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Punctuation and Grammar Review

Punctuation

Many of the rules for punctuation are changing—lexibility in the use of the comma. for example. Some basic principles
renitin, however, und questions on the exam may involve recognizing incorrect or poor use of various punctuation marks.

Periods

Use penads o end complete senteiees that are staterments, comniands, and requests, or mild exclamations.

fe sponds winters in Floridea and sumsiers in Maine,
Please don't feed the bears,

Heow strange o see a clown driving o v

Don't use periods at the end of groups of words that are not complete sentences (phrases or dependent clauses). These
errors are called semrence frugmenis,

When the bov thuew open the door and ran into the vard. Gincorreet: sentence fragment)

Rumming up and down the staivs ten tinies during the day. (incorrecet: sentence fragment)
Always keep periods within quotition siachs whether or not they are part of the quatation.

Katie said, “Let's go o the movies.”

He referred v s friend as “the cheapskare”

Question Marks

Question marks end sentences that are questions. They follow the guestion tmmediately. even when the question interrupts
or comues after a statement.

Whe kuows where Joe iv?

Your showded heve discassed thes with me firse, bur con't we work i ont benveen wy?

An exception to this rule oceurs when the question is followed by a phrase or clause that modifies it. Then put the question
onark at the end of the statement: How cent we be mad at hin, considering all the trouble Te wenr thronght 1o get here?

After a question mark. don’t use a period or a comma, even if the sentence would normally call for one: Later §under-
Stood what Jason meant when he saied. Wiy me?”

In quotations. if the material being quoted is i guestion. put the mark within the quotation marks. 1 not, pot the guestion
mark outside the guotation marks.

The counciliman fooked around and ashed, " Can we count on vour help?™

Whe sweas it thar said, Al thar gliners iy ot eold”?

For indirect questions (that is. questions that are being reported rather than directly asked). use a period rather than a
Question mark.,

Ethen asked what made the shy so bright,

The manager of the stove asked uy what we would aecept av o setttement,
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Exclamation Points

Exclamation points follow words, phrases, or clauses that express a burst of emotion.

Ol no! Bravoe! Hey!
What a ternible mess!

Funtastic job, Carol!
Exclatation points may also be used w kend foree oo command: Leave diat thermostat atone!
Omit commas and periods alter exclamation points: “You adorable thing!" he gushed.

The biggest problem with exclumation points is that they tend 1o be overused. which dulls thew effectand also indicates
an imosiure writing style,

The filnr's lust seene was touching - not— The fifncs lase soene was toseliing!

Commas

Commas present a special problem beciuse the rules for them are changing and are ofien Hexible. Don’toveruse coni-
mas, The best guideline is 1o consider the meaning ol the sentence and decide whether a patse is necessary or desirable,

Generally. when you join independent claises with a coordinating conjunction, use a comma before the coordinating
conjunction. (Fhe coordinating conunctions ave amed, b, for sen; on o, and yer. An independent clause is one that can
stand alone as a sentence.)

Mivael won the prize, bat he gave it to iy fricnd.

Wo wennted 1o por 1o the pavty, and Sann wented 1 gowitlt i,
If the independent clauses being joined are very short, you nuy omit the conina.

He ate fish and he drank wine.
We langhed and we cried.

He's a post bt we like him,

Remember that if you use a comma between independent clauses without the conjunction. you create a si-on sentence
falso known as a comma splice). A Tun-on senience is an eeror

Wodves are basically social animals, thev travel in packs. (incorrect: un-on senience)

Waolves are basically social animals, aud they tavel in packs. (correet)

Use a comma after an introductory adverbial clanse. Adverbial clauses begin with words like becamse, nnless, if. when,
and althongh

Becawse the lnovicane had dominished in jorce, the wovwir was spared.

If vou decide o flv neat week, you will be able o buy a cheaper toket.
If clauses like these don't introduee the sentence, don’t use a comnmi

The town ways sparcd bevensse the fueevicane had diminished in foree.

You will be alre 1 by a cheaper ticket if vou decrde 1o Iy nea week,
Use commas with participiad plraves. A participial phrase begins with an -ing or -ed verb.

Smifine and shaking hands, the semetor made e way 1o the podium,

Trapped by the storm, the pavsengers decided o play cands.
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Use a comma afier any introductory phrase if there is a possibility of misunderstanding a sentence without one, or if the
phase is long and complex.
Before eating. Jack always runs on the beach.
At the beginning of the year before the first game of the season and after practice, yot can feel the excitement in
the air

Use commas to set off interrupting elements in a seotence.

As you get towands the end of the novel, of cotrse, you will guesy who the masked wan (s,

Dot expect, for example, that the product will remtove all stains.
Use commas with nonrestrictive efements. A nonrestrictive element is one that doesn’t restrict or limit the subject but
instead adds information. 1 isn’t essential o the reader’s understanding.

My brother, who is thirteen, watches television every night.

The television show, wlich is i its fifth season, is my father's fuvorite,
Do not use commas with restrictive elements. A restrictive element is one that limits the subject and is therefore essen-
tial to the reader’s understanding,

People, who are over 65, are entitled to Medicare. (incorrect)

People who are over 65 are entitled 1o Medicare. (correct)

The man, who robbed the bunk, was spotted on Main Street. (incorrect)

The wan who robbed the bank was spotted on Main Street. {correct)
Use commas between items in a series: He ordered five strips of bacon, three eggs serambled, two picces of wheat

toast, and « large glass of orange juice. The comma before and is optional, but it is usually safer to include itif there is
any possibility of confusion

Some other uses of the comma are as follows:
5 in dialogue with he said, she mutered, ete.: She said, “Let’s go to the carly show.” . “Let’s go to the early show.”
she said,

8 between items in dates and addresses (except between state and zip code): December 14, 2004; 1328 Suy Road,
Senrta Panla, CA 90266

® between cities and counties, cities and states, states and countries: Boise, Idaho; Madrid, Spain
m after salutations and closings in ketters: Dear Maria,

& (o enclose a title or degree: Jeff Nelson, M.D., is a renonvned doctor of gerontology.

Semicolons

Semicalons are like periods in that they divide independent clauses when the clauses aren’t joined by and, b, on nor,
Jor and ver.

You can prevent run-on sentences by using a semicolon instead of a comma.

1 expect You to finish the work by three, however, if' it takes longer, cull me. (incorrect)

[ expect vou to finish the work by three; however; if it takes longer, call me. (correct)

We divcussed the upcoming elections, therefore, the discussion was heated. (incorrect)

We discussed the upconiing elections; therefore, the discussion was heated. (correct)
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They never expected 1o be wited, they plan to be our of town. (incorreet)

Thev never expecred wo be invited: they plan 1o be our of town, (correct)

When deciding whether to use o semicolon or a period to divide independent clavses, you should choose a semicolon
only when the clauses are closely related.

Don't forget 1o hring a jucket: the weather is cold at thiy time of vear, (correcl)

Don’'t forget to Bring o jucker; Mary is alvo coming with ns, (poor use of semicolon)
Semivolons, instead of conuas, can be used in a series, especially when the series items themselves contain commas,

Mez Parker arrived with a busket of apples, all of them ripe and veady 1o eat; a bag of freshiy picked corm: three
focves of French bread: and neo pies, both baked by his wife.

Don’l create sentence fragments by using semicolons. Remember: they are more like periods than comimas,

The judge decided 1o posipone the triial: becanse the defendant way (. {incarrect)

The judge decided ter postpone the triad beeawse the defendant yway iff. (correct)

My fricnd insisted onalking durine the movie: making everyone md. (incorrect)

My friend insivted on wdking during the movie, making evervoue mad. (correct)
Semicolons go outside quotation marks:

He ashed me o correct my Catrocions mamiers”™; Diold line 1'd befave any way Fehose,

Colons

Use a colon after the words folliwing or as follews when these words introduce a lisl.

The titles chosen are av foltows: Moby Diek, The Grear Gaisby, and The Old Man and the Sea.

Some frems are notallinved in carrv-on baggage, including the folfowing: knives, scissors, screwdvivers, fireworks.
Yo will probabiy be expecred 1o answer the folleweing guestions: Where woere you born? Where do vou currently
five! Have vou left the comnry in the last six months?

Don’t use acolon when the listed items immiediately follow the verb:
Chier service club sent food, clothing, and gifts for the children.

You may use o colon o introduce a Tormal statement or quotation. An independent clause should precede the colon.
After the colon, use a capital letler.

Remember this: Hoesty iy abways the best poficy.,

This is what he said tevees: " Yor may noe i in vour assigamenss fare”
Other uses of the colon are

& o separate hours and minutes when writing the time: 4274 po,

m o separate volume and number or volume and page number of a magazine: Ewtertainment Weeklv Vi
& toseparate chapter and verse numbers for biblical pussages: Meatthen 4016

8 o imroduce o subtitle; Jofir Wennnie: An Actow for the Ages

& oend the salutation ol a business letter: Dear Dr Acuinaldo:

Colons go outside quotation marks: The artele was called = The Lasy Word ™) it presenied hiv fatest opinion,
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Dashes

A dash or g pair of dashes can be used to interrupt a sentence. Other punctuation marks, such as commas or parentheses, serve
the same purpose. Dashes call more attention to the interruption. Commas. on the other hand, are more neutral. Parentheses
usually caclose information that is clearly incidental. When using dashes as an interruption, be sure omit the conumas.

She was very tall—the weldlest woman T head ever seen. (eorreet)

She was very tall, the tallest wornan had ever yeen, (correet)

The manager of the departmeni—the same man who had hived me--was promoted to viee president. (correct)

The manager of the department (the same man who had hired me) was promoted 1o viee frresident. (correct)

Like a colon, o dash can be used to introduce an explanation or restatement in place of expressions such as that is. in
other words, or namely. Begin the clause atier the dash with a lowercase letter:

The reporter pursued the actresy—he was determined to get a statentenl.
When using dashes instead of commas, be sure to omit the commas.

1 seon her—ihe wenian who fud given uy the puppy —whea Dwent to the grocery store, (correct)

I senw her, —the wouan who had given s the puppy—, when Dywent to the grocery store. (incorrect)

Don't use dashes too often. They are more noticeable than commis and should be reserved Tor specilic eltects.

Parentheses

Parentheses may be used to set oft incidental information, such as a passing conment. a minor example or addition, or
a brief explanation. Whether o use thent is a judgment call, and like dashes they shouldn’tbe overused,

Some of the local store owners (My: Kwan and Mrs. Lawson, for example ) insisted that the strect be widened.

