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OHCP?LMCNS =I0LM? !I[HMN;HN L?CH@IL=?G?HN CM JLIPC>?> NBLIOAB ?R;GJF?M ;H>
?R?L=CM?M ;H> NB? N?RN CHPIFP?M MNO>?HNM CH NB? F?;LHCHA JLI=?MM NBLIOAB L?;>CHA
JLI<KF?G MIFPCHA JL;=NC=CHA FCMN?HCHA ;H> ?RJ?LC?H=CHA NB? QLCNCHA JLI=?MM

#,=B =B;JN?L ;FMI B;M CHN?AL;N?> ?R;GJF?M NB;N OHC@S NB? >CM=OMMCIH ;H> @ILG ;
=IGGIH ?;MS NI OH>?LMN;H> <;MCM @IL >CM=OMMCIH ;H> ?RJFIL;NCIH 1BCM QCFF JON
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MNO>?HNM ;N ?;M? ;H> ;FFIQ @IL AL?;N?L OH>?LMN;H> ;H> >?GIHMNL;NCIH |@ G;MN?LS |@
NB? G;N?LC;F

1CIM @IL ?e?=NCP? QLCNCHA ;L? CH=FO>?> CH ?P?LS =B;JN?L ;M Q?FF 1BIOABN JLIPIECHA
M=?H;LCIM JLIPC>? =B;FF?HA?M ;H> IJJILNOHCNC?M @IL =IFF;<IL;NCIH ;H> CHN?L;=NCIH
1B?M? ?R?L=CM?M ;L? ?MJ?=C;FFS B?FJ@OF @IL QILECHA QCNB ALIOJM I@ MNO>?HNM !F?;L
?R?L=CM?M N?;=B M?HN?H=7? ;H> J;L;AL;JB QLCNCHA MECFFM NB;N F?;> NI =IGGIH #HAFCMB
=IGJIMCNCIH ;H> <OMCH?MM >I=0G?HNM

CA7<3AA <5:7A®IL 00==?MM ;FMI |e?LM ; M?J;L;N? =B;IN?L @IL #HAFCMB );HAO;A?

)?;LH?LM 1BCM =B;IN?L @I=OM?M IH QIL> IL>?L H?A;NCP? MN;N?G?HNM =IOHN ;H>
HIH=IOHN HIOHM ;H> ;LNC=F?M P?L< N?HM?M GI>;F ;ORCFC;LC?M JL?JIMCNCIHM MF;HA ;H>
C>CIGM

ON;LNCHA CH !B;JN?L #e?=NCP? OMCH?MM 4LCNCHA #e?=NCP? OMCH?MM 4LCNCHA NB?
>CM=0OMMCIH ;JJFC?M F?MMIHM F?;LH?> @LIG NB? JL?PCIOM @IOH>;NCIH;F =B;JN?LM CHNI
=IGGIH <OMCH?MM CMMO?M ;H> ;JJFC=;NCIHM $LIG J;L;JBL;MCHA ;H> JF;AC;LCMG NI MNSF?

NI NB? L?M?;L=B JLI=?MM NB? ?RJ?=N;NCIHM CH=L?;M? ;M M?P?L;F =IGGIH <OMCH?MM
>|=0G?HNM ;L? JL?M?HN?> CH=FO>CHA N?RN G?MM;A?M ;H>? G;CF ;H> H?NCKO?NN?
G?GIL;H>0OGM ;H> F?NN?LM NB? <OMCH?MM JLIJIM;F <OMCH?MM L?JILN L?MOG? ;H>NB?
M;F?M G?MM;A? OMCH?MM #HAFCMB @IL 00==?MM JLIPC>?M ; L;HA? |@ >CM=OMMCIH ?R;GJF
;H> ?R?L=CM?M @LIG QLCNCHA >?P?FIJG?HN NI G;MN?LS |@ NB? ;=;>?GC= ?MM;S NB;N M?LP?
<INB MNO>?HN ;H> CHMNLO=NIL

89>/ >9 >2/ =>7?./8>

4LCNCHA CM I@N?H ; =B;FF?HA? f@ SIO Q?L? ?P?L =B;FF?HA?> NI ?RIJL?MM SIOLM?F@ PC; NB?
QLCNN?H QIL> NBCM <IIE CM @IL SIO f?H=IOL;A? SIO NI ?RJFIL? CN OM? NB? ?R?L=CM?M ;M
IJJILNOHCNC?M NI F?;LH H?Q MECFFM ;H> GIMN 1@ ;FF NI <? MO==?MM@OF CH SIOL ;=BC?P?G"
I@ SIOL =IOLM? I<D?=NCP?M ;H> Al;FM 1BCM N?RN CM ;P;CF;<F? @L?? IHFCH? ;H> CM NB? L?MO
I@ NB? >?>C=;NCIH 1@ G;HS JLI@?MMCIH;FM QBI MB;L? NB? =IGGIH Al;F |@ CH=L?;MCHA

;==?MM NI ?>0=;NCIH;F G;N?LC;FM @IL ;FF MNO>?HNM -F?;M? NB;HE SIOL CHMNLO=NIL @IL
=BIIMCHA ;H 13?H MIOL=? N?RN

$?;NOL?M

B/<-3=/= +</ 38>/1<+>/. 38 [+-2 =/17/8> #,=B =IH=?JN CM CGG?>C;N?FS

L?CH@IL=?> ;M MIIH ;M CN CM CHNLI>O=?> NI E??J MNO>?HNM IH NL;=E

B/<-3=/= +</ ./=318/. >9 0+-363>+>/ 38>/<+->398 +8. -966+,9<+>398 1BCM ;FFIQM

@IL J??L J??L ?HA;A?G?HN >?P?FIJG?HN |@ CHN?LJ?LMIH;F MECFFM ;H> JLIGINCIH |I@
=LCNC=;F NBCHECHA MECFFM

B/<-3=/=>2+>38@96@/ =/60 /.3>381 +8. -966+,9<+>3@/ A<3>381 +</ 0/+>7?</.

1BCM @?;NOL? >?P?FIJM ;H> JLIGIN?M MNO>?HN CHN?L?MN CH NB? EHIQF?>A? ;L?;M ;H>
=IHN?HN

&2/</ +</ -6/+< 38>/<8+6 =?77+<3/= +8. /0/->3@/ .3=:6+C= 90 3809<7+>398

1BCM =IHNLC<ON?M NI ?2;M? |@ ;==?MM NI CH@ILG;NCIH ;H> CH=L?;M?M MNO>?HNM] ;<CFCN
FI=;N? >?MCL?> =IHN?HN

$76/ /B:6+8+>398= +</ =37:63L/. A3>2 -6/+< </6/@+8> +8.>2/7/ ,+=/.

/B+7:6/= 1BCM @7?;NOL? JLIPC>?M =IHN?RN NB;N QCFF @;=CFCN;N? F?;LHCHA ;H> CH=L?;l
EHIQF?>A? L?N?HNCIH



&2/</ 3= +8 9,@397= =><?->7</ >9 >2/ -2+:>/< +8. =/17/8> 6/@/6 1BCM ;FFIQM
@IL ?;MS ;>;JN;NCIH NI 7RCMNCHA ;H> =B;HACHA =IOLM? H??>M IL ;MM?MMG?HN
ION=IG?M



2+:>/< )<3>381 +=3-= )2+>
+5/=+ 99. %/8>/8-/

%/8>/8-/ )<3>381

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H=M;

Learning Objectives

1. Identify the components of a basic sentence.
2. ldentify the fou r most serious writing errors.

fG;ACH? SIO ;L? L?;>CHA ; <llE @IL M=BIIF 610 H??> NI aH> CGJILN;HN >?N;CFM NB;N SIO
=HOM? @IL ;H ;MMCAHG?HN &IQ?P?L QB?H SIO <?ACH NI L?;> SIO HINC=? NB;N NB?

<llE B;M P?LS FCNNF? JOH=NO;NCIH 0?HN?H=?M @;CF NI @ILG =IGJF?N? J;L;AL;JBM ;H>
CHMN?;> @ILG IH? <FI=E 1@ N?RN QCNBION =F?;L ILA;HCT;NCIH *IMN FCE?FS NBCM <IIE QIOF>
@LOMNL;N? ;H> =IH@OM? SIO 4CNBION =F?;L ;H> =IH=CM? M?HN?H=?M CN CM >Cc=0OFN NI aH>
NB? CH@ILG;NCIH SIO H??>

$IL <INB MNO>?HNM ;H> JLI@?MMCIH;FM =F?;L =IGGOHC=;NCIH CM CGJILN;HN 4B?NB?L SIO
;L? NSJICHA ;H ? G;CF IL QLCNCHA ; L?JILN CN CM SIOL L?MJIHMC<CFCNS NI JL?M?HN SIOL
NBIOABNM ;H> C>?;M =F?;LFS ;H> JL?=CM?FS 4LCNCHA CH =IGJF?N? M?HN?H=?M CM IH? Q;S NI
?HMOL? NB;N SIO =IGGOHC=;N? Q?FF 1BCM M?=NCIH =IP?LM BIQ NI L?=IAHCT? ;H> QLCN?
<;MC= M?HN?H=? MNLO=NOL?M ;H> BIQ NI ;PIC> MIG? =IGGIH QLCNCHA ?LLILM

97:98/8>= 90 + %/8>/8-/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IF?;,LFS QLCNN?H =IGJF?N? M?HN?H=?M L?KOCL? E?S CH@ILG;NCIH ; MO<D?=N ; P?L<;H>;
=IGJIF?N? C>?7; M?HN?H=? H??>M NI G;E? M?HM? IH CNM IQH OIG?NCG?M =IGJF?N?
M?HN?H=?M ;L? ;FMI =;FF?> CH>?J?H>?HN =F;0OM?M =F,0OM? CM ; ALIOJ |@ QIL>M NB;N G;S
G;E? OJ ; M?HN?H=? H CH>?J?H>?HN =F;OM? CM ; ALIOJ |@ QIL>M NB;N G;S MN;H> ;FIH?

;M ; =IGIF?N? AL;GG;NC=;FFS =ILL?=N NBIOABN 1B? @IFFIQCHA M?HN?H=?M MBIQ
CH>?J?H>?HN =F,0OM?M

FF =IGJF?N? M?HN?H=?M B;P? ;N F?;MN IH? CH>?J?H>?HN =F;0OM? 610 =;H C>?HNC@S ;H
CH>?J?H>?HN =F;,0OM? <S L?;>CHA CN IH CNM IQH ;H> FIIECHA @IL NB? MO<D?=N ;H> NB? P?L<
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%7?,4/->=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4B?H SIO L?;>; M?HN?H=? SIO G;S aLMN FIIE @IL NB? MO<D?=N IL QB;N NB? M?HN?H=? CM
;<ION 1B? MO<D?=N OMO;FFS ;JJ?;LM ;N NB? <?ACHHCHA 1@ ; M?HN?H=? ;M ; HIOH IL ;
JLIHIOH HIOH CM; QIL> NB;N C>?HNCa?M ; J?LMIH JF;=? NBCHA IL C>?; JLIHIOH CM

; QIL> NB;N L?JF;=?M ; HIOH !IGGIH JLIHIOHM ;L? f B? MB? CN SIO NB?S ;H>Q? fH

NB? @IFFIQCHA M?HN?H=?M NB? MO<D?=N CM OH>?LFCH?> IH="

fH NB?M? M?HN?H=?M NB? MO<D?=N CM!{:79LMIB? JLIHIOH 3 L?JF;=?M ;H>L?@7?LM
<;=E NI /:79

fH NB? aLMN M?HN?H=? NB? MO<D?=N CM:;3EB3%@ :/0fH NB? M?=IH> M?HN?H=? NB?
JLIHIOH RBIO<MNCNON?M;@IB3@ :/GM NB? MO<D?=N

fH NB? aLMN M?HN?H=? NB? MO<D?=N CA@-MNBEHAB? M?=IH> M?HN?H=? NB?
JLIHIOH fN MN;H>M CH @IL NB? JLID?=N

&3:

fH NBCM =B;JN?L JF?;M? L?@7?L NI NB? @IFFIQCHA AL;GG;L E?S

97:978. %7?,4/->=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

M?HN?H=? G;S B;P? GIL? NB;H IH? J?LMIH JF;=? IL NBCHA ;M NB? MO<D?=N 1B?M?
MO<D?=NM ;L? =;FF?> =IGJIOH> MO<D?=NM !IGJIOH> MO<D?=NM ;L? OM?@OF QB?H SIO Q;HN
NI >CM=0MM M?P?L;F MO<D?=NM ;N IH=?
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"<[:9=3>398+6 "2<+=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

610 QCFF I@N?H L?;>; M?HN?H=? NB;N B;M GIL? NB;H IH? HIOH IL JLIHIOH CH CN 6I0 G;S
?H=IOHN?L ; ALIOJ I@ QIL>M NB;N CH=FO>?M ; JL?JIMCNCIH QCNB ; HIOH IL ; JLIHIOH
-L?JIMCNCIHM =IHH?=N ; HIOH JLIHIOH IL P?L< NI ;HINB?L QIL> NB;N >?M=LC<?M IL

GI>Ca?M NB;N HIOH JLIHIOH IL P?L< IGGIH JL?JIMCNCIHM CH=F@%2%< C<23@

<3/@0G E7B6;H> /0=CB ALIOJ 1@ QIL>M NB;N <?ACH QCNB ; JL?JIMCNCIH CM =;FF?>;
JL?JIMCNCIH;F JBL;M?  JL?JIMCNCIH;F JBL;M? <?ACHM QCNB ; JL?JIMCNCIH ;H> GI>Ca?M

IL >?M=LC<?M ; QIL> fN =;HHIN ;=N ;M NB? MO<D?=N |@ ; M?HN?H=? 1B? @IFFIQCHA =CL=F?>
JBL;M?M ;L? ?R;GJIF?M 1@ JL?JIMCNCIH;F JBL;M?M

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1?;> NB? @IFFIQCHA M?HN?H=?M 2H>?LFCH? NB? MO<D?=NM ;H> =CL=F? NB? JL?JIMCNCIH;F
JBL;M?M

1B? ASG CM I1J?H OHNCF HCH? I]=FI=E NIHCABN

4? Q?HN NI NB? MNIL? NI A?N MIG? C=?

1B? MNO>?HN QCNB NB? GIMN ?RNL; =L?>CN QCFF QCH ; BIG?QILE J;MM

*S::H> 1C; @IOH> ;H ;<;H>IH?> =N <S NB? MC>? |@ NB? LI;>

1B? >LCP?L 1@ NB;N JC=EOJ NLO=E MEC>>?> |[H NB? C=?

HCN; QIH NB? L;=? QCNB NCG? NI MJ;L?

