense, 82–83

G
gender-inclusive construction, 64
gerund

defined, 252
in noun phrase, 162
overview, 108–109

possessive with, 109–110
as subject, 154

go, 79

H
had

past perfect progressive tense, 93
past perfect tense, 86, 89

had to, 106
hard h sound, 42
have to, 106
hyphen, 37, 207–208

I
–i ending, 38
if clause, 122, 252
imperative mood, 67, 99, 253
imperative sentence, 153, 189
indefinite article, 41–42
indefinite pronoun

defined, 253
overview, 61–62
sexist language, 63–64
singular, 185

independent clause
and conjunctive adverb, 125
connected to subordinate clause, 120
defined, 253
overview, 153, 165
using colon with, 198
using comma with, 191
using semicolon with, 195

indicative mood, 99, 253
indirect object, 69–71, 160, 253
indirect question, 173
infinitive

defined, 253
overview, 110–111
split, 111–112
as subjects, 154

–ing ending, 79, 150
inseparable phrasal verb, 102
intensive pronoun, 59–60, 253
interrogative pronoun, 64–66, 253
interrogative series, 200
interrogative verb, 253
interrupter phrase, 192
intonation, rising, 173
intransitive verb, 102, 253
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inversion, 172
irregular ending, 145–146
irregular plural noun, 37
irregular single noun, 37
irregular verb

past tense, 86–88
simple past tense, 76
simple present tense, 74

it, 45
italics, 224–226, 253
it is, 156–157

J
joint ownership, 39–40

L
Latin words, 38, 219–221
linking verb, 158, 253
–ly suffix, 137, 145

M
may, 105
might, 105
misplaced modifier, 149–151, 253
misused preposition, 130
modal auxiliary

actions expressed by, 67
can versus may, 106
defined, 253
overview, 104–106
in sentence with if clause, 168
will versus shall, 107–108

modifier. See also adverb; comparative; misplaced
modifier; superlative

adjective phrases, 142–144
adjectives, 135–136
adverbial phrases, 142–144
dangling, 149–151, 179–181
defined, 253
emphasis words, 148–149
overview, 135

months, using comma with, 192
mood

classifying sentences based on verb, 172
declarative, 172–174
defined, 67, 253
imperative, 67, 99, 172–174
indicative, 99

interrogative, 172–174
overview, 153
subjunctive, 67, 99–100

multiple pronouns, and case, 46
must, 105

N
names, using comma with, 192
negative

defined, 253
future perfect progressive tense, 94
future perfect tense, 91
future progressive tense, 82
infinitives, 111
modal auxiliaries, 104
past perfect progressive tense, 93
past perfect tense, 89
present perfect progressive tense, 92
present perfect tense, 84
present progressive tense, 79
simple past tense, 76
simple present tense, 74

nominative case
defined, 253
multiple pronouns, 46
personal pronouns, 45–46
pronouns as complements, 47
who versus whom, 52

noncount noun, 35–36
nonrestrictive clause

defined, 253
nonrestrictive elements, 181–183
nonrestrictive which, 51–52

nonrestrictive elements, 191
nor, 118
noun

agreement with demonstrative pronoun, 55–57
agreement with verb, 41
collective, 35, 62, 184, 252
common, 252
compound, 202, 208
count versus noncount, 35–36
defined, 254
hyphenated, 37
irregular plural, 37
irregular single, 37
overview, 33–34
plural, 36–38, 202
predicate, 158, 255
proper, 34, 255
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showing possession with, 38, 39–40
as subject, 154
using adjective with, 135–136

noun clause
defined, 254
with that, 167

noun phrase, 162, 254
numerals

Arabic, 251
in dates, 221–222
defined, 254
overview, 221
Roman, 256
times, 221–222
using colon with, 199
using comma with, 192
using hyphen with, 208

O
object

defined, 254
direct, 67–69, 252
indirect, 69–71, 253
overview, 160–162
and preposition, 129
of verbs, 67

object complement, 70, 160–161, 254
objective case, 45–46, 47, 52, 254
of, 38
one another, 60
or, 118