(correct)

Seune of the local store owaters— Me: Kwan and Mrs. Lawson, for example —insisted that the streel he widened,
{correct)

Some of the local store owners, Mr. Kwan and Mrs. Lawson. for example. insisted that the strect be widened,
(correct)

Use parentheses o enclose a date or citation,

Thomas Logan (1932-2004) was mavor during owr towit’s longest period of growth.
According to his critics, Roger Beflamp was o mediocre travel writer (Travis, 261-62).
Don't put any punctuation mark before parentheses, and put a comma after the closing parenthesis only il the sentence
wauld calt for the comma anyway.
Use a pointed stick (a pencil with the lead poing broken off works welly or a simifur tool. (no comma should be used)
Bunging the wall and screaming (unrestraived by his fathen I might acd). Sanr was acting like o spoiled child
(comma follows closing parenthesis because the sentence would normally take a comma)
1f parentheses enciose a sentence-within-a-sentence, don'tuse a period within the parentheses. Do, however, use a
question mark or an exclamation point il it is called for.
Dr: Benton's anger (it way fierce ) frightened the medical stdents.
He finally asked twhy conldn’t he have done so eavlier? ) sehether she wanted 1o go
The wedding reception (what o flusce! ) ended abruptiy.
If the parentheses enclose a complete sentence that stands alone. keep the period within them: (Her father was the enly

person who spoke up about the problem.)
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Quotation Marks

Use quotation marks at the beginning and end of direct quotations,
“Your are the person we selected,” the chairperson said,
When guating from another source. use quotation marks,

According 1o Brian Greene in his book The Elegant Universe, *Einstein came up with his explanation by puz-
slhing over sesnething known as the plotoetecirie effeat.”

Use single quotation nuarks within double vies to indicate a quotation within a quotation,

e

“My father says “Jim, you can achieve whatever you want,”™ Jimimy tokd the teacher.

For other purposes. use quotation marks sparingly, However, following are some possible uses:

to distance yourself from an oftensive term: The bady builder Blamed the “hie oafs™ who judged the contest,

to refer to o word as a word: Does anvone kinose whar “inaite” meany?

toindicate a nickname as part of a formal name: Hoberr = Buddy ™ Wilson was elected chainna,

to set ofT ttles of poems, essays, and asticles that are part of a longer work, The poem “Trees™ will be included on
the evam.

An eflipyiy is amark consisting of spaced periods. [t indicates an omission trom a quotation,

A three-dot ellipsis is used when you are omitting something from a sentence that continues alter the omission:
“The wise colfector should probably . . acquive both paintings.”

The phrase martgage the howse and has beea omitted from this quotation.

A four-dot ellipsis is used when you are omitting the last part of a quoted sentence but what remains is still o complete
thought:

The anthor addvises, I analvzing nouverbal signals, look at the total behavior vather than just one symbol. .
The phrase before making o decision, which ended the sentence., has been omitted from the quotation.
Following is a briel review of the general rules regarding punctuation marks with quotation marks:

®  Periods and commias belong inside quotation marks whether or not they are part of the quotation,

" Question marks, exclamation points, and dashes belong inside gquotation marks if they are part of the guotation,
and outside i they are not.

= Colons and semicolons befong outside quotation marks.

Grammar: Parts of Speech

Gramimar is a big subject. This review focuses on the issues that might be covered by questions on the exam. Don’t be
intimidated by the terminology that is used to explain grammar. On the exam, you won't be expected to name the parts
ol speech, types of phrases and clauses, and so on. You will be expected to use standard English correctly and to recog-
nZe CITors,
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Nouns.and Verbs

Nouns and verhs are the basic huilding blocks of sentences,

Nouns

Nouns name persons, places, and things (concrete things like dog and abstract things like courage). Singular nouns
stand Tor one person, place, or thing: dog, child, man, goose, Plural noups stand for more than one: dogs, tables, pro-
Jjeets, chifdren, men, geese. Although most nouns form the plural with an -5, there are many exceptions (for example,
children, men, and geese).

One of the most important functions of a noun is to act as the subject of a sentence. Nouns also act as objects of verbs
and prepositions.

The chair stood next w e door (Chair and decr are nouns., Cledr acts as the subject and door acts as the object
of the preposition 1.

Stceess requires hard work, (Swecess and work are nouns in this sentence. Siuceesy acts as the subject and work
is the object of the verb reguires.)

Notice that the way & word is used determines whether or not it is & noun. For example, in the sentence Suecess requires
fetrd work, werk is a noun. But work can atso be a verb: Hwork very lunrd.

Proper Nouns and Common Nouns
I @ noun names a specific person or place, or a particular event, it is catled a proper noun and is capitalived: Harry
Trioman, Disnevland, the Grear Depression. IF a noun isn’t specific in this way, it is called a conunon noun.

Unele Robert drove us 1o Senrh Cavolinag last summer. (Uncle Robert and South Carolina are both capitalized
because they name a specific person and a specific place,)

My mcle drove us south last sunumer, (Here, because wnefe and sewth do not specifically name a person or
place, they are not capitalized.)

Collective Nouns

A collective noun is a noun that stands for a group of people. places. or things

The group decided 1o go to the movies
We joined the health ofiefy becanse it provided good exercise equipment,
The herd of cattle was spotted on the hill,

[ hear that the jury is asking for clarification,

Usually, a collective noun is treated as asingular noun: “The group remembers when it was much smaller”

Gerunds
A noun that is formed from the -ing form of a verb is called a geruned. Like other nouns, a gerund can be the subject or
object 1o a sentence.

Swinmning strengthens my arms and legs,

| lowe swimming

Viiting my friendy is something ook torward 1o, (This 15 a gerund phrase that acts as a noun and the subject of
the sentence.)
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Possessive Case of Nouns

Wiien nouns show ownership, they are in the possessive case:
ex. What causes problems with possessive nouns is where to put the apostrophe. The eusiest rules to follow are:

Allan's car, the committee’s reconmendation, the animals’
cag
®  For singular nouns add -s o form the possessive even if the noun ends inan -s or-2 sound: dag's bone, Jess's
car. Make an exception when an added -5 would lead 1o three closely bunched s or 3 sounds: Ulysses’, Jesis’.

In these cases, add just an apostrophe.
s For plural nouns add an apostrophe alone: several months® bills, the Rolling Stones' wravel plans, the dogs ' leashes.
If the plural doesn’tend in -5. add - s, as you would with 2 stngular noun: the children’s toys, women's hats.

®  Wihen a pussessive noun sounds awkward, use an of construction: the top of the page instead of the page’s top.

= Toindicate joint ownership, give the possessive form oaly to the final noun: Jolu and Terry's garage.

Verbs

Verbs convey the
action but complete statements sbout the subject by describing or identifying it. This type of v
verh. Some commaon linking verbs are appea, be, beconte, feel, grow, look, rematn, seem, sme

actions performed by persons, places, and things: “The dog barks.” Some verbs don’t actually express
erb is called a fhnhing
i, sownd, and teste.

| Action verbs:

Ron voted for the first time,
The choir sings every Sunday.
Marty had dreamed of this day.
Can you befieve it?

Linking verbs:

Joe appeared angry.

The buys are Jate.

i i He seems interesting.
i _: The dog smells bad.

1 The orange fasfes sour,
| Verb Tenses

Tense refers to time. When is the action of the verb taking place? Although there are more, six tenses are commonly

used in English.
Present: the action is going on now ¢/ walk devvn the street)

Pasi: the action is over ¢/ walked divn the streel)

o o PR

Funre: the action has yet 1o take place ( will walk donvt the street)

&

: Present Perfect: action in past ime in relation to present time (7 have watked down the street for vears—and 1

JI am still walking down the street)

i

£ Past Perfect: action in past ime in relation to another past time ( had walked dewn the street many tines before

I noticed the garden)
Fumre Perfect: action that will be completed in the future before another future action {By next year. £ will have

walked down the street thotsands of times)

The explanation ol the tenses can be confusing. but what you need to recognize is that time sequences should be logi-

cal. Sometimes the choice of a tense clearly affects meaning:
Esther worked at the departiment store for u yeur. {The past tense indicates a completed action. Esther no longer

worhks at the store,)
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Esther fras worked at the department store for a year. (Use of the present perfect tense indicates that a past action
is continuing in the present. Esther still works ai the store.)

Esther frad worked at the department store for a year. (Use of the past perfect tense indicates that something clse
happened after Esther’s year. For example, Esther had worked ai the store for a year when she took over the
sporting goods section.)

Esther will have worked at the department store for a year by next summer. (Use of the future tense indicates
that by next summer—a futare time - Esther will have worked at the store Tor a year. As ol today, she hasn’t
worked there for o year)

Be consistent in your use of the tenses. Don't switch from past to present. for example. and do use the perfect tenses
when appropriate.

1 walk into the chassroom, fake my seal, and picked up my notebook {(incorrect)

walk into the ¢lassroom, take my seat. and pick up my notebook (correct: verbs are consistent because they
are all in the present ense)

Lsvarlked into the classroom, took my seat, and piched up my notebook, (correct: verbs are consistent because
they are all in the past 1ense)

Everything you told me had heard before, (eorrect: use of past pertect with past tense to indicate an action
taking place in the past before another action in the past)

The car wash steod where the library was, tincorrect)
The car wash stood where the library fd been (correet: without using the past perfect tense, it sounds as if the
car and the hbrary were in the same spot at the same time)

Contrary-to-Fact or Hypothetical Statements

Usually. the verb is in the indicative nood. with the tenses formed as shown above. However, some statements are hypo-
thetical or contrary-to-fact, For these, the verb should be in the subjunctive mood. What this means is that the tenses are
formed dilferently. Notice the examples below.

I/ 1 were a millionaire. [ wonld by a mansion. (This statement is contrary-to-fact. that is. 1 am not a millionaire.
Therefore the subjunctive moad of the verb is called for, and the present subjunctive of fo be is were, not was.
The present subjunctive is the same as the past indicative.)

if he had worked, e conld have carned high wages. (This statement is also hypothetical, or contrary-to-fact. He
didn’t work. The past subjunctive is the same as the past perfect indicative.)

You can recognize a hypothetical statement because the first clause usually begins with If:
If Dwere king: If you had called; If the plan had been approved.
Not all #f clauses are subjunctive, however. The key is whether the statement is contrary-to-fact:

I 1 want the job, st submit my resume. (indicatives not contrary-to-fact. 1 want the job.)
10T wanrted the job, 1weedd submit my vesume. (subjunctive: contrary-to-luct. | don’twant the job.)

For the second (or consequence) clause of the statement, the conditional is used. 1 is formed with conld or would.
If 1 had practiced (past tense of the subjunctive mood), Ueotded have won the race (past tense of the conditional )
A common error is to use the conditional Groufd have, condd Iave) in both clauses of & contrary-to-fact statement.

I 1 wordd have wanted o, | would have made cookies. (incorreet: the subjunctive, not the conditional, should
be used in the Jf clause.)

W 1 had wanted 1o, 1 woudd have made cookies. (vorreet: the subjunctive is used in the I clavse. and the condi-
tionad is used in the consequences clause. )
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Irregular Verbs

Even when you understand the correct uses of tenses. you can run into irouble with verbs. The major culprit is the large
group of irregular verbs, which form the past tense and past participle in a variety of ways, not by adding -d or -ed as
regular verbs do. Following is a list of some frequently used irregular verbs. When you aren’t sure about the correct past
and past purticiple forms of a verb that isn’t on the list, check the dictionary.