1B? J?IJF? QBI QILE @IL NB;N =IGJ;HS Q?L? MOLJLCM?> ;<ION NB? G?LA?L
41LECHA CH B;MN? G?;HM NB;N SIO ;L? GIL? FCE?FS NI G;E? GCMN;E?M

1B? MIOH>NL;=E B;M IP?L MCRNS MIHAM CH F;HAO;A?M @LIG ;LIOH> NB? QILF>
&CM F;N?MN CHP?HNCIH >1?M HIN QILE <ON CN B;M CHMJCL?> NB? L?MN |@ OM

(/<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H=? SIO FI=;N? NB? MO<D?=N 1@ ; M?HN?H=? SIO =;H GIP? IH NI NB? H?RN J;LN 1@ ;

=IGJF?N? M?HN?H=? NB? P?L< P?L<CM I@N?H ;H ;=NCIH QIL> NB;N MBIQM QB;N NB?
MO<D?=N CM >ICHA P?L< =;H ;FMI FCHE NB? MO<D?=N NI ; >?M=LC<CHA QIL> 1B?L? ;L? NBL??
NSJ?M I@ P?L<M NB;N SIO =;H OM? CH ; M?HN?H=? ;=NCIH P?L<M FCHECHA P?L<M IL B?FJCHA
P?L<M
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->398 (/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

P?L< NB;N =IHH?=NM NB? MO<D?=N NI ;H ;=NCIH CM =;FF?>;H ;=NCIH P?L< H;=NCIH P?L<
;HMQ?LM NB? KO?MNEGIB 7A B63 AC0831B 2=H5IB? @IFFIQCHA M?HN?H=?M NB? QIL>M
OH>?LFCH?> NQC=?;L? ;=NCIH P?L<M

385381 (/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

P?L< =;H I@N?H =IHH?=N NB? MO<D?=N I@ NB? M?HN?H=? NI ; >?M=LC<CHA QIL> 1BCM NSJ? |@
P?L< CM =;FF?>; FCHECHA P?L< <?=,0M? CN FCHEM NB? MO<D?=N NI ; >?M=LC<CHA QIL> fH NB?
@IFFIQCHA M?HN?H=?M NB? QIL>M OH>?LFCH?> NQC=? ;L? FCHECHA P?L<M

f@ SIO B;P? NLIO<F? N?FFCHA NB? >Ce?L?H=? <?NQ??H ;=NCIH P?L<M ;H> FCHECHA P?L<M
L?G?G<?L NB;N ;H ;=NCIH P?L< MBIQM NB;N NB? MO<D?=N CM >ICHA MIG?NBCHA QB?L?;M;
FCHECHA P?L< MCGJFS =IHH?=NM NB? MO<D?=N NI ;HINB?L QIL> NB;N >?M=LC<?M IL GI>Ca?M
NB? MO<D?=N @7?Q P?L<M =;H <? OM?> ;M ?CNB?L ;=NCIH P?L<M IL FCHECHA P?L<M

FNBIOAB <INB M?HN?H=?M OM? NB? M;G? P?L< NB? NQI M?HN?H=?M B;P? =IGJF?N?FS
>Ce?L?HN G?;HCHAM fH NB? aLMN M?HN?H=? NB? P?L< >?M=LC<?M NB? <IS]M ;=NCIH fH NB?
M?=IH> M?HN?H=? NB? P?L< >?M=LC<?M NB? <IS]M ;JJ?;L;H="

16:381 (/<,=
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

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

NBCL> NSJ? |@ P?L< SIO G;S OM? ;M SIO QLCN? CM ; B?FJCHA P?L< &?FJCHA P?L<M ;L?
P?L<M NB;N ;L? OM?> QCNB NB? G;CH P?L< NI >?M=LC<?; GlI> IL N?HM? &?FJCHA P?L<M ;L?
OMO;FFS ; @ILG 1@ <? >I IL B;P? 1B? QIL>=;H CM ;FMI OM?> ;M ; B?FJCHA P?L<
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&3:

4B?H?P7?L SIO QLCN? IL ?7>CN M?HN?H=?M E??J NB? MO<D?=N ;H>P?L<CH GCH> M SIO
QLCN? ;ME SIOLM?F@ NB?M? KO?MNCIHM NI E??J SIOLM?F@ IH NL;=E

%7?,4/-> 4Bl IL QB;N CM NB? M?HN?H="? ;<ION

(/<, 4BC=B QIL> MBIQM ;H ;=NCIH IL FCHEM NB? MO<D?=N NI ; >?M=LCJNCIH

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

I1JS ?;=B M?HN?H=? IHNI SIOL IQH MB??N |I@ J;J?L ;H> OH>?LFCH? NB? P?L<M NQC=?
+,G? NB? NSJ? 1@ P?L<M OM?> CH NB? M?HN?H=? CH NB? MJ;=? JLIPC>?> )3 &3 IL 3

47? B;P? HIN ?;N?H >CHH?L S?N

fN NIIE @IOL J?1JF? NI GIP? NB? <LIE?H >IQH =;L i

1B? <IIE Q;M aFF?> QCNB HIN?M @LIG =F;MM ..

4? Q;FE?> @LIG LIIG NI LIIG CHMJ?=NCHA @IL >;G;A?M

&;LIF> Q;M ?RJ?=NCHA ; J;=E;A? CH NB? G;CF ..

1B? =FINB?M MNCFF @?FN >;GJ ?P?H NBIOAB NB?S B;> <??H NBLIOAB NB? >LS?L NQC="?
1B? N?;=B?L QBI LOHM NB? MNO>CI CM I@N?H JL;CM?> @IL BCM L?MNIL;NCIH QILE IH IF>
G;MN?LIC?=?M

%/8>/8-/ %><?->7?</ P8-6?.381 <+17/8>= +8. $?8 98=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

+1Q NB;N SIO EHIQ QB;N G;E?M ; =IGJF?N? M?HN?H=?[; MO<D?=N ;H>; P?L<[SIO =;H

OM? INB?L J;LNM I@ MJ??=B NI <OCF> IH NBCM <;MC= MNLO=NOL? %ll> QLCN?LM OM? ; P;LC?NS
M?HN?H=? MNLO=NOL?M NI G;E? NB?CL QILE GIL? CHN?L?MNCHA 1BCM M?=NCIH =IP?LM >Ce?L
M?HN?H=? MNLO=NOL?M NB;N SIO =;H OM? NI G;E? FIHA?L GIL? =IGJF?R M?HN?H=?M

0/8>/8-/ "+>>/<8=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

0CR <;MC=MO<D?=N P?L< J;NN?LHM =;H ?HB;H=? SIOL QLCNCHA M;GJF? M?HN?H=? CM
JLIPC>?> @IL ?;=B J;NN?LH M SIO L?;> ?;=B M?HN?H=? N;E? HIN? |@ QB?L? ?;=B J;LN 1@
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NB? M?HN?H=? @;FFM +INC=? NB;N MIG? M?HN?H=? J;NN?LHM OM? ;=NCIH P?L<M ;H> INB?LM
OM? FCHECHA P?L<M

%7?,4/->F(/<,

%7?,4/->F 385381 (/<,F 978

%7?,4/->F 385381 (/<,F .4/->3@/

%?,4/->F(/<,F .@I/<,

%?,4/->F(/<,F 3</->,4/->

4B?H SIO QLCN? ; M?HN?H=? QCNB ; >CL?=N I<D?=N ", G;E? MOL? NB;N NB? ", L?=?CP?M
NB? ;=NCIH 1@ NB? P?L<

%?,4/->F(/<,FP8.3</-> 1, 4/->F 3</->1,4/->

fH NBCM M?HN?H=? MNLO=NOL? ;H CH>CL?=N I<D?=N ?RJF;CHM NI QBIG IL NI QB;N NB? ;=NCIH CM
<?CHA >IH? 1B? CH>CL?=N I<D?=N CM ; HIOH IL JLIHIOH ;H> CN =IG?M <?@IL? NB? >CL?=N
I<D?=N CH ; M?HN?H=?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

2M? QB;N SIO B;P? F?;LH?> Ml @;L NI <LCHA P;LC?NS CH SIOL QLCNCHA 2M? NB? @IFFIQCHA
FCH?M IL SIOL IQH MB??N 1@ J;J2L NI QLCN? MCR M?HN?H=?M NB;N JL;=NC=? ?;=B <;MC=
M?HN?H=? J:NN?LH 4B?H SIO B;P? aHCMB?> F:<?F ?:=B J;LN I@ NB? M?HN?H=? 0 3 )3 +

>D >P " f,
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966+,9<+>398

$CH> ;H ;LNC=F? CH ; H?QMJ;J?L ; G;A;TCH? IL IHFCH? NB;N CHN?L?MNM SIO LCHA CN NI
=F;MM IL JIMN CN IHFCH? 1B?H FIIECHA ;N ; =F;MMG;N?]M ;LNC=F? C>?HNC@S IH? ?R;GJF? |@
?,=BJ,LN 1@ ; M?HN?H=? 0 3 )3 + >D >P " f, -F?;M? MB;L? IL JIMN SIOL L?MOFNM

<+17/8>=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1B? M?HN?H=?M SIO B;P? ?H=I0OHN?L?> Ml @;L B;P? <??H CH>?J?H>?HN =F;OM?M M SIO

FIIE GIL? =FIM?FS ;N SIOL J;MN QLCNCHA ;MMCAHG?HNM SIO G;S HINC=? NB;N MIG? I@ SIOL
M?HN?H=?M ;L? HIN =IGJF?N? M?HN?H=? NB;N CM GCMMCHA ; MO<D?=N IL ; P?L< CM =;FF?>;
@L;AG?HN  @L;AG?HN G;S CH=FO>? ; >?M=LCJNCIH IL G;S ?RIJL?MM J;LN 1@ ;H C>?; <ON CN
>[?M HIN ?RIL?MM ; =IGIJF?N? NBIOABN

<+17/8> IBCF>L?H B?FJCHA CH NB? ECN=B?H
97:6/>/ =/8>/8-/ IBCF>L?H B?FJCHA CH NB? EQR=B?H5/ + 7/==

610 =;H ?;MCFS aR ; @L;AG?HN <S ;>>CHA NB? GCMMCHA MO<D?=N IL P?L< fH NB? ?R;GJF?
NB? M?HN?H=? Q;M GCMMCHA ; P?L< >>CHA I@N?H G;E? ; G?MM =L?;N?M ;H0 3 +
M?HN?H=? MNLO=NOL?
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317</ .3>381 <+17/8>= &2+> </ 3==381 + %?,4/-> 9< + (I<,
0?? QB?NB?L SIO =;H C>?HNC@S QB;N CM GCMMCHA CH NB? @IFFIQCHA @L;AG?HNM
<+17/8> 1IF>B?L ;<ION NB? <LIE?H P;M?
97:6/>/ =/8>/8-/ fNIF> B?L ;<ION NB? <LIE?H P;M?
<+17/8> 1B? MNIL? >IQH IH *;CH ONL??N

97:6/>/ =/8>/8-/ 1B? MNIL? >IQH IH *;CH ONL??N-/66= 7?=3-



97798 %/8>/8-/ <<9<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

$L;AG?HNM I@N?H I==0L <?=;0M? |@ MIG? =IGGIH ?LLIL MO=B ;M MN;LNCHA ; M?HN?H="
QCNB ; JL?JIMCNCIH ; >?J?H>?HN QIL> ;H CHaHCNCP? IL ; A?LOH> f@ SIO OM? NB? MCR
<;MC= M?HN?H=? J;NN?LHM QB?H SIO QLCN? SIO MBIOF> <? ;<F? NI ;PIC> NB?M? ?LLILM ;H>
NBOM ;PIC> QLCNCHA @L;AG?HNM

4B?H SIO M?? ; JL?JIMCNCIH =B?=E NI M?? NB;N CN CM J;,LN |I@ ; M?HN?H=? =IHN;CHCHA ;
MO<D?=N ;H>; P?L< f@ CN CM HIN =IHH?=N?> NI ; =IGJF?N? M?HN?H=? CN CM ; @L;AG?HN ;H>
SIO QCFF H??> Nl aR NBCM NSJ? |@ @L;AG?HN <S =IG<KCHCHA CN QCNB ;HINB?L M?HN?H=? 610
=;H ;>> NB? JL?JIMCNCIH;F JBL;M? NI NB? ?H> 1@ NB? M?HN?H=? f@ SIO ;>> CN NI NB?
<?ACHHCHA |@ NB? INB?L M?HN?H=? CHM?LN ; =IGG; ;@N?L NB? JL?JIMCNCIH;F JBL;M?
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B+7:6/

B+7:6/



IF;,OM?M NB;N MN;LN QCNB ; >?J?H>?HN QIL>[MOAB<IB 031/CA3 E7B6ICEC<:3AQA

;L? MCGCF;L NI JL?JIMCNCIH;F JBL;M?M )CE? JL?JIMCNCIH;F JBL;M?M NB?M? =F;0OM?M =;H <?
@L;AG?HNM C@ NB?S ;L? HIN =IHH?=N?> NI ;H CH>?J?H>?HN =F;OM? =IHN;CHCHA ; MO<D?=N
;H>; P?L< 1l aR NB? JLI<F?G SIO =;H ;>> MO=B ; @L;AG?HN NI NB? <?ACHHCHA IL ?H>

@ ; M?HN?H=? f@ NB? @L;AG?HN CM ;>>?> ;N NB? <?ACHHCHA |@ ; M?HN?H=? ;>>; =IGG;

4B?H SIO ?H=IOHN?L ; QIL> ?H>CHA CF5CH ; M?HN?H=? C>?HNC@S QB?NB?L IL HIN NBCM
QIL> CM OM?> ;M ; P?L< CH NB? M?HN?H=? 610 G;S ;FMI FIIE @IL ; B?FICHA P?L< f@ NB?
QIL> CM HIN OM?> ;M ; P?L< IL C@ HI B?FJCHA P?L< CM OM?>TGRANEDILG NB?

P?L< CM <?CHA OM?> ;M ; HIOH H CHA P?L< @ILG OM?> ;M ; HIOH CM =;FF?> ; A?LOH>

,H=? SIO EHIQ QB?NB?L NB?7<5QIL> CM ;=NCHA ;M ; HIOH IL ; P?L< FIIE ;N NB? L?MN |@
NB? M?HN?H=? "I?M NB? ?HNCL? M?HN?H=? G;E? M?HM? IH CNM IQH f@ HIN QB;N SIO ;L?
FIIECHA ;N CM ; @L;AG?HN 610 QCFF H??> NI ?CNB?L ;>> NB? J;,LNM |@ MJ??=B NB;N ;L?
GCMMCHA IL =IG<CH? NB? @L;AG?HN QCNB ; H?;L<S M?HN?H=?



317</ .3>381 <+17/8>= &2+> /138 A3>2 /<?8.=

P8-9<</-> 1;ECHA >??J <L?;NBM 0;OF JL?J;L?> @IL BCM JL?M?HN;NCIH
9<</-> 1;ECHA>??J<L?;NBM 0;OF JL?J;L?> @IL BCM JL?M?HN;NCIH
9<</-> 0;0F JL?J;L?> @IL BCM JL?M?HN;NCIHA&?>+5381 >?7?J <L?;NBM

P8-9<</-> IIHAL;NOF;NCHA NB? ?HNCL? N?;G O;L;B L;CM?> B?L AF;MM NI NI;MN NB?CL
MO==?MM



9<</-> %2/ A+= =IHAL;NOF;NCHA NB? ?HNCL? N?;G O;L;B L;,CM?> B?L AF;MM NI NI;MN NB?CL
MO==?MM

9<</-> IIHAL;NOF;NCHA NB? ?HNCL? N?;G O;L;B L;CM?> B?L AF;MM NI NI;MN NB?CL MO==?MM

HINB?L ?LLIL CH M?HN?H=? =IHMNLO=NCIH CM ; @L;AG?HN NB;N <?ACHM QCNB ;H CHaHCNCP?
CHaHCNCP? CM ; P?L< J;CL?> QCNB NB? QIL> NI @ILBR@IK?B=E@7B3 =@ B= @3/16

FNBIOAB CHaHCNCP?M ;L? P?L<M NB?S =;H <? OM?> ;M HIOHM ;>D?=NCP?M IL ;>P?L<M 610
=;H =ILL?=N; @L;AG?HN NB;N <?ACHM QCNB ;H CHaHCNCP? <S ?CNB?L =IGKCHCHA CN QCNB
;HINB?L M?HN?H=? IL ;>>CHA NB? J;LNM 1@ MJ??=B NB;N ;L? GCMMCHA

P8-9<</-> 4? H??>7> NI G;E? NBL?? BOH>L?> GIL? J;J?L =L;H?M 1l L?;=B NB? IH?
NBIOM;H> G;LE

9<</-> 4? H??>7?> NI G;E? NBL?? BOH>L?> GIL? J;J?L =L;H?M >9L?;=B NB? IH?
NBIOM:H> G;LE

9<</-> 4?7 H??>?7> NI G;E? NBL?? BOH>L?> GIL? J;J?L =L;H?M )/ A+8>/. >9 L?;=B
NB? IH? NBIOM;H> G;LE

B/<-3=/

1I1JS NB? @IFFIQCHA M?HN?H=?M IHNI SIOL IQH MB??N |I@ J;J?L ;H> =CL=F? NB? @L;AG?HNM
1B?H =IG<CH? NB? @L;AG?HN QCNB NB? CH>?J?H>?HN =F;OM? NI =L?;N? ; =IGJF?N?
M?HN?H=?