P
parallelism

defined, 254
lack of, 186–187

parentheses, 209, 210
participial phrase

defined, 254
ending in –ing, 150
overview, 162, 163
participle in, 113
separating with comma, 191

participle
dangling, 149–151, 179, 252
defined, 254
overview, 113–115
past, 101, 254
present, 255

particle, 254
passive voice

defined, 67, 254
examples of, 96

past participle, 84, 86–88, 254
past perfect progressive tense, 93–94
past perfect tense, 85–90
past progressive tense, 81–82, 106
past subjunctive tense, 99
perfect modal construction, 105
perfect tense, 254
period, 189–191
personal pronoun

as complements, 47–48
defined, 254
multiple pronouns and case, 46
overview, 45–46
we and us as appositives, 46–47

person, defined, 254
phrasal verb

defined, 67, 255
overview, 101–102
particles at end of sentence, 102–104
and preposition, 130

phrase
absolute, 164, 179, 251
adjective, 142–144
adverbial, 142–144
appositive, 164, 191
defined, 255
interrupter, 192
noun phrase, 254
overview, 153, 162–164
participial, 150, 162, 163, 191, 254
predicate prepositional, 255
prepositional, 132–134, 162, 163, 255
sentence fragments, 178
special types of, 164–165
transitional, 195, 196

plural antecedent, 185
plural form

collective nouns, 35
count nouns, 35
demonstrative pronouns, 54
indefinite pronouns, 62, 64
nominative personal pronouns, 46
noun-verb agreement, 41
objective personal pronouns, 46
possessive pronouns, 57
reflexive pronouns, 60
simple present tense, 73
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plural noun, 36–38, 202
plural possession, 39
plural subject, 184–185
poetry, using slash in, 212
positives, 144
possessive

and apostrophe, 201–202
defined, 255
with gerund, 109–110

possessive adjective, 57
possessive noun, 38, 39–40
possessive pronoun, 57–59
predicate, 153, 158–159, 255
predicate adjective, 158, 255
predicate noun, 158, 255
predicate preposition, 133, 158
predicate prepositional phrase, 255
preposition

by, 174
defined, 255
overview, 129
versus phrasal verb, 101
predicate, 133, 158
prepositional phrase, 132–134, 255
simple and compound, 129–132

prepositional phrase, 162, 163
prepositional verb, 102
present participle, 255
present perfect progressive tense, 92–93
present perfect tense, 84–85
present progressive tense, 79–80, 106
progressive, defined, 255
pronoun. See also relative pronoun

agreement with antecedent, 49–50, 184
defined, 255
demonstrative, 54–57, 252
inconsistent using, 187–188
indefinite, 61–64, 185, 253
intensive, 59–60
interrogative, 64–66, 253
in noun phrase, 162
overview, 45
personal, 45–48, 254
possessive, 57–59
reciprocal, 60–61, 255
reflexive, 59–60, 255
as subject, 154
unclear antecedent, 183
using adjective with, 135–136

proper noun, 34, 255
punctuation

apostrophe, 201–204
brackets, 209–211
colon, 198–199
comma, 191–195
dash, 208–209
defined, 255
ellipses, 211–212
exclamation point, 200–201
hyphen, 207–208
overview, 189
parentheses, 209
period, 189–191
question mark, 200
quotation mark, 205–207
semicolon, 195–197
slash, 212–213

Q
question

comma in, 191
future perfect progressive tense, 94
future perfect tense, 91
future progressive tense, 82
interrogative pronoun, 64–66, 253
interrogative series, 200
interrogative verb, 253
modal auxiliaries, 104
past perfect progressive tense, 93
past perfect tense, 89
present perfect progressive tense, 92
present perfect tense, 84
present progressive tense, 79
simple past tense, 76
simple present tense, 74

question mark, 200
quotation

direct, 192, 205
introducing with colon, 198
within quotation, 205
using ellipses with, 211

quotation mark
main discussion, 205–207
using period with, 190
using semicolon with, 196
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R
reciprocal pronoun, 60–61, 255
reflexive pronoun, 59–60, 255
relative adverb, 51
relative clause, 51, 166, 167, 255
relative pronoun

defined, 255
functioning like subordinating conjunction, 122
overview, 51
that, 51–52, 167, 181
which, 51–52, 181
who versus whom, 52–54

restrictive clause
defined, 255
restrictive elements, 181–183
restrictive that, 51–52

rising intonation, 173
Roman numerals, defined, 256
run-on sentences, 175–176, 256

