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Learning Objectives
1. Identify the components of a basic sentence.

2. Identify the fou r most serious writing errors.
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Tip
These are the seven coordinating conjunctions that you can use: 1:=�

,9/��9:=��-@?��:=��D0?� and >: . Use these words appropriately when you

want to link the two independent clauses. The acronym ��!�"*% will

help you remember this group of coordinating conjunctions.

$?8�98 ��1B?�H?Q�JLCHN?L�Q;M�CHMN;FF?>��HI�IH?�EH?Q�BIQ�NI�OM?�CN�

�97:6/>/�=/8>/8-/ ��1B?�H?Q�JLCHN?L�Q;M�CHMN;FF?>��<ON�HI�IH?�EH?Q�BIQ�NI�OM?�CN�

��

http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/



�	�	
��/:/8./8>�)9<.=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

�>>CHA�>?J?H>?HN�QIL>M�CM�;HINB?L�Q;S�NI�FCHE�CH>?J?H>?HN�=F;OM?M��)CE?�NB?

=IIL>CH;NCHA�=IHDOH=NCIHM��>?J?H>?HN�QIL>M�MBIQ�;�L?F;NCIHMBCJ�<?NQ??H�NQI

CH>?J?H>?HN�=F;OM?M�

$?8�98 ��4?�NIIE�NB?�?F?P;NIL��NB?�INB?LM�MNCFF�AIN�NB?L?�<?@IL?�OM�

�97:6/>/�=/8>/8-/ ���FNBIOAB�Q?�NIIE�NB?�?F?P;NIL��NB?�INB?LM�AIN�NB?L?�<?@IL?�OM�

/OH
IH��!I<Q?<M�=IP?L?>�NB?�@OLHCNOL?��NB?�LIIG�B;>H]N�<??H�OM?>�CH�S?;LM�

�97:6/>/�=/8>/8-/ ��!I<Q?<M�=IP?L?>�NB?�@OLHCNOL?,/-+?=/ NB?�LIIG�B;>H]N�<??H

OM?>�CH�S?;LM�

Writing at Work

Figu re 2.4 Sample e-mail

IsabelleÕs e-mail opens with two fragments and two run-on

sentences containing comma splices. The e-mail ends with another

fragment. What effect would this e-mail ha ve on Mr. Blankenship or

other readers? Mr. Blankenship or other readers may not think highly

of IsaebelleÕs communication skills orÑworseÑmay not understand

the message at all! Communications written in precise, complete

sentences are not only more professional but also easier to

understand. Before you hit the ÒsendÓ button, read you r e-mail

carefully to make su re that the sentences are complete, are not run
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together, and are correctly punctuated.
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KEY TAKEAWAYS
¥ A sentence is complete when it contains both a subject and verb. A

complete sentence makes sense on its own.

¥ Every sentence must ha ve a subject, which usually appears at the

beginning of the sentence. A subject may be a noun (a person,

place, or thing) or a pronoun.

¥ A compound subject contains more than one noun.

¥ A prepositional phrase describes, or modifies, another word in the

sentence but cannot be the subject of a sentence.

¥ A verb is often an action word that indicates what the subject is

doing. Verbs may be action verbs, linking verbs, or helping verbs.
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¥ Variety in sentence structu re and length improves writing by

making it more interesting and more complex.

¥ Focusing on the six basic sentence patterns will enhance you r

writing.

¥ Fragments and run-on sentences are two common errors in

sentence construction.

¥ Fragments can be corrected by adding a missing subject or verb.

Fragments that begin with a preposition or a dependent word can

be corrected by combining the fragment with another sentence.

¥ Run-on sentences can be corrected by adding appropriate

punctuation or adding a coordinating conjunction.
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Learning Objectives
1. Define subject-verb agreement.

2. Identify common errors in subject-verb agreement.
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Singular Form Plu ral Form

First Person I live We live

Second Person You live You live

Third Person He/She/It lives They live

Table 2.1 Regular verb forms in the present tense

Tip
Add an -es to the third person singular form of regular verbs that end

in �>3���C , �.3� and �> . (I wish/He wishes, I fix/She fixes, I watch/It

watches, I kiss/He kisses.)
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Tip
Many singular subjects can be made plu ral by adding an -s. Most

regular verbs in the present tense end with an -s in the third person

singular. This does not make the verbs plu ral.
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Singular Form Plu ral Form

First Person I am We are

Second Person You are You are

Third Person He/She/It is They are

Table 2.2 Different forms of the verb to be in the present tense
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Singular Form Plu ral Form

First Person I ha ve We ha ve

Second Person You ha ve You ha ve

Table 2.3 Different forms of the verb to ha ve in the present tense
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Third Person He/She/It has They ha ve

Table 2.3 Different forms of the verb to ha ve in the present tense
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Singular Form Plu ral Form

First Person I do We do

Second Person You do You do

Third Person He/She/It does They do

Table 2.4 Different forms of the verb to do in the present tense
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Tip
If you can substitute the word ?30Dfor the compound subject, then

the sentence takes the third person plu ral verb form.
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Tip
If you ha ve trouble finding the subject and the verb in questions, try

answering the question being asked.
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Writing at Work

Figu re 2.5 Advertisement
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Imagine that you are a prospective client and that you saw this ad

online. Would you call Terra Services to handle you r next project?

Probably not! Mistakes in subject-verb agreement can cost a

company business. Paying careful attention to grammatical details

ensu res professionalism that clients will recognize and respect.
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KEY TAKEAWAYS
¥ Parts of sentences must agree in number, person, case, and

gender.

¥ A verb must always agree with its subject in number. A singular

subject requires a singular verb; a plu ral subject requires a plu ral

verb.

¥ Irregular verbs do not follow a predictable pattern in their singular

and plu ral forms. Common irregular verbs are ?:�-0 , ?:�3,A0 , and ?:

/: .

¥ A compound subject is formed when two or more nouns are joined

by the words ,9/ , :=, or 9:= .

¥ In some sentences, the subject and verb may be separated by a

phrase or clause, but the verb must still agree with the subject.

¥ Indefinite pronouns, such as ,9D:90 , 0,.3 , 0A0=D:90, 8,9D , 9:�:90 ,

and >:80?3492, refer to unspecified people or objects. Most

indefinite pronouns are singular.

¥ A collective noun is a noun that identifies more than one person,

place, or thing and treats those people, places, or things one

singular unit. Collective nouns require singular verbs.

¥ In sentences that begin with 30=0and ?30=0, the subject follows the

verb.

¥ In questions, the subject follows the verb.
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Learning Objectives
1. Use the correct regular verb tense in basic sentences.

2. Use the correct irregular verb tense in basic sentences.
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Tip
The best way to learn irregular verbs is to memorize them. With the

help of a classmate, create flashcards of irregular verbs and test

you rselves until you master them.
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Simple

Present
Past

Simple

Present
Past

be was, were lose lost

become became make made

begin began mean meant

blow blew meet met

break broke pay paid

bring brought put put

build built quit quit

bu rst bu rst read read

buy bought ride rode

catch caught ring rang

choose chose rise rose

come came run ran

cut cut say said

dive
dove

(dived)see
saw

do did seek sought

draw drew sell sold

drink drank send sent

drive drove set set

eat ate shake shook

Table 2.5 Irregular Verbs
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fall fell shine
shone

(shined)

feed fed shrink
shrank

(shrunk)

feel felt sing sang

fight fought sit sat

find found sleep slept

Fly Flew Speak Spoke

forget forgot spend spent

forgive forga ve spring sprang

freeze froze stand stood

get got steal stole

give gave strike struck

go went swim swam

grow grew swing swung

have had take took

hear heard teach taught

hide hid tear tore

hold held tell told

hu rt hu rt think thought

keep kept throw threw

know knew understand understood

lay laid wake woke

Table 2.5 Irregular Verbs
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lead led wear wore

leave left win won

let let wind wound

Table 2.5 Irregular Verbs
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Tip
In some cases, clear communication will call for different tenses.

Look at the following example:

Figu re 2.6

If the time frame for each action or state is different, a tense shift is

appropriate.

Figu re 2.7
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Writing at Work
Read the following excerpt from a work e-mail:

Figu re 2.8

The inconsistent tense in the e-mail will very likely distract the

reader from its overall point. Most likely, you r coworkers will not

correct you r verb tenses or call attention to grammatical errors, but it

is important to keep in mind that errors such as these do ha ve a

subtle negative impact in the workplace.
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KEY TAKEAWAYS
¥ Verb tense helps you express when an event takes place.

¥ Regular verbs follow regular patterns when shifting from present

to past tense.

¥ Irregular verbs do not follow regular, predictable patterns when

shifting from present to past tense.

¥ Using consistent verb tense is a key element to effective writing.
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Learning Objectives
1. Learn the basic rules of capitalization.

2. Identify common capitalization errors.

1?RN�G?MM;A?M��=;MO;F�?
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-LIJ?L�HIOHM[NB?�H;G?M�I@�MJ?=Ca=�J?IJF?��JF;=?M��I<D?=NM��MNL??NM��<OCF>CHAM��?P?HNM�

IL�NCNF?M�I@�CH>CPC>O;FM[;L?�;FQ;SM�=;JCN;FCT?>�

Tip
Always capitalize nationalities, races, languages, and religions. For

example, American, African American, Hispanic, Catholic,

Protestant, Jewish, Muslim, Hindu, Buddhist, and so on.
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>Ce?L?H=?�<?NQ??H�JLIJ?L�HIOHM�;H>�=IGGIH�HIOHM�

Common Noun Proper Noun

museum The Art Institute of Chicago

theater Apollo Theater

country Malaysia

uncle Uncle Javier

doctor Dr. Jackson

book #=4/0�,9/�#=05@/4.0

college Smith College

war the Spanish-American War

historical event The Renaissance

Table 2.6 Difference between proper nouns and common nouns
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Tip
Computer-related words such as ÒInternetÓ and ÒWorld Wide WebÓ

are usually capitalized; however, Òe-mailÓ and ÒonlineÓ are never

capitalized.
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NB?�IJ?HCHA�J;A?M��;M�NB?�L?;>?L�=;H�=F?;LFS�J?L=?CP?�NB;N�B?�CM�CH�;�>CL?

JL?>C=;G?HN[;H>�@LCABN?HCHAFS�CHPIFP?>�

Writing at Work
Did you know that, if you use all capital letters to convey a message,

the capital letters come across like shouting? In addition, all capital

letters are actually more difficult to read and may annoy the reader.

To avoid ÒshoutingÓ at or annoying you r reader, follow the rules of

capitalization and find other ways to emphasize you r point.
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KEY TAKEAWAYS
¥ Learning and applying the basic rules of capitalization is a

fundamental aspect of good writing.

¥ Identifying and correcting errors in capitalization is an important

writing skill.
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Learning Objective
1. Identify pronouns and their antecedents.

2. Use pronouns and their antecedents correctly.

f@�NB?L?�Q?L?�HI�JLIHIOHM��;FF�NSJ?M�I@�QLCNCHA�QIOF>�<?�KOCN?�N?>CIOM�NI�L?;>��4?
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Singular Form Plu ral Form

First

Person
I, me, my (mine) We, us, ou r (ou rs)

Table 2.7 Different forms
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Second

Person
You, you, you r (you rs) You you you r (you r)

Third

Person

He, she, it, him, her, it,

this, its

They, them, their

(theirs)

Table 2.7 Different forms
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all each one few nothing several

any each other many one some

anybody either neither one another somebody

anything everybody nobody oneself someone

Table 2.8 Common Indefinite Pronouns
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both everyone none other something

each everything no one others anyone

Table 2.8 Common Indefinite Pronouns
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audience faculty public

band family school

class government society

committee group team

company ju ry tribe

Table 2.9 Common Collective Nouns
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Singular Pronouns Plu ral Pronouns

Subject Object Subject Object

I me we us

you you you you

he, she, it him, her, it they them

Table 2.10 Singular and Plu ral Pronouns

1B?�@IFFIQCHA�M?HN?H=?M�MBIQ�JLIHIOHM�;M�MO<D?=NM�

�� &63�:=D3ANB?� FO?�/C>A?�*IOHN;CHM�CH�NB?�@;FF�

�� #P?LS�MOGG?L�B63GJC=E?>�OJ�FCNN?L�@LIG�H;NCIH;F�J;LEM�

1B?�@IFFIQCHA�M?HN?H=?M�MBIQ�JLIHIOHM�;M�I<D?=NM�

�� *;LC?�F?;H?>�IP?L�;H>�ECMM?>67; �

�� ';H?�GIP?> 7BNI�NB?�=ILH?L�

Tip
Note that a pronoun can also be the object of a preposition.