4|LECHA QCNBION N;ECHA ; <L?;E 4? NLS NI A?N ;M GO=B QILE >IH? ;M Q? =;HCH ;H

BIOL

f H??>?> NI <LCHA QILE BIG? fH IL>?L NI G??N NB? >?;>FCH?

2HF?MM NB? ALIOH> NB;QM <?@IL? MIJLCHA <L?;E 4? QIH]N <? JF;HNCHA ;HS NOFCJM NBCM
S?L

10LHCHA NB? FCABNM le ;@N?L B? Q;M >IH? CH NB? ECN=B?H /I<?LN NLC?M NI =IHM?LP?
?H?LAS QB?H?P?L JIMMC<F?

6I0]FF aH> QB;N SIO H??> C@ SIO FIIE ,H NB? MB?F@ H?RN NI NB? JINN?> JF;HN

1l aH> NB? J?L@7?=N ;J;LNG?HN "?C>L? M=IOL?> NB? =F;MMCa?>M ?;=B >;S

$78 98 %/8>/8-/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

‘'OMN ;M MBILN CH=IGJF?N? M?HN?H=?M =;H <? JLI<F?G;NC= F?HANBS M?HN?H=?M =;H <?
JLI<KF?G;NC= NIl 0?HN?H=?M QCNB NQI IL GIL? CH>?J?H>?HN =F;,OM?M NB;N B;P? <??H
CH=ILL?=NFS =IG<CH?>;L? EHIQH ;M LOH IH M?HN?H=?M LOH IH M?HN?H=? G;S <?
?CNB?L ; @OM?> M?HN?H=2? IL ; =IGG; MJFC=?

?=/. =18>/8-/ @;GCFS 1@ @IR?M FCP?> OH>?L IOL MB?> SIOHA @IR?M JF;S?> ;FF IP?L
NB? S;L>

977+ =:63-/ 47? FIIE?> IONMC>? NB? EC>M Q7?L? BIJJCHA IH NB? NL;GJIFCH?

4B?H NQI =IGIJF?N? M?HN?H=?M ;L? =IG<KCH?> CHNI IH? QCNBION ;HS JOH=NO;NCIH NB?
L?MOFN CM ; @OM?> M?HN?H=? 4B?H NQI =IGJF?N? M?HN?H=?M ;L? DICH?> <S ; =IGG; NB?
L?MOFN CM ; =IGG; MJFC=? INB ?LLILM =;H ?;MCFS <? aR?>
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H? Q;S NI =ILL?=N LOH IH M?HN?H=?M CM NI =ILL?=N NB? JOH=NO;NCIH $IL ?R;GJF?
;>>CHA ; J?LCI> QCFF =ILL?=N NB? LOH IH <S =L?;NCHA NQI M?J;L;N? M?HN?H=?M

2MCHA ; M?GC=IFIH <?NQ??H NB? NQI =IGJF?N? M?HN?H=?M QCFF ;FMI =ILL?=N NB? ?LLIL
M?GC=IFIH ;FFIQM SIO NI E??J NB? NQI =FIM?FS L?F;N?> C>?7;M NIA?NB?L CH IH? M?HN?H=?
4B?H SIO JOH=NO;N? QCNB ; M?GC=IFIH G;E? MOL? NB;N <INB J;LNM I@ NB? M?HN?H=? ;L?
CH>?J?H>?HN =F;OM?M $IL GIL? CH@ILG;NCIH IH M?GC=IFIHM M??

$7898 1B? ;==C>?HN =FIM?> <INB F;H?M I@ NL;c= Q? Q;CN?> ;H BIOL @IL NB? QL?=E;A?
NI <? =F?;L?>

97:6/>/ =/8>/8-/ 1B? ;==C>?HN =FIM?> <INB F;H?M |@ NL;c= Q? Q;CN?>;H BIOL @IL
NB? QL?=E;A? NI <? =F?;L?>

4B?H SIO OM? ; M?GC=IFIH NI M?J;L;N? NQI CH>?J?H>?HN =F;OM?M SIO G;S QCMB NI ;>>

; NL;HMCNCIH QIL> NI MBIQ NB? =IHH?=NCIH <?NQ??H NB? NQI NBIOABNM @N?L NB?
M?GC=IFIH ;>> NB? NL;HMCNCIH QIL> ;H> @IFFIQ CN QCNB ; =IGG; $IL GIL? CH@ILG;NCIH
IH NL;HMCNCIH QIL>M M??

$7898 1B? JLID?=N Q;M JON IH BIF> Q? >C>H]N B;P? NCG? NI MFIQ >IQH MI Q? E?JN
QILECHA

97:6/>/ =/8>/8-/ 1B? JLID?=N Q:M JON IH BIF29A/@/< Q2 >C>H]N B;P? NCG? NI
MFIQ >IQH MI Q? E?JN QILECHA

99<.38+>381 984?78->398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

610 =;H ;FMI aR LOH IH M?HN?H=?M <S ;>>CHA ; =IGG; ;H> ; =IIL>CH;NCHA =IHDOH=NCIH
=lIL>CH;NCHA =IHDOH=NCIH ;=NM ;M ; FCHE <?NQ??H NQI CH>?J?H>?HN =F,OM?M

TIp
These are the seven coordinating conjunctions that you can use: 1=
9/ 9:= -@7? = D0? and >:. Use these words appropriately when you
want to link the two independent clauses. The acronym 1" will

help you remember this group of coordinating conjunctions.

$?898 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
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1:/8./18> )9<.=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
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?
=lIL>CH;NCHA =IHDOH=NCIHM >?J?H>?HN QIL>M MBIQ ; L?F;NCIHMBCJ <?NQ??H NOQI
CH>?J?H>?HN =F;,OM?M

$?7898 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 11<Q?<M =IP?L?> NB? @OLHCNOL? NB? LIIG B;>H]N <??H OM?> CH S?;LM

97:6/>/ =/8>/8-/ 1<Q?<M =IP?L?> NB? @OLHCN®O%?=/ NB? LIIG B;>H]N <??H
OM?>CH S?;LM

Writing at Work

Figure 2.4 Sample e-malil

IsabelleOs 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 IsaebelleOs communication skills orNworseNmay 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 OsendO 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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

L?;>?L =;H A?N FIMN IL FIM? CHN?L?MN CH G;N?LC;F NB;N CM NIl >?HM? ;H> L;G<FCHA 2M?
QB;N SIO B;P? F?;LH?> ;<ION LOH IH M?HN?H=?M NI =ILL?=N NB? @IFFIQCHA J;MM;A?M

1B? L?JILN CM >07? IH 4?>H?M>;S <ON Q?]L? bSCHA <;=E @LIG *C;GC NB;N GILHCHA f

NIF> NB? JLID?=N G;H;A?L NB;N Q? QIOF> <? ;<F? NI A?N NB? L?JILN NI B?L F;N?L NB;N

>:S MB? MOAA?MN?> NB;N Q? =IG? <;=E ; >;S ?;LFS NI A?N NB? L?JILN >IH? ;H> f

NIF> B?L Q? B;> G??NCHAM OHNCF IOL bCABN NIIE le 4? ? G;CF?>I0L =IHN;=N QBI

M;C> NB;N NB?S QIOF> =B?=E QCNB BCM <IMM MB? M;C> NB;N NB? JLID?=N =IOF> ;elL>;
>?F;S ;M FIHA ;M NB?S QIOF>H]N B;P? NI G;E? ;HS ?>CNM IL =B;HA?M NI NB? aF? IOL

H?Q >?;>FCH? CM H?RN $LC>;S

HH; NLC?> A?NNCHA ; L?M?7LP;NCIH ;N NB? L?MN;OL;HN <ON QB?H MB? =;FF?> NB?S M;C>
NB;N NB?L? Q;M ; Q;CNCHA FCMN MI MB? JON IOL H;G?M >IQH IH NB? FCMN QB?H NB? >;S
|@ I0OL L?M?LP;NCIH ;LLCP?> Q? IHFS B;> NI Q;CN NBCLNS GCHON?M <?=;,0M? ; N;<F?
1J?7H?> OJ OH?RJ?=N?>FS QBC=B Q;M All> <?=,0M? Q? Q?L? ;<F? NI =;N=B ; GIPC?

;@N?L >CHH?L CH NB? NCG? Q7?]> ?RJ?=N7?> NI Q;CN NI <? M?;N?>

4CNBION ; >I0<N GS @;PILCN? ;LNCMN CM )?IH;L>I >; 3CH=C HIN <?=;0M? |@ BCM
J;CHNCHAM <ON <?=;0M? |@ BCM @;M=CH;NCHA >?MCAHM GI>?FM ;H> ME?N=B?M CH=FO>CH,;
JF;HM @IL M=0<; A?;L ; bSCHA G;=BCH? ;H>; FC@? MCT? G?=B;HC=;F FCIH NB;N ;=NO;FFS
Q;FE?> ;H> GIP?>CNM B?;> &CM J;,CHNCHAM ;L? <?;ONC@OF NIl ?MJ?=C;FFS QB?H SIO
M?? NB? =IGJON?L ?HB;H=?> P?LMCIHM L?M?;L=B?LM OM? ; P;LC?NS |@ G?NBI>M NI
>CM=IP?L ;H> ?HB;H=? NB? J;,CHNCHAM] ILCACH;F =IFILM NB? L?MOFN I@ QBC=B ;L?
MNOHHCHAFS PC<L;HN ;H> S?N >?FC=;N? >CMJF;SM |@ NB? G;H]M A?HCOM

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

2MCHA NB? MCR <;MC= M?HN?H=? MNLO=NOL?M QLCN? IH? I@ NB? @IFFIQCHA

QILE ? G;CF NI ; =IQILE?L ;<ION ; JL?M?HN;NCIH
<OMCH?MM F?NN?L NI ; JIN?HNC;F ?GJFIS?L
MN;NOM L?JILN ;<ION SIOL =OLL?HN JLID?=N
DI< >?M=LCJNCIH @IL SIOL LXMOGX

%?,4/-> (<, 1<//7/8>

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Define subject-verb agreement.
2. ldentify common errors in subject-verb agreement.

fH NB? QILEJF;=? SIO Q;HN NI JL?M?HN ; JLI@?MMCIH;F CG;A? 610L IONaN IL MOCN M;SM
MIG?NBCHA ;<ION SIO QB?H G??NCHA @;=? NI @;=? ;H> SIOL QLCNCHA L?JL?M?HNM SIO CH
SIOL ;<M?H=? %L,;GG;NC=;F GCMN;E?M CH SIOL QLCNCHA IL ?P?H CH MJ?;ECHA G;E? ;
H?A;NCP? CGJL?MMCIH IH =IQILE?LM =FC?HNM ;H> JIN?HNC;F ?GJFIS?LM 00<D?=N P?L<
JAL??G?HN CM IH? 1@ NB? GIMN =IGGIH ?LLILM NB;N J?1JF? G;E? &;PCHA ; MIFC>
OH>?LMN;H>CHA |@ NBCM =IH=?JN CM =LCNC=;F QB?H G;ECHA ; All> CGJL?MMCIH ;H> CN QCFF
B?FJ ?HMOL? NB;N SIOL C>?;M ;L? =IGGOHC=;N?> =F?,LFS

1</[7/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

AL??G?HN CH MJ??=B ;H> CH QLCNCHA L?@7?LM NI NB? JLIJ?L AL;GG;NC=;F G;N=B <?NQ??H
QIL>M ;H>JBL;M?M -;.LNM 1@ M?HN?H=?M GOMN ;AL?? IL =ILL?MJIH> QCNB INB?L J;LNM CH
HOG<?L J?LMIH =M? ;H> A?H>?7L
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?7,/< FF J;LNM GOMN G;N=B CH MCHAOF;L IL JFOL;F @ILGM
"/<=98 FF J;LNM GOMN G;N=B CH aLMN JRNMPEIH> J?LMIH G=C IL NBCL>
J?LMIH 63 A63 7B63G@ILGM
+=/ FF J;LNM GOMN G;N=B CH MO<DR-IBGE? 63 A63 7B B63GIHER=NCP3
63@ 67; B63; CAILJIMM?MMCR® ;7<3 G=C@ G=C@A 67A 63@ 63@A B637@ B637@A
=C@ =C@ALGM $IL GIL? CH@ILG;NCIH IH JLIHIOH =;M? ;AL??G?HN M?? 0?=NCIH
-LIHIOH AL??G?HN
/8.1< FF J;LNM GOMN G;N=B CH G;F? IL @?G;F? @ILGM

00<D?=N P?L< ;AL??G?HN >?M=LC<?M NB? JLIJ?L G;N=B <?NQ??H MO<D?=NM ;H> P?L<M

?=,0M? MO<D?=NM ;H> P?L<M ;L? ?CNB?L MCHAOF;L IL JFOL;F NB? MO<D?=N I@ ; M?HN?H=? ;H>
NB? P?L< 1@ ; M?HN?H=? GOMN ;AL?? QCNB ?;=B INB?L CH HOG<?L 1B;NCM ; MCHAOF;L
MO<D?=N <?FIHAM QCNB ; MCHAOF;L P?L< @ILG ;H>; JFOL;F MO<D?=N <?FIHAM QCNB ; JFOL;F
P?L< @ILG $IL GIL? CH@ILG;NCIH IH MO<D?=NM ;H> P?L<M M?? 0?=NCIH  0?HN?H=?

4LCNCHA

$/1?76+< (I<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

[?A0F;L P?L<M @IFFIQ ; JL?>C=N;<F? J;NN?LH $IL ?R;GJF? CH NB? NBCL> J?LMIH MCHAOF;L
L?AOF;L P?L<M ;FQ;SM ?H>AHB?L @ILGM |I@ L?AOF;L P?L<M >| HIN ?HAONO>S NB?
@IFFIQCHA L?AOF;L P?L< @ILGM CH NB? JL?M?HN N?HM?