Common I[rregular Verbs

Present Tense Past Tense Past Participle
be was, were (have) been
beat beat | {(have) bealen, beat
begin began {have} begun
blow blew {(have) blown
break broke (have) broken
bring brought ] thave) brought
catch caught (have) caught
choose chose {have} chosen
come came (have) come
dig dug (thave} dug
dive dived, dove (have! dived
do did (have) done
draw drew {have) drawn
dream dreamed, dreamt {(have) dreamed, dreamt
drink drank (have} drunk
drive drove (have) driven
eat ate (have) eaten
fy | Mlew (have) flown
forget forgot {have) forgotten
freeze froze (have} frozen
gel got {have) gotlen
go went (have) gone
grow | grew _ {have) grown
hang (an object) hung (have} hung
hang (a person! hanged (have) hanged
lay laid (have} laid
lead _ led thave) led
lend fent (have} lent
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Present Tense Past Tense Past Participle
lie (recline} i lay thave) lain

light lighted, lit (have) lighted, lit
ride rode (have} ridden
ring rang (have) rung

run ran (have) run

see saw (have) seen

set set T (have} sel

shake shook (have} shaken
shine (emit light) shone (have) shone
shine (make shiny) shined (have) shined
sing sang N (have) sung

sink sank, sunk (have) sunk

slay slew (have) slain
speed sped (have) sped
spring sprang, sprung (have) sprung
steal stole | (have) stolen
swear swore (have) sworn
swim swam (have) swum
take took (have) taken
tear tore (have) torn
wake waked, woke (have) waked, woke, woken
wear wore (have) worn

Active and Passive Voices of the Verb
The term vodce reters to the form ol a verb indicating whether the subject performs an action (active voice) or receives
the action (passive voice),

Mary smashed the ball over the net. (active voice)

The ball was smashied over the net by Mary (passive voice)

An important clue 1o good writing is 1o use the active voice whenever you can: it conveys more energy than the passive
voice and also results in more concise writing,

The crafts fuir way pri on by the cighth graders. (passive voice)

The eighth graders pur on the erafts fuir. (better: active voice)

The award heed been presemted o the team by the city council. (passive voice)

The city council fud presented the award to the team. (betfer: active voice)
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The NMat-sereen welevision set fad beewr delivered by the store that day, and the football game was watched by all
the neighbors, (passive voice)

The store futd delivered the fla-sereen television that day. and afl the neighbors warched the toaball game.
(hetter: active voice)

Use the passive voice, however, when you don’t know the actor or when you want to emphasize the person or thing
acted upon rather than the actor. Examples of possible uses ol the passive voice are as follows;

When we retivrned, the car had been towed.

Gold way discovered there carly in the last contiry.

A change in structiure way found it the experimental gromp.

Agreement of Nouns and Verbs

n sentences, verbs aiwd nouns mostagree. which means that 2 singolar noun requires a singolar verb, and a plural noun
requires a plurad verb,

The chog jumps up and down. (simgular noun, singular verh)

The dergy iy up and down. (plural noun. plurad verb)
Agreement can he trichy. Read sentences caretully to see whether the subject of the verb is singular or plural. Note the
exiples below:.

Statistics iy the class Tlike best. (singular)

Stutistics ere sometimes misleading, (plurady

The nnber ol peaple coming is surprising. tsingular)

A nember ol people are coming. (plural)
Usually. collective nouns are treated as singular:

Centgress is b session.
Your furnitiere fits into the room nicely.

The team iy going on the bus
But for some collective norns, when you winl to emiphasize the individual parts of & group, you may use the plural:

The teant arve argring among themselves abowt the game.

Pronouns

Pronouns sire words that stand [or nouns,

8 Personal pronouns. The personal pronouns [ ven, e, she, it owe, you (plugal), thev] stand for one or more persons
or things, They dilier in form depending on their case. that is, how they are vsed in o phrase. clause. or sentence:

We enjor going 1o the games

The games interest s,

s Reflexive pronouns. These words combine some of the personal pronouns with -self or -sefres to reflect nouns or
proaouns, as in He et himself, or w add emphasis, as in £ anself don't believe i Dot use reflexive pronouns
as suhjects or objects.

Tom und svself don’tlike i incorrect)

Tom and 7 don’tlike it (correct)

Bob doesn’t lihe Harold or neself. tincorreet)
Buob doesn’t Iike Hareld or e (eorrect)
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Demonstrative pronouns. These pronouns (rhis, that, these, those) single out what you are talking about:

These are the ones we want, but this is the most econonical chotiee.

Relative pronouns. These pronouns Gedio, whom, which, that) introduce claoses that describe nouns or pronouns;
The professor who wrate the book is reaching the class.

The storu that cansed the blackout has moved east.

Interrogative pronouns, These pronouns (who, swhlom, whose, which, what) introduce questions:

Which is the best one 10 choose?

To whont does this belong ?

Indefinite pronouns, These pronouns don’t specify the persons or things they refer w, There are many words

used as indefinite pronouns. Among the most [requent are all, any, anvbody, anvone, both, cach, either, every-
hodv, evervone, few, meany, neither, nobody, none, no one, one, several, some, somehbody, someone:

Nobodv likes a cheater
Meony wre called but fow are chosen,

Fither is all right with e

Pronoun Case

When a pronoun is the suhject of o verboitis in the subjective case. When itis an ohject, it is in the objective case.
When it possesses something, it is in the possessive case.

With nouns, the subjective and objective cases aren’t o prohlem because nouns have the same form whether they are
subjects or ohjects: The frog ate the bee. The bee stung the frog. Regardless of what's happening to the frog and the bee.
the nouns frog and free don’t change Torm,

Some pronouns, however, change depending on whether they are subjects or objects,

Subjective case Objective case

| me

he, she him, her

we us

they them

who, whoever whom, whomever

In the sentence fension exisied between Franklin and Winston, there is no confusion about what case to use for Franklin
or Winston, But what about this sentence? Tension evisted benween Frankiin and fine. 1s Tim right? Or should it be fie?
Because the pronoun is the object of a preposition (henween). iin is correct here,

Use

of the Subjective Case

Use the subjective case of the pronoun when it is the subject of a verb

Lrive to work.

{fe ajovs dancing,

We bowghie the lodge.

Thev are ficlting vver nothing,

The man whe won the game was the guest ol honor,
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When there are compound subjects tmore than one actor). don’t be confused. Pronouns should stll be in the
subjectie cuse.

Junet and he (ot Janer and hing enjoy dancing,

The Wilsans and they (not The Witsony and them) ave fighting over nothing,
Pronoun case crrors are frequent. In sentences with compound subjects, drop the subject that is a noun and read the

sentence with the pronoun alone. You would never say Him eujoy dancing or Them are fighting over nothing, You'll
see immediately that the subjeciive Torms fie and they are correct,

You should also use the subjective case of pronouns alter tosms ol the verb fo be.

£t iy 1 who chose the location.
The read criminals are we onrselves.
The man who called the police was fic.

Sometimes using the subjective pronoun after fo be may sound unnatural or awkward. bt itis still correct. In informal
speech and writing, modern usage allows fr's wre or [t is me, butits bestto stay with the established vule in other cases,

Use of the Objective Case

Use the objective case of pronouns when the pronoun is an object of a verb or an object ol a preposttion.

Gilbertson nontinated me for seeretary, (direct ohject of nominated)
The news frr thew hard. cdirect object of 2in
Jemnifer vave fim the house and car, (indirect object of gave)

Watch out for pronoun cise when you have a compound object. Remember that when an object is more than one person.
it is still an object,

The award will be given w Lee, Sundy, and me (not ),
Without Kete and sre (not 7y the party wouldn't have been a success.
The wacher talhed 10 Nefsem, Robert, and me (not N,

If you read the sentence with the pronoun alone, you will see the correct case. You wouldn't say The award will In
givert o 1 Withowut £ ihe parev wouldn't lave been a success: or The teacher talked 1o .

Between You and Me Versus Between You and |
Some people incorrectly believe that subjective pronouns are more correct than objective ones—for example. that 7 is more
“refined” than me. The pheases bet con you and 1 and for you and are common mistakes probably due to overefinement.
The pronouns are ohjects of prepositions here, and therefore for vor wind me and benveen you aned me are cotrect.

Just henveen vou and me (not D, John is the best choice tor captain,

The tur suide promised that for vou and me (not 1) he'd include the garden our.

There s tension berween thenr and ws (not they and we)

He huad a difficult time choosing Between him and me (it e and 1),

Pronoun Case with Appositives

An appositive 15 a word or group of words that restates or identifies the noun or pronoun it is nexi to;

My sisier Debbic
o, the gardener

Our fricid Carloy
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The presence of an appositive doesn’t change the rule for pronoun case. Use the subjective case for subjects and the
objective case {or objects:

The decision 1o close the pool was a setback for ns (not we) swimmers.

Possessive Case and Problems with /ts, Whose, and Their

Personal pronouns and the pronoun wite don’t form the possessive case by adding s, as nouns do. Instead, they change
their forms 1o indicate possession: My, mine; vour, yours: his; hers; irs; our, ours; their; theirs: whose.

Some possessive pronouns are confused with other words.

# The possessive of ir is irs, not ir's. Ji's is a contraction of i1 is.
The dog wagged irs tail, not The dog wagged ir's tail.
It's time to leave for school. (It's = [t i5)

w The possessive of who is whose, not who's. Who's is a contraction of who is.
We talked to the man whose car it was, not We talked to the man who's car it was.
Wha's the one that took your photo? (Whe's = Who is)

» The possessive of they is their, not thev're or there. They're is a contraclion of they are, and there refers to a place
{(We don’t go there). '

They lost their dog, not They lost they 're dog or They lost there dog.

Pronoun Reference (Antecedents)

Remember that pronouns stand in for nouns, and an antecedent is the noun that a pronoun refers to: "Kelly lifted
Mickey into the air and then set him down.”

1n this sentence, Mickey is the antecedent of him.
Sometimes the antecedent of a pronoun is unclear. In the following sentences locate the antecedents of the pronouns:

The counselor was speaking to Dave, and he looked unhappy. (Who looked unhappy—the counselor or Dave?)
After the girls left the hotel rooms, the maids cleaned rhem. {Did the maids clean the rooms or the girls?)

Avoid unclear pronoun references. Rewrite sentences so that the meaning is clear, even if you have to eliminate the use
of the pronoun.

The counselor was speaking to Dave, who looked unhappy.
Afier the girls left, the maids cleaned the hotel rooms.

Pronoun Agreement

A pronoun must agree with its antecedent in number (singular or plural) and gender (masculine or feminine).
Harold, after saying good-bye to his family, discovered he'd lost his wallet. (Harold is the antecedent of his,
he'd, and his.)