Near ?308 , the children played.

My mother stood between @>.

The pronouns @>and ?308 are objects of the prepositions 90,= and

-0?B009 . They answer the questions 90,= whom? And -0?B009 whom?
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Tip
Note that object pronouns are never used in the subject position. One

way to remember this rule is to remove the other subject in a

compound subject, lea ve only the pronoun, and see whether the

sentence makes sense. For example, Me visited the Grand Canyon

last summer sounds immediately incorrect.

!IGJIOH>�I<D?=N�JLIHIOHM�;L?�NQI�IL�GIL?�JLIHIOHM�DICH?>�<S�;�=IHDOH=NCIH�IL�;

JL?JIMCNCIH�NB;N�@OH=NCIH�;M�NB?�I<D?=N�I@�NB?�M?HN?H=?�

P8-9<</->��f�B;P?�;�AII>�@??FCHA�;<ION�';HC=?�;H>�f�

�9<</-> ��f�B;P?�;�AII>�@??FCHA�;<ION�';HC=?�;H>�G?�

Tip
It is correct to write Janice and me, as opposed to me and Janice. Just

remember it is more polite to refer to you rself last.

Writing at Work
In casual conversation, people sometimes mix up subject and object

pronouns. For instance, you might say, ÒMe and Donnie went to a

movie last night.Ó However, when you are writing or speaking at

work or in any other formal situation, you need to remember the

distinctions between subject and object pronouns and be able to

correct you rself. These subtle grammar corrections will enhance you r

professional image and reputation.
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)6= IL E6=3D3@CM�;FQ;SM�NB?�MO<D?=N�I@�;�P?L<��2M?E6= IL E6=3D3@QB?H�NB?�JLIHIOH

J?L@ILGM�NB?�;=NCIH�CH>C=;N?>�<S�NB?�P?L<�

` 4BI�QIH�NB?�G;L;NBIH�F;MN�1O?M>;S�

` f�QIH>?L�QBI�=;G?�OJ�QCNB�NB;N�N?LLC<F?�C>?;�

,H�NB?�INB?L�B;H>� E6=; ;H> E6=;3D3@M?LP?�;M�I<D?=NM��1B?S�;L?�OM?>�QB?H�NB?

JLIHIOH�>I?M <=BJ?L@ILG�;H�;=NCIH��2M?E6=; IL E6=;3D3@QB?H�NB?�JLIHIOH�CM�NB?

>CL?=N�I<D?=N�I@�;�P?L<�IL�NB?�I<D?=N�I@�;�JL?JIMCNCIH�

` )6=; >C>�$L;HE�G;LLS�NB?�NBCL>�NCG?���>CL?=N�I<D?=N�I@�P?L<	

` $LIG E6=; >C>�SIO�<OS�NB;N�IF>�L?=IL>�JF;S?L���I<D?=N�I@�JL?JIMCNCIH	

Tip
If you are ha ving trouble deciding when to use who and whom, try

this trick. Take the following sentence:

¥ )3:�)3:8 do I consider my best friend?

Reorder the sentence in you r head, using either he or him in place of

who or whom.

¥ I consider him my best friend.

¥ I consider he my best friend.

Which sentence sounds better? The first one, of cou rse. So the trick

is, if you can use him, you should use whom.
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KEY TAKEAWAYS
1. Pronouns and their antecedents need to agree in number and

person.

2. Most indefinite pronouns are singular.

3. Collective nouns are usually singular.

4. Pronouns can function as subjects or objects.

5. Subject pronouns are never used as objects, and object pronouns

are never used as subjects.

6. )3: serves as a subject of a verb.

7. )3:8 serves as an object of a sentence or the object of a

preposition.
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Learning Objectives
1. Identify adjectives and adverbs.

2. Use adjectives and adverbs correctly.
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Tip
Remember the following exception: If the word has two syllables and

ends in -y, change the -y to an -i and add - 0>?. For example, 3,;;D

would change to 3,;;40>? in the superlative form; 30,7?3Dwould

change to 30,7?340>?.
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Comparative Superlative

Adjective good better best

Adverb Well Better Best

Adjective Bad Worse Worst
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Advert Badly Worse worst
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Tip
Remember -0??0=and B:=>0 compare two persons or things. �0>? and

B:=>? compare three or more persons or things.
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Writing at Work
The irregular words good, well, bad, and badly are often misused

along with their comparative and superlative forms better, best,

worse, and worst. You may not hear the difference between worse

and worst, and therefore type it incorrectly. In a formal or business-

like tone, use each of these words to write eight separate sentences.

Assume these sentences will be seen and judged by you r cu rrent or

futu re employer.
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KEY TAKEAWAYS
¥ Adjectives describe a noun or a pronoun.

¥ Adverbs describe a verb, adjective, or another adverb.

¥ Most adverbs are formed by adding -ly to an adjective.

¥ Comparative adjectives and adverbs compare two persons or

things.

¥ Superlative adjectives or adverbs compare more than two persons

or things.

¥ The adjectives good and bad and the adverbs well and badly are

unique in their comparative and superlative forms and require

special attention.
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Learning Objectives
1. Identify modifiers.

2. Learn how to correct misplaced and dangling modifiers.
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Tip
Simple modifiers like :97D��,78:>?��5@>?��90,=7D, and -,=07Doften get

used incorrectly because writers often stick them in the wrong place.

Confusing : Tyler ,78:>? found fifty cents under the sofa cushions.

Repaired : Tyler found ,78:>? fifty cents under the sofa cushions.

¥ How do you ,78:>? find something? Either you find it or you do

not. The repaired sentence is much clearer.
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Tip
The following three steps will help you quickly spot a dangling

modifier:

1. Look for an �492 modifier at the beginning of you r sentence or

another modifying phrase:

� Painting for ?3=00�3:@=>�,?�9423?, the kitchen was finally

finished by Maggie. (Painting is the �492 modifier.)

2. Underline the first noun that follows it:

� P,49?492�1:=�?3=00�3:@=>�,?�9423?, the kitchen was finally

finished by Maggie.

3. Make su re the modifier and noun go together logically. If they do

not, it is very likely you ha ve a dangling modifier.

After identifying the dangling modifier, rewrite the sentence.

#,49?492�1:=�?3=00�3:@=>�,?�9423?�� ,2240 finally finished the kitchen.
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Learning Objectives
1. Use the skills you ha ve learned in the chapter.

2. Work collaboratively with other students.
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Learning Objectives
1. Identify the uses of commas.

2. Correctly use commas in sentences.
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KEY TAKEAWAYS
¥ Punctuation marks provide visual cues to readers to tell them how

to read a sentence. Punctuation marks convey meaning.

¥ Commas indicate a pause or a list in a sentence.

¥ A comma should be used after an introductory word to separate

this word from the main sentence.

¥ A comma comes after each noun in a list. The word ,9/ is added

before the last noun, which is not followed by a comma.

¥ A comma comes after every coordinating adjective except for the

last adjective.

¥ Commas can be used to separate the two independent clauses in

compound sentences as long as a conjunction follows the comma.

¥ Commas are used to separate interrupting words from the rest of

the sentence.

¥ When you write the date, you add a comma between the day and

the year. You also add a comma after the year if the sentence

continues after the date.
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¥ When they are used in a sentence, addresses ha ve commas after

the street address, and the city. If a sentence continues after the

address, a comma comes after the zip code.

¥ When you write a letter, you use commas in you r greeting at the

beginning and in you r closing at the end of you r letter.
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Learning Objectives
¥ Identify the uses of semicolons.

¥ Properly use semicolons in sentences.
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Tip
Use semicolons to join two main clauses. Do not use semicolons with

coordinating conjunctions such as ,9/ , :=, and -@?.
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KEY TAKEAWAYS
1. Use a semicolon to join two independent clauses.

2. Use a semicolon to separate items in a list when those items

already require a comma.
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Learning Objectives
1. Identify the uses of colons.

2. Properly use colons in sentences.
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Tip
Long quotations, which are forty words or more, are called block

quotations. Block quotations frequently appear in longer essays and

research papers. For more information about block quotations, see

" Writing Preparation (Page 336)".
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Tip
Capitalize the first letter following a colon for a proper noun, the

beginning of a quote, or the first letter of another independent

clause. Do NOT capitalize if the information following the colon is not

a complete sentence.

Proper noun : We visited three countries: Belize, Hondu ras, and El

Salvador.

Beginning of a quote : My mother loved this line from Hamlet: ÒT o

thine own self be true.Ó T wo independent clauses : There are

drawbacks to modern technology: My brotherÕs cell phone died and

he lost a lot of phone numbers.

Incorrect : The recipe is simple: T omato, basil, and a vocado.
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KEY TAKEAWAYS
¥ Use a colon to introduce a list, quote, or example.

¥ Use a colon after a greeting in business letters and memos.
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Learning Objectives
1. Identify the uses of quotes.

2. Correctly use quotes in sentences.
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Writing at Work
Most word processsing software is designed to catch errors in

grammar, spelling, and punctuation. While this can be a useful tool,

it is better to be well acquainted with the rules of punctuation than to

leave the thinking to the computer. Properly punctuated writing will

convey you r meaning clearly. Consider the subtle shifts in meaning

in the following sentences:

¥ The client said he thought ou r manuscript was garbage.

¥ The client said, ÒHe thought ou r manuscript was garbage.Ó

The first sentence reads as an indirect quote in which the client does

not like the manuscript. But did he actually use the word ÒgarbageÓ?

(This would be alarming!) Or has the speaker paraphrased (and

exaggerated) the clientÕs words?

The second sentence reads as a direct quote from the client. But who

is ÒheÓ in this sentence? Is it a third party?

Word processing software would not catch this because the sentences

are not grammatically incorrect. However, the meanings of the

sentences are not the same. Understanding punctuation will help you

write what you mean, and in this case, could sa ve a lot of confusion

around the office!
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Writing at Work
In many businesses, the difference between exact wording and a

paraphrase is extremely important. For legal pu rposes, or for the

pu rposes of doing a job correctly, it can be important to know exactly

what the client, customer, or supervisor said. Sometimes, important

details can be lost when instructions are paraphrased. Use quotes to

indicate exact words where needed, and let you r coworkers know the

source of the quotation (client, customer, peer, etc.).
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KEY TAKEAWAYS
¥ Use quotation marks to enclose direct quotes and titles of short

works.

¥ Use single quotation marks to enclose a quote within a quote.

¥ Do not use any quotation marks for indirect quotations.
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Learning Objectives
1. Identify the uses of apostrophes.

2. Correctly use apostrophes in sentences.
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arenÕt are not

canÕt cannot

doesnÕt does not

donÕt do not

isnÕt is not

heÕll he will

IÕll I will

sheÕll she will

theyÕll they will

youÕll you will

itÕs it is, it has

letÕs let us

sheÕs she is, she has

thereÕs there is, there has

whoÕs who is, who has

Tip
Be careful not to confuse itÕs with its. ItÕs is a contraction of the

words it and is. Its is a possessive pronoun. ItÕs cold and rainy

outside. (It is cold and rainy outside.)

The cat was chasing its tail. (Shows that the tail belongs to the cat.)

When in doubt, substitute the words it is in a sentence. If sentence

still makes sense, use the contraction itÕs.