Singular Form Plural Form
First Person | live We live
Second Person You live You live
Third Person He/Shellt 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 >.(l wish/He wishes, | fix/She fixes, | watch/It
watches, | kiss/He kisses.)
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fH NB?M? M?HN?H=?M NB? P?L< @ILG MN;SM NB? M;G? @IL NB? aLMN J?LMIH MCHAOF;L ;H> NB’
aLMN J?LMIH JFOL;F

fH NB?M? M?HN?H=?M NB? P?L<ABIGBIB? M;G? @IL NB? M?=IH> J?LMIH MCHAOF;L ;H>
NB? M?=IH> J?LMIH JFOL;F fH NB? MCHAOF;L @ILG NB? JEHOI@B43@AB3?LMIH
fH NB? JFOL;F @ILG NB? JLIHIOH SIO L?@7?LM NI ; ALIOJ I@ J?IJF? MO=B ;M ; N?;G

fH NBCM M?HN?H=? NB? MO<EBENANM=;0M? NB? M?HN?H=? IHFS L?@7?LM NI IH?
GINB?L NB? MO<D?=N CM MCHAOF;L 1B? P?L< CH NBCM M?HN?H=? GOMN <? CH NB? NBCL> J?L
MCHAOF;L @ILG

fH NBCM M?HN?H=? NB? MOA@#BKCA:;OM? NBCM MO<D?=N L?@?LM NI GIL? NB;H IH?
J?LMIH NB? MO<D?=N CM JFOL;F 1B? P?L< CH NBCM M?HN?H=? GOMN <? CH NB? NBCL> J?LMIH
JFOL;F @ILG

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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L QLCN? NB? =ILL?=N P?L< @ILG @IL ?;=B |@ NB? @IFFIQCHA
M?HN?H=?M

f <LOMB <LOMB?M GS N??NB NQC=?: >;S

610 Q?;L Q?;LM NB? M;G? MBI?M ?P?LS NCG? Q? Al ION
&? EC=E EC=EM NB? MI==2L <;FF CHNI NB? Al;F

0B? Q:N=B Q;N=B?M @IL?CAH aFGM
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I:NB?LCH? BC>? BC>?M <?BCH> NB? >IIL

4?7 Q;HN Q;HNM NI B;P? >CHH?L QCNB SIO

610 QILE QILEM NIA?NB?L NI aHCMB NB? JLID?=N

1B?S H??>H??>M NI M=IL? ;HINB?L JICHN NI QCH NB? A;G?
fN 2;N 2,NM @IOL NCG?M ; >;S

"“PC> aR aR?M BCM IQH GINIL=S=F?

P<</1?6+< (/<,=
P;CF;<F? OH>?LL?;NCP? IGGIHM +IH!IIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;
+IN ;FF P?L<M @IFFIQ ; JL?>C=N;<F? J;NN?LH 1B?M? P?L<M ;L? =;FF?> CLL?AOF;L P?L<M 0IG?

I@ NB? GIMN =IGGIH CLL?AOF;L P?L<MQ87%/D3 ;H> 2= )?;LH NB? @ILGM 1@ NB?M?
P?L<M CH NB? JL?M?HN N?HM? NI ;PIC> ?LLILM CH MO<D?=N P?L< ;AL??G?HN

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

ONO>S NB? >Ce?L?HN @ILGM |@ NBER-FRGH NB? JL?M?HN N?HM?

Singular Form Plural Form
First Person I am We are
Second Person You are You are
Third Person He/Shellt is They are

Table 2.2 Different forms of the verb to be in the present tense

+@/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

ONO>S NB? >Ce?L?HN @ILGM |@ NBR2-F&/D3CH NB? JL?M?HN N?HM?

Singular Form Plural Form
First Person | have We have
Second Person You have You have

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

Table 2.3 Different forms of the verb to ha ve in the present tense

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

ONO>S NB? >Ce?L?HN @ILGM |@ NBER-FP2GH NB? JL?M?HN N?HM?

Singular Form Plural Form
First Person | do We do
Second Person You do You do
Third Person He/She/lt does They do

Table 2.4 Different forms of the verb to do in the present tense

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IIGJF?N? NB? @IFFIQCHA M?HN?H=?M <S QLCNCHA NB? =ILL?=N JL?M?HN B®RHM? @ILG |@
6/D3 IL 2= 2M? SIOL IQH MB??N 1@ J;J?L NI =IGJF?N? NBCM ?R?L=CM?

f: MOL? NB;N SIO QCFF MO==?7?>
1B?S i @LIHN LIQ NC=E?NM NI NB? MBIQ
&? i AL?:N #FPCM CGJ?LMIH;NCIH

<<9<= 38 %?,4/-> (I<, 1</[7/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#LLILM CH MO<D?=N P?L< ;AL??G?HN G;S |==OL QB?H
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; M?HN?H=? =IHN;CHM ; =IGJIOH> MO<D?=N

NB? MO<D?=N I@ NB? M?HN?H=? CM M?J;L;N? @LIG NB? P?L<

NB? MO<D?=N I@ NB? M?HN?H=? CM ;H CH>?aHCN? JLIHIO+GMGHB ID3@G=<3
NB? MO<D?=N 1@ NB? M?HN?H=? CM ; =IFF?=NCP? HIB3{; MO=TM<7H/B7=<
NB? MO<D?=N ;JJ?;LM ;@N?L NB? P?L<

[?=IAHCTCHA NB? MIOL=?M 1@ =IGGIH ?LLILM CH MO<D?=N P?L< ;AL??G?HN QCFF B?FJ SIO
;PIC>NB?M? ?LLILM CH SIOL QLCNCHA 1BCM M?=NCIH =IP?LM NB? MO<D?=N P?L< ;AL??G?HN
?LLILM CH GIL? >?N;CF

97:978. %?,4/->=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

=IGJIOH> MO<D?=N CM @ILG?> <S NQI IL GIL? HIOHM ;H> NB? =IIL>CH;NCHA
=IHDOH=NCIH =@IL <=@ =IGJIOH> MO<D?=N =;H <? G;>? |@ MCHAOF;L MO<D?=NM
JFOL;F MO<D?=NM IL ; =IG<CH;NCIH I@ MCHAOF;L ;H> JFOL;F MO<D?=NM

IIGJIOH> MO<D?=NM =IG<CH?> QCNMB N;E? ; JFOL;F P?L< @ILG

IIGJIOH> MO<D?=NM =IG<CH?> QCABH> <=@L? NL?;N?> M?J;L;N?FS 1B? P?L< GOMN
;AL?? QCNB NB? MO<D?=N NB;N CM H?;L?MN NI NB? P?L<

Tip
If you can substitute the word ?30Dfor the compound subject, then
the sentence takes the third person plu ral verb form.


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/

%/:+<+>398 90 %?,4/->= +8. (/I<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

M SIO L?;>IL QLCN? SIO G;S =IG? ;=LIMM ; M?HN?H=? NB;N =IHN;CHM ; JBL;M? IL

=F;0OM? NB;N M?J;L;N?M NB? MO<D?=N @LIG NB? P?L< ,@N?H JL?JIMCNCIH;F JBL;M?M IL
>?J?H>?HN =F;0M?M ;>> GIL? CH@ILG;NCIH NI NB? M?HN?H=? ;H> ;JJ?;L <?NQ??H NB?
MO<D?=N ;H>NB? P?L< &IQ?P?L NB? MO<D?=N ;H>NB? P?L< GOMN MNCFF ;AL??

f@ SIO B;P? NLIO<F? aH>CHA NB? MO<D?=N ;H> P?L< =LIMM ION IL CAHIL? NB? JBL;M?M ;H>
=F;0OM?M NB;N <?ACH QCNB JL?JIMCNCIHM IL >?J?H>?HN QIL>M 1B? MO<D?=N 1@ ; M?HN?H=?
QCFF H?P?L <? CH ; JL?JIMCNCIH;F JBL;M? IL >?J?H>?HN =F;0OM?

1B? @IFFIQCHA CM ;H ?R;GJF? 1@ ; MO<D?=N ;H> P?L< M?J;L;N?> <S ; JL?JIMCNCIH;F JBL;M?

1B? @IFFIQCHA CM ;H ?R;GJF? 1@ ; MO<D?=N ;H> P?L< M?J;L;N?> <S ; >?J?H>?HN =F;0OM?

P8./L83>/ "<98978=

fH>?aHCN? JLIHIOHM L?@7?L NI ;H OHMJ?=Ca?> J?LMIH NBCHA IL HOG<?L 4B?H ;H
CH>?aHCN? JLIHIOH M?LP?M ;M NB? MO<D?=N 1@ ; M?HN?H=? SIO QCFF I@N?H OM? ; MCHAOF;L
P?L< @ILG

&IQ?P?L E??J CH GCH> NB;N ?R=?JNCIHM ;LCM? 0IG? CH>?aHCN? JLIHIOHM G;S L?KOCL? ;
JFOL;F P?L< @ILG 11 >?N?LGCH? QB?NB?L NI OM? ; MCHAOF;L IL JFOL;F P?L< QCNB ;H
CH>?aHCN? JLIHIOH =IHMC>?L NB? HIOH NB;N NB? JLIHIOH QIOF> L?@?L NI f@ NB? HIOH CM
JFOL;F NB?H OM? ; JFOL;F P?L< QCNB NB? CH>?aHCN? JLIHIOH 3C?Q NB? =B;LN NI M?? ; FCMN
|@ =IGGIH CH>?aHCN? JLIHIOHM ;H> NB? P?L< @ILGM NB?S ;AL?? QCNB
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1B? CH>?aHCN? JLIHIGBD3@G0=R(E?M ; MCHAOF;L P?L< @ILG <?=3DNM@G0=RE@?LM
NI ; ALIOJ J?L@ILGCHA NB? M;G? ;=NCIH ;M ; MCHAF? OHCN

1B? CH>?aHCN? JLIHIQH N;E?M ; JFOL;F P?L< @ILG <?=;OM1?@7?LM NI NB? JFOL;F
HIOH >3=>:3 ?=;0M? J?1JF? CM JFOL;F. CM JFOL;F

fH NBCM M?HN?H=? NB? CH>?aHCN? JLIHIOH ;FF N;E?M ; MCHAOF;L P?L< @ILG <?=;0M?
L?@7LM NI NB? MCHAOF; 1IFI®H?=;0M? =;E? CM MCHAQE;ICM MCHAOF;L

966/->3@/ 978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

=IFF?=NCP? HIOH CM ; HIOH NB;N C>?HNCa?M GIL? NB;H IH? J?LMIH JF;=? IL NBCHA ;H>
=IHMC>?LM NBIM? J?1JF? JF;=?M IL NBCHAM IH? MCHAOF;L OHCN 7?=,0M? =IFF?=NCP? HIOHM
;L? =IOHN?> ;M IH? NB?S ;L? MCHAOF;L ;H> L?KOCL? ; MCHAOF;L P?L< 0IG? =IGGIHFS
OM?> =IFF?=NCP? HIOHN@2C> B3/; /@;G 0O=19 4/;7:GH> 1:/AA

fH NBCM M?HN?HARACM ; =IFF?=NCP? HIOH FNBIOAB NB? =F;MM =IHMCMNM 1@ G;HS
MNO>?HNM NB? =F;MM CM NL?;N?> ;M ; MCHAOF;L OHCN ;H> L?KOCL?M ; MCHAOF;L P?L< @ILG

&2/ %?,4/-> 9669A= >2/ (I<,

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

610 G;S ?H=I0HN?L M?HN?H=?M CH QBC=B NB? MO<D?=N =IG?M ;@N7?L NB? P?L< CHMN?;> |@
<?@IL? NB? P?L< fH INB?L QIL>M NB? MO<D?=N I@ NB? M?HN?H=? G;S HIN ;JJ?;L QB?L?

SIO ?RJ?=N CN NI ;JJ?;L 11 ?HMOL? JLIJ?L MO<D?=N P?L< ;AL??G?HN SIO GOMN =ILL?=NFS
C>?HNC@S NB? MO<D?=N ;H> NB? P?L<

/<l 9< &2/</

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

fH M?HN?H=?M NB;N <?ACHE3@NB B63@BIB? MO<D?=N @IFFIQM NB? P?L<
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f@ SIO B;P? NLIO<F? C>?HNC@SCHA NB? MO<D?=N ;H> NB? P?L< CH M?HN?H=?M NB;N MN;LN QC
63@8 B63@EBN G;S B?FJ NI L?P?LM? NB? IL>?L |@ NB? M?HN?H=? MI NB? MO<D?=N =IG?M
aLMN

#?/=>398=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

4B?H SIO ;ME KO?MNCIHM ; KO?MNCIH Q6= E6/B E63@3E63< E6G IL 6=E
;JJ?;,LM aLMN 1B? P?L<;H> NB?H NB? MO<D?=N @IFFIQ

Tip
If you ha ve trouble finding the subject and the verb in questions, try
answering the question being asked.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IILL?=N NB? ?LLILM CH MO<D?=N P?L<;AL??G?HN CH NB? @IFFIQCHA M?HN?H=?M f@ NB?L? ;L?
HI ?LLILM CH MO<D?=N P?L< ;AL??G?HN #®LCNS NB? =ILL?=N?> M?HN?H="? IL NB?
QIL> # IH SIOL IQH MB??N 1@ HIN?<IIE J;J?L

*S >|A ;H> =;NM =B;M?M ?;=B INB?L ;FF NB? NCG?

1B?L? CM NB? H?QMJ;J?LM f Q;M MOJJIM?> NI >?FCP?L
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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IILL?=N NB? ?LLILM CH MO<D?=N P?L< ;AL??G?HN CH NB? @IFFIQCHA J;L;AL;JB !IJS NB?
J;L;AL;JB IH ; JC?=? 1@ HIN?<IIE J;J?L ;H> G;E? =ILL?=NCIHM

3/@ 7@7<5 1/</53@

R 433:A B6/B R /; B63 723/: 1/<272/B3 4=@ B63 @313>B7=<7AB >=A7B7=</B G=C@ 1=;>/<G R 6/A
B6@33 G3/@A =4 3F>3@73<13 /A @313>B7=<7AB 7</ 1=;>/<G B6/B 7A A7;7:/@ B= G=C@A G >6=<3
A97::A /<2 E@7BB3< 1=;;C<71/B7=< 7A 3F13::3<B '63A3 A97::A /<2 =B63@A B6/B R 6/D3 :3/@<32 =<
B63 8=0 63:>A ;3 C<23@AB/<2 B6/B 3D3@G >3@A=< 7</1=;>/<G 63:>A ;/93 B63 0CA7<3AA /

AC113AA B ;G 1C@@3<B 8=0 B63 B3/; /:E/GA A/IG B6/B R /; D3@G 63:>4C: D3@G=<3/>>@317/B3
E63< R 5=B63 3FB@!/ ;7:3 B=53B B63 8=0 2=<3 @756B !G 1C@@3<B 3;>:=G3@ /<2 1=E=@93@A 433:A
B6/B R /; /< /AA3B B=B63 B3/; R 7A 3P173<B /<2 =@5/<7H32 RA B63@3 /<G =B63@ 23B/7:A /0=CB

;3 B6/B G=C E=C:2:793 B=9<=E R4 A= >:3/A3 1=<B/1B ;3 3@3/@3 ;G @IAC;| +=C 1/<

@3/16 ;30G 3;/7: =@ >6=<3 R :==9A 4=@E/@2 B= A>3/97<5 E7B6 G=C 7< >3@A=<

'6/<9A

3:717/ 3::7<7

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.

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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 ?:

Il .

¥ 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=0Qthe subject follows the
verb.