Until they buy the house. the Garcias are staying in a hotel. (Gareias is the antecedent of they, even though it

follows the pronoun,)

Indefinite pronouns cause many agreement problems. Some of these pronouns (several, few, both, many) are clearly
plural and take plural pronouns and verbs: “Several are expected to give up their rooms™; “Both tell their parents the
truth.” But other indefinite pronouns, though they may “feel” plural, are singular and take singular verbs and pronouns.
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Facdr iy vesponsible tor fier oson ticket, not Eacle i vesponsibale dor their owin tichet,

Fvervonc wants W get bis name in the paper. not Evervone wans o get their name in the paper. (Note: Because
eververe Gt include both males wnd females, the phal is new somedimes aceeptable: Evervone swamis fo get
their aame i the paper: However, it would be best. when i doubt. tostick o the singukir, You can take ito
account both sexes aad still use the singular as lollows: fvervone wenirs to gor iy o her name in the poaper)

Inadditton to ceredr and evervone, the following pronouns fall into s group: cither, acither: ceervbods, ne one. tobady,
anvone, anvhodv semeone, sontebody, Only when the use of o singodae Torm woudd leid o staement that doesn’t
miahe sense showdd vou wse o plurald forme: “Lveryone Jedt the lecture becanse diey heand the fire alunn ™ Here, the singu
Lar S wonldn™t mahe sense.

A few dndetinite prononns taese, any, sonte, afmoan Tl into an enherfon” categorydepending on imeanng.
Sometimes the distinetion is subtle.

Newte osf the et wors et (el onre = singalar)

Noste of the imen were e Qe men = plural)

Semze 1y beirer s nore, Gome = @ gquantits. = singuka
Soe e efelicions Gonre = aoumber of things = pluiab
Y i well Lol = the suof all things = singular)

W are well, Gt = anumber of peaple = plarad)

Adjectives and Adverbs

Adjectives ard adverhs describe ot B other words, Snadped e modifies i noun or pronoun, and s adverf modilies
a verb, an ajective, o another adverb

e Dy o sared senife tvend = adjecine modily ing wnifed

Lie smiles serdly. Gty = adverh modifving simifes)

Bowins andnnedivne sieeess. Uninediore = adjective modify ing soeeen)

[l suceess cene imaediaied. tnnnedierely = adserh moditying camo

Vdverbs aften end in -fy Ggrdehdy, happads stowdy, sweeerho but oot abwas s thise, fatc hand, fere, therer, Some adjectives
also end in A G dvedv b, a firend b des @ i arean. The hey to whether aoword s adiecuve oran adverb s the
way the word is used inasentence. 1t desenlies i poun o pronoun, 0= anadiective: T s fard works I0canswers
a quiesiion ahout e verb esueh as how, fow much, whens wheresand wilos e ancadveshs Heworks fard,

I watnrad o associe adverhs rather than adpectives with atl verba Bue linking verbas such as Yorms ol to ey hecoure
smiell, reeste, seem, and fook, use adjectives, which are called peedicare adp cnees, Witk a Tinking verbo the modifier s
actially telling s ou abont the nown or pronoun. not the verb,

The berries feste siweet, .t sweerly,

They were fugyn, not happily

Notice the use o wdjectines aradverbs i the Tollowing sentences, depending ey whether aoverd s tunetioning as o hink-
g verb or an action verb,

Flowers gron heanrifidly in that chimate. Gudverb deseribing how the owers gro
Bronse grows bequuitid as it ages, Gadjecove deseribing bronzed
The dog sereths el tadjecine desenibing the dog™s odor)

The dog sarcdls fadty Gadverb imdicating that something is wiong with the dog'™s sepse of smelly
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Good \{ersus Well

Good is always un adjective (good bread, good vibrations, dinner was good) Don't use good as an adverb.

She sings well, not She sings good.
He tefis a story well, not He tefls a story good.

While good is always an adjective, well can be either an adjective or an adverb. depending on how it 1s used. Well as an
adjective refers Lo being in good heatth.

After the antibiotic ook effect, e felt well, (adjective following a linking verb)
To see the distinetion between well and good as adjectives, look at the following sentences:

Jerome fooked good at the party tonight. (Jerome looked attractive.)

Jerome fooked well at the party wonight. Jerome looked to be in good healtlv)

Bad Versus Badly

Bad is an adjective and badly is an adverb. They are often used incorrectly for each other.

1 feel bad about losing the election, not | fecl hadly about losing the ¢election. {Here feel 1s o linking verb and
should be followed by an adjective, not an adverb.)

The soccer team plaved badly in the game, not The soceer team played bad in the game.(Budlv is an adverb
describing how the leam played; an adjective would be incorrect.)

Most Versus Almost

Most is an adjective meaning the greatest in number: Most crines go unreported. Afmaost is always an adverb meaning
searly, It modifies the adjectives every and all. Don't use most for afmost.

Almost evervone agreed, not Most everyvone agreed.

Almost all the people came. not Most alf the people came.

Forming the Comparative and Superlative Degrees
of Adjectives and Adverbs

Adjectives and adverbs change o show degree.

Positive Degree Comparative Degree Superlative Degree
sweel (adj) sweeter sweetest
sweetly {adv} more sweelly most sweetly

Use the comparative degree when you are comparing two things. the superlative degree when you are comparing nwore
than two.

The strawherrics are sweeter than the apples, bul the oranges are sweetest of all.

Must one-syllabie and some two-syilable adjectives form the comparative and superlative by adding -¢r or -esr,
Sometimes the adjective’s final consonant is doubled and sometimes a -y is changed to -i.

tetdd, raller, tatlest
SINArL, SMQrter; smartest
drv, drier. driest

fruppy, happicr. happiest
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There are.a tew exceptions. such as good, better, best and betel, worse. worst.
If an adjective has two or more syllables. the comparative and superlative degrees are usually formed with srore and maost.

intelligent, more intefligem, most intelligent

difficult, more difficudr, most difficidt
Most adverbs Torm the comparative and superlative with ore and ot

slowvty, more stowly, most slowly

gracefullv, nore graccfidiy, nrost eracefilly
There are a few exceptions, such as hard. rearder: herdest; fast, fasien fasiests soon, SOOICE SOonesl.
Be careful not 1o double your comparisons whei you form degrees of adjectives.

Funnv. fiontior (not miore funnier). funniest (not prost fruitiest)

Ti use the -err -ext Torms with more and prost is incorrect,

Prepositions

Prepositions are words that show the relationship between noustsfpronauns and other neURS/pronous.

The cat under the fonee

The cat between the fenee and the fionse
Bveryone except the girl in the blue dress
A letier about s

The words in bold type are prepositions, The talicized words are called objects of the prepositions. When the vbject ol
the preposition is a pronoun, it should be in the objective case.

Between him and nie, pot Between he wd |
For June and e, not For Jane and |
! Prepositions dare not as easy o spot as noins. verbs, adjectives, and adverbs. Look fora word that establishes a certain

i kind of refationship between other words, Forexample. in the car mder the fence, how is the cat related 1o the fence?
He is nnefer i,

Words Commonly Used as Prepositions

about before I down off under

above behind during ~on underneaath

across below excepl out untt

after beneath for _ over unto

aganst beside from past o up

along between . n ~ since upon

among beyond nto through _ with

around by like lo within

at concerning of toward without
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Some prepositions, called compound prepositions, are made up of more than one word, such as according to, because
of. in front of, instead of and next o,

Be carcful not to use a preposition when it isn't needed:

Where have you heen? not Where have you been ar”

1 don't know where he's gone, not 1 don’™t know where he's gone 1o,
Also, don’t use twe prepositions when you only need one,

Don't go near the water, not Don’t go near to the waier,

The book fell off the table, not The book felf off of the table.

A traditional rule about prepositions is that you shouldn’t end i sentence with one. This is no longer strictly adhered to.
(Notice that the last sentence ends with a preposition,) Sometimes it is simply more natural for a preposition to come
the end ol a sentence. You may use your own judgment.

[t is o letter to swhicl £ wilf not respond, compared to 1tis a letier Dwill not respond 1o

Grammar: Sentences, Phrases, and Clauses

Maoving from parts of speech to sentences is like moving from building materials to a building. The sentence is the basic
structure of English, and while you may forget the difference between an adjective and an adverb., you'll usually recog-
nize a sentence when you see it, just as you recognize 4 building even il you don't know the names of wll its components.
But a group of words pretending 1o be a sentence may occasionally fool you. Understanding how sentences are built will
fielp you avoid errors,

The Sentence

Subject and Predicate

A sentence is a group of words containing i subject and a predicate that expresses a complete thought.

The simple subject ts the noun or pronoun (what or who the sentence is about). The complete subject is this noun or
pronoun and the words that modify it: The angry child in the red-striped pajanas.

The simple predicate is the verh or verb phrase that tells what the subject does or is or what is done to the subject. The
complete predicate is the verb and the waords that complete it: stood stubborndy o the old porch.

Putting the subject and predicaie ogether makes a sentence: The angry child in the ved-striped pajamay stood stubbornly

on the old porch.

A Complete Thought

1n addition to a subject and predicate. a group of words must express a complete thought to be a sentence. The group of
words The angry child in the red-striped pajumay siood stubborniy on the old porch expresses a complete thought. and
is therefore a sentence,

A sentence can be very shore He jumped: She cried; The students sat dovwa

A senience can also be very long: The argument that money is a burden probably originated with a vich man who was
trving to comter the envy of a poor man. Do not use the Tength of a group of words to determine whether or not it is a
cinnplete sentence.
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The following groups of words are not complete sentences,

When e jusiped
When he jumped hivl into the air
Because they are older thean we are
After they retrned from the foorfad! game at the Tocal high school
They are not complete sentences because although they all bave a subject and @ predicate, they do not torm a complete

thought. We don't know what happened when he jumped. We don®t know what it means that they are older than we are,
And we don’t know whan happened alter they returned from the tootball game,

When e jumped, e knovked over a lamp,
Witen he jumped hagl o the ain he broke a school recond.
Becanose thoy are ofder thant we are, they can eet e the nighielud,

After they retirned fromi the football game at the local high school, they watched elevision,

Now, these groups of words have been made tnto complete thoughis, They are sentences.

The Phrase

A phrase is any group of related words that, unlike a senience, has no subject-predicate combination,

Types of Phrases

You won't be expected to differentiate between the types of phrases (prepositional, participiol, gerund, infinitive),
but you will be expected 1o recognize that i phrase is not a conplete sentence. When a phrase is treated as i it were
a complete sentence, ibis a sentence fragment, and this is a basic writing error: Looking ar the photos; the photos in
the album,

Also.correct use of phritses can help you turn short, choppy sentences o more mature ones:

The bovavas thin, He seore old clothes, He sat down, He was hungey He ate evervihing. He left a elean plate,
(short, choppy seitences)

The thin bovoveearing old clothes, sat down af the sable and migrily ate everviliing on his plate. fone longer
senlence using phrises)

Prepositional Phrases

These are the most commaon phrases, They include a preposition and a noun or pronoun as the ofiject of the preposition.
The object of the preposition can have its own modifiers. which are also part of the prepositional phrase. Following are
examples of prepositional phrases. Remiember not to mistahe any preposinonal phrase for a complete sentence.

i the room: in the smiohy, cronvded room

of the people; of the twenry-five thousand peopl

Iy the river; by the deep, vashing river

fronm the seacher; from the tived and frovirated teacher

for the pariy, for the midnie it victory parn

When a pronoun is the object of o preposition. it should be in the objective case (hetween i and we: from ther and 1,
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Participial Phrases
4
A participial phrase begins with a past or present participle of the verb and is followed by its object and its modifiers.
These phrases are used as adjectives.
Sniffing the fresh air;, Jim realized he bad found the place he wanted 1o live.