��



��
�
�	��B/<-3=/���	�

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

,H�SIOL�IQH�MB??N�I@�J;J?L��=ILL?=N�NB?�@IFFIQCHA�M?HN?H=?M�<S�;>>CHA�;JIMNLIJB?M��f@

NB?�M?HN?H=?�CM�=ILL?=N�;M�CN�CM��QLCN?#� �

�� ^4B;N�;�<?;ONC@OF�=BCF>��0B?�B;M�B?L�GINB?LM�?S?M�_

�� *S�<LINB?LM�QC@?�CM�IH?�I@�GS�<?MN�@LC?H>M�

�� f�=IOF>HN�<?FC?P?�CN�QB?H�f�@IOH>�ION�NB;N�f�AIN�NB?�DI<�

�� *S�MOJ?LPCMILM�CH@ILG?>�G?�NB;N�f�QIOF>HN�<?�;<F?�NI�N;E?�NB?�>;SM�Ie�

�� #;=B�I@�NB?�MNO>?HNM�L?MJIHM?M�Q?L?�OHCKO?�

�� 4IHN�SIO�JF?;M?�DICH�G?�@IL�>CHH?L�NIHCABN�

��
����/C�&+5/+A+C=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

KEY TAKEAWAYS
¥ Use apostrophes to show possession. Add H>to singular nouns and

plu ral nouns that do not end in >. Add Hto plu ral nouns that end in

>.

¥ Use apostrophes in contractions to show where a letter or letters

have been left out.
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Learning Objectives
1. Identify the uses of parentheses.

2. Properly use parentheses in sentences.
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KEY TAKEAWAYS
¥ Parentheses enclose information that is secondary to the meaning

of a sentence.

¥ Parentheses are always used in pairs.
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Learning Objectives
1. Identify the uses of dashes.

2. Correctly use dashes in sentences.
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KEY TAKEAWAYS
¥ Dashes indicate a pause in text.

¥ Dashes set off information in a sentence to show emphasis.
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Learning Objectives
1. Identify the uses of hyphens.

2. Properly use hyphens in sentences. A hyphen (-) looks similar to a dash

but is shorter and used in different ways.
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KEY TAKEAWAYS
¥ Hyphens join words that work as one adjective.

¥ Hyphens break words across two lines of text.
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Learning Objectives
1. Use the skills you ha ve learned in this chapter.

2. Work collaboratively with other students.
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Learning Objectives
1. Identify commonly confused words.

2. Use strategies to a void commonly confused words.
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Tip

Figu re 4.1 A Commonly Misused Word on a Public Sign

Commonly confused words appear in many locations, not just at work

or at school. Be on the lookout for misused words wherever you find

you rself throughout the day. Make a mental note of the error and

remember its correction for you r own pieces of writing.

Writing at Work
All employers value effective communication. From an application to

an interview to the first month on the job, employers pay attention to

you r vocabulary. You do not need a large vocabulary to succeed, but

you do need to be able to express you rself clearly and a void

commonly misused words.

When giving an important presentation on the effect of inflation on

profit margins, you must know the difference between effect and

affect and choose the correct word. When writing an e-mail to

confirm deliveries, you must know if the shipment will arrive in to

days, too days, or two days. Confusion may arise if you choose the

wrong word.

Consistently using the proper words will improve you r

communication and make a positive impression on you r boss and

colleagues.


�



��	���	��B/<-3=/���


�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

1B?�@IFFIQCHA�J;L;AL;JB�=IHN;CHM�?F?P?H�?LLILM��$CH>�?;=B�GCMOM?>�QIL>�;H>�=ILL?=N

CN�<S�;>>CHA�NB?�JLIJ?L�QIL>�

1B?�ILCACH;F�2HCN?>�0N;N?M�"?=F;L;NCIH�I@�fH>?J?H>?H=?�M?NM�CH�;�=;M?�;N�NB?�/INOH>;

@IL�NB?�!B;LN?LM�I@�$L??>IG�;M�J;LN�I@�NB?�+;NCIH;F��L=BCP?M�CH�4;MBCHANIH��"!��0CH=?

������IP?L�IH?�GCFFCIH�PCMCNILM�?;=B�S?;L�I@�J;MM?>�NBLIOAB�NB?�/INOH>;�NII�MH;J�;

JBINIAL;JB�NI�=;JNOL?�NB?S]L?�?RJ?LC?H=?���FNBIOAB�MCAHM�MN;N?��^+I�$F;MB

-BINIAL;JBS�_�@ILA?N@OF�NIOLCMNM�F?;P?�NB?�b;MB�IH��;H�;�<LCABN�FCABN�bC=E?LM�@IL�DOMN�;

GCFFCM?=IH>��1BCM�GCFFCM?=IH>�I@�FCABN�G;S�HIN�M??G�FCE?�?HIOAB�NI�?e?=N�NB?�JL?=CIOM

>I=OG?HN��<ON�MOJJIM?>�BIQ�GO=B�FCABN�=IOF>�<?�A?H?L;N?>�QB?H�;FF�NBIM?

GCFFCM?=IH>M�;L?�;>>?>�OJ���==IL>CHA�NI�NB?�+;NCIH;F��L=BCP?M�;>GCHCMNL;NILM��CNM

?HIOAB�NI�MCAHCa=;HNFS�>;G;A?�NB?�BCMNILC=�>I=OG?HN��0I��HIQ��NB?�MCAHM�>CMJF;S�KOCN

;�>Ce?L?HN�G?MM;A?��^+I�-BINIAL;JBS�_�3CMCNILM�=IHNCHO?�NI�NL;P?F�NI�M??�NB?

"?=F;L;NCIH�NB;N�<?A;H�;L?�=IOHNLS��<ON�EHIQ�FIHA?L�=;H�J?LMIH;F�JC=NOL?M�M?LP?�;M

G?G?HNIM��1B?�;>GCHCMNL;NILM]�=IGJLIGCM?��NB?S�M;S��CM�;�PCMCN�NI�NB?�AC@N�MBIJ�@IL�;

JL?JLCHN?>�JBINIAL;JB�

�966+,9<+>398

-F?;M?�MB;L?�QCNB�;�=F;MMG;N?�;H>�=IGJ;L?�SIOL�;HMQ?LM�

��	����/C�&+5/+A+C=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

KEY TAKEAWAYS
¥ In order to write accu rately, it is important for writers to be aware

of commonly confused words.

¥ Although commonly confused words may look alike or sound

alike, their meanings are very different.

¥ Consulting the dictionary is one way to make su re you are using

the correct word in you r writing. You may also keep a list of

commonly confused words nearby when you write or study the

chart in this book.

¥ Choosing the proper words lea ves a positive impression on you r

readers.
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Learning Objectives
1. Identify common spelling rules.

2. Identify commonly misused homonyms.

3. Identify commonly misspelled words.
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Tip
Eight T ips to Improve Spelling Skills

1. Read the words in you r assignment carefully, and a void

skimming over the page. Focusing on you r written assignment

word by word will help you pay close attention to each wordÕs

spelling. Skimming quickly, you may overlook misspelled words.

2. Use mnemonic devices to remember the correct spelling of

words. Mnemonic devices, or memory techniques and learning

aids, include inventive sayings or practices that help you

remember. For example, the saying ÒIt is important to be a

beautiful person inside and outÓ may help you remember that

-0,@?41@7begins with Òbe a.Ó The practice of pronouncing the word

)0/90>/,D Wed-nes-day may help you remember how to spell the

word correctly.

3. Use a dictionary. Many professional writers rely on the

dictionaryÑeither in print or online. If you find it difficult to use a

regular dictionary, ask you r instructor to help you find a Òpoor

spellerÕs dictionary.Ó

4. Use you r computerÕs spell checker. The spell checker will not

solve all you r spelling problems, but it is a useful tool. See the

introduction to this section for cautions about spell checkers.

5. Keep a list of frequently misspelled words. You will often

misspell the same words again and again, but do not let this

discou rage you. All writers struggle with the spellings of certain

words; they become aware of their spelling weaknesses and work

to improve. Be aware of which words you commonly misspell, and

you can add them to a list to learn to spell them correctly.

6. Look over corrected papers for misspelled words. Add these

words to you r list and practice writing each word fou r to five times

each. Writing teachers will especially notice which words you

frequently misspell, and it will help you excel in you r classes if

they see you r spelling improve.

7. Test you rself with flashcards. Sometimes the old-fashioned

methods are best, and for spelling, this tried and true technique

has worked for many students. You can work with a peer or alone.

8. Review the common spelling rules explained in this chapter.

Take the necessary time to master the material; you may retu rn to

the rules in this chapter again and again, as needed.
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Tip
Remember to focus on spelling du ring the editing and revising step of

the writing process. Start with the big ideas such as organizing you r

piece of writing and developing effective paragraphs, and then work

you r way down toward the smallerÑbut equally importantÑdetails

like spelling and punctuation. T o read more about the writing process

and editing and revising, see " The Writing Process: How Do I Begin?

(Page 231)".
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Tip
Use the following two tricks to help you master these troublesome

words:

1. Copy each word a few times and underline the problem area.

2. Copy the words onto flash cards and ha ve a friend test you.

across disappoint integration particular separate

address disapprove intelligent perform similar

Table 4.1 Commonly Misspelled Word
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answer doesnÕt interest perhaps since

argument eighth interfere personnel speech

athlete embarrass jewelry possess strength

Beginning Environment Judgment possible Success

beha vior exaggerate knowledge prefer surprise

Calendar Familiar Maintain Prejudice Taught

Career Finally Mathematics Privilege
Temperat-

ure

Conscience Government Meant Probably Thorough

Crowded Grammar Necessary Psychology Thought

Definite Height Nervous Pursue Tired

Describe Illegal Occasion Reference Until

Desperate Immediately Opinion Rhythm Weight

Different Important Optimist Ridiculous written

Table 4.1 Commonly Misspelled Word
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Writing at Work
In todayÕs job market, writing e-mails has become a means by which

many people find employment. E-mails to prospective employers

require thoughtful word choice, accu rate spelling, and perfect

punctuation. EmployersÕ inboxes are inundated with countless e-

mails daily. If even the subject line of an e-mail contains a spelling

error, it will likely be overlooked and someone elseÕs e-mail will take

priority.

The best thing to do after you proofread an e-mail to an employer

and run the spell checker is to ha ve an additional set of eyes go over it

with you; one of you r teachers may be able to read the e-mail and

give you suggestions for improvement. Most colleges and universities

have writing centers, which may also be able to assist you.
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KEY TAKEAWAYS
¥ Accu rate, error-free spelling enhances you r credibility with the

reader.

¥ Mastering the rules of spelling may help you become a better

speller.

¥ Knowing the commonly misused homonyms may prevent spelling

errors.
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¥ Studying the list of commonly misspelled words in this chapter, or

studying a list of you r own, is one way to improve you r spelling

skills.
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Learning Objectives
1. Identify the reasons why using a dictionary and thesau rus is important

when writing.

2. Identify how to use proper connotations.

3. Identify how to a void using slang, clichŽs, and overly general words in

you r writing.
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Positive Negative Neutral

Table 4.2 Writing the word in the aprropriate box
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Writing at Work
Frequent exposu re to media and popular cultu re has desensitized

many of us to slang. In certain situations, using slang at work may

not be problematic, but keep in mind that words can ha ve a powerful

effect. Slang in professional e-mails or du ring meetings may convey

the wrong message or even mistakenly offend someone.
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NBCM�MJ??=B�ACPCHA�MNOe��f�QIH>?L�C@�f�B;P?�NB?�AONM�NI�>I�CN�;A;CH�

�966+,9<+>398

-F?;M?�MB;L?�QCNB�;�=F;MMG;N?�;H>�=IGJ;L?�SIOL�;HMQ?LM�

�������@93.381��63-2E=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�
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BIOLM�

Tip
Think about all the clichŽ phrases that you hear in popular music or

in everyday conversation. What would happen if these clichŽs were

transformed into something unique?
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KEY TAKEAWAYS
¥ Using a dictionary and thesau rus as you write will improve you r

writing by improving you r word choice.

¥ Connotations of words may be positive, neutral, or negative.
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¥ Slang, clichŽs, and overly general words should be a voided in

academic writing.
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Learning Objectives
1. Identify the meanings of common prefixes.