¥ In questions, the subject follows the verb.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2M? SIOL EHIQF?>A? |@ MO<D?=N P?L< ;AL??G?HN NI QLCN? IH? |@ NB? @IFFIQCHA

H ;>P?LNCM?G?HN @IL ; JIN?HNC;F =IGJ;HS
G?GI NI ;FF ?GJFIS??M I@ ; J;LNC=0OF;L =IGJ;HS
=IP?L F?NN?L >?M=LC<CHA SIOL KO;FCa=;NCIHM NI ; JIN?HNC;F ?GJFIS?L

? MOL? NI CH=FO>? ;N F?;MN NB? @IFFIQCHA
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,H? =IFF?=NCP? HIOH
,H? CLL?AOF;L P?L<
,H? KO?MNCIH

(I<, &/8=]

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Use the correct regular verb tense in basic sentences.
2. Use the correct irregular verb tense in basic sentences.

00JJIM? SIO GOMN ACP? ;H IL;F JL?M?HN;NCIH ;<ION QB;N SIO >C> F;MN MOGG?L &IQ >I
SIO G;E? CN =F?;L NB;N SIO ;L? N;FECHA ;<ION NB? J;MN ;H> HIN ;<ION NB? JL?M?HN IL NB?
@ONOL? 2MCHA NB? =ILL?=N P?L< N?HM? =;H B?FJ SIO > NBCM

fN CM CGJILN;HN NI OM? NB? JLIJ?L P?L< N?HM? ,NB?LQCM? SIOL FCMN?H?L GCABN DO>A? SIO
B;LMBFS *CMN;E?M CH N?HM? I@N?H F?;P? ; FCMN?H?L IL L?;>?L QCNB ; H?A;NCP? CGJL?MMCIH

$/176+< (/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

3?L<M CH>C=;N? ;=NCIHM IL MN;N?M I@ <?CHA CH NB? J;MN JL?M?HN IL @ONOL? OMCHA N?HM?M
[?A0F;L P?L<M @IFFIQ L?AOF;L J;NN?LHM QB?H MBC@NCHA @LIG NB? JL?M?HN NI J;MN N?HM?

$IL ?R;GIF? NI @ILG ; J;MN N?HM? IL J;MN J;LNC=CJF? P?L< @ILG ;>> ?>IL > NINB?

?H> 1@ ; P?L< 610 =;H ;PIC> GCMN;E?M <S OH>?LMN;H>CHA NBCM <;MC= J;NN?LH

3?L< N?HM? C>?HNCa?M NB? NCG? 1@ ;=NCIH >?M=LC<?> CH ; M?HN?H=? 3?L<M N;E? >Ce?L?HN
@ILGM NI CH>C=;N? >Ce?L?HN N?HM?M 3?L< N?HM?M CH>C=;N?

;H;=NCIH IL MN;N? |@ <?CHA CH NB? JL?M?HN
;H ;=NCIH IL MN;N? 1@ <?CHA CH NB? J;MN
:H ;=NCIH IL MN;N? 1@ <?CHA CH NB? @ONOL?

&?FICHA P?L<M MO=B3MH> 6/D3 ;FMI QILE NI =L?;N? P?L< N?HM?M MO=B ;M NB? @ONOL?
N?HM?
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B/<-3=/ B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IIGJF?N? NB? @IFFIQCHA M?HN?H=?M <S M?F?=NCHA NB? =ILL?=N @ILG I@ NB? P?L< CH MCGJF
JL?M?HN MCGJF? J;MN IL MCGJF? @ONOL? N?HM?M 4LCN? NB? =ILL?=N?> M?HN?H=? IH SIOL
IQH MB??N 1@ J;J?7L

1B? "OMN IQF CM Q;M QCFF <? ; H;G? ACP?H NI ; J?LCI> 1@ P?LS >?MNLO=NCP? >OMN
MNILGM NB;N I==0OLL?> CH NB? 2HCN?> ON;N?M >OLCHANB? M

&CMNILC;HM NI>;S =IHMC>?L =IHMC>?L?> QCFF =IHMC>?L 1B? "OMN IQF NI <? IH? |@

NB? QILMN Q?;NB?L |@ ?P?HNM CH G?LC=;H BCMNILS

1B? "OMN IQF GIMNFS ;e?=NM ;e?=N?> QCFF ;e?=N NB? MN;N?M 1@ (;HM;M 'FIL;>I

,EF;BIG; 1?R;M ;H> +?Q *?RC=|

"OMN MNILGM =IHNCHO? =IHNCHO?> QCFF =IHNCHO? NI I==0OL CH NB?M? >LS L?ACIHM <C
HIN NI NB? >?P;MN;NCHA >?AL?? |@ NB? M

1B? >OMN MNILGM >OLCHA 1B? "OMN IQF =,0M? =,0M?> QCFF =,0M? CLL?J;L;<F?

>:G;A? NI @;LGM ;H>NB? ?HPCLIHG?HN @IL ; J?LCI> |@ M?P?L;F S?;LM

4B?H ?;LFS M?NNF?LM GIP? GIP?> QCFF GIP? CHNINBCM ;L?; NB?S L?GIP?

L?GIP?> QCFF L?GIP? NB? H;NOL;F JL;CLC? AL;MM?M CH IL>?L NI JF;HN =LIJM ;H>

AL;T? NB?CL =;NNF?

1B?S >C> HIN L?;FCT? L?;FCT?> QCFF L?;FCT? NB;N NB? AL;MM?M E?JN NB? MICF CH JF;="?
1B?L? CM Q;M QCFF <? ;FMI; M?P?L? >LIOABN NB;N ;e?=NM ;e?=N?> QCFF ;e?=N NB?
L?ACIH

1B? QILMN >OMN MNILG B;JJ?HM B;JJ?H?> QCFF B;JJ?H IH JLCF :>:S

=;FF?> F,=E OOH>;S

1B? "OMN IQF ?L; aH;FFS =,G? NI ?H>CH QB?H NB?L;CHM ;LLCP? ;LLCP?> QCFF

;LLCP?

"OMN MNILGM =IHNCHO? =IHNCHO?> QCFF =IHNCHO? NI ;e?=N NB? L?ACIH <ON BIJ?@OFF
NB?S QCFF HIN <? ;M >?MNLO=NCP? ;M NB? MNILGM |@ NB? M

P<</1?6+< (I<,=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1B? J;MN N?HM? |@ CLL?AOF;L P?L<M CM HIN @ILG?> OMCHA NB? J;NN?LHM NB;N L?AOF;L P?L<I
@IFFIQ ONO>S QBC=B FCMNM NB? GIMN =IGGIH CLL?AOF;L P?L<M

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

be

become

begin

blow

break

bring

build

burst

buy

catch

choose

come

cut

dive

do

draw

drink

drive

eat

Past

was, were

became

began

blew

broke

brought

built

burst

bought

caught

chose

came

cut

dove
(dived)see

did

drew

drank

drove

ate

Table 2.5 Irregular Verbs

Simple
Present

lose

make

mean

meet

pay

put

quit

read

ride

ring

rise

run

say

saw

seek

sell

send

set

shake

Past

lost

made

meant

met

paid

put

quit

read

rode

rang

rose

ran

said

sought

sold

sent

set

shook



shone

fall fell shine (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



lead led wear wore

leave left win won

let let wind wound

Table 2.5 Irregular Verbs

&?L? Q? =IHMC>?L OMCHA CLL?AOF;L P?L<M

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

IIGIF?N? NB? @IFFIQCHA M?HN?H=?M <S M?F?=NCHA NB? =ILL?=N @ILG I@ NB? CLL?AOF;L P?L< CH
MCGJF? JL?M?HN MCGJF? J;MN IL MCGJF? @ONOL? N?HM? 11JS NB? =ILL?=N?> M?HN?H=? |HNI
SIOL IQH MB??N 1@ J;J?L

*LCH; aH;FFS @ILACP?> @ILA;P? QCFF @ILACP? B?L MCMN?L @IL MHIIJCHA ;LIOH> B?L
LIIG

1B? BIOM? MBIIE MB;E?> MB;E?M ;M NB? ;CLJF;H? LOG<F?> IP?LB?;>

f <0S?> <IOABN <OS M?P?L;F CN?GM I@ =FINBCHA :N NB? NBLC@N MNIL? IH 4?>H?M>:S
0B? JON JONN?> JONM NB? FINCIH CH B?L MBIJJCHA <;ME?N ;H> JLI=??>?> NI NB?
=B?=EION FCH?

1B? JLCT?> AlIM? F;S?> F,.C> F;S M?P?L;F AIF>?H ?2AAM F;MN HCABN

*L ;NCMN; N?;=B?> N;OABN N;OABN?> NB? =F;MM BIQ NI OM? =ILL?=N JOH=NO;NCIH

f >LCHE >L;HE QCFF >LCHE M?P?L;F AF;MM?M I@ MJ;LEFCHA =C>?L CHMN?;> |@ =B;GJ;AH?
IH +2Q 6?;L]M #P? H?RN S?;L

FNBIOAB &?=NIL ALIQ?> AL?Q ALIQM NBL?? CH=B?M CH IH? S?;L Q? MNCFF =;FF?>

BCG N)CNNF? &?=NIL _

6?MN?L>;S IOL NIOL AOC>? F?;> F?> QCFF F?;> OM NBLIOAB NB? G;T? I@ J?IJF? CH
1CG?M O0KO;L?

1B? LI=E <;H> <OLMN <OLMN?> <OLMNM IHNI NB? GOMC= M=?H? QCNB NB?CL =;N=BS
MIHAM

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

H SIOL IQH MB??N 1@ J;J?L QLCN? : M?HN?H=? OMCHA NB? =ILL?=N @ILG |1@ NB? P?L< N?HM?
MBIQH <?FIQ
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1BLIQ J;MN

-,CHN MCGJF? JL?M?HN
0GCF? @ONOL?

1?FF J;MN

0B;L? MCGJF? JL?M?HN

+38>+38381 98=3=>/8> (/<, &/8=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IIHMCMN?HN P?L< N?HM? G?;HM NB? M;G? P?L< N?HM? CM OM?> NBLIOABION ; M?HN?H=?IL ;
J;LLAL;JB M SIO QLCN? ;H> L?PCM? CN CM CGJILN;HN NI OM? NB? M;G? P?L< N?HM?
=IHMCMN?HNFS ;H> NI ;PIC> MBC@NCHA @LIG IH? N?HM? NI ;HINB?L OHF?MM NB?L? CM ; All>
L?;MIH @IL NB? N?HM? MBC@N fH NB? @IFFIQCHA <IR M?? QB?NB?L SIO HINC=? NB? >Ce?L?H=’
<?NQ??H ; M?HN?H=? QCNB =IHMCMN?HN N?HM? ;H> [H? QCNB CH=IHMCMN?HN N?HM?

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.

Figure 2.7

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#>CN NB? @IFFIQCHA J;L;AL;JB <S =ILL?=NCHA NB? CH=IHMCMN?HN P?L< N?HM? !1JS NB?
=ILL?=N?> J;L;AL;JB IHNI SIOL IQH MB??N 1@ J;J?L

R<B631722:3 53A ;=AB >3=>:3:7D32 7< D7::/53A /<2 E=@9 /A /5@71C:BC@/: :/0=@3@A =@
>3/A/<BA D3@G D7::/53 6/A/L:=@2 M /<2 B63 >3/A/I<BA E=@932 =< 67A :/<2 IC16 =4 E6/B
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>3/A/<BAK 4/;7:73A R< @3BC@< 4=@ B637@ :/0=@ B63 :=@2 =Q3@A B63; >@=B31B7=< >3/A/<BKA 2/(
CAC/::G 035/< 034=@3 AC<@7A3 /<2 7<D=:D3A :=<5 6=C@A =4 0/190@3/97<5 E=@9 E6716 7<1:C23A
>:=E7<5 B63 :/<2 >:/<B7<5 A332A /<2 1CBB7<5 1@=>A 4=@ 6/@D3AB7<5 '63 E=@97<5:743 =4/

>3/A/<B 7< B631722:3 53A 7A CAC/::G 23;/<27<5 /<2 3F6/CAB7<5

Writing at Work

Read the following excerpt from a work e-mail:

Figure 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.

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1?FF ; @;GCFS MNILS 6l0 FCE?FS B;P? M?P?L;F @;GCFS MNILC?M NI =BIIM? @LIG <ON JC=E NB~
IH? NB;N SIO aH> GIMN CHN?L?MNCHA NI QLCN? ;<ION 2M? ;M G;HS >?N;CFM ;M SIO =;H CH

NB? N?FFCHA M SIO QLCN? ;H> JLII@L?;> G;E? MOL? SIOL ;FF SIOL P?L<M ;L? =ILL?=N ;H>

NB? N?HM?M ;L? =IHMCMN?HN

+:3>+63D+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Learn the basic rules of capitalization.
2. ldentify common capitalization errors.

1?RN G?MM;A?M =,MO;F ? G;CFM ;H> CHMN;HN G?MM;A?M I@N?H CAHIL? NB? LOF?M |I@
=,JCN;FCT;NCIH fH @;=N CN =;H M??G OHH?=?MM;LS NI =;JCN;FCT? CH NB?M? =IHN?RNM fH INB
GIL? @ILG;F @ILGM 1@ =IGGOHC=;NCIH BIQ?P?L EHIQCHA NB? <;MC=LOF?M 1@
=,JCN;FCT;NCIH ;H> OMCHA =;,JCN;FCT;NCIH =ILL?=NFS ACP?M NB? L?;>?L NB? CGJL?MMCIH NB;!
SIO =BIIM? SIOL QIL>M =;L?@OFFS ;H> =;L? ;<ION NB? C>?;M SIO ;L? =IHP?SCHA

+:3>+63D/ >2/ 3<=>)9<. 90 + %/8>/8-/

+:3>+63D/ "<9:/< 978=

-LIJ?L HIOHMINB? H;G?M 1@ MJ?=Ca= J?IJF? JF;=?M I<D?=NM MNL??NM <OCF>CHAM ?P?HNM
IL NCNF?M |@ 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.


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/

"I HIN =;JCN;FCT? HIOHM @IL J?IJF? JF;=?M NBCHAM MNL??NM <OCF>CHAM ?P?HNM ;H>NCNF?M
QB?H NB? HIOH CM OM?> CH A?H?L;F IL =IGGIH Q;S 0?? NB? @IFFIQCHA =B;LN @IL NB?
>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

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H SIOL IQH MB??N |@ J;J?L QLCN? aP? JLIJ?L HIOHM @IL ?;=B =IGGIH HIOH NB;N CM
FCMN?> 1B? aLMN IH? B;M <??H >IH? @IL SIO

IIGGIH HIOH LCP?L

+CF? /ICP?L

IGGIH HIOH GOMC=C;H

IIGGIH HIOH G;A;TCH?

966+,9<+>398
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-F?;M? MB;L? QCNB ; =F;MMG;N? ;H> =IGJ;L? SIOL ;HMQ?LM

+:3>+63D/ +C=90>2/)//5 98>2=90 >2/*/+< +8. 963.+C=

+:3>+63D/ &3>6/=

TIp
Computer-related words such as OlnternetO and OWorld Wide WebO

are usually capitalized; however, Oe-mailO and OonlineO are never
capitalized.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#>CN NB? @IFFIQCHA M?HN?H=?M <S =ILL?=NCHA NB? =;JCN;FCT;NCIH 1@ NB? NCNF?M IL H;G?N

1B? JLCH=? |@ ?HAF;H> ?HDISM JF;SCHA JIFI

7>? NI ; HCABNCHAF?_ CM ; M;> JI?G

*S MCMN?L FIP?M NI L?;> G;A;TCH?M MO=B ;M NB? H?Q SILE?L

'63 6=CA3 =< l/<5= AB@E&38;H ?R=?FF?HN HIP?F QLCNN?H <S O;H>L; ICMH?LIM
*SIJBSMC=C;H >L ;FP;L?T ;FQ;SM G;E?M G? @??F =IG@ILN;<F? CH B?L Ic=?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#>CN NB? @IFFIQCHA J;L;AL;JBM <S =ILL?=NCHA NB? =;JCN;FCT;NCIH

>;PC> AL;HH]®63 :=AB 7BG 3CGC=M NB? MH;E? FCE? QCH>CHA I@ NB? ;G;TIH /CP?L 1B?