The soldiers, trapped by the enemy, threw down their guns.

Sniffing in the first sentence and frapped in the second are both participles. The participial phrase trapped by the enemy
is actually an example of a phrase within a phrase; by the enemy is a prepositional phrase that acts as modifier for
trapped. Don't worry about being asked to recognize this on the test. The important rule to remember is that participial
phrases used alone are sentence fragments, not sentences.

Tedking and fawghing aff the way to the dunee recital. (fragment)

Tilking and leghing all the way to the dance recital, the givls didn't ace worried. (complete sentence)

Gerund Phrases

The gerund phrase may fook like a participial phrase because it also begins with the -ing form of a verb. Buta gerund
phrase always acts like a noun in a sentence. Like other nouns, it can be a subject of & sentence, the object of a verb or
preposition, or the complement of a linking verb,

Riding the black stadlion werrified Justin. (acts as subject of the verb terrificd)
The police reported seeing the suspect. (acts as object of the verb reported)
He made his reputation by talking lowdly and vigorousiy. (object of the preposition by)
You are asking fin- trouble. {complement of the linking verb are)
FEven when a gerund phrase is Jong, don’t mistake it tor o complete sentence.
Secing him get off the bus and run into the station. (sentence fragment)

Secing hin get off the bus and v into the stetion made me nervous. (complete sentence)

Infinitive Phrases

An infinitive phrase contains the infinitive of a verb (for example, o sleep, to have slept. w eat dinner, to swini, to decide)
and its objects and modifiers. These phrases usually act as nouns, though they can be used as adjectives and adverbs.

1o sleep all night was his only wish, (acts as subject of the verb)
The mayor didn't want to take an unpoptdar stund. (acts as object of the verb wanr)
He bad plenty of money fo spend foolishiy. (acts as an adjective modilying money)

After the meeting. she drove mikes to clear her mind. (acts as an adverb modifying drove)
Pon’t mistake an infinitive phrase for a complele sentence.

o plan o Targe party for them during Christinas vacation. {(sentence fragment)

Tor plan o large party for them during Christnas vacation is probably a mistake. (complete sentence)

Splitting Infinitives

Breaking up an infinitive with one or more adverbs is called spfitting an infinitive. Splitting an infinitive isn’t the gram-
matical sin it used o be, but most careful writers don’tsplit infinitives without a good reason,

They taught her to spend money wisely, not They taaght her o wisely spend money.
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Sometimes not splitting an infinitive is almost impossible: “We expect the popultion fo more then double over the next
twenty years.” Other times, not splitting an infinitive causes ambiguity or sounds unnatural. In these cases, don’t worry
about the rule. Clarity and smoothness take precedence over the unsplit infinitives.

We wanted to discuss further Russian efforts (o modernize.

Nat splitting the infinitive fo discusy causes ambiguity. Does the adverb further modify Russian efforts or discnss?
With a split infinitive, the sentence is chearer: We wanted fo fitrther discuss Russian ¢fforts 1o modermize.
He planned o take gickly the children to another room.

Not splitting the infinitive mukes the sentence stilted and unnatural, Splitting the infinitive improves the sentence:
He planned to gurickiy take the children 1o anuther room

The Clause

Like a phrase, a clause is a group of related words, but unlike a phrase. a clause has a subject and predicate. An inife-
pendent (or main) clagse, slong with having a subject and predicate, expresses a complete thought and can stand alone
as 1 sentence. A sbordinate (ot dependenty claise doesn”texpress a complete thought and is therefore nol 4 sentence.
A subordinate clause that stands alone is a sentence fragment.

Independent Clauses

He saw her. The Browns hurried home. Free speech has a price: These are all complete sentences When they are joined
with other groups of words to make longer sentences, they are relerred to as independent. or nutin. clavses.

Two or more independent clauses can be joined by using and. b, for, nor on so, and yer,

He saw her. and he stopped to ask her how her brother was.
The Browns hurried home, but they arrived too late.

Free speech has a price, for nothing that valuable is really free.

Any of these clauses could stund alone as sentences. An old rule says that you shouldn’t begin a sentence with etind, b,
for, nos; on so, or ve. But today, doing so s w idely aecepied,

The Browns hutried home, Bur they wrived too late,
Independent clauses can also be jomed by seimicalon. but they cannot be joined by a comn

Free speech has a price: nothing that valuable is really free. (correct)
Free specch has a price. nothing that vatuable is really free, (incorrect: using a comma here creates a ru-on
sentence or comia spice)

Subordinate (Dependent) Clauses

A subordinate clause, Tike an independent clse, has o subject and predicaie, but it cannot stand by itself as a sentence. Il
depends on something else o express a complete thought. Some subordinate clauses are introduced by relative pronouns:

who which

whom what

that whose
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Some are introduced by subordinating conjunctions. Some words that can act as subordinating conjunctions are as

{ollows: :
after hefore than whenever
although even if that where
as if thowgh wherever
ay if inorder it Ll while
as long as provided (that) nlesy
as though since it
hecaise so (that) when

Types of Subordinate Clauses
A relative cliause begins with a relative pronoun and acts as an adjective.

The novel that wou the Pulitzer prize didn’tsell well when it was first published.
The ceremony. which several celebrities attended, received intense media coverage.

The Rosales went to the airport to meet Janet, who fad floven in from New York,
A noun clause serves as i noun in a sentence.

What §want for dimter is a big juicy hamburger,

The captain ld us frow he survived the stiipwereck,

A vacation is whai I need most.

Give it to whoever needs it most,
Adverbial clanses begin with subordinating conjunctions. What these conjunctions have in common is thit they make
the clauses that follow them unable 10 stand alone. The clauses act as adverbs, answering questions like o, when,
where, wihy, t1orwhat extent, and under what conditions.

Becanse we wanrted to areive before noen, we left at the crack of dawn.

Unless the payment arrives before Friday, we will have to leave.

I can promise you the best scats in the house if you buy the tickets by Monduy.

You can take the dog out for a walk when you get home this afternoon.

They came to the party. although they had initially refused, becanse the famons singer had promised to appear:
(one main clavse, two subordiniste clauses)

What ali subordinate clauses have in common is that they cannot stand alone as complete sentences. When they end
with periods or guestion marks, they become sentence fragments. A semicolon is also an incorrect punctuation mark
with a subordinate clause,

Although you promised to come and visit me when you came to Los Angeles. (incorrect)

Although you promised to come and visit me when you came 10 Los Angeles. you chose 1o visit Disneyland
instead. (correct)

While his father was in Europe: he took a job at the mill. (incorrect use of semicolon)
While his father was in Europe. he 100k a job at the mill. (correct)

He chose one of the new hybrid cars. Because he was sure gas prices would continue to rise. {incorrect)

He chose one of the new hybrid cars because he was sure gas prices would continue to rise. (correct)
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Problems with Sentence Construction

On the exam, you may be asked to recognize sentence errors like fragments, run-on sentences, lack of subject-predicate
agreement. misplaced modifiers, or faulty parallel siructure,

Run-on Sentences (Comma Splice)

When two independent clauses are run together without proper punctuation, the error is called a nor-on sétrence or a
comarae splice. Anindependent clanse standing alene shoutd end in a persod, question mark, or exclamation point. 11
you want to joun independent clauses, you should use a semicolon or one of the seven coordinating conjunctions (end,
Died, for, new; ot so, yety between them. A comma should precede the conjunction, but a comma without a conjunction
isn't sefficient,

He drove off in the Mercedes, Erica watched him go. (incorrect)

He drove off in the Mereedes, Erica watched him go, (correct)

He drove off in the Mercedes: Erica watched him go. (correct)

He drove off in the Mercedes, and Erica watched him go. (eorrect)

Some words, called congunctive adverhs, look tike conjunctions but aren’t. These “imposters™ account for many run-on
sentences. When a clause begins with one of them. itshould be treated as an independent clause and should be tollowed
by a period or senicolon, not a comma.

The tollowing words are conjunctive adverbs:

also morcove!
bhesides nevertheless
conseguently otherwive
Surther, furthermore simifarfy
hence then
ltowever therefore
indeed thus
fikewise

Notice the incorrect and correct uses of the conjunctive adverhs in the following seniences,

They came trom South America. however they spoke English perfectly, (incorrect: run-ong )

They came from Sowth America: however, they spoke English perfectly, (correct)

Marilyn sold more tickets than anyone clse, therefore she wins the prize. (incorreet: run-on)

Marilyn sold more tickets than anyone else. Therefore, she wins the prize. (correct)

The committee must decide. otherwise the project won't be completed. (incorrect: run-on)

The committee must decide: atherwise the project won't be completed, (correct)

Sentence Fragments

Sentence fragnents hase been described in the sections covering sentences. phrases, and clauses, On the exam. you
may be ashed to recognize fragments. and at first glance, one may look like a semence because it begins with a capital
letier and ends with a penad. Don’t be fooled.

Uniess you want to pay for the motoreycle over ime. (incorrect: fragment)

Unless you want to pay for the motoreyele over time, you can’t afford i icorrect)
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Whoever lett the windows open in the new house on Saturday night. (incorrect: fragment)
Whoever left the windows open in the new house on Saturday night should pay for the articles that were damaged
by the storm. (correct)

Giving the set of china to her niece and the twols 1o her nephew. (incorrect: tragment)

Rose Jeft, giving the set of china o her niece and the tools to ber nephew. (correct)

Subject-Predicate Agreement

Within a sentence, somelimes there are distractions that can make you misidentify subject and predicate. leading to an
agreement problem. Remember that a predicate (verb) must agree in person and number with its subject, regardless of
other elements in the sentence. First. Jocate the subject of the sentence—who or what the sentence is about, Then ask
yoursell, “ls the subject first, second. or third person (Wve: yvou; he, she, i/thevy? Is it singular or plural?* When you've
answered these guestions, you will know which form the verb should wke.

Drinking a glass of milk and soaking in the wb help (not fefpyy me fall asleep.

This sentence has o compound subject: drinking and soaking. Because of the two subjects. u plural verb is used: felp,
The decision of the judges was (not were overruled.

The subject of the sentence is decision, not judyges. Therelore, the verb should be singular (was)

The following words are usually singular; anvene, no one, nobody, someone, somelody, cach, vither, neither, evervone,
evervhdy,

Each of the girls hay (not have) a suttcase.
Each, not girfs, is the subject of the seatence. Therelore, a singular verb s correct
Either Mr. Holloway or Mrs. Sandoval is (not are) planning to pick us up.
The subject of the verb is Either, and therefore the verb should be singolar (is).

The pronouns afl, semme, and most may be singular or plural, depending on whether they refer to a quantity of something
(singulacy or a number ol things (plural). Also. the words any and none can take a singular or plurad verh, depending on
whether the writer is thinking of one thing or several.

Senie of the apples were rotten,

Sonie of the money way for Buiry.

Ay oof the books iy appropriate. (Any one is appropriate.)

Any of the books are appropriate. (AN are appropriate.)
Some phrases within a sentence suggest that a plural verb is correct, but these phrases do not, as o rule, affect the number
of the subject.