2. Become familiar with common suffix rules.
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Tip
The main rule to remember when adding a prefix to a word is not to

add letters or lea ve out any letters. See Table " Table 4.3 " for

examples of this rule.

Prefix Meaning Example

Dis Not, opposite of Dis + satisfied = dissatisfied

Table 4.3 Common Prefixes
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Mis Wrongly Mis + spell = misspell

Un Not Un + acceptable = unacceptable

Re Again Re + election = reelection

Inter Between Inter + related = interrelated

Pre Before Pre + pay = prepay

Non Not Non + sense = nonsense

Super Above Super + script = superscript

Sub Under Sub + merge = submerge

Anti Against, opposing Anti + bacterial = antibacterial

Table 4.3 Common Prefixes
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KEY TAKEAWAYS
¥ A prefix is a word part added to the beginning of a word that

changes the wordÕs meaning.

¥ A suffix is a word part added to the end of a word that changes the

wordÕs meaning.

¥ Learning the meanings of prefixes and suffixes will help expand

you r vocabulary, which will help improve you r writing.
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Learning Objectives
1. Recognize how synonyms improve writing.
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2. Identify common antonyms to increase you r vocabulary.
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Writing at Work
Any writing you do at work involves a careful choice of words. For

example, if you are writing an e-mail to you r employer regarding

you r earnings, you can use the word ;,D , >,7,=D, or hou rly B,20 . There

are also other synonyms to choose from. Just keep in mind that the

word you choose will ha ve an effect on the reader, so you want to

choose wisely to get the desired effect.
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Word Antonym Word Antonym

absence presence frequent seldom

accept refuse harmful harmless

accurate inaccu rate horizontal vertical

advantage disadvantage imitation genuine

ancient modern inhabited uninhabited

abundant scarce inferior superior

artificial natu ral intentional accidental

attractive repulsive justice injustice

borrow lend knowledge ignorance

bra very cowardice landlord tenant

create destroy, demolish likely unlikely

bold timid, meek minority majority

capable incapable miser spendthrift

combine separate obedient disobedient

conceal reveal optimist pessimist

common rare permanent temporary

decrease increase plentiful scarce

definite indefinite private public

despair hope prudent imprudent

discou rage encou rage qualified unqualified

employer employee satisfactory unsatisfactory

Table 4.4 Common Antonyms

� ��



expand contract tame wild

forget remember vacant occupied

Table 4.4 Common Antonyms

Tip
Learning antonyms is an effective way to increase you r vocabulary.

Memorizing words in combination with or in relation to other words

often helps us retain them.
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KEY TAKEAWAYS
¥ Synonyms are words that ha ve the same, or almost the same,

meaning as another word.

¥ Antonyms are words that ha ve the opposite meaning of another

word.

¥ Choosing the right synonym refines you r writing.

¥ Learning common antonyms sharpens you r sense of language and

expands you r vocabulary.
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Learning Objectives
1. Identify the different types of context clues.

2. Practice using context clues while reading.
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Tip
Look for signal words like >@.3�,>��1:=�49>?,9.0�and 1:=�0C,8;70 . These

words signal that a wordÕs meaning may be revealed through an

example.
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Tip
In addition to context clues to help you figu re out the meaning of a

word, examine the following word parts: prefixes, roots, and suffixes.

Writing at Work
Jargon a type of shorthand communication often used in the

workplace. It is the technical language of a special field. Imagine it is

you r first time working as a server in a restau rant and you r manager

tells you he is going to Òeighty-sixÓ the roasted chicken. If you do not

realize that Òeighty-sixÓ means to remove an item from the menu,

you could be confused.

When you first start a job, no matter where it may be, you will

encounter jargon that will likely be foreign to you. Perhaps after

working the job for a short time, you too will feel comfortable enough

to use it. When you are first hired, however, jargon can be baffling

and make you feel like an outsider. If you cannot decipher the jargon

based on the context, it is always a good policy to ask.
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KEY TAKEAWAYS
¥ Context clues are words or phrases within a text that help clarify

vocabulary that is unknown to you.

¥ There are several types of context clues including brief definition

and restatement, synonyms and antonyms, and example.
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Learning Objectives
1. Use the skills you ha ve learned in the chapter.

2. Work collaboratively with other students.
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Learning Objectives
1. Identify the basic structu res of sentences.

2. Determine ways to tu rn sentences into questions.

3. Define adjectives and how they are used.
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#< CM�NB?�JL?JIMCNCIH�#< NB?�=IO=B�CM�NB?�JL?JIMCNCIH;F�JBL;M?�

about beside off

above between on

across by over

after du ring through

against except to

along for toward

among from under

around in until

at into up

before like with

behind of without

Table 5.1 Common Prepositions
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1B?�F?NN?L�>CL?=NFS�L?=?CP?M�NB?�;=NCIH�I@�NB?�P?L<E@7B3A�

Tip
A quick way to find the direct object is to ask B3,? ? or B3: ?

Sentence : Mau rice kicked the ball.

)3,? did Mau rice kick? The direct object, ball.

Sentence : Mau rice kicked T om by accident.

)3: did Mau rice kick? The direct object, T om.

�H�CH>CL?=N�I<D?=N�>I?M�HIN�L?=?CP?�NB?�;=NCIH�I@�NB?�P?L<�

1B?�;=NCIH��E@7B3A	�CM�J?L@ILG?>�@IL�IL�NI�NB?�CH>CL?=N�I<D?=N��;3 	�

Tip
Even though the indirect object is not found after a preposition in

English, it can be discovered by asking to whom? or for whom? after

the verb.

Sentence : Dad baked the children some cookies.

For whom did Dad bake the cookies? The indirect object, .347/=09.
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Tip
Adjectives can also be placed at the end of a sentence if they describe

the subject of a sentence and appear after the verb.

Sentence : My English teacher is excellent.
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KEY TAKEAWAYS
¥ The most basic sentence structu re is a subject plus a verb that

expresses a complete thought.

¥ Adding a prepositional phrase or a direct or indirect object to a

sentence makes it more complex.

¥ English speakers change a sentence into a question in one of the

following two ways: moving the helping verb and adding a

question mark or adding the verb do, does, or did and adding a

question mark.

¥ Adjectives follow a particular order before the noun they describe.

The order is opinion, size, shape, age, color, ethnicity, and

material.
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Learning Objectives
1. Identify a negative statement.

2. Write negative statements.
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never no hardly

nobody none scarcely

no one not barely

nowhere rarely

Table 5.2 Negative Words

am is are

was were be

being been have

has had do

does did can

could may might

must will should

would ought to used to

Table 5.3 Common Helping Verbs
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Tip
�49H?is considered a contraction of ,8�9:? . Although some may use it

in everyday speech, it is considered incorrect in Standard English.

Avoid using it when speaking and writing in formal contexts.
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KEY TAKEAWAYS
¥ Negatives are usually formed using a negative word plus a helping

verb.

¥ Double negatives are considered incorrect in Standard English.

¥ Only one negative word is used to express a negative statement.
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Learning Objectives
1. Define and use count and noncount nouns.

2. Recognize and use definite and indefinite articles.
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Count

Noun
Sentence

Quarter It takes six quarters to do my laundry.

Chair
Make su re to push in you r chairs before lea ving

class.

Candidate The two candidates debated the issue.

Adult The three adults in the room acted like children.

Comedian The two comedians made the audience laugh.

Table 5.4 Count Nouns
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Type of

Noncount

Noun

Examples Sentence

Food
sugar, salt, pepper,

lettuce, rice

Add more sugar to my

coffee, please.

Solids
concrete, chocolate,

silver, soap

The ice cream was covered

in creamy chocolate.

Table 5.5 Types of Noncount Nouns
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Abstract

Nouns

peace, warmth,

hospitality,

information

I need more information

about the insu rance policy.

Table 5.5 Types of Noncount Nouns
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KEY TAKEAWAYS
¥ You can make count nouns plu ral by adding �> .

¥ Count nouns are individual people, places, or things that can be

counted, such as politicians, deserts, or candles.

¥ Noncount nouns refer to whole things that cannot be made plu ral,

such as salt, peace, or happiness.
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¥ &30 is a definite article and is used to refer to a specific person,

place, or thing, such as the Queen of England.

¥ A and an are indefinite articles, and they refer to nonspecific

people, places, or things, such as an apple or a bicycle.
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Learning Objectives
1. Recognize subject and object pronouns.

2. Identify possessive pronouns.

3. Determine common pronoun errors.
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Tip
The masculine subject pronoun is he, and the masculine object

pronoun is him. The feminine subject pronoun is she, and the

feminine object pronoun is her.

A pronoun that shows possession or ownership is called a possessive

pronoun.

Sentence : The teacher took her apple and left.

The pronoun her shows the teacher owns the apple.

Sentence : The hikers spotted their guide on the trail.

The pronoun ?304=shows the hikers follow the guide who was

assigned to the hikers.

Subject Pronouns I, you, he, she, it, we, they

Object Pronouns me, you, him, her, it, us, them

Possessive

Pronouns

my (mine), you r(s), his, hers, its, ou r(s),

their(s)

Table 5.6 Pronouns


���	�	��B/<-3=/�
�	


�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

,H�;�M?J;L;N?�MB??N�I@�J;J?L��=IGJF?N?�NB?�@IFFIQCHA�M?HN?H=?M�<S�=CL=FCHA�NB?�=ILL?=N

JLIHIOH�

�� 2H@ILNOH;N?FS��NB?�BIOM?�Q;M�NII�?RJ?HMCP?�@IL��Q?��OM��NB?S	�

�� f�=IGJF?N?>��GCH?��GS��SIOL	�L?M?;L=B�J;J?L��;H>�MB?�=IGJF?N?>��BCM��B?LM�

NB?CLM	�

�� *S�>IA� OMN?L�CM�IF>��<ON��B?��CN��NB?G	�CM�P?LS�JF;S@OF�

�� 1B;N�LCHA�<?FIHAM�NI�GS�@;NB?L��MI�CN�CM��B?LM��BCM��NB?CLM	�

�� f�=;HHIN�aH>�GS�N?RN<IIE��MI�f�NBCHE��NB?S��CN��B?	�CM�FIMN�


���
��97798�"<989?8��<<9<=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

#HAFCMB�F;HAO;A?�F?;LH?LM�I@N?H�G;E?�NB?�M;G?�?LLILM�QB?H�OMCHA�JLIHIOHM��1B?

@IFFIQCHA�?R;GJF?M�CFFOMNL;N?�=IGGIH�?LLILM�

���

http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/


P8-9<</->� �/ ;H>�";HC?F;�Q?HN�NI�NB?�L?MN;OL;HN�@IL�FOH=B��1BCM�M?HN?H=?�CM�CH=ILL?=N

<?=;OM?�;H�I<D?=N�JLIHIOH��G?	�CM�OM?>�CHMN?;>�I@�;�MO<D?=N�JLIHIOH�

�9<</-> ��";HC?F;�;H>�f�Q?HN�NI�NB?�L?MN;OL;HN�@IL�FOH=B��1BCM�M?HN?H=?�CM�HIQ�=ILL?=N

<?=;OM?�;�MO<D?=N�JLIHIOH��f	�CM�OM?>��fH=ILL?=N��*;LE�JON�B?L�ALI=?LS�<;A�IH�NB?