NBL?? >CMNCH=N ONILC?M NB;N ;L? CHNLI>O=?> ;L? FCE? NQCMNM CH NB? /CP?L $CLMN NB? (
>?M=LC<?M BCM IQH DIOLH?S NI NB? ;G;TIH CH NB? JL?M?HN >;S QBC=B CM =IHNL;MN?> <S ;H
;==IOHN |@ J?L=S @;Q=?NN]M PIS;A? CH ;H>;>?JC=NCIH @ ';G?M )SH=B]M ?RJ?>CNCIH

CH  4B7?7L?>I1?M NB? LCP?L F?;> NB?M? ?RJFIL?LM NB? ;HMQ?L CM IH? NB;N <INB NB?

ONBIL ;H> NB? L?;>?L ;L? BOHALS NI >CM=IP?L

1B? aLMN FCH?M I@ NB? JL?@;=? JOFF NB? L?;>?L CH CGG?>C;N?FS <?=;,0M? Q? EHIQ NB?
;ONBIL >;PC> AL;HH CM FIMN CH NB? ;G;TIH fN CM ; =IGJ?FFCHA <?ACHHCHA HIN IHFS
<?=;0M? CN]M NBLCFFCHA <ON ;FMI <?=;0M? NBCM CM ; NLO? ;==I0HN 1@ AL;HH]M ?RJ?LC?H="?
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AL;HH B;M >LI1JJ?> NB? L?;>?L MG;=E CH NB? GC>>F? |@ BCM =IHbC=N <S ;>GCNNCHA NB?
L?=EF?MMH?MM 1@ BCM >?=CMCIH NI =IG? NI NBCM JF;=? NB? MOMJ?HM? CM @OLNB?L J?LJ?NO;N?
<S BCM OHH?LPCHA I<M?LP;NCIH NB;N B? ;FQ;SM =IHMC>?L?> BCGM?F@ +?ONL;F 4CNH?MM

H?P?L A?NNCHA J?LMIH;FFS CHPIFP?> CH BCM MNILC?M ; HINCIH NB;N CM MQC@NFS =IHNL;>C=N?>
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 OshoutingO at or annoying you  r reader, follow the rules of
capitalization and find other ways to emphasize you r point.

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN? ; IH? J;A? <CIAL;JBS *E? MOL? NI C>?HNC@S J?IJF? JF;=?M ;H>>;N?M ;H> OM?
=,JCN;FCT;NCIH =ILL?=NFS

"<98978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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 |@ QLCNCHA QIOF> <? KOCN? N?>CIOM NI L?;> 4?
QIOF> MIIH <? @LOMNL;N?> <S L?;>CHA M?HN?H=0\%TEB6/B =0 E/A BT@3P
6@7AB7</B=:2B63 1:/AAB6/B 6@7AB7</ @3131M3KIEdM B?FJ ; QLCN?L ;PIC>

=IHMN;HN L?J?NCNCIH (HIQCHA DOMN BIQ JLIHIOHM QILE CM ;H CGJILN;HN ;MJ?=N 1@ =F?;L
;H>=IH=CM? QLCNCHA
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"<098978 1<//7/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

JLIHIOH CM ; QIL> NB;N N;E?M NB? JF;=? 1@ IL L?@7?LM <;=E NI ; HIOH IL ;HINB?L
JLIHIOH 1B? QIL> IL QIL>M ; JLIHIOH L?@7?LM NI CM =;FF?> NB? ;HN?=?>?HN 1@ NB?
JLIHIOH

/<7 =IGJF;CH?> NB;M63Q;M ?RB;OMN?>
&63L7@7LM M7
/<7 CM NB? ;HN?=?>?HME@®
3@3;GF?@N NB? J;LNS ?;LFS MI f>C> HIN M?? BCG OHNCF *IH>;S ;N QILE
7, L?@7?LM NI'?L?GS
3@3;GCM NB? ;HN?=?>?HNT@
@7</;H> %=A/:7B;P? <??H <?MN @LC?H>M ?P?L BE3@®?L? @L?MBG;H CH BCAB
M=BIIF
'63G L?@7LM I 7</;:H> %=A/:73
@7</;H> %=A/:7€M NB? ;HN?=?>?HB6@G

-LIHIOH ;AL??G?HN ?LLILM 1==0OL QB?H NB? JLIHIOH ;H> NB? ;HN?=?>?HN >| HIN G;N=B
IL;;AL?? QCNB ?;=B INB?L 1B?L? ;L? M?P?L;F NSJ?M |@ JLIHIOH ;AL??G?HN

1<//7/8> 38 ?7,/<

f@ NB? JLIHIOH N;E?M NB? JF;=? 1@ IL L?@?LM NI ; MCHAOF;L HIOH NB? JLIHIOH GOMN ;FMI
<? MCHAOF;L

1<//7/8> 38 "[<=98

Singular Form Plural Form

First

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

Table 2.7 Different forms
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Second

You, you, you r (you rs You you you r (you r
Person u, you, you r (you rs) u you you r (you r)
Third He, she, it, him, her, it, They, them, their
Person this, its (theirs)

Table 2.7 Different forms

f@ SI0 OM? ; =IHMCMN?HN J?LMIH SIOL L?;>?L CM F?MM FCE?FS NI <? =IH@OM?>

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#>CN NB? @IFFIQCHA J;L;AL;JB <S =ILL?=NCHA JLIHIOH ;AL??G?HN ?LLILM CH HOG<?L ;H>
J?LMIH

,P?L MJLCHA <L7?;E f PCMCN?> GS IF>?L =IOMCH "C;H; ;H> NB?S NIIE G? NI ; <ONN?LbS

?RBC<CN ;N ; GOM?0G "C;H; ;H>fB;P? <??H =FIM? ?P?L MCH=? MB? Q;M SIOHA ,OL

GINB?LM ;L? NQCH MCMN?LM ;H> MB? CM CHM?J;L;<F? "C;H; EHIQM BIQ GO=B f FIP?
<ONN?LbC?M MICN Q;M NB?CL MJ?=C;F JL?M?HN NI G? fB;P?; MI@N MJIN @IL =;N?LIJCFF;LM NII f
FIP? NB?G <?=;0M? MIG?NBCHA ;<ION NB? Q;S CN NL;HM@ILGM CM MI CHN?L?MNCHA NI G? ,H?
MOGG?L GS AL;H>GINB?L A;P? G? ; <ONN?LbS ALIQCHA ECN ;H> SIO AIN NI M?? NB?

?HNCL? FC@7? =S=F? 1@ aP? -;CHN?>);>S <ONN?LbC?M f?P?H AIN NI M?N CN @L?? 0l QB?H GS
=IOMCH M;C> NB?S Q;HN?> NI N;E? G? NI NB? <ONN?LbS ?RBC<CN fQ;M L?;FFS ?R=CN?>

P8./L83>/"<98978= +8. 1<//7/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

fH>?aHCN? JLIHIOHM >I HIN L?@7?L NI ; MJ?=Ca= J?LMIH IL NBCHA ;H> ;L? OMO;FFS MCHAOF;L
+IN? NB;N ; JLIHIOH NB;N L?@7?LM NI ;H CH>?aHCN? MCHAOF;L JLIHIOH MBIOF> ;FMI <?
MCHAOF;L 1B? @IFFIQCHA ;L? MIG? =IGGIH CH>?aHCN? JLIHIOHM

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

966/->3@/ 978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

HIFF?=NCP? HIOHM MOAA?MN GIL? NB;H IH? J?LMIH <ON ;L? OMO;FFS =IHMC>?L?> MCHAOF;L
JIE IP?L NB? @IFFIQCHA ?R;GJF?M |I@ =IFF?=NCP? HIOHM

audience faculty public
band family school
class government society
committee group team
company jury tribe

Table 2.9 Common Collective Nouns

B/<-3=/
P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =

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

IIGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S M?F?=NCHA NB? =ILL?=N JLIHIOH !IJS NB?
=IGIF?N?> M?HN?H=? IHNI SIOL IQH MB??N |@ J;J?L 1B?H =CL=F? NB? HIOH NB? JLIHIOH
L?JF;,=?M
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NBCHAM

f@ ;HS<I>S =BIIM?M NI Al NI G?>C=;F M=BIIF :::::: GOMN <? JL?J;L?> NI QILE

FIHA BIOLM

1B? JFOG<CHA =L?Q >C> :::::::: <?MN NI L?J;CL NB? <LIE?H JCJ?M <?@IL? NB? H?RN
C=? MNILG

f@ MIG?IH? CM LO>? NI SIO NLS ACPCHA ::::::ii; MGCF? CH L?NOLH
*S @;GCFS B;M ;i @;0FNM <ON f MNCFF FIP? NB?G HI G;NN?L QB;N
1B? M=BIIF |@ ?>0=;NCIH JF;HM NI NL;CH :::::::: MNO>?HNM NI <? FCN?L;=S NONILM

1B? =IGG?H=?G?HN MJ?;E?L M;C> NB;N ?;=B MNO>?HN B;M ; L?MJIHMC<CFCNS NIQ;L>

*S GINB?L]M MCHACHA ALIOJ B;M :::::::: L?B?;LM;FM IH 1BOLM>;S ?P?HCHAM
+| IH? MBIOF> MOe?L :::::::0 J;,CHM ;FIH?
f NBIOABN NB? bl=E |@ <CL>M FIMN :::::::: Q;S CH NB? MNILG

%7?,4/-> +8. 1,4/-> "<989?78=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

00<D?=N JLIHIOHM @OH=NCIH ;M MO<D?=NM CH ; M?HN?H=? ,<D?=N JLIHIOHM @OH=NCIH ;M NB?
I<D?=N 1@ ; P?L<IL 1@ ; JL?JIMCNCIH

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 :=D3AB? FO?/C>A? *IOHN;CHM CH NB? @;FF
#P?LS MOGG?IB63@C=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%¥7;
“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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IIGJIOH> MO<D?=N JLIHIOHM ;L? NQI IL GIL? JLIHIOHM DICH?> <S ; =IHDOH=NCIH IL ;
JL?JIMCNCIH NB;N @OH=NCIH ;M NB? MO<D?=N 1@ NB? M?HN?H=? 1B? @IFFIQCHA M?HN?H=?M
JLIHIOHM QCNB =IGJIOH> MO<D?=NM

P8-9<</-> *? ;H> &;LLC?N PCMCN?> NB? %L;H> I;HSIH F;MN MOGG?L
9<</-> &;LLC?N ;H>fPCMCN?> NB? %L;H>;HSIH F;MN MOGG?L
9<</-> "?HH; ;==IGJ;HC?> &;LLC?N ;H> G? IH IOL NLCJ

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.

IIGJIOH> 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<</-> fB;P?; All> @??FCHA ;<ION HC=? ;H>f
9<</-> {B;P?; All> @??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, OMe and Donnie went to a

movie last night.O 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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

[?PCM? NB? @IFFIQCHA M?HN?H=?M CH QBC=B NB? MO<D?=N ;H> I<D?=N JLIHIOHM ;L? OM?>
CH=ILL?=NFS !I3S NB? L?PCM?> M?HN?H="? IHNI SIOL IQH MB??N 1@ J;J?L 4LCN? ;! @IL
?,=B M?HN?H=? NB;N CM =ILL?=N

*?7L; ;H> G? ?HDIS >ICHA SIA; NIA?NB?L IH 0OH>;SM
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?NQ??H SIO ;H>f f>I HIN NBCHE "?eL?S QCFF QCH NB? ?F?=NCIH

)29 @/<=?=)297

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

)6= IL E6=3D3@M ;FQ;SM NB? MO<D?=N |@ ; P?LE62M? E6=3D3@B?H NB? JLIHIOH
J?L@ILGM NB? ;=NCIH CH>C=;N?> <S NB? P?L<

* 4Bl QIH NB? G;L;NBIH F;MN 10?M>;S
© fQIH>?L QBI =;G? OJ QCNB NB;N N?LLC<F? C>?;

,HNB? 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 2ME&6=; IL E6=;3D3@QB?H NB? JLIHIOH CM NB?
>CL?=N I<D?=N I@ ; P?L< IL NB? I<D?=N 1@ ; JL?JIMCNCIH

* )6=; >C>3$L;HE G;LLS NB? NBCL>NCG? >CL?=N I<D?=N @ P?L<
$LIG E6=; >C>SIO <OS NB;N IF> L?=IL> JF;S?L I<D?=N |@ 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 | consider my best friend?

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

¥ | consider him my best friend.

¥ | 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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B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IIGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA QBI IL QBIG !lJS NB? =IGJF?N?>
M?HN?H=? IHNI SIOL IQH MB??N 1@ J;J?L

;i BCN NB? BIG? LOH

fL?G?G<?L i QIHNB? =>?GS Q;L> @IL ?MN =NIL F;MN S?;L

11 CM NB? F?NN?L ;>>L?MM?>

fB;P? HI C>?; i F?@N NB? CLIH IH <ON f ;G AICHA NI aH> ION

+l IH? EH?Q :::::::: NB? @;GIOM ;=NIL Q;M
;i CHNB? Ic=? EHIQM BIQ NI aR NB? =I1JS G;=BCH?
$LIG ;i >C> SIO A?N NB? =IH=?LN NC=E?NM

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

4LCN? ;<ION QB;N G;E?M ;H C>?;F G;LLC;A? IL FIHA N?LG L?F;NCIHMBCJ -LIPC>? MJ?=Ca=

>?N;CFM NI <;=E 0J SIOL ;MM?LNCIHM @N?L SIO B;P? QLCNN?H ; @?Q J;L;AL;JBM Al <;=E
;H>JLII@L?;> SIOL J;J?L @IL =ILL?=N JLIHIOH OM;A?
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A->3@/=+8. .@/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives
1. Identify adjectives and adverbs.
2. Use adjectives and adverbs correctly.

>D?=NCP?M ;H>;>P?L<M ;L? >?M=LCJINCP? QIL>M NB;N <LCHA SIOL QLCNCHA NI FC@?

A4->3@/=+8. .@/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H ;>D?=NCP? CM ; QIL> NB;N >?M=LC<?M ; HIOH IL ; JLIHIOH fN I@N?H ;HMQ?LM KO?MNCIHM
MO=B ;NE6716 =<3 E6/B 97<2IL 6=E ;/<G

1B? 5@33%Q7?;N?L <?FIHAM NI fLCM

0B? FIIEMO3/CB74C:
fH M?HN?H=? NB? ;>D?=NE@33%?M=LC<?M NB? HISEB/B3@
fH M?HN?H=? NB? ;>D?=NGBFRCB74CG?M=LC<?M NB? JLIHI®@E3

H ;>P?L< CM; QIL> NB;N >?M=LC<?M ; P?L< ;H ;>D?=NCP? IL ;HINB?L ;>P?L< >P?L<M
@L?KO?HNFS ?H>&1HB?S ;HMQ?L KO?MNCIHM MO£BEVB= E6/B 3FB3<B6G E63<
;H> E63@3

?LNL;H> MCHAM BILLC<FS

*S MI=CIFIAS CHMNLO=NIL CM ?RNL?G?FS QCM?