The principal. as well as the weachers, believes (not helievey the plan is good.

The cost, in addition 1o the tme il will take, makes (not make) the project unfeasible.

The president, accompanied by the committee head. visity (not visit) the site.

With the constructions there is and there are, there 1s never the subject: There are (nol there is or there sy millions of
people who have second jobs. The subject of the sentence is mitlions.
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With the constructions either . . orand sreither . non use the singular it both clements are singulac. If one of the ele-
ments is singular and one plaral, choose the verb o agree with the element closest o,

Either the divector or the assistant divecior is (not are) responsible,

Neither the director nor the actors are (Dot sy coming wday.

Misplaced Modifiers

A common mistake in sentence construction is poor placement of madifiers. [t isn’telear what term a modifier applies
to, itis mispliced., Any Rind of madifier can be misplaced: atadjective o ady erb, phrases acting as moclifiers, and clauses
acting us modifiers,

He saw @ truck in the deiveway that was Mack and red. tincorrect)
Unless the driveway was black and red. this is a misplaced modificer.

Fle saw a s and black nreck i the driveway. (eorreet)
This is more fikely.

Perhaps anticipating what modern science would discover, Anna Anderson. who clinmed 1o be the missing
Anastasiin requested she be cremaned before her dearli. tincoreect)

1Cis doubtiul that Anna wanted to be cremated belore she died. but the placement of the phrase suggests that™s just what
she wanted.

Perhaps anticipating what modern science would discover, Anna Aaderson. w ho claimed to be the missing
Anastasia, requested before fer dearl that she be cremated. (eorreet)

Remember that the placement of even a simple modifier can change the meaning ol a sentence,

Not all the home-team plavery were mvailable,

Al the heme-team plavers were not i ailable.

in the first sentence. nay be the home eam could sufl Timp along through a game. But the second sentence would mean
- e = =
the game would have to be canceled

Among the most common misplaced modifiers are pacticipial phrases.

Advancing deross the desolate plains, the ot sun burned the pioneers. (incorrect: the madifier suggests that the
sunis advancing across the plaim

You can rewrite the septence in various ways o ensure that the modifier is properly placed.

Vvancing across the desedate plavs, the pioneers 1eltthe burning sun, (correct)

The hot sun burned the pioneers ay they advaneed across the desolate plains. (correct)
Chech the Tollowing examples of poorly placed moditicrs:

The buitdings aui the hillside comstincted of wood shingles burned lirst. tpoor placement of modilier)

On the hillside. the buitdings constructed of wood shungles burned [irst, (hetter)

He wore a wide leather belt around Bis waist, which he had bought in New Mevieo. tincorrect)

Around his waist he wore a wide leather frofi, wheelt he had boweht in New Mevico, (eorrect)

The editor at the newspaper promised o check the artecle when 1 finished i for aectraey. (incorrect)

The editor at the new spaper promised o ek the article for aecuraey when Hingshed it {eorrecty
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Dangling modifiers are similar 1o misplaced moditiers except that the modifier isn’t just separated from the word it
modifics—the word it modifies is actually missing. When the modifier is & participial phrase. it is often referred to as
u dungling participle.

Having eaten dinner; the idea of a cheeseburger was unappealing. (incorrect)

Having eaten dinner; 1 tound the idea of & cheeseburger unappealing. (correct)

Studying the lectire noies, the ecosvstem became clearer. (incorrect)

The ecosystem became clearer o me when { studied the leetire notes. (correet)

Torwin the election, money is essential. (incorrect)

Tor win the election, a candidate must have money. (covrect)

Faulty Parallelism

Parallelisn in sentences refers to matching grammatical structures. Elements in a sentence that have the same function
or express simitar ideas should be grammatically parailel. or grammatically matched.

A tailure to create paratlel structures when they're appropriate is called fauliy parallelism. Notice the ditference between
correct parallel structure and Gaulty paradletism,

The President promises to reform health care, preserve social security, and a bolanced budget. (incorrect)

The President promises to reform health care, preserve social security, and bafance the budget. (correet)

He described shiing in the Alps, swimming in the Adriatic, and the drive across the Sahara Desert. (incorrect)

He described shiing in the Alps, swimming in the Adriatic, and driving across the Sahara Desert. (corvect)

He spoke more of fis term as ambassador than of being president. (incorrect)

He spoke more of being ambaysador than of being president. (correct)
1t doesn't matter what grammatical structure you choose as long as you remain with it consisiently.

What counts is not frenre vou fook but vour belavior (incorrect)
What counts is not lrow vou look bit fow you behave, (correct)

Whal counts is not your loeks but your behiavior (also correet)

In some constructions, something is true of one thing but not of the other, Bur nor and rather thean are used o set up
these constructions, The parts should be parallel.

The administration approved the student’s right 7o drop the class but not meeting with the professor. (incorrect)

The administration approved the student’s gight to drop the class but not 1o meet with the prolessor. (correct)

The committee chose fo falde the motion rather than voring on il (incorrect)

The commitice chose fo table the motion rather than ro vore on it (correct)
Errors in parallel structure often oceur with either ... or; neither . nors and not onfv L but also,

Either §will like the job or not. {incorrect)

Eitirer £ will like the job or Hwoen't (correct)

1 Iunve neither the patience to finish the book nor do I desire to finisi i, (incorrect)

! have neither the patience to finish the book nor the desive to finish it (correct)

Not only does he swing well but also biking is one of his strong points. {incorrect)

Noteniv docs he swinewell but also he bikes well. (correct)
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We expected nor only fo be late but also we expected w be tired. (incorreet)
1

We expected nor enldy 1o be late bt also to be tired. {(eorrect)

Verbs should be paralel, too. When you have more than one verb in your sentence, don’t shift wnses unnecessarily.
Also, don’t shift from an active t a passive voice.

Yesterday he rells me [dieln't apply in time. (incorrect)
Yesterday he told me 1 didi 't apply in time. (correct)

Kate prepared the speech on the plane, and it was delivered by frer at the meeting. (incorrect: shift from active
voice o passive voice)

Kate prepared the speech on the plane and defivered it at the meeting. {correct)

Words

There are words that sound alike but are spelled differently, words that aren’t acceptable usage but are mistakenly
used for other words. words that should be used in some situations but not in others, and words that are close but
not the same in meaning. The list below is a sampling of these troublemakers,

a, an Use the article o before words that begin with a consonant sound and words that begin with a “yew™ sound: ¢
g, a plan, a historic uilding, a one-armed man, (one is propounced as it it began with a w), e antited group, Use an
before words that begin with & vowel sound: an advertisement, an executive, an lonr (the h is silent).

accepl, except Accept means fo reeeive or agree with: Laceept the gift: aceept vourr proposal. Except as a preposition
means feaving ont: Evervonie exeept you s invited.

advice, advise Advice is a noun: His advice was good. Advise s a verbs Fadvise you not to g,
affeet, effect Usually. affect is a verb and effect is a noun: Music affects me a lot. The ffeet of music is 1o calm me down,

among. betseeen In general, use berween for two items or people and armong for more than two items or people. The
money was divided between John and Jim. The property was divided amaong Joln, Jim, and Inlie.

amount, number Use conorn o reder 1o a bulk or mass: No amount of candy wenidd be entongh, Number relers 10 indi-
vidual countable items: He took o large number of pemiies.

beside, besides Beside means nexs to. af the side of. Besides means i adedition to. Besides, don't want 1o live beside
the freeway,

rapital, capitol Use capital when relerring w the city that is the seat of government. Use capitof when referring to the
huilding where a legislature meets. The capirat of California is Sacramenio. When we arrived there, we tonred the capi-
1ol and other povernment buildings.

cite, site, sight Cite means to swmmeon before a court of law, o niention by way af examiple, or to officially mention in o
positive wav: Lam citing you for dumping trash on the highway: | cited the first chaprer of the book as proof of ny ar-
gament; The young police officer was cited for bravery. Site means location or scene: We drove guickly o the site of the
new honse. Sieht means the abiline 1o see or someihing seen: The ocemt was a heantiful siglt, His sight returned after
the aperation, '

conscious. conscience Conscions means aware of. able to think and feel: was conscions of the tension i the room.
After the accident, he way shahen up but stifl conscions. Conscience 1s an inner voice, a sense ol right and wrong. /t
bothered wy conscience that had lied to the teacher:

disinterested, uninterested  Divinterested means impartial, not taking sides. Uninterested means facking interest. A
Jury that is disinterested can be fuie: Jury mevibers that are wninterested aren't desivable becawse they muy full asleep
devinnge the trial.
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fewer, less Use fewer Tor individual countable items or people and fess for bulk or quantity. We expected fewer people
tor come; Thechitdren ate Tess food than she had bronghi.

imply, infer Imply means fo suggest something indirectly. Infer weans 1o conclude from facts or indications. If 1 imply
by yawning that I'm tired, you might infer that Fwant you to leave. Think of implyving as done by the actor, fntferring as
done by the receiver.

irregardless, regardless There is no such word as irregardless. The correct word is regardless.
its, it’s {15 is the possessive Torm of ir: The tree lost its feaves. Ity is a contraction of i is: 1t's oo had we can’t come,

lay, lie 1f you mean sepose, use fie. I you mean 1o set or put down, use lay: Hie down to rest; 1 lay the book down on
the table. Lie doesn’tahe an object, while lay does.

like, as Both words can be used as prepositions: He sfeeps like u baby: We see this as an aliernative. Bui only as
should be used as i subordinating conjunction, so when you are introducing a dependent clause, don’t use tike: The
stornn came in vight afier lunch just as (oot dike) 1 said it would,

lovse, lose Lose means (o be wiable to find. Loose, an adjective, means inrestrained, inexact, not close fining: 1lose
my kevs frequentdy: This jacker is oo loose.

passed, past Pussed is a verb: [ passed the test. Past is either a noun, an adjective, or a preposition, but never a verb:
The past haunis me; His past actions inpressed us; The lake lies past the barn,

peak, peek Peak asa noun means a poitted end or 1ap. He climbed 1o the peak of the roof. Peek as a verb means fo
elance or look quickiv. As a noan. it means a glance or fook. She wanted to peck around the corner.

precede, proceed Precede means fo go before in time, place, rank, cie.: The speech preceded the other festivities.
Proceed means 1o move forward: You piay proceed 1o the main entrance,

principal, principle Principal as an adjective means fiest in importance. As a noun, it means the head of a school,
The principal reason that Nelson was chosen to be principal of our school was his dedication. Prineiple is a noun that

means « findamentad pruth or law or a rule of conduct: One of my principles is to withhold judgment wntil Lhear all
the evidenee.

sit, set S0 doesn’t usually take an object: 1 sit down. Set usually does: I set the book down.
stationary, stationery  Starionary means stifl, ai rest, Stationery is paper used for writing letters.

than, then Dontuse then (which means at thart tintey in comparisons. Use thaer: He s wiser than (not theny his father
was then.