=IOHN?L��1BCM�M?HN?H=?�CM38-9<</-> <?=;OM?�NB?�JLIHIOH�B?L�L?@?LM�NI�;�@?G;F?��;H>

*;LE�CM�;�G;F?�

�9<</-> ��*;LE�JON 23=ALI=?LS�<;A�IH�NB?�=IOHN?L�

1BCM�M?HN?H=?�CM�HIQ�=ILL?=N�<?=;OM?�NB?�G;F?�JLIHIOH�BCM�L?@?LM�NI�NB?�G;F?�J?LMIH�

*;LE� P8-9<</->��1B?�QIG;H�MB?�Q?HN�NI�QILE�?;LFC?L�NB;H�OMO;F��1BCM�M?HN?H=?�CM

CH=ILL?=N�<?=;OM?�NB?�MO<D?=N�NB?�QIG;H�CM�L?J?;N?>�<S�NB?�JLIHIOH�MB?�

�9<</-> � &2/�A97+8 Q?HN�NI�QILE�?;LFC?L�NB;H�OMO;F�

�9<</-> � %2/ Q?HN�NI�QILE�?;LFC?L�NB;H�OMO;F�

1B?M?�M?HN?H=?M�;L?�HIQ�=ILL?=N�<?=;OM?�NB?�OHH?=?MM;LS�L?J?;N?>�MO<D?=N�B;M�<??H

L?GIP?>�


���
�	��B/<-3=/�
�	�

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

,H�;�M?J;L;N?�MB??N�I@�J;J?L��=ILL?=N�NB?�@IFFIQCHA�M?HN?H=?M�NB;N�B;P?�JLIHIOH

?LLILM��f@�NB?�M?HN?H=?�CM�=ILL?=N�;M�CN�CM��QLCN?#� �

�� 2M�;L?�AICHA�NI�NB?�=IOHNS�@;CL�NBCM�Q??E?H>�

�� 0N?P?H�>C>�HIN�Q;HN�NI�M??�;�GIPC?�<?=;OM?�MB?�B;>�;�B?;>;=B?�

�� 1B?�N?;=B?L�=IHAL;NOF;N?>�*;LC;�;H>�G?�

�� 1B?�?CABNB�AL;>?�MNO>?HNM�NB?S�Q?L?�;FF�<?B;PCHA�GSMN?LCIOMFS�Q?FF�

�� "?LLC=E�;H>�B?�L?=?CP?>�NB?�<?MN�AL;>?�IH�NB?�AL;GG;L�N?MN�


�����$/6+>3@/�"<989?8=

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

��L?F;NCP?�JLIHIOH�CM�;�NSJ?�I@�JLIHIOH�NB;N�B?FJM�=IHH?=N�>?N;CFM�NI�NB?�MO<D?=N�I@�NB?

M?HN?H=?�;H>�G;S�I@N?H�=IG<CH?�NQI�MBILN?L�M?HN?H=?M��1B?�L?F;NCP?�JLIHIOHM�;L?

E6=��E6=;��E6=A3��E6716 IL B6/B�

��=07,?4A0�;=:9:@9�4>�,�?D;0�:1�;=:9:@9�Ó
1B?�MO<D?=N�I@�NBCM�M?HN?H=?�CM�;�L?F;NCP?�JLIHIOH��1B?�=F;OM?�CM�;�NSJ?�I@�JLIHIOH

ACP?M�MIG?�CH@ILG;NCIH�;<ION�NB?�MO<D?=N�

1B?�L?F;NCP?�JLIHIOH�NB;N�G;S�<?�;>>?>�NI�ACP?�GIL?�>?N;CFM�NI�NB?�MO<D?=N�

Ò

���

http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/


��=07,?4A0�;=:9:@9�4>�,�?D;0�:1�;=:9:@9�?3,?�307;>�.:990.?�/0?,47>�?:�?30

>@-50.?�:1�?30�>09?09.0�Ó
Tip

Remember the following uses of relative pronouns:

¥ )3:��B3:8� and B3:>0 refer only to people.

¥ )34.3 refers to things.

¥ &3,? refers to people or things.
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KEY TAKEAWAYS
¥ A pronoun is used in place of a noun.

¥ There are several types of pronouns, including subject and object

pronouns, possessive pronouns, and relative pronouns.

¥ Subject pronouns are the ÒwhoÓ and ÒwhatÓ the sentence is

about.

¥ Object pronouns are the ÒwhoÓ and ÒwhatÓ that receives the

action.

¥ A possessive pronoun is a pronoun showing ownership.

¥ Common pronoun errors include mixing up subject, object, and

gender pronouns, and repeating the subject of a sentence with a

pronoun.

¥ Relative pronouns help combine two separate sentences.
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Learning Objectives
1. Identify simple verb tenses.

2. Recognize ?:�-0 , ?:�3,A0 , and ?:�/: verbs.

3. Use perfect verb tenses.

4. Apply progressive verb tenses.

5. Define gerunds and infinitives.
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Past � Present � Futu re

Yesterday I jumped . Today I jump . Tomorrow I will jump.

Table 5.7

0CGJF?�JL?M?HN�P?L<M�;L?�OM?>�CH�NB?�@IFFIQCHA�MCNO;NCIHM�

�� 4B?H�NB?�;=NCIH�N;E?M�JF;=?�HIQ

P.<385 NB?�Q;N?L�AL??>CFS�

�� 4B?H�NB?�;=NCIH�CM�MIG?NBCHA�NB;N�B;JJ?HM�L?AOF;LFS

P+6A+C=�-<9==GS�aHA?LM�@IL�AII>�FO=E�

�� 4B?H�>?M=LC<CHA�NBCHAM�NB;N�;L?�A?H?L;FFS�NLO?

!IFF?A?�NOCNCIH3=P?LS�=IMNFS�

Verb I He/She/It You We They

ask ask asks ask ask ask

bake bake bakes bake bake bake

Table 5.8 Regular Simple Present Tense Verbs
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cook cook cooks cook cook cook

cough cough coughs cough cough cough

clap clap claps clap clap clap

dance dance dances dance dance dance

erase erase erases erase erase erase

kiss kiss kisses kiss kiss kiss

push push pushes push push push

wash wash washes wash wash wash

Table 5.8 Regular Simple Present Tense Verbs

4B?H�CN�CM63��A63�IL 7B>ICHA�NB?�JL?M?HN�N?HM?�;=NCIH��L?G?G<?L�NI�;>>�A��IL �3ANI

NB?�?H>�I@�NB?�P?L<�IL�NI�=B;HA?�NB?GNI �73A�

0CGJF?�J;MN�P?L<M�;L?�OM?>�QB?H�NB?�;=NCIH�B;M�;FL?;>S�N;E?H�JF;=?�;H>�CM�HIQ

aHCMB?>�

` PA+=2/. GS�OHC@ILG�F;MN�HCABN�

` P+=5/. @IL�GIL?�JC?�

` P- 9?12/. FIO>FS�F;MN�HCABN�

Verb I He/She/It You We They

ask asked asked asked asked asked

bake baked baked baked baked baked

cook cooked cooked cooked cooked cooked

cough coughed coughed coughed coughed coughed

clap clapped clapped clapped clapped clapped

dance danced danced danced danced danced

erase erased erased erased erased erased

kiss kissed kissed kissed kissed kissed

push pushed pushed pushed pushed pushed

wash washed washed washed washed washed

Table 5.9 Regular Simple Past Tense Verbs

4B?H 63� A63��IL 7BCM�>ICHA�NB?�;=NCIH�CH�NB?�J;MN�N?HM?��L?G?G<?L�NI�;>>�2 IL �32 NI

NB?�?H>�I@�L?AOF;L�P?L<M�

0CGJF?�@ONOL?�P?L<M�;L?�OM?>�QB?H�NB?�;=NCIH�B;M�HIN�S?N�N;E?H�JF;=?�
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` f A366�A9<5F;N?�NIGILLIQ�

` f A366�53==GS�<IS@LC?H>�QB?H�f�M??�BCG�

` f A366�/<+=/NB?�<I;L>�;@N?L�=F;MM�

Verb I
He/She/

It
You We They

ask will ask will ask will ask will ask will ask

bake
will

bake

will

bake

will

bake

will

bake

will

bake

cook
will

cook

will

cook

will

cook

will

cook

will

cook

cough
will

cough

will

cough

will

cough

will

cough

will

cough

clap will clap will clap will clap will clap will clap

dance
will

dance

will

dance

will

dance

will

dance

will

dance

erase
will

erase

will

erase

will

erase

will

erase

will

erase

kiss will kiss will kiss will kiss will kiss will kiss

push
will

push

will

push

will

push

will

push

will

push

wash
will

wash

will

wash

will

wash

will

wash

will

wash

Table 5.10 Regular Simple Futu re Tense Verbs
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Base

Form

Present Tense

Form

Past Tense

Form

Futu re Tense

Form

be am/is/are was/were will be

do do/does did will do

have have/has had will ha ve

Table 5.11 Verb Forms of T o Be, T o Do, and T o Ha ve
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Tip
Memorize the present tense forms of to be, to do, and to ha ve. A song

or rhythmic pattern will make them easier to memorize.

/?PC?Q�NB?M?�?R;GJF?M�I@B=�03��B=�2=��;H> B=�6/D3OM?>�CH�M?HN?H=?M�

Past � Present � Futu re

To Be

Yesterday I was

angry.

Today I am not

angry.

Tomorrow I will be

angry.

To Do

I did my best

yesterday.

I do my best

every day.

Tomorrow I will do my

best.

To Have

Yesterday I had ten

dollars.

Today I ha ve ten

dollars.

Tomorrow I will ha ve

ten dollars.

Table 5.12 Examples of to be, to do, and to ha ve

/?G?G<?L�NB?�@IFFIQCHA�OM?M�I@B=�03��B=�6/D3;H> B=�2=�

1I� ?

` f���;G�Q;M�QCFF�<?

` SIO�Q?�NB?S���;L?�Q?L?�QCFF�<?

` B?�MB?�CN���CM�Q;M�QCFF�<?

1I�&;P?

` f�SIO�Q?�NB?S���B;P?�B;>�QCFF�B;P?

` B?�MB?�CN���B;M�B;>�QCFF�B;P?

1I�"I

` f�SIO�Q?�NB?S���>I�>C>�QCFF�>I

` B?�MB?�CN���>I?M�>C>�QCFF�>I

Tip
Remember, if you ha ve a compound subject like  ,=40 and �099410=,

think of the subject as ?30Dto determine the correct verb form.

¥ Marie and Jennifer ( ?30D) ha ve a house on Bainbridge Island.

���



Similarly, single names can be thought of as 30��>30, or 4?.

¥ LeBron ( 30) has scored thirty points so far.
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Subject + had or ha ve + past participle

I have helped
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Subject + had or ha ve + past participle

I had listened
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Subject + will ha ve + past participle

I Will ha ve graduated
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Present tense form of ?:�-0 + - 492(present participle)

am/is/are Help helping
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Futu re tense form of to be + - ing (present participle)

Was/were helping
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Futu re tense form of to be + - ing (present participle)

will be helping
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Past tense form of ?:

3,A0
+ Been +

- ing (present

participle)

had or ha ve been helping
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Futu re tense form of to

ha ve
+ been +

- ing (present

participle)

had Been helping
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Futu re tense form of to

have
+ been +

- ing (present

participle)

will ha ve Been helping
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Gerund Verb Followed by a Gerund

moving Denise considered moving to Paris.

cleaning I hate cleaning the bathroom.

winning Nate imagines winning an Oscar one day.

worrying Mom says she has stopped worrying.

taking She admitted taking the pumpkin.

Table 5.13 Gerunds and Verbs
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Infinitive Verb Followed by Infinitive

to help Jessica offered to help her move.

to arrive Mick expects to arrive early.

to win Sunita wants to win the writing contest.

to close He forgot to close the cu rtains.

to eat She likes to eat late.

Table 5.14 Infinitives and Verbs
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CHaHCNCP?�

Base Form of

Verb

Sentences with Verbs Followed by Gerunds

and Infinitives

1. John began crying.

begin

2. John began to cry.

1. Marie hated talking on the phone.

hate

2. Marie hated to talk on the phone.

1. Wendell forgot paying the bills.

forget

2. Wendell forgot to pay the bills.

1. I liked lea ving messages.

like

2. I liked to leave messages.

1. He continued listening to the news.

continue

2. He continued to listen to the news.

start 1. I will start recycling immediately.

Table 5.15 Infinitives and Gerunds Verbs

��




2. I will start to recycle immediately.

1. Mikhail will try climbing the tree.

try

2. Mikhail will try to climb the tree.

1. I prefer baking .

prefer

2. I prefer to bake.

1. Josh loves diving .

love

2. Josh loves to dive.

Table 5.15 Infinitives and Gerunds Verbs
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KEY TAKEAWAYS
¥ Verb tenses tell the reader when the action takes place.