&? NBL?Q NB? <;FF P?LS ;==OL;N?FS
fH M?HN?H=? 6=@ @ 76=LC<?M NB? PREZ<5A&I1Q >I?M ?LNL;H> MCHA &?
MCHAM@@70:G
fH M?HN?H=? 3FB@3;3:8?M=LC<?M NB? ;>D?=RNOB&IQ E7AXM NB?
CHMNLO=NHB@3;3: ®CM?
fH M?HN?H=? P?LS >?M=LC<?M NB? ;¥PICQ/B3:&IQ /11C@/B3:&C> B?
NBLIQ NB? <;FR3@G-=OL;N?FS

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

IIGIF?N? NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA NB? =ILL?=N ;>D?=NCP? IL ;>P?L< @LIG NB?
FCMN CH NB? JL?PCIOM M?=NCIH f>?HNC@S NB? QIL> ;M ;H ;>D?=NCP? IL ;H ;>P?L< >D >P

$L?>?LC=E ::::::: =BIE?> |[H NB? JC?=? |@ =BC=E?H QB?H B? M;Q *;LA;L?N Q;FE
NBLIOAB NB? >IIL
&CM i ?S?M FIIE?> ;N ?P?LSIH? ;H> ?P?LSNBCHA ;M C@ NB?S Q?L? MJ?=CG?HM CH

; <CIFIAS F;<
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"?MJCN? B?L J?MMCGCMNC= PC?QM IH FC@? );OL?H <?FC?P?M NB;N GIMN J?IJF? B;P?

s B?:LNM
FNBIOAB ON?@;H NIIE NB? =LCNC=CMG :::::::: B? L?G;CH?> =FG
1B? =BCF> >?P?FI1J?>; :::::::: CG;ACH;NCIH <?=,0M? B? L?;> ; FIN |@ <IIEM

M?P?L;F MFC=?M |@ LCJ? Q;N?LG?FIH

97:+<+>3@/ @/<=7= %7?:/<6+>3@/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IGJ;L;NCP? ;>D?=NCP?M ;H> ;>P?L<M ;L? OM?> NI =IGJ;L? NQI J?IJF? IL NBCHAM

=@53 7TAB67<

&B3D3< 7A B67NB® 'ILA?
0?HN?H=? >?M=LC<?M 'ILA? QCNB NB? ;>DBERCP?
0?HN?H=? =IGJ;L?M 'ILA? NI ON?P?H MN;NCHA NB;N ON?B@FE€B@
B67<<3@MV NB? =IGJ;L;NCP? @ILG |@ NBCH

$ILG =IGJ;L;NCP?M CH IH? I@ NB? @IFFIQCHA NQI Q;SM

f@ NB? ;>D?=NCP? IL ;>P?L< CM ; IH? MSFF;<F? QIL> ;>> ?L NI CN NI @ILG NB?
=IGJ;L;NCP? 3$IL ?R;GJF? 075 4/ABH> A6=@BIOF> <?=IG? 07553@/AB3@1>
A6=@BB@NB? =IGJ;L;NCP? @ILG

f@ NB? ;>D?=NCP? IL ;>P?L< CM ; QIL> 1@ NQI IL GIL? MSFF;<F?M JF;=? NB? QIL> GIL?
CH @LIHN 1@ CN NI @ILG NB? =IGJ;L;NCP? $IL ?R;GJF? B;JICFS =IG@ILN;<F? ;H>
D?;FIOM QIOF> <?=IG? GIL? B;JJCFS GIL? =IG@ILN;<F? ;H> GIL? D?;FIOM CH NB?
=IGJ;L;NCP?

00J?LF;NCP? ;>D?=NCP?M ;H> ;>P?L<M ;L? OM?> NI =IGJ;L? GIL? NB;H NQI J?IJF? IL NQI
NBCHAM

=EC? CM NBT23ABB??LF?;>?L IH NB? MKO;>

(?HS;NN; Q;M PIN?> NB? GIMN =IHa>?HN MNO>?HN <S B?L AL;>O;NCHA =F;MM
0?HN?H=? MBIQM NB;N =EC? CM HIN DOMN FIO>?L NB;H IH? INB?L J?LMIH <ON
MB? CM NB? FIO>?MN 1@ ;FF NB? =B??LF?;>?LM IH NB? MKO;>
0?HN?H=? MBIQM NB;N (?HS;NN; Q;M PIN?> NB? GIMN =IHa>?HN MNO>?HN 1@ ;FF
NB? MNO>?HNM CH B?L =F;MM

$ILG MOJ?LF;NCP?M CH IH? |@ NB? @IFFIQCHA NQI Q;SM

f@ NB? ;>D?=NCP? IL ;>P?L< CM ; IH? MSFF;<F? QIL3ABF@ILG NB? MOJ?LF;NCP?
$IL ?R;GIF? 0754/AB;H> A6=@BIOF> <?=IG? 07553AB/AB3ARBI> A6=@B32BNB?
MOJ?LF;NCP? @ILG
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f@ NB? ;>D?=NCP? IL ;>P?L< CM; QIL> 1@ NQI IL GIL? MSFF;<F?M JF;=? NBAB)IL>
CH @LIHN |@ CN $IL ?R;&IF27:G 1=;4=@B/0:3;H> 83/:=CAQIOF> <?=IG? ;=AB
6/>>7:G;=AB 1=;4=@B/0:3;H> ;=AB 83/:=CACH NB? MOJ?LF;NCP? @ILG

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?7340>7

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#>CN NB? @IFFIQCHA J;L;AL;JB <S =ILL?=NCHA NB? ?LLILM CH =IGJ;L;NCP? ;H> MOJ?LF;NCP?
>D?=NCP?M

,OL ;LAOG?HN MN;LN?> [H NB? GIMN MOHHS ;@N?LHIIH NB;N f B;P? ?P?L ?RJ?LC?H=?> *R
;H>f Q?L? MCNNCHA IH GS @LIHN MNIIJ QB?H f MN;LN?> CN f NIF>BCG NB;N GS >IA ';=El
Q;M GIL? MG;LN NB;H BCM >IA *?LFCH f=IOF> HIN B?FJ GSM?F@ *?LFCH H?P?L =;,G? QB?H
B? Q;M =;FF?> ;H>B? =B;M?> BCM N;CF ;H> <;LE?> ;N LI=EM f NIF>*;R NB;N *?LFCH Q;M

NB? GIMN >0OG<?MN >IA IH NB? <FI=E f AO?MM f Q;M ;HALC?L ;<ION ; <;> AL;>? NB;N f
L?=?CP?> MI f>?=C>?> NI JC=E IH JIIL FCNNF? *?LFCH #P?H NBIOAB *;R CHMOFN?> ";=EI NII
f@?FN fB;><??H GIL? G?;H 1B? H?RN >;S f ;JIFIACT?> NI *;R ;H> <LIOABN *?LFCH

MIG? |@ ";=EI]M NL?;NM 4B?H *?LFCH JF;=?>BCM J;Q IH GS EH?? ;H> FC=E?>GS B;H> f

Q;M NB? GIMN MILLS J?LMIH IH NB? <FI=E

966+,9<+>398

0B;L? ;H>=I1GJ;L? SIOL ;HMQ?LM QCNB ; =F;MMG;N?

P<</1?6+<)9<.= 99. )/66 +. +8. +.6C

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

==2 E3:: 0/2 ;H> 0/2:G;L? I@N?H OM?> CH=ILL?=NFS ONO>S NB? @IFFIQCHA =B;LN NI F?;LH
NB? =ILL?=N OM;A? |@ NB?M? QIL>M ;H> NB?CL =IGJ;L;NCP? ;H> MOJ?LF;NCP? @ILGM

Comparative Superlative
Adjective good better best
Adverb Well Better Best

Adjective Bad Worse Worst
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Advert Badly Worse worst

99. @/<=7= /66

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

==2 CM ;FQ;SM ;H ;>D?=NCP?[NB;N CM ; QIL> NB;N >?M=LC<?M ; HIOH IL ; JLIHIOH 1B?
M?=IH> M?HN?H=? CM =ILL?=N <?=3MEM ;H ;>P?L< NB;N N?FFM BIQ MIG?NBCHA CM >IH?

P8-9<</-> 1?=CFC; @?FN NB;N MB? B;> H?P?L >IH? MI All> I[H ; N?MN
9<</-> 1?=CFC; @?FN NB;N MB? B;> H?P?L >IH? Ml Q?FF IH ; N?MN

)3:: CM ;FQ;SM ;H ;>P?L< NB;N >?M=LC<?M ; P?L< ;>P?L< IL ;>D?=NCP? 1B? M?=IH>
M?HN?H=? CM =ILL?=N <?=;0M? All> CM ;H ;>D?=NCP? NB;N >?M=LC<AMNB3 HIOH

P8-9<</-> 1?=CFC;]M N?;G L?=?CP?>; Q?FF M=IL?
9<</-> 1?=CFC;]M N?;G L?=?CP?>; All> M=IL?

+. @/<=?= +.6C

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

/2 CM;FQ;SM ;H ;>D?=NCP? 1B? M?=IH> M?HN?H=? CM =ILL?=N <?=;0M? <;>FS CM ;H ;>P?L<
NB;N N?FFM BIQ NB? MJ?;E?L >C> IH NB? N?MN

P8-9<</-> f>C> <;>IH GS ;==IOHNCHA N?MN <?=;0M? f >C>H]N MNO>S
9<</-> f>C><;>FSIH GS ;==IOHNCHA N?MN <?=;0M? f >C>H]N MNO>S

/12.G CM ;FQ;SM ;H ;>P?L< 1B? M?=IH> M?HN?H=? CM =ILL?=N <?=,0M? <;> CM ;H ;>D?=NCP?
NB;N >?M=LC<?M NB? HIOH NBOH>?LMNILG

P8-9<</-> 1B? =IGCHA NBOH>?LMNILG FIIE?> <;>FS
9<</-> 1B? =IGCHA NBOH>?LMNILG FIIE?> <;>

[>>/< +8.)9<=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1B? @IFFIQCHA ;L? ?R;GJF?M |@ NB? O08BHE3E> E=@A3
1SL; FCE?M MJLCH}E8BAEB;H FIHA >CMN;H=? LOHHCHA

1B? NL;c= CNE=@AGH !BC=;Al NB;H CH NF;HN;
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[=>+8.)9<=>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

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

1B? @IFFIQCHA ;L? ?R;GJF?M 1@ NB? O0O8AERI> E=@AB

1SL; MILCHRBAB@ ;FF NB? INB?L =IGJ?NCNILM
-?N?L aHCMBE=@A® ;FF NB? LOHH?LM CH NB? L;=?

TIp
Remember -0??0=and B:=>0 compare two persons or things. 0>? and
B:=>7 compare three or more persons or things.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

L?;NCP?=IGGIHM ILA FC=?HM?”M <S H= M;

4LCNB==2 E3:: 0/2 IL 0/2:G NI =IGJF?N? ?;=B M?HN?H=? 11JS NB? =IGJF?N?>
M?HN?H=? |[HNI SIOL IQH MB??N 1@ J;J?L

ON?P? Q;M MB;ECHA :::::::: @LIG NB? ?RNL?G? =IF>

JIF? =LCMJ CM ; P?LS ::::::: >?MM?LN NB;N =;H <? G;>? OMCHA QBIF? AL;CHM CHMN?;>
I@ QBCN? biIOL

1B? G??NCHA QCNB GS MIHIM G;NB N?;=B?L Q?HN P?LS :::::::

6ILE

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =

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

4LCN? NB? =ILL?=N =IGJ;L;NCP? IL MOJ?LF;NCP? @ILG I@ NB? QIL> CH J;,L?HNB?M?M 1S
NB? =IGJF?N?> M?HN?H=? IHNI SIOL IQH MB??N |@ J;J?L
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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 current or
futu re employer.

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

K K K K

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2MCHA NB? ?R?L=CM?M ;M ; AOC>? QLCN? SIOL IQH N?H M?HN?H=? KOCT @IL SIOL =F;MMG;N? |
OMCHA NB? =IH=?JNM =IP?L?> CH NBCM M?=NCIH 1LS NI CH=FO>? NQI KO?MNCIHM @LIG ?;=B
MO<M?=NCIH CH SIOL KOCT #R=B;HA? J;J?LM ;H> M?? QB?NB?L SIO =;H A?N ; J?L@?=N

M=IL?
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3=:6+-/. +8. +816381 9.3L/<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives
1. Identify modifiers.
2. Learn how to correct misplaced and dangling modifiers.

GI>Ca?L CM ; QIL> JBL;M? IL =F;0OM? NB;N =F;LCa?M IL >?M=LC<?M ;HINB?L QIL>
JBL;M? IL =F;0M? O0IG?NCG?M QLCN?LM OM? GI>Ca?LM CH=ILL?=NFS F?;>CHA NI MNL;HA? ;H>
OHCHN?HNCIH;FFS BOGILIOM M?HN?H=?M 1B? NQI =IGGIH NSJ?M I@ GI>Ca?L ?LLILM ;L?
=;FF?> GCMJF;=?> GI>Ca?LM ;H> >;HAFCHA GI>Ca?LM f@ ?CNB?L I@ NB?M? ?LLILM |==OLM
L?;>?LM =;H HI FIHA?L L?;> MGIINBFS fHMN?;> NB?S <?=IG? MNOGJ?> NLSCHA NI aAOL?
ION QB;N NB? QLCN?L G?;HN NI M;S QLCN?L]M Al;F GOMN ;FQ;SM <? NI =IGGOHC=;N?
=F?;LFS ;H> NI ;PIC> >CMNL;=NCHA NB? L?;>?L QCNB MNL;HA? M?HN?H=?M IL ;QEQ;L>
M?HN?H=? =IHMNLO=NCIHM 1B? All> H?QM CM NB;N NB?M? ?LLILM =;H <? ?;MCFS IP?L=IG?