their, there, they're Their is the possessive form of they: That is their boat. There usually refers to a place or is used in
impersonal construction (theve is, there are): We wenr there 1o see hiim. They're is a contraction of they are: Thev're
ready o feve o

themselves, theirselves Themselves is correct, Theirselves is nol @ word,

1o, too Tir has several meanings, the first being toward, Too means also or more than enough: I walked to the river,
which was too wild for me 1o swim in. My father thought so, too.

weather, whether Wearher is the state of the atmosphere. Whether is a functional word that introduces an indirect
question involving alternatives: Whether we go or nat depends on what the weather is like.

whose, who's Whose is the possessive of wha, Who's is a contraction of who is: Whoe's going to tell me whose jocket
thiviv?

your, you're Yo is the possessive form of you Yo re is a contraction of you are: You're certain that this is your jucker?
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Errors to Look For

The following errors are common on the CAHSEE English-Language Arts and other multiple-choice grammar and
usage exams. Reviewing these sentences will help you spot and correct the common errors,

Punctuation Errors

Ieft for Japan on Monday: after 1 graduated from junior college. (incorrect)

1 left for Japan on Monday alter 1 graduated from junior college. (correct)

She asked mie =il 1 wanted to accompany her on the trip.” (incorrect )
She asked me if [ wanted 1o accompany her on the trip. {correct)

She asked me. “Do you want to accompany me on the teip?” (also correct)

Women, who are under thirty-five, may not participate. (incorrect)

Women who are under thiriy-live may nol parbicipate. {correct)

Problems with Parts of Speech

Nouns
My cighth-grade Teacher was very helpful. tincorreet)

My eighth-grade teacher wits very helpful. {correct)

The legislature are meeting this week. (incorrect)

The legislature is mecting this week, (correct)

We studied the civil war in my class. (incorrect)

We studied the Civil War in my class.{correet)

She forgot to retusn Naneys” book. tincorrect)

She forgot 1o return Naney's book. (correct)

Verbs
He done everything | asked. {incorrect)

He did everything 1 asked. (eorrect)

I T was rich, 1 would buy a lancy car. (incorrect)

1 | were rich, [ would buy a funcy car. (correct)

She bought groceries and pet supplies and carries them inside. (incorrect)

She bought groceries and pet supplies and carried theny inside. (correct)

If 1 would have thought of it, T would have called you carlier. tincorrect)

If 1 had thought of it T would have called you carlier. (correct)

I drunk three bottles of witer after the race, (incorrect)

1 drank three bottles of water afler the ruce. (correct)

The dress had been bought by my sister. (poor)

My sister hud bought the dress. thetter)
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Pronouns
Everyone was invited except he and 1. (incorrect)

Everyone was invited except him and me. (correct)

Ask Mr. Jones and he o come early. (incorrect)

'h'. Ask Mr. Jones and him 1o come early. (correct)

Maggic and him are going 1o the movies. {incorrect)

Maggic and he are going to the movies. {correct)

Talk to the counselor, whom will advise you what to do. (incorrect)

r Talk to the counselor, who will advise you what to do. (correct)

Us boys decided we'd discuss it with the coach, (incorrect)

We boys decided we'd discuss it wiih the coach, (correct)

It is her who wants 1o take the trip. (incorrect)

I is she who wants to take the trip. (correet)

Jonathan told Brad that he was too young 1o see the movie. (confusing)

Jonathan told Brad that Brad was oo young to see the movie. (clearer)

We unpacked our clothes from the suitcases and then stored them in the garage. (confusing)

After we unpacked our clothes, we stored the suitcases 1 the garage. {clearer)

Adjectives and Adverbs

The people in the chorus sang real good. (incorrect)

The people in the chorus sang well. {correct)

After he ate the whole pie, his stomach felt badly. (incorrect)
After he ate the whole pie, his stomach felt bad. {correct}

Rick is much more funnier than his brother, (incorrect)

Rick is much funnier than his brother. {cortect)

My grandfather moves guick. even though he’s over eighty. ( incorrect)

My grandfather moves quickly, even though he's over eighty. feorrect)

Problems with Sentences

Fragments
After the game was over. (incorrect)

Aflter the game was over. we drove home. (correct)

Running down the road as fast as we could. (incorrect)

Running down the road as fast as we could, we managed to catch the dog. (correct|

Although we had promised to take her 1 the carnival. {incorrect}

Although we had promised 10 tuke her to the carnival, she stll pouted. (correct)
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The man who was climbing the taliest building in the city. (incorreet)

The man who was climbing the tdlest bulding in the city looked scared. {correct)

Run-on Sentences

They found the old wagon, it was behind the barn. (incorrect)

They found the old wagon: it was behind the barn. (correct)

1 liked the movie, however, it was too long, (incorreet)

I liked the movie. However, it was too long. (correct)

He spoke tor an hour, it seemed much longer, (ineorrect)

He spohe for an hour, but it seemed much longer. (correct)

Subject-Predicate Agreement
He don’tenjoy sports the way he used to, (incorrect)

He doesn’t enjoy sports the way he used to. (correct)

Where's Robert and Stan? {incorrect)

Where are Robert and Stan? (correct)

Zaul, along with Jane and Miguel, are going (o the concert. (incorrect)

Paul, along with Jane and Miguel. is going to the concert. {correct)

Not vnie of your plans are acceptable. (incorrect)
Nuot one of your plans is acceptable. (correct)

Neither the junior high school nor the high school have a swimming pool. (incorrect)

Neither the jumor high school nor the high school has @ swimiing pool. (correct)

Misplaced Modifiers

Watching the sunset, the ocean looked red to me. (incoreect)

When [ was watching the sunset, the ocean looked red 1o me. (correct)

“ _ 1 met my friend who [ hadn’t seen for live years at the mall. (incorrect)

. At the mall, 1 met my tfrnend, whom | hadn’t seen for five years. {correct)

i Being beautitul. people are attracted 1o my sister right away. (incorrect)

Because she is beauiilul, my sister attracts people right away. (correct)

Faulty Parallelism

He promised to drive te the lake, open the cabin, and he would clean it too, (incorrect)

He promised to drive to the lake. open the cabin, and clean it oo tcorrect)

A coul day is better for the race than bright sunshine. (incorrect)

A cool day is better tor the race than a bright sunny one, {correct)

LTI e e s T — PR T

My parents came to America with hopes of making a good living and to be free. (incerrect)

My parents came o America with hopes of making a good living and being free. (correct)
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Common Prefixes, Suffixes, and Roots

Charts to Help You Understand Unfamiliar Words
The following charts should help you o atrive al definitions of unlamiliar words on the CAHSEL English-Language
Arls. These prefixes, suffixes, and routs upply to thousands of words. Review this list carefully and become famihar
with the prefixes, suftixes and roots, A more comprehensive listis included for reference, in the appendix
i R R e e s e T Rl i T

Prefix Meaning Example

ad- to, toward advance

anti- against antidote

b7} two bicycle

com- together, with composite

de away, from deter

epr- upon epilogue

equi equal, equally equivalent

ex out of expel

homo- same, equal, ke homogenized

hyper over, too much hyperactive

hypo- under, too httle hypodermic

in not insufficient

in into instruct

nter between intersiate

mal bad malfunction

mis- wrong mistake

mono alone, one monolith

non- not nonentily

ob- against objection

omni all, everywhere omniscient

over above overbearing

poly many polymorphous

pre before precede

pro- forward propel

{eemtinued)
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Prefixes (continued)

Prefix Meaning | Example
re- back, again I reqress
retro backward retrograde
semi half, partly semicircle
sub under submarine
trans across, beyond | wranscend
un nol unneeded

Suffix Meaning Example
-able, -ible able 1o . usable

-er, -oF one who does competitor

fy o make digrufy

ism the practice of . rationalism
-ist one who 15 occupied with . ferminist

-less without, lacking meaningless
-logue a particular kind of speaking or writing prologue
ness the quality of aggressiveness
-ship the art or skill of . statesmanship
-ude the state of rectitude

Root Meaning Example
arch to rule monarch
belh war, warlike belligerent
bene good benevolent
chron nime chronology
dic t0 say indicative
fac to make, to do artifact
graph writing lelegraph
mon to che mortal
port to carry deport
vid, vis to see invisible
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Analyzing Prose and Poetry

The following may help you understand a passage. article, or poent.

Analyzing Prose

You will be asked questivns about prose on the CAHSEE English-Language Arts. They might deal with the issues of
genre (the Kind of work, such as short story or essity), narrator, content or subject. structure, and style.

Genre

From what kind of work is the setection taken? Is it fiction or nonliction?

If you're dealing with a work of fiction, chances are you'll have to think about the character or characters in the passage,
while 2 work of nonfiction probably focuses on an issue. onan idea, or on the author him- or herself.

Narrator/Author

Whether the passage is from a work of fiction or nonfiction, you must be sware of who is speaking and what his or her
attitudes are toward the characters or the subject of the passage. 1F you can. identify who is speaking, where and when,
whny, and o whont,

Subject

What is the purpose of the passage” [s it to present an argument or to introduce a character? To coax or entertiin or to
stir to action? If you can define an author's purpose clearly, most of the questions on the interpretation of meaning will
fall neatly into place.

Structure

The normal units of prose are the sentence and the paragraph. As with a poem. try to see how each part advances the
progress of the whole. How are the sentences and paragraphs relined to cach other and to the passage as a whote?

Style

The style of prose is determined by language (both diteral and figurative), tmagery, grammar and senteace structure- all
matiers you will deal with in the analysis of poeiry. In addition, the analysis of prose is certain to raise questions about
the rhetoric of a passage, that is. its use of words to persuade or influence a reader,

Analyzing Poetry

To prepare yourself for the kind of questions that may be asked. try going through cach poem and asking the following
questions in an order similar to this on the following page.
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What is the dramatic situation?

To determine the dramatic situation. ash yourself these guestions Who is the speaker ? O whe are the speakers? Is ibe
speither male or female? Where is he or she? When does tus pocm tahe place? What wre the circumstances?

Sometines you'IEbe able to ansser all of these guestions. sometimes only afew edoesn’tmatter Youve adready began
1o pderstand the poem

What is the structure of the poem?

To figire outa poent’s stctre, sish yoursed the Tollow ing questions: What ae the parts of the poesy and hov e they
related o each other? What eaves the pocm its coberence What are the strnctural divistons of the poem?

Incamaly Zing steucture, your best aid is the panciuaiion. Fook fisst lor complate sentences indicared by periods, seni
colons, queston nirks, or oxclinmation poists, Then ash hiow the poeny gets Tronn the Gese sentence 1o the second ad
Cronn the second o the thivd. Are there wepetitions sach as paralel syntay or the use of asimirde iy cach sentenve?
Answer these guestions inaccordance with the sense ol the poenn, oot by where a hine ends os a i me falls

Fhink about the logic of e poeny, Doesatask questrons thea sasseer thenr? O deselop an argumient? O oseasenes of
anabogies 1o prove a pont? Understading the strocture st st niatier of mechanies: Tewill bedp you to understand
the meaning of the poenas a whole amd o perceive sote of the ot the formal shalls. it the poct has ised

What is the theme of the poem?