¥ Actions could be in the past, present, or futu re.

¥ There are some irregular verbs in English that are formed in

special ways. The most common of these irregular verbs are the

verbs ?:�-0��?:�3,A0 , and ?:�/:�

¥ There are six main verb tenses in English: >48;70�;=0>09?��>48;70

;,>?��>48;70�1@?@=0��;=0>09?�;0=10.?��;,>?�;0=10.?�and 1@?@=0�;0=10.?�

¥ Verbs can be followed by either gerunds or infinitives.
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Learning Objectives
1. Define and identify modal auxiliaries.

2. Learn how and when to use modal auxiliaries.

4?�;FF�H??>�NI�?RJL?MM�IOL�GII>M�;H>�?GINCIHM��<INB�CH�QLCNCHA�;H>�CH�IOL�?P?LS>;S

FC@?��4?�>I�NBCM�<S�OMCHA�GI>;F�;ORCFC;LC?M�
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Subject + modal auxiliary + main verb

James may call

1B?L?�;L?�N?H�G;CH�GI>;F�;ORCFC;LC?M�CH�#HAFCMB�

Modal

Auxiliary

Use

Use
Modal Auxiliary +

Main Verb

can
Expresses an ability or

possibility

I can lift this forty-

pound box. (ability)

Table 5.16 Modal Auxiliaries
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We can embrace

green sou rces of

energy (possibility)

could

Expresses an ability in the

past; a present possibility; a

past or futu re permission

I could beat you at

chess when we were

kids. (past ability)

We could bake a pie!

(present possibility)

Could we pick some

flowers from the

garden? (futu re

permission)

may

Expresses uncertain futu re

action; permission; ask a

yes-no question

I may attend the

convert. (uncertain

futu re action)

You may begin the

exam. (permission)

May I attend the

concert? (yes-no

questions)

might
Expresses uncertain futu re

action

I might attend the

concert (uncertain

futu re action Ð same

as may)

shall
Express intended futu re

action

I shall go to the opera.

(intended futu re

action)

should
Express obligation; ask if an

obligation exists

I should mail my

RSVP. (Obligation,

same as ought to)

Should I call my

mother? (asking if

obligation exists)

will

Expresses intended futu re

action; ask a fa vor; ask for

information

I will get an A in this

class. (intended

futu re action)

Table 5.16 Modal Auxiliaries
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Will you buy me some

chocolate? (fa vor)

Will you be finished

soon? (information)

would

States a preference; request

a choice politely; explain an

action; introduce habitual

past actions

I would like the steak,

please. (preference)

Would you like to

have breakfast in bed?

(request a choice

politely)

I would go with you if

I didnÕt ha ve to

babysit tonight.

(explain an action)

He would write to me

every week when we

were dating. (habitual

past action)

must Expresses obligation
We must be on time

for class.

ought to Expresses obligation

I ought to mail my

RSVP. (obligation,

same as may)

Table 5.16 Modal Auxiliaries

Tip
Use the following format to form a yes-no question with a modal

auxiliary:

Modal auxilitary + subject + main verb

Should I drive?

Table 5.17
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KEY TAKEAWAYS
¥ The basic formula for using a modal auxiliary is

subject + modal auxiliary + main verb

¥ There are ten main modal auxiliaries in English: .,9��.:@7/��8,D�

8423?��>3,77��>3:@7/��B477��B:@7/��8@>?�and :@23?�?:.

¥ The fou r common types of errors when using modals include the

following: using an infinitive instead of a base verb after a modal,

using a gerund instead of an infinitive or a base verb after a modal,

using two modals in a row, and lea ving out a modal.

¥ In the present perfect tense, when a sentence has a modal

auxiliary before the verb, the helping verb is always 3,A0 .

¥ The two common errors when using modals in the present perfect

tense include using had instead of ha ve and lea ving out ha ve.
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Learning Objectives
1. Identify prepositions.

2. Learn how and when to use prepositions.
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Preposition Time Example Place Example

year in 1942 country
in

Zimbabwe

month in August state
in

California

season
in the

summer
city

in

Chicago

in

time of day

(not with

night)

in the

afternoon

Table 5.18 In
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Preposition Time Example Place Example

day
on

Monday
surfaces

on the

table

date
on May

23
streets

on 124th

Streeton

specific

days/

dates

on

Monday

modes of

transportation

on the

bus

Table 5.19 On

Preposition Time Example Place Example

time
at five

oÕclock
addresses

at 1600

Pennsylvania

Avenue
at

with

night
at night location at RooneyÕs Grill

Table 5.20 At
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Verb +

Preposition
Meaning Example

agree with
to agree with something or

someone

My husband

always

agrees with me.

apologize

for

to express regret for

something, to say sorry about

something

I apologize for

being late.

apply for to ask for something formally
I will apply for

that job.

believe in

to ha ve a firm conviction in

something; to believe in the

existence of something

I believe in

educating the

worldÕs women.

care about
to think that someone or

something is important

I care about the

health of ou r

oceans.

Table 5.21 Verbs + Prepositions
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hear about
to be told about something or

someone

I heard about the

teachersÕ strike.

look after
to watch or to protect

someone or something

Will you look

after my dog

while I am on

vacation?

talk about to discuss something

We will talk

about the

importance of

recycling.

speak to,

with
to talk to/with someone

I will speak to his

teacher

tomorrow.

wait for
to await the arrival of

someone or something

I will wait for my

package to arrive.

Table 5.21 Verbs + Prepositions

Tip
It is a good idea to memorize these combinations of verbs plus

prepositions. Write them down in a notebook along with the

definition and practice using them when you speak.
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Adjective +

Preposition
Meaning Example

angry at,

about

to feel or show anger

toward (or about) someone

or something

I am angry about

the oil spill in the

ocean.

confused

about

to be unable to think with

clarity about someone or

something.

Shawn was

confused about

the concepts

presented at the

meeting.

disappointed

in, with

to feel dissatisfaction with

someone or something

I was

disappointed in

my husband

because he voted

for that candidate.

dressed in to clothe the body
He was dressed in

a pin-striped suit.

happy for
to show happiness for

someone or something

I was happy for

my sister who

graduated from

college.

interested in

giving attention to

something, expressing

interest

I am interested in

musical theater.

jealous of

to feel resentful or bitter

toward someone or

something (because of their

status, possessions, or

ability)

I was jealous of

her because she

always went on

vacation.

Table 5.22 Adjectives + Prepositions
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thankful for
to express thanks for

something

I am thankful for

my wonderful

friends.

tired of
to be disgusted with, ha ve a

distaste for

I was tired of

driving for hou rs

without end.

worried

about

to express anxiety or worry

about something

I am worried

about my fatherÕs

health.

Table 5.22 Adjectives + Prepositions
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Tip
The following adjectives are always followed by the preposition at:

¥ Good

� She is really good at chess.

¥ Excellent

� Henry is excellent at drawing.

¥ Brilliant

� Mary Anne is brilliant at playing the violin.
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KEY TAKEAWAYS
¥ The prepositions in, at, and on are used to indicate both location

and time, but they are used in specific ways.
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¥ The preposition in is used when expressing the following: year,

month, season, time of day (not with night), country, state, and

city.

¥ The preposition on is used to express day, date, and specific days

or dates and su rfaces, streets, and transportation modes.

¥ The preposition at is used for expressions of time, with night, and

with addresses and locations.

¥ Prepositions often follow verbs to create expressions with distinct

meanings that are unique to English.

¥ Prepositions also follow adjectives to create expressions with

distinct meanings that are unique to English.
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Learning Objectives
¥ Recognize slang and idioms.

¥ Learn to a void using slang and idioms in formal writing.
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Slang Word or Phrase Meaning

check it out, check this

out
v. look at, watch, examine

chocoholic,

workaholic, shopaholic

n. a person who loves, is addicted to

chocolate/work/shopping

stuff
n. things (used as a singular, noncount

noun)

taking care of business doing things that need to be done

pro n. a person who is a professional

crack up v. to laugh uncontrollably

veg (sounds like the

veg in vegetable)
v. relax and do nothing

dude, man n. person, man

all-nighter n. studying all night

cool adj. good, fashionable

gross, nasty adj. disgusting

pig out v. eat a lot, overeat

screw up v. make a mistake

awesome adj. great

Table 5.23 Slang Expressions
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Idiom Definition

a blessing in

disguise
a good thing you do not recognize at first

a piece of cake easy to do

better late than

never

it is better to do something late than not at

all

get over it
recover from something (like a perceived

insult)

Table 5.24 Idioms
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I ha ve no idea I donÕt know

not a chance it will definitely not happen

on pins and

needles

very nervous about something that is

happening

on top of the world feeling great

Pulling you r leg Making a joke by tricking another person

The sky is the limit The possibilities are endless

Table 5.24 Idioms
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KEY TAKEAWAYS
¥ Informal language is not appropriate in formal writing or speaking

contexts.

¥ Slang and idioms might not make logical sense to nonnative

speakers of English.

¥ It is good to be aware of slang and idioms so they do not appear in

you r formal writing.
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Learning Objectives
1. Use the skills you ha ve learned in the chapter.

2. Work collaboratively with other students.
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Learning Objectives
1. Identify the fou r common academic pu rposes.

2. Identify audience, tone, and content.

3. Apply pu rpose, audience, tone, and content to a specific assignment.
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QCFF�L;N?�NB?�?GJFIS??]M�=OMNIG?L�M?LPC=?�;==IL>CHA�NI�;�MN;H>;L>�M=;F?��&IQ?P?L��NB?

?P;FO;NCIH�MNCFF�>?J?H>M�IH�NB?�MOJ?LPCMIL]M�IJCHCIH�;H>�JLCIL�?RJ?LC?H=?�QCNB�NB?

?GJFIS??��1B?�JOLJIM?�I@�NB?�?P;FO;NCIH�CM�NI�>?N?LGCH?�BIQ�Q?FF�NB?�?GJFIS??

J?L@ILGM�;N�BCM�IL�B?L�DI<�

�H�;=;>?GC=�?P;FO;NCIH�=IGGOHC=;N?M�SIOL�IJCHCIH��;H>�CNM�DOMNCa=;NCIHM��;<ION�;

>I=OG?HN�IL�;�NIJC=�I@�>CM=OMMCIH��#P;FO;NCIHM�;L?�CHbO?H=?>�<S�SIOL�L?;>CHA�I@�NB?
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>I=OG?HN��SIOL�JLCIL�EHIQF?>A?��;H>�SIOL�JLCIL�?RJ?LC?H=?�QCNB�NB?�NIJC=�IL�CMMO?�

 ?=;OM?�;H�?P;FO;NCIH�CH=ILJIL;N?M�SIOL�JICHN�I@�PC?Q�;H>�L?;MIHM�@IL�SIOL�JICHN�I@

PC?Q��CN�NSJC=;FFS�L?KOCL?M�GIL?�=LCNC=;F�NBCHECHA�;H>�;�=IG<CH;NCIH�I@�MOGG;LS�

;H;FSMCM��;H>�MSHNB?MCM�MECFFM��1BOM�?P;FO;NCIH�J;L;AL;JBM�I@N?H�@IFFIQ�MOGG;LS�

;H;FSMCM��;H>�MSHNB?MCM�J;L;AL;JBM��/?;>�;�MNO>?HN]M�?P;FO;NCIH�J;L;AL;JB�

+INC=?�BIQ�NB?�J;L;AL;JB�CH=ILJIL;N?M�NB?�MNO>?HN]M�J?LMIH;F�DO>AG?HN�QCNBCH�NB?

?P;FO;NCIH��#P;FO;NCHA�;�>I=OG?HN�L?KOCL?M�JLCIL�EHIQF?>A?�NB;N�CM�I@N?H�<;M?>�IH

;>>CNCIH;F�L?M?;L=B�

Tip
When reviewing directions for assignments, look for the verbs

summarize, analyze, synthesize, or evaluate. Instructors often use

these words to clearly indicate the assignmentÕs pu rpose. These

words will cue you on how to complete the assignment because you

will know its exact pu rpose.