3=:16+-/. 9.3L/<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

GCMJF;=?> GI>Ca?L CM; GI>Ca?L NB;N CM JF;=?> NIl @;L @LIG NB? QIL> IL QIL>M CN
GI>Ca?M *CMJF;=?> GI>Ca?LM G;E? NB? M?HN?H=? ;,QEQ;L> ;H> MIG?NCG?M
OHCHN?HNCIH;FFS BOGILIOM

P8-9<</-> 0B? E=@3/071G163:;3B IH B?L B?;> NB;N Q;MB==:/@53
9<</-> O0B? E=@3/071G1:3 63:;38BB;NE/A B==:/@58 B?L B?;>

+INC=? CH NB? CH=ILL?=N M?HN?H=? CN MIOH>M ;M C@ B~?L B?;> Q;M NIl F;,LA? ,@ =IOLM?
NB? QLCN?L CM L?@7?LLCHA NI NB? B?FG?N HIN NI NB? J?LMIHIM B?;> 1B? =ILL?=N?>
P?LMCIH 1@ NB? M?HN?H=? =F;LCa?M NB? QLCN?L]M G?;HCHA

JIIE ;N NB? @IFFIQCHA NQI ?R;GJF?M

P8-9<</-> 1B7?S <IOABN ; ECNN?H @IL GS <LIMB3IG 1/:&6/2=E
9<</-> 1B7?S <IOABN ; ECNNB6BG 1/:&6/2=E @IL GS <LINB?L

fH NB? CH=ILL?=N M?HN?H=? CN M??GM NB;N NB? <LINB? K642+ ?18\N]M
<?=;,0M? NB? GI>Ca?L CM NIl @;L @LIG NB? QIL> CN GI>Ca?M (HEEEBLM

P8-9<</-> 1B? J;NC?HN Q;M L?@7?LL?> NI NB? JBSMCZBG AB=;/16 >/7<A
9<</-> 1B? J;NC?HH7B6 AB=;/16 >/7<AQ;M L?@7?LL?> NI NB? JBSMC=C;H

1B? CH=ILL?=N M?HN?H=? L?;>M ;M C@ CN CM NB? JBSMC=C;H QBI B;M MNIG;=B J;CHM 4B;N
NB? QLCN?L G?;HM CM NB;N NB? J;NC?HN B;M MNIG;=B J;CHM
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TIp
Simple modifiers like :97D ,78:>? 5@>? 90,=7Bnd -,=07D often 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 doyou ,78:>? find something? Either you find it or you do
not. The repaired sentence is much clearer.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N 1@ J;J?L L?QLCN? NB? @IFFIQCHA M?HN?H=?M NI =ILL?=N NB? GCMJF;=?>
GI>Ca?LM

1B? SIOHA F;>S Q;M Q;FECHA NB? >IA IH NB? N?F?JBIH?

fB?;L>NB;N NB?L? Q;M ; LI<<?LS IH NB? ?P?HCHA H?QM

2H=F?)IOC? <IOABN ; LOHHCHA MNLIFF?L @IL NB? <;<S NB;N B? =;FF?>"0J??> /[;=?L _
/IFFCHA >IQH NB? GIOHN;CH NB? ?RJFIL?L MNIJJ?> NB? <IOF>?L QCNB BCM JIQ?L@OF
@IIN

47 ;L? FIIECHA @IL ; <;<SMCNN?L @IL IOL JL?=CIOM MCR S?;L IF> QBI >I?MH]N >LCHE IL
MGIE? ;H> IQHM ; =;L

1B? N?;=B?L M?LP?> =I[EC?M NI NB? =BCF>L?H QL;JJ?> CH ;FOGCHOG @ICF

1B? GSMN?LCIOM QIG;H Q;FE?> NIQ;L> NB? =;L BIF>CHA ;H OG<L?FF;

4? L?NOLH?> NB? QCH? NI NB? Q;CN?L NB;N Q;M MIOL

IB;LFC? MJINN?>; MNL;S JOJJS >LCPCHA BIG? @LIG QILE

f;N? HINBCHA <ON ; =IF> <IQF |@ HII>F?M @IL >CHH?L

+816381 9.3L/<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

>'HAFCHA GI>Ca?L CM ; QIL> JBL;M? IL =F;0OM? NB;N >?M=LC<?M MIG?NBCHA NB;N B;M
<??H F?@N ION |@ NB? M?HN?H=? 4B?H NB?L? CM HINBCHA NB;N NB? QIL> JBL;M? IL =F;0M?
=H GI>C@S NB? GI>Ca?L CM M;C> NI >;HAF?

P8-9<</-> %727<5 7< B63 A>=@BWRI@ILF> QBCTT?> <S L;JC>FS
9<</-> M'H? Q:M @727<5 7< B63 A>=@BIB2/@LF> QBCTT?> <S L;JC>FS

fH NB? CH=ILL?=N M?HN?®%27<5 7< B63 A>=@BW H@AFCHA 1B? L?;>?L CM F?@N
QIH>?LCHA QBI CM LC>CHA CH NB? MJILNM =;L 1B? QLCN?L GOMN N?FF NB? L?;>?7L

P8-9<</-> )/:97<5 6=;3 /B <756B NB? NL??M FIIE?> FCE? MJIIES ;FC?HM
9<</-> M'IH;M E/A E/:97<5 6=;3 /B <756B NB? NL??M FIIE?> FCE? MJIIES ;FC?HM
9<</-> 1B? NL??M FIIE?> FCE? MJIIES ;FC?HM ;M 'IH;ME}.97<5 6=;3 ;N HCABN
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* fH NB? CH=ILL?=N M?HN&H87?<5 6=;3 /B <756BCM >;HAFCHA 4BI CM Q;FECHA BIG?
;N HCABN 'IH;M +IN? NB;N NB?L? ;L? NQI >Ce?L?HN Q;SM NB? >;HAFCHA GI>Ca?L =;H
<? =ILL?=N?>

P8-9<</-> 11 QCH NB? MJ?FFCHA <?? )OCM ;H> %?L;L> MBIOF> DICH IOL N?;G
9<</-> f@ Q? Q;HN NI QCH NB? MJ?FFCHA <?? NBCM S?;L )JOCM ;H> %?L;L> MBIOF> DICH IOL
N?:G

© fH NB? CH=ILL?=N M?HN?HE7NB63 A>3::7<5 0881 >;HAFCHA 4BI Q;HNM NI QCH NB?
MJI?FFCHA <?? 47 >|

Tip
The following three steps will help you quickly spot a dangling
modifier:

1. Look foran 492 modifier at the beginning of you r sentence or
another modifying phrase:
Painting for ?3=00 3:@> ,? 94232the 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:@> ,? 94232the 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.
#,497492 1:=?3=00 3:@> ,? 9423? ,2240 finally finished the kitchen.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

/?QLCN? NB? @IFFIQCHA NB? M?HN?H=?M IHNI SIOL IQH MB??N I@ J;J?L NI =ILL?=N NB?
>HAFCHA GI>Ca?LM

?HN IP?L <;=EQ;L> NB? JIMNOL? Q;M P?LS =B;FF?HACHA

*ECHA >CM=IP?LC?M ;<ION H?Q =L?;NOL?M NBCM CM ;H CHN?L?MNCHA NCG? NI <?;
<CIFIACMN

4,FECHA CH NB? >;LE NB? JC=NOL? @?FF le NB? Q;FF

-F,SCHA ; AOCN;L CH NB? <?>LIIG NB? =;N Q;M M??H OH>?L NB? <?>

-,=ECHA @IL ; NLCJ ; =I=ELI;=B M=OLLC?> >IQH NB? B;FFQ;S

4BCF? FIIECHA CH NB? GCLLIL NB? NIQ?F MQ;S?> CH NB? <L??T?

4BCF? >LCPCHA NI NB? P?N?LCH;LC;H]M Ic=? NB? >IA H?LPIOMFS QBCH?>

1B? JLC=?F?MM J;CHNCHA >L?Q F;LA? =LIQ>M QB?H Q;FECHA CHNI NB? GOM?0G
-CF?> OJ H?RN NI NB? <IIEMB?F@ f=BIM?; LIG;H=? HIP?F

IB?QCHA @OLCIOMFS NB? AOG @?FF ION I@ GS GIONB


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/

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

/?QLCN? NB? @IFFIQCHA J;L;AL;JB =ILL?=NCHA ;FF NB? GCMJF;=?> ;H> >;HAFCHA GI>Ca?LM

f<IOABN ; @L?MB FI:@ 1@ <L?;> @IL GS M;H>QC=B MBIJJCHA CH NB? ALI=?LS MNIL? 4;HNCHA

NI G;E? ; >?FC=CIOM M;H>QC=B NB? G;SIHH;CM? Q:M NBC=EFS MJL?;> -F;=CHA NB? =IF>

=ONM IH NB? <L?;> NB? F?NNO=? Q;M JF;=?> IH NIJ f =ON NB? M;H>QC=B CH B:F@ QCNB ; EHC@"
NOLHCHA IH NB? L;>CI CNCHA CHNI NB? M:H>QC=B GS @;PILCN? MIHA <F;L?> FIO>FS CH GS
2:LM &OGGCHA ;H>=B?QCHA GS M;H>QC=B Q?HN >IQH MGIINBFS 0GCFCHA GS

M;H>QC=B QCFF <? G;>? ;A;CH <ON H?RN NCG? f QCFF ;>> =B??M?

966+,9<+>398

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

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IIGG?L=C;F 0B;L? FCE?  fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;
© *CMJF;=?> ;H>>HAFCHA GI>Ca?LM G;E? M?HN?H=?M >Cc=0FN NI OH>?LMN;H>
*CMJF;=?> ;H> >;HAFCHA GI>Ca?LM >CMNL;=N NB? L?;>?L
1B?L? ;L? M?P?L;F ?e?=NCP? Q;SM NI C>?HNC@S ;H> =ILL?=N GCMJF;=?> ;H> >;HAFCHA
GI>Ca?LM

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

0?? BIQ =L?;NCP? ;H> BOGILIOM SIO =;H A?N <S QLCNCHA N?H M?HN?H=?M QCNB GCMJF;=?7>

;H>>HAFCHA GI>Ca?LM 1BCM CM ; >?=?JNCP?FS MCGJF? N;ME <ON LCM? NI NB? =B;FF?HA?
610L QLCNCHA QCFF <? MNLIHA?L @IL CN #R=B;HA? J;J?LM QCNB ; =F;MMG;N? ;H> L?QLCN?

SIOL =F;MMG;N?]M M?HN?H=?M NI =ILL?=N ;HS GCMJF;=?> GI>Ca?LM

)<3>381 +=3-= 8.90 2+:>/< B/<-3=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Use the skills you ha ve learned in the chapter.
2. Work collaboratively with other students.
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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;
,HSIOL IQH MB??N |@ J;J?L C>?HNC@S ?;=B M?HN?H=? ;M ; @L,AG?HN ; LOH IH IL
=ILL?=N HI ?LLIL 1B?H L?QLCN? NB? J;L;AL;JB <S =ILL?=NCHA NB? M?HN?H="
@L;AG?HNM ;H> LOH IHM

*S @;PILCN? <Il[E CM L;P? +?Q 4ILF> <S F>IOM &0ORF?S B? Q;M<ILHCH ;H>>C?>

CH i ALCNN?HCH i @ONOLCMNC= MI=C?NS QB?L? BOG;HM ;L? <ILH

ION 1@ N?MN NO<?M ;H> E?JN CH LCAC> MI=C;F =F;MM?M :::::::: 1BCM G;S HIN M??G FCE? ;
BOGILIOM JL?GCM? @IL ; HIP?F <ON &ORF?S OM?M M;NCL? QBC=B CM ; NSJ? |@ BOGIL NB;N CM
OM?> NI G;E? ; M?LCIOM JICHN :::::::: 1B? BOG;HM CH L;P? +?Q 4ILF> F?;LH NBLIOAB

MF??J N?;=BCHA &ORF?S =;FFM NBCM "BSJHIJ?>C;_::::::0 #P?LSIH? CM E?JN ~B;JJS_ CH NB?
<L;P? H?Q QILF> <S N;ECHA ; JCFF =;FF?> MIG; NB?L? CM IH? =B;L;=N7?L H;G?>'IBH NB?

L?;> NB? HIP?F Nl aH> ION ::::::ii L;P? +?Q 4ILF> CM =I[HMC>7?L?> ; =F;MMC= CH #HAFCMB
FCN?L;NOL? CN CM IH? 1@ NB? <?MN HIP?FM f B;P? ?P?L L?;> i

#:=B M?HN?H=? =IHN;CHM ;H ?LLIL CH MO<D?=N P?L< ;AL??G?HN CLL?AOF;L P?L< @ILG
IL =IHMCMN?HN P?L< N?HM? f>?HNC@S NB? NSJ? |@ ?LLIL 1B?H IH SIOL IQH MB??N |@
J;J?L L?QLCN? NB? M?HN?H=? =ILL?=NFS
; %LC; ;H> 1S G??NM G? ;N NB? =IGGOHCNS =?HN?L @IL =lIECHA =F;MM?M IH
10?M>;SM
< 'IBH]M ;<CFCNS NI F;0AB ;N ;FGIMN ;HSNBCHA ;G;T? G?
= O0;G;HNB; ;H>f Q?L? Q;FECHA H?;L NB? F;E? QB?H NB? F;LA? =IFIL@OF <CL>
;JJ?7;LM
> f<OCF>?> GS IQH N?F?M=1J? OMCHA G;N?LC;FM f <IOABN ;N NB? B;L>Q;L? MNIL?
? *S GINB?L @L??T?> NB? L?G;CHCHA NIG;NI?M @LIG B?L A;L>?H MI NB;N MB?
=IOF> OM? NB?G >OLCHA NB? QCHN?L
@ 7?LH;L>;ME?>NB? MNL;HA?L MCNNCHA H?RN NI BCG @IL NB? NCG? ;H> MB? M;SM CN
Q;M J;MN GC>HCABN
A *S GINB?L ;H> <LINB?L Q?;LM AF;MM?M <ON GS @;NB?L ;H> MCMN?L >I HIN
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M 1B? B;H>MIG? P;GJCL? ;JJ?;L?> ION 1@ HIQB?L? ;H> MGCF?M ;N NB? MGCNN?H
QIG;H

N 1B? <;NN?L MQCHA?> ;N NB? <;FF M?P?L;F NCG?M <ON H?P?L BCN CN

HILL?=N NB? =;JCN;FCT;NCIH ?LLILM CH NB? @IFFIQCHA a=NCIH;F MNILS !IJS NB?
=ILL?=N?> J;L;AL;JB IHNI SIOL IQH MB??N |@ J;J?L

F;H=? QILNBCHANIH MCAH?> ; /?=IL>CHA IHNL;=N QCNB ,JCNIF L?=IL>M IH DOH?

"?MJCN? M?FFCHA NQI GCFFCIH =IJC?M |@ BCM "?<ON F<OG HINBCHA NI FIM? F;H=? FIMN KOC
; <CN ;M BCM N;R L?NOLHM @LIG NB? CLM L?P?;F?> F;H=? >C> HIN NBCHE CN Q;M @;CL NB;N NB
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;M 1B? NIHCABN MBIQ ;H> O;NOL>;S HCABN FCP? );H=? QILNBCHANIH CM ; GI>?F @IL MO==?MM
CH NB? >| CN SIOLM?F@ 4ILF> NB;N B;M <?=1G? NB? *OMC= fH>OMNLS
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

00JJIM? SIO ;L? JL?M?HNCHA ; MJ??=B f@ SIO MJ?;E NIl KOC=EFS SIOL ;0>C?H=? QCFF HIN
<?;<F? NI OH>?LMN;H> QB;N SIO ;L? M;SCHA fN CM CGJILN;HN NI MNIJ ;H> N;E? ; <L?;NB ;
@?Q NCG?M ;M SIO L?;> @LIG SIOL HIN?M ON BIQ >I SIO EHIQ QB?L? NI J;OM? QB?L?

NI =B;HA? SIOL PIC=? ;H> QB?L? NI MNIJ 1B? ;HMQ?L CM ?;MS 610 =;H OM? NB?
JOH=NO;NCIH G;LEM SIO ?H=I0OHN?L ;M ; AOC>? @IL SIOL J;=CHA

-OH=NO;NCIH G;LEM JLIPC>? PCMO;F =FO?M NI L?;>?LM N?FFCHA NB?G BIQ NB?S MBIOF> L?;>
NB? M?HN?H=? 0IG? JOH=NO;NCIH G;LEM N?FF SIO NB;N SIO ;L? L?;>CHA ; FCMN I@ CN?GM
QBCF? INB?L G;LEM N?FF SIO NB;N ; M?HN?H=? =IHN;CHM NQI CH>?J?H>?HN C>?;M
-OH=NO;NCIH G;LEM N?FF SIO HIN IHFS QB?H ; M?HN?H=? ?H>M <ON ;FMI QB;N ECH> |@
M?HN?H=? SIO B;P? L?;> 1BCM =B;JN?L =IP?LM >Ce?L?HN NSJ?M I@ JOH=NO;NCIH ;H> NB?
G?;HCHAM NB?S =IHP?S
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Learning