You should ness he able o see e pont ol the poein, Sontetiies o poent sis s sanething as simple as “Hove you™.
sometines the theme or the aneaning s ol more compies, 1 possible, define whiat the pocm savs and why, A love
pocit ustially praises the loved one inthe hope it the speaker™ fove will be weivrned. Bat many poems have meamings

o comples o be reduced o single senieaces

Are the grammar and meaning clear?

Make sure you understand the mcanig of abl the words m the poent, especiatly words vou thought y ou knew but which
chom™t seen o fitin the contest of the pocin Adse nrbe siee sou understand the granmar of Qe poens, The word order
af poetry s often shewed, amd o a poeme adiect object niy come hetore the subject and the verb, LS sounding e
the poet steuch™ canemean the poet was ik by a mosteal mstiiment. but as e of pocty, it probably micans the poct
played his harpo)

What are the important literal images and figures of speech?

What are the important ieral setisony objects the miages, sich as afickd ol poppies or acstench of corruption” Wi
are the similes and metaphors of the poem? In cech. exactly swhat s compared o swhae? I ihere apaenn in the images.
such as aseries of comparisons in which men ore compaied o wild amnds 2 The most difticul challenge ol reading
poeny is discenmimating between the fierrative U1 love arose”™ ihat iy ove 1s Bike arose, beatiiul, sweet dragiles
and the fircand 01 ove arose™  than s, roses aee oy o Hoverr The Tiseob ey devices that aowriter mighi use
s enoriots ferms vou shondd defnitely kaos include prcrapdfies spnite . and porsonification

What is the tone of the poem?

foie is ashippers word,and awdmost evervone has ronble warh i 10 sonetimes vsed (o mean the suood or atmosphiere
of swark, OF 1 can mean @ manner of speaking, aowone ol voree, as 107 The disappointed coach™ tone was scomlul ™

His piost Common use as aerin of dierans aaly <1s, howeser, b o denote the inferredatiitde of an author, When the
author's attitude t different dmm that of the speaber as is useadly e cose inironic works e tone o varee of the
spesther, witich may be cali, businesslihe. ever gracions, s be very different from the sativic tone of the work. which
rellecis the awther’s drsappios il of the speaker
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Literature Key Terms

Following are terms often used in nultiple-choice test guestions concerning lilerature, Such questions don’t generally
ask you to directly define the terms, but you must be familiar with their meaning in order (o answer the question that is
asked. In addition. understanding and using the terms when appropriate. can strengthen an essay wrilten in response {0
a literitare selection.

Allegory A story in which people, things, and events have another meaning. An example of ailegory is Orwell’s
Animal Farm,

Alliteration The repetition of the same sound. This is usually a consonant at the heginning of two or more words immedi-
ately suceeeding each other or in short intervals, An example is: “Friends feared forever”

Allusion A reference in a work of literature 1o something vutside the work, especially toa weli-known historical or
literary evenl, person. or work. In Hamler, when Horatio says, “ere the mightiest Julius (el the allusion is to the death
ol Julius Cuesar.

Ambiguity Multiple meanings a literary work may communicate, especially two meanings that are incompatible,

Attitude A speaker’s, author's, or character’s opinion of & subject. For example, Hamlet's attitude toward Gertrude is a
mixture of aftection and revulsion. changing from one 1o the other within a single scene.

Auntobiography An author’s account of his or her own life.
Biography An accurate history ol a single person.

Climax Normally the point of highest interest in a novel. short story. or play. As a technical term of dramatic composi-
tion. the climax is the place where the action reaches a turning point: where the rising action (the complication ol the
plot) ends and the following action (the resolution of the plot) begins,

Comedy A dramatic form intended (o amuse the audience, Usually, a comedy moves Trom an unhappy situation o
happy resolution. The word comedy is now also applied 1o genres other than drama. such as the novel, [itm, or televi-
ston show.

Connotation The implications of a word or phrase, as opposed (o its exacl meaning (deneteation).

Convention A device of style or subject matter so often used that it becomes 4 recognized means of expression. For
example, a lover observing the literary love conventions cannot eat or sleep and grows pale and lean.

Denotation The dictionary meaning ol a word. as opposed to connotation.

Diction Word choice. Essay questions on a passage of prose or a poem could ash you o talk about diction or about
techniques that include diction. Any word that is important to the meaning and the effect ol a passage can be used in
your essay. These words are also deteils,

Digression The use of material unrelated (o the subject of a work. Departing from the subject: going off-topic.
Euphemism A figure of speech that uses indirection to avoid oftensive bluniness, such as deceased tor dead or remains
for corpse.

Figurative language Writing that uses figures of speech {as opposed to titeral lunguage or that which is actual o specil-
ically denoted) such as metaphor, simile. and irony. Figurative fanguage uses words (o mean something other than their
literat meaning. “The black bat night has flown™ is figurative. with the metaphor comparing night and a bat. "Night is
over.” says the same thing without figurative language. No real bat is or has been on the scene. but night is like a b
because it s dark
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Genre A literary form, such as essay, novel, or poem. Within genres like the poen, there are also more specific genres
based upon content (love poem, nature poem) or form (sonnet. ode).

Grotesque Characlerized by distortions or incongruities; misshapen or bizarre. The fiction of Poe is often described as
grotesyue,

ilyperbole Deliberate exaggeration, overstatement. As arule, hyperbole is self-conscious, without the intention ol being
accepted literally, “The strongest man in the world™ or "2 diamond s big as the Rits”™ are examples ol hyperbole.

Imagery The images of a literary work; the sensory details of a work; the figurative language of o work. Imagery has
several definitions, but the two that are paramount are the visual, auditory, or physical images evohed by the words of a
literary work or the images that figurative language evokes,

Irony A figure of speech in which intent and actual meaning differ— characteristicatly praise for blame or blame for
praise: a pattern of words that turns away from direct statement ot its own obvious meaning, The term frony implies a

discrepancy. In verbal irony (saying the opposite of what one means), the discrepancy is between statenment and mean-
ing. Sometimes, irony may simply understate. as in “Men have died from time w tme. .7

Jargon The special language of u prolession or group, The werm jargon usually has negative associations. with the
implication tha jargzon is evasive and not understood by oulsiders,

Literal Not figurative: accurate to the letter; matter ol fact or conerete.
Lyrical Songlike: characterized by emotion. subjectivity, and imagimetion.

Metaphor A ligurative use of language in which a comparison is expressed without the use ol a comparative term like
as, fike or than, A simtile would say, “night is tike a black bat™: a metaphor would say, “the black bat night.” When
Romeo says, "1t is the east. and Julict is the sun” his metaphors compare her window {o the east and Juliet 1o the sun.

Narrative technigues The methods involved in telling a story: the procedures vsed by @ wriler of stories or accounts.
Nariative teclmigres is a generad term thit asks you 1o discuss the procedures used in the telling of a story, Examples ol
the techniques you might use are point of view, manipulation of time, diatogue, or interior monologue,

Novel A fictional narrative in prose of considerable length. Shorter works are called novellas, and even shorer ones are
called short stories.

Omniscient point of view The vantage point of a story in which the narrator can know, see. and report whatever he or
she chooses, The narrator is free 1o deseribe the thoughts ol any of the characters, o skip about in time or place, or o
speak directly w the reader.

Oxymoron A combination of opposites: the union of contradictory terms. Romeo’s line “leather of lead, bright smoke,
cold fire, sick health™ contains four examples ot the device,

Parable A stwory designed to suggest a principle. illustrate @ moral. or answer a question. Parables are allegorical stories.
faradox A statement that seems to be sell-contradicting but may, in fact, be true.

Parody A composition that timitates the style of another composition normally for comic effect. A contest for parodies
ol Hemingway draws hundreds of entries each year.

Personification A figurative use of language that gives the nonhuman (ideas. inanimate objects, animals, abstractions)
huran characteristics,

Plot The intecrelated actions of a play or o novel that move to a climax and a final resolution,

Point of view Any ol several possible vantage points from which a story s told. The point of view may be omniscient,
limited to that of a single character. or himited to that of several characters. as well as other possibilities. The teller may
use the first person andfor the third person
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Rhetorical gquestion A question asked for eftect, not in expectation of a reply. No reply is expected because the ques-
tion presupposes only one pussible answer,

Satire Writing that sechs to arouse a reader’s disapproval of an object by ridicule. Satire is usually comedy that exposes
CITOrs,

Setting The background to a story; the physical location of a play, story. or novel. The setting of a narrative will normiatly
involve both time and place,

Simile A directly expressed comparison; a figure of speech comparing two objects usually with like, as, or than. Tt is
casier to recognize a simile than @ metaphor because the comparison is explicit: my love is like a fever: my love is
deeper than a well; niy love is as dead as o doornail.

Soliloquy A speech in which a character who is alone speaks his or her thoughts aloud. A monologue also has a single
speaker, but in a monologue the speaker talks to others who do not interrupt. Hamlet’s “To be, or not to be™ and “0!
what a rogue and peasant slave am I are soliloquies,

Strategy (or rhetorical strategy) The management of language for a specific effect. The strategy or thetorical striut-
egy of a poem is the planned placement of elements to achieve an effect. The rhetorical strategy of most love poems, lor
example, is deployed to convinee the loved one to return the speaker’s love, By appealing to the loved one’s sympathy
C°If you don’t return my love, my heant will break.”™), or by Mattery ("*How could I not Tove someone as beautitul as
you?"), or by threat (*"When you're old, you'll be sorry you refused me), the lover atiempts 1o persnade the loved-one
1o love in relurn,

Structure The arrangement of materials within a work; the relationship of the parts of a work to the whole; the logical
divisions of a work. The most common principles of structure are series (AL B, C. D, E}. contrast {A versus B, C versus
D, E versus A), and repetition (AA, BB, AB). The most commaon uaits of structure are play (scene, act), novel (chapter),
and poem (line, stanza).

Style The mode of expression in language: the characteristic manner of expression of an author. Many elements con-
tribute to style, and il 2 question calls Tor a discussion of style or of “stylistic techniques,” you can discuss diction, syn
tax. figurative language, imagery. selection of detail, sound effects, and tone, using the ones that are appropriate.

Syllogism A form of reasoning in which two statements are made and a conclusion is drawn from them. A syllogism
begins with a major premise (“All tragedies end unhappily.”™) followed by a minor premise (“Hamder is a ragedy.”) and
a conclusion (“Therefore, Hander ends unhappily.”).

Symbol Something that is simultaneously itself and a sign of something else. For example, winter, darkness, and cold
are real things, but in literature they are alse likely to be used as symbols of death.

Theme The main thought expressed by i work.

Thesis The theme, meaning. or position that a writer undertakes to prove or support,

Tone The nunner in which an author expresses his or her attitude; the intonation of the voice that expresses meaning.
Tone is described by adjectives. and the possibifitics are nearly endless. Often a single adjective will not be enough,

and tone nury change from chapter to chapter or even line to line. Tone may be the result of allusion, diction, ligurative
language, imagery, irony, symbol, syntax. and style.

Tragedy Now defined as a play with a serious content and an unhappy ending. Shakespeare™s Humler or Miller's
Death of u Salesman are examples.
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