��	�
�	��B/<-3=/���	

�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
+IH!IGG?L=C;F
0B;L?�FCE?�����fHN?LH;NCIH;F�)C=?HM?�BNNJ���=

L?;NCP?=IGGIHM�ILA�FC=?HM?M�<S
H=
M;�����	�

/?;>�NB?�@IFFIQCHA�J;L;AL;JBM�;<ION�@IOL�aFGM�;H>�NB?H�C>?HNC@S�NB?�JOLJIM?�I@�?;=B

J;L;AL;JB�

�� 1BCM�aFG�=IOF>�?;MCFS�B;P?�<??H�=ON�>IQH�NI�F?MM�NB;H�NQI�BIOLM�� S�NB?�aH;F

M=?H?��f�HINC=?>�NB;N�GIMN�I@�GS�@?FFIQ�GIPC?AI?LM�Q?L?�MHIITCHA�CH�NB?CL�M?;NM

;H>�Q?L?�<;L?FS�J;SCHA�;NN?HNCIH�NI�QB;N�Q;M�B;JJ?HCHA�IH�M=L??H���FNBIOAB�NB?

>CL?=NIL�MNC=EM�>CFCA?HNFS�NI�NB?�<IIE��B?�NLC?M�NII�B;L>�NI�=L;G�CH�;FF�NB?�;=NCIH�

QBC=B�CM�DOMN�NII�;G<CNCIOM�@IL�MO=B�;�>?N;CF
ILC?HN?>�MNILS��f@�SIO�Q;HN�GS�;>PC=?�

L?;>�NB?�<IIE�;H>�ACP?�NB?�GIPC?�;�GCMM�

�� "OLCHA�NB?�IJ?HCHA�M=?H?��Q?�F?;LH�NB;N�NB?�=B;L;=N?L�);OL;�CM�;>IJN?>�;H>�NB;N

MB?�B;M�MJ?HN�NB?�J;MN�NBL??�S?;LM�>?MJ?L;N?FS�NLSCHA�NI�NL;=E�>IQH�B?L�L?;F

J;L?HNM��&;PCHA�?RB;OMN?>�;FF�NB?�OMO;F�IJNCIHM[;>IJNCIH�;A?H=C?M��IHFCH?

M?;L=B?M��@;GCFS�NL??M��;H>�MI�IH[MB?�CM�IH�NB?�P?LA?�I@�ACPCHA�OJ�QB?H�MB?

G??NM�;�MNL;HA?L�IH�;�<OM��1B?�=B;H=?�?H=IOHN?L�F?;>M�NI�;�=IGJFC=;N?>�=B;CH�I@

?P?HNM�NB;N�OFNCG;N?FS�L?MOFN�CH�);OL;�A?NNCHA�B?L�FC@?FIHA�QCMB�� ON�CM�CN�L?;FFS�QB;N
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MB?�Q;HNM��1BLIOABION�NB?�L?MN�I@�NB?�aFG��);OL;�>CM=IP?LM�NB;N�MIG?NCG?M�NB?

J;MN�CM�<?MN�F?@N�QB?L?�CN�<?FIHAM�

�� 1I�=L?;N?�NB?�@??FCHA�I@�<?CHA�ALCJJ?>�CH�;�PC=?��NB?�>CL?=NIL��*;S�)??��OM?M�;

P;LC?NS�I@�?F?G?HNM�NI�AL;>O;FFS�CH=L?;M?�NB?�N?HMCIH��1B?�=L??JS��B;OHNCHA

G?FI>S�NB;N�MO<NFS�?HB;H=?M�NB?�?;LFC?L�M=?H?M�<?=IG?M�?P?L�GIL?�CHMCMN?HN�

LCMCHA�NI�;�>CMNOL<CHA�=L?M=?H>I�NIQ;L>�NB?�?H>�I@�NB?�GIPC?��1B?�>?MJ?L;NCIH�I@

NB?�;=NILM��=IG<CH?>�QCNB�NB?�=F;OMNLIJBI<C=�;NGIMJB?L?�;H>�NCABN�=;G?L;

;HAF?M�=L?;N?�;�L?;FCMNC=�aL?MNILG��@LIG�QBC=B�NB?L?�CM�FCNNF?�BIJ?�I@�?M=;J?�

4;FECHA�ION�I@�NB?�NB?;N?L�;N�NB?�?H>�@??FM�FCE?�MN;AA?LCHA�ION�I@�;�/IG;H

>OHA?IH�

�� 1B?�M=?H?�CH�QBC=B�!;GJ<?FF�;H>�BCM�@?FFIQ�JLCMIH?LM�;MMCMN�NB?�AO;L>M�CH

MBONNCHA�>IQH�NB?�LCIN�CGG?>C;N?FS�MNLCE?M�NB?�PC?Q?L�;M�OHL?;FCMNC=�� ;M?>�IH�NB?

L?=?HN�L?JILNM�IH�JLCMIH�LCINM�CH�<INB�"?NLICN�;H>�!;FC@ILHC;��CN�M??GM�BCABFS

OHFCE?FS�NB;N�;�JIMM?�I@�B;L>?H?>�=LCGCH;FM�QCFF�CHN?HNCIH;FFS�B?FJ�NB?CL�=;JNILM�;N

NB?�LCME�I@�CH=CNCHA�@ONOL?�L?P?HA?�@LIG�INB?L�CHG;N?M��fHMN?;>��<INB�H?QM�L?JILNM

;H>�JMS=BIFIAC=;F�MNO>C?M�CH>C=;N?�NB;N�JLCMIH?LM�QBI�>I�HIN�;=NCP?FS�J;LNC=CJ;N?

CH�;�LCIN�QCFF�AI�<;=E�NI�NB?CL�=?FFM�;H>�;PIC>�=IHbC=N�;FNIA?NB?L��#R;GJF?M�I@�NBCM

F;=E�I@�;NN?HNCIH�NI�>?N;CF�I==OL�NBLIOABION�NB?�aFG��G;ECHA�CN�;FGIMN�OH<?;L;<F?

NI�Q;N=B�

�966+,9<+>398

0B;L?�QCNB�;�=F;MMG;N?�;H>�=IGJ;L?�SIOL�;HMQ?LM�

Writing at Work
Thinking about the pu rpose of writing a report in the workplace can

help focus and structu re the document. A summary should provide

colleagues with a factual overview of you r findings without going into

too much specific detail. In contrast, an evaluation should include

you r personal opinion, along with supporting evidence, research, or

examples to back it up. Listen for words such as >@88,=4E0, ,9,7DE0,

>D9?30>4E0, or 0A,7@,?0when you r boss asks you to complete a report to

help determine a pu rpose for writing.
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!IHMC>?L�NB?�?MM;S�GIMN�L?=?HNFS�;MMCAH?>�NI�SIO��f>?HNC@S�NB?�GIMN�?e?=NCP?
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�P;CF;<F?�OH>?L!L?;NCP?�!IGGIHM
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fG;ACH?�SIO�GOMN�ACP?�;�JL?M?HN;NCIH�NI�;�ALIOJ�I@�?R?=ONCP?M�CH�;H�Ic=?��4??EM

<?@IL?�NB?�<CA�>;S��SIO�MJ?H>�NCG?�=L?;NCHA�;H>�L?B?;LMCHA�NB?�JL?M?HN;NCIH��6IO

GOMN�G;E?�CGJILN;HN��=;L?@OF�>?=CMCIHM�HIN�IHFS�;<ION�NB?�=IHN?HN�<ON�;FMI�;<ION

SIOL�>?FCP?LS��4CFF�NB?�JL?M?HN;NCIH�L?KOCL?�N?=BHIFIAS�NI�JLID?=N�aAOL?M�;H>�=B;LNM�

0BIOF>�NB?�JL?M?HN;NCIH�>?aH?�CGJILN;HN�QIL>M��IL�QCFF�NB?�?R?=ONCP?M�;FL?;>S�EHIQ

NB?�N?LGM��0BIOF>�SIO�Q?;L�SIOL�MOCN�;H>�>L?MM�MBCLN��1B?�;HMQ?LM�NI�NB?M?�KO?MNCIHM

QCFF�B?FJ�SIO�>?P?FIJ�;H�;JJLIJLC;N?�L?F;NCIHMBCJ�QCNB�SIOL�;O>C?H=?��G;ECHA�NB?G

GIL?�L?=?JNCP?�NI�SIOL�G?MM;A?�

+IQ�CG;ACH?�SIO�GOMN�?RJF;CH�NB?�M;G?�<OMCH?MM�=IH=?JNM�@LIG�SIOL�JL?M?HN;NCIH�NI

;�ALIOJ�I@�BCAB�M=BIIF�MNO>?HNM��1BIM?�CGJILN;HN�KO?MNCIHM�SIO�JL?PCIOMFS�;HMQ?L?>

G;S�HIQ�L?KOCL?�>Ce?L?HN�;HMQ?LM��1B?�aAOL?M�;H>�=B;LNM�G;S�<?�NII�MIJBCMNC=;N?>�

;H>�NB?�N?LGM�QCFF�=?LN;CHFS�L?KOCL?�>?aHCNCIHM��6IO�G;S�?P?H�L?=IHMC>?L�SIOL�IONaN

;H>�MJILN�;�GIL?�=;MO;F�FIIE�� ?=;OM?�NB?�;O>C?H=?�B;M�MBC@N?>��SIOL�JL?M?HN;NCIH

;H>�>?FCP?LS�QCFF�MBC@N�;M�Q?FF�NI�=L?;N?�;�H?Q�L?F;NCIHMBCJ�QCNB�NB?�H?Q�;O>C?H=?�

fH�NB?M?�NQI�MCNO;NCIHM��NB?�;O>C?H=?[NB?�CH>CPC>O;FM�QBI�QCFF�Q;N=B�;H>�FCMN?H�NI�NB?

JL?M?HN;NCIH[JF;SM�;�LIF?�CH�NB?�>?P?FIJG?HN�I@�JL?M?HN;NCIH���M�SIO�JL?J;L?�NB?

JL?M?HN;NCIH��SIO�PCMO;FCT?�NB?�;O>C?H=?�NI�;HNC=CJ;N?�NB?CL�?RJ?=N;NCIHM�;H>

L?;=NCIHM��4B;N�SIO�CG;ACH?�;e?=NM�NB?�CH@ILG;NCIH�SIO�=BIIM?�NI�JL?M?HN�;H>�BIQ

SIO�QCFF�JL?M?HN�CN��1B?H��>OLCHA�NB?�JL?M?HN;NCIH��SIO�G??N�NB?�;O>C?H=?�CH�J?LMIH

;H>�>CM=IP?L�CGG?>C;N?FS�BIQ�Q?FF�SIO�J?L@ILG�

�FNBIOAB�NB?�;O>C?H=?�@IL�QLCNCHA�;MMCAHG?HNM[SIOL�L?;>?LM[G;S�HIN�;JJ?;L�CH

J?LMIH��NB?S�JF;S�;H�?KO;FFS�PCN;F�LIF?��#P?H�CH�?P?LS>;S�QLCNCHA�;=NCPCNC?M��SIO�C>?HNC@S

SIOL�L?;>?LM]�=B;L;=N?LCMNC=M��CHN?L?MNM��;H>�?RJ?=N;NCIHM�<?@IL?�G;ECHA�>?=CMCIHM

;<ION�QB;N�SIO�QLCN?��fH�@;=N��NBCHECHA�;<ION�;O>C?H=?�B;M�<?=IG?�MI�=IGGIH�NB;N

SIO�G;S�HIN�?P?H�>?N?=N�NB?�;O>C?H=?
>LCP?H�>?=CMCIHM�

$IL�?R;GJF?��SIO�OJ>;N?�SIOL�MN;NOM�IH�;�MI=C;F�H?NQILECHA�MCN?�QCNB�NB?�;Q;L?H?MM�I@

QBI�QCFF�>CACN;FFS�@IFFIQ�NB?�JIMN��f@�SIO�Q;HN�NI�<L;A�;<ION�;�AII>�AL;>?��SIO�G;S

QLCN?�NB?�JIMN�NI�JF?;M?�@;GCFS�G?G<?LM��f@�SIO�Q;HN�NI�>?M=LC<?�;�@OHHS�GIG?HN��SIO

G;S�QLCN?�QCNB�SIOL�@LC?H>M]�M?HM?M�I@�BOGIL�CH�GCH>��#P?H�;N�QILE��SIO�M?H>�?
G;CFM

QCNB�;H�;Q;L?H?MM�I@�;H�OHCHN?H>?>�L?=?CP?L�QBI�=IOF>�CHN?L=?JN�NB?�G?MM;A?�

fH�INB?L�QIL>M��<?CHA�;Q;L?�I@�^CHPCMC<F?_�L?;>?LM�CM�;�MECFF�SIO�GIMN�FCE?FS�;FL?;>S

JIMM?MM�;H>�IH?�SIO�L?FS�IH�?P?LS�>;S��!IHMC>?L�NB?�@IFFIQCHA�J;L;AL;JBM��4BC=B�IH?