S
salutations, 198
seasons, using comma with, 192
semicolon, 170, 195–197
–s ending, 35, 36–37, 73
’s ending

joint ownership, 39
possessive pronouns, 57–58
showing possession with nouns, 38

sentence. See also clause; phrase
agreement, lack of, 184–186
antecedents, unclear, 183–184
comma splice, 177–178
complex, 170–172, 252
compound, 170–172, 252
compound-complex, defined, 252
declarative, 189
defined, 256
fragment of, 118, 178–179, 256
imperative, 189
nonrestrictive elements, 181–183
overview, 153
parallelism, lack of, 186–187
predicate of, 158–159
restrictive elements, 181–183
run-on, 175–176, 256
subject of, 154–157

separable phrasal verb, 102

serial comma, 193–195
sexist language, 63–64
should (modal auxiliary), 105
sic, using, 210
silent h sound, 42
simple preposition

double, 130
at end of sentence, 131–132
misused, 130
overview, 129–130

simple present tense, 73–75
simple tense

defined, 256
simple future tense, 77–79
simple past tense, 75–77, 86–88

since (subordinating conjunction), 121
singular form

collective noun, 35
demonstrative pronoun, 54
indefinite pronoun, 62, 63–64
nominative personal pronoun, 46
noun-verb agreement, 41
objective personal pronoun, 46
possessive pronoun, 57
reflexive pronoun, 60
simple present tense, 73

singular subject, 184–185
slash, 212–213
so, 118
split infinitive, 111–112
statement, formal, 198
subject

agreement with verb, 184
defined, 67, 256
overview, 153, 154–156
special types of, 156–157

subject complement
defined, 256
joining subject to, 71
nominative case with, 45
overview, 47–48
purpose of, 158

subjunctive mood, 67, 99–100, 168, 256
subordinate clause, 51, 120, 166, 256
subordinating conjunction

as versus like, 122–123
defined, 256
and dependent clause, 166
overview, 120–122
than versus then, 123–124
than with personal pronoun, 122
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superlative
defined, 256
double, 146
irregular endings, 145–146
overview, 144–145

T
tag question, 172–173, 191
tenses of verb

defined, 67, 256
future perfect, 90–91
future perfect progressive, 94–95
future progressive, 82–83
inconsistent using, 187–188
lie versus lay, 90
overview, 72–73
past perfect, 85–90
past perfect progressive, 93–94
past progressive, 81–82
present perfect, 84–85
present perfect progressive, 92–93
present progressive, 79–80
simple future, 77–79
simple past, 75–77
simple present, 73–75

than, 143
that, 51, 54–55, 181
the, 42–43
there is, 156
these, 54–55
third-person neutral pronoun, 45
this, 54–55
those, 54–55
time, and numerals, 221–222
title of work, 205
to be

past progressive tense, 81
simple past tense, 76
simple present tense, 74
voice, 96

to have, 74
transitional phrases, 195, 196
transitive verb, 96, 102, 256

U
unclear antecedent, 49
unless, 122
used to, 106

V
verb. See also gerund; infinitive; modal auxiliary;

participle; phrasal verb
agreement with noun, 41
agreement with subject, 154, 184
auxiliary, 67, 74, 76, 251
base form of, 72–73
defined, 256
inseparable phrasal, 102
interrogative, 253
intransitive, 67–69, 102
irregular, 74, 76, 86–88
linking, 71–72, 253
modifying with adverb, 137–138
mood of, 99–101, 172
overview, 67
in predicate, 158
prepositional, 102
receiver of action of, 67–71
subjunctive, 168
transitive, 67–69, 96, 102
voice, 95–99

verbal, 108, 256
verb, tenses of

defined, 67, 256
future perfect, 90–91
future perfect progressive, 94–95
future progressive, 82–83
inconsistent using, 187–188
lie versus lay, 90
overview, 72–73
past perfect, 85–90
past perfect progressive, 93–94
past progressive, 81–82
present perfect, 84–85
present perfect progressive, 92–93
present progressive, 79–80
simple future, 77–79
simple past, 75–77
simple present, 73–75

voice
active, 174–175
defined, 256
overview, 67, 95–96
passive, 96–99, 174–175

W
were, 99
what, 64–65
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which, 51, 64–65, 181
who, 51, 64–65
whoever, 52
whom, 51, 64–65
whomever, 52–53
whose, 51, 64–65
wh- words, 172, 256
will, 77–78, 105
will be, 82
will have, 90–91, 94
would, 105, 106

Y
yet, 117
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