QIOF>�NB?�;ONBIL�M?H>�NI�B?L�J;L?HNM��4BC=B�IH?�QIOF>�MB?�M?H>�NI�B?L�<?MN�@LC?H>�

#R;GJF?��
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B006����B477�=0>?�49�-0/�,9/�/=496�;709?D�:1�.70,=�M@4/>����3:;0���,8�B077�-D
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" ���*:@�B:9H?�-0740A0�?34>�� D�,/A4>:=�1:=.0/�80�?:�/:�8D�.:88@94?D

>0=A4.0�3:@=>�,?�?34>�3:>;4?,7�,77�B00609/��)0�70,=90/��#$�-@?�B0�/4/�4?�:9

/@8840>��9:?�0A09�=0,7�;00;>���9/�>:80�64/�>900E0/�:9�80�,9/�2:?�80

>4.6����B,>�>:�-:=0/�,9/�>94O492�,77�B00609/����3:;0���/:9H?�3,A0�?:�2:

-,.6�90C?�B006����/01�/:�!"&�B,9?�?:�84>>�?30�-,>60?-,77�?:@ =9,809?� Ó
*IMN�FCE?FS��SIO�G;N=B?>�?;=B�J;L;AL;JB�NI�CNM�CHN?H>?>�;O>C?H=?�QCNB�FCNNF?

B?MCN;NCIH�� ?=;OM?�?;=B�J;L;AL;JB�L?P?;FM�NB?�;ONBIL]M�L?F;NCIHMBCJ�QCNB�B?L

CHN?H>?>�L?;>?LM��SIO�=;H�C>?HNC@S�NB?�;O>C?H=?�@;CLFS�KOC=EFS��4B?H�QLCNCHA�SIOL�IQH

J;L;AL;JBM��SIO�GOMN�?HA;A?�QCNB�SIOL�;O>C?H=?�NI�<OCF>�;H�;JJLIJLC;N?�L?F;NCIHMBCJ

ACP?H�SIOL�MO<D?=N��fG;ACHCHA�SIOL�L?;>?LM�>OLCHA�?;=B�MN;A?�I@�NB?�QLCNCHA�JLI=?MM

QCFF�B?FJ�SIO�G;E?�>?=CMCIHM�;<ION�SIOL�QLCNCHA��2FNCG;N?FS��NB?�J?IJF?�SIO�PCMO;FCT?

QCFF�;e?=N�QB;N�;H>�BIQ�SIO�QLCN?�

Tip
While giving a speech, you may articulate an inspiring or critical

message, but if you left you r hair a mess and laced up mismatched

shoes, you r audience would not take you seriously. They may be too

distracted by you r appearance to listen to you r words.

Similarly, grammar and sentence structu re serve as the appearance

of a piece of writing. Polishing you r work using correct grammar will

impress you r readers and allow them to focus on what you ha ve to

say.

 ?=;OM?�@I=OMCHA�IH�;O>C?H=?�QCFF�?HB;H=?�SIOL�QLCNCHA��SIOL�JLI=?MM��;H>�SIOL

aHCMB?>�JLI>O=N��SIO�GOMN�=IHMC>?L�NB?�MJ?=Ca=�NL;CNM�I@�SIOL�;O>C?H=?�G?G<?LM��2M?

SIOL�CG;ACH;NCIH�NI�;HNC=CJ;N?�NB?�L?;>?LM]�>?GIAL;JBC=M��?>O=;NCIH��JLCIL�EHIQF?>A?�

;H>�?RJ?=N;NCIHM�

` �/791<+:23-= ��1B?M?�G?;MOL?�CGJILN;HN�>;N;�;<ION�;�ALIOJ�I@�J?IJF?��MO=B�;M

NB?CL�;A?�L;HA?��NB?CL�?NBHC=CNS��NB?CL�L?FCACIOM�<?FC?@M��IL�NB?CL�A?H>?L��!?LN;CH

NIJC=M�;H>�;MMCAHG?HNM�QCFF�L?KOCL?�NB?M?�ECH>M�I@�=IHMC>?L;NCIHM�;<ION�SIOL

;O>C?H=?��$IL�INB?L�NIJC=M�;H>�;MMCAHG?HNM��NB?M?�G?;MOL?G?HNM�G;S�HIN

CHbO?H=?�SIOL�QLCNCHA�CH�NB?�?H>��/?A;L>F?MM��CN�CM�CGJILN;HN�NI�=IHMC>?L

>?GIAL;JBC=M�QB?H�SIO�<?ACH�NI�NBCHE�;<ION�SIOL�JOLJIM?�@IL�QLCNCHA�
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G?G<?LM�B;P?�?;LH?>�;�>I=NIL;N?�>?AL??��@IL�?R;GJF?��SIO�G;S�H??>�NI�?F?P;N?

SIOL�MNSF?�;H>�OM?�GIL?�@ILG;F�F;HAO;A?��,L��C@�;O>C?H=?�G?G<?LM�;L?�MNCFF�CH

=IFF?A?��SIO�=IOF>�QLCN?�CH�;�GIL?�L?F;R?>�MNSF?���H�;O>C?H=?�G?G<?L]M�G;DIL�IL

?GJB;MCM�G;S�;FMI�>C=N;N?�SIOL�QLCNCHA�

` "<39<589A6/.1/ ��1BCM�L?@?LM�NI�QB;N�NB?�;O>C?H=?�;FL?;>S�EHIQM�;<ION�SIOL

NIJC=��f@�SIOL�L?;>?LM�B;P?�MNO>C?>�=?LN;CH�NIJC=M��NB?S�G;S�;FL?;>S�EHIQ�MIG?

N?LGM�;H>�=IH=?JNM�L?F;N?>�NI�NB?�NIJC=��6IO�G;S�>?=C>?�QB?NB?L�NI�>?aH?�N?LGM
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KEY TAKEAWAYS
¥ Paragraphs separate ideas into logical, manageable chunks of

information.

¥ The content of each paragraph and document is shaped by

pu rpose, audience, and tone.
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¥ The fou r common academic pu rposes are to summarize, to

analyze, to synthesize, and to evaluate.

¥ Identifying the audienceÕs demographics, education, prior

knowledge, and expectations will affect how and what you write.

¥ Devices such as sentence structu re, word choice, punctuation, and

formal or informal language communicate tone and create a

relationship between the writer and his or her audience.

¥ Content may consist of examples, statistics, facts, anecdotes,

testimonies, and observations. All content must be appropriate

and interesting for the audience, pu rpose and tone.
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Learning Objectives
1. Identify characteristics of a good topic sentence.

2. Identify the three parts of a developed paragraph.

3. Apply knowledge of topic sentences and parts of a developed paragraph

in an assignment.
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Tip
When writing a draft of an essay, allow a friend or colleague to read

the opening line of you r first paragraph. Ask you r reader to predict
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topic accu rately, you should consider revising you r topic sentence so

that it clearly defines you r pu rpose in writing.
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Writing at Work
When creating a workplace document, use the Òtop-downÓ

approachÑkeep the topic sentence at the beginning of each

paragraph so that readers immediately understand the gist of the

message. This method sa ves busy colleagues precious time and effort

trying to figu re out the main points and relevant details.
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Tip
Avoid using implied topic sentences in an informational document.

Readers often lose patience if they are unable to quickly grasp what

the writer is trying to say. The clearest and most efficient way to

communicate in an informational document is to position the topic

sentence at the beginning of the paragraph.
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Tip
When searching for information on the Internet, remember that

some websites are more reliable than others. websites ending in .gov

or .edu are generally more reliable than websites ending in .com or

.org. Wikis and blogs are not reliable sou rces of information because

they are subject to inaccu racies.
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For Supporting Sentences

above

all
but for instance

in

particular
moreover subsequently

also conversely fu rthermore lateron nevertheless therefore

aside

from
correspondingly however likewise

one one

hand
to begin with

at the

same

time

for example in addition meanwhile
on the

contrary

For Concluding Sentences

after

all

all things

considered
in brief

in

summary

on the

whole
to sum up

all in

all
finally

in

conclusion
on balance thus

Table 6.1 Useful T ransitional Words and Phrases
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Writing at Work
Transitional words and phrases are useful tools to incorporate into

workplace documents. They guide the reader through the document,

clarifying relationships between sentences and paragraphs so that

the reader understands why they ha ve been written in that particular

order.

For example, when writing an instructional memo, it may be helpful

to consider the following transitional words and phrases: -01:=0�D:@

-0249��L=>?��90C?��?309��L9,77D��,1?0=�D:@�3,A0�.:8;70?0/. Using these

transitions as a template to write you r memo will provide readers

with clear, logical instructions about a particular process and the

order in which steps are supposed to be completed.
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KEY TAKEAWAYS
¥ A good paragraph contains three distinct components: a topic

sentence, body, and concluding sentence.

¥ The topic sentence expresses the main idea of the paragraph

combined with the writerÕs attitude or opinion about the topic.

¥ Good topic sentences contain both a main idea and a controlling

idea, are clear and easy to follow, use engaging vocabulary, and

provide an accu rate indication of what will follow in the rest of the

paragraph.

¥ Topic sentences may be placed at the beginning, middle, or end of

a paragraph. In most academic essays, the topic sentence is placed

at the beginning of a paragraph.

¥ Supporting sentences help explain, prove, or enhance the topic

sentence by offering facts, reasons, statistics, quotations, or

examples.

¥ Concluding sentences summarize the key points in a paragraph

and reiterate the main idea without repeating it word for word.

¥ Transitional words and phrases help organize ideas in a paragraph

and show how these ideas relate to one another.
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Learning Objectives
1. Identify ways to vary sentence structu re.

2. Write and revise sentence structu re at the beginning of sentences.

3. Write and revise sentence structu re by connecting ideas.
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Tip
Effective writers often implement the Òrule of three,Ó which is

basically the thought that things that contain three elements are

more memorable and more satisfying to readers than any other

number. T ry to use a series of three when providing examples,

grouping adjectives, or generating a list.
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Tip
Adverbs of timeÑadverbs that indicate B309 an action takes

placeÑdo not always require a comma when used at the beginning of

a sentence. Adverbs of time include words such as D0>?0=/,D, ?:/,D ,

7,?0=, >:80?480> , :1?09, and 9:B .
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above beneath into till

across beside like toward

against between near under

after beyond off underneath

among by on until

around despite over up

at except past with

before for since without

behind from through

Table 7.1 Common Prepositions
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Writing at Work

The overuse of prepositional phrases often occu rs when ou r thoughts

are jumbled and we are unsu re how concepts or ideas relate to one

another. If you are preparing a report or a proposal, take the time to

organize you r thoughts in an outline before writing a rough draft.

Read the draft aloud, either to you rself or to a colleague, and identify

areas that are rambling or unclear. If you notice that a particular part

of you r report contains several sentences over twenty words, you

should double check that particular section to make certain that it is

coherent and does not contain unnecessary prepositional phrases.

Reading aloud sometimes helps detect unclear and wordy sentences.

You can also ask a colleague to paraphrase you r main points to ensu re

that the meaning is clear.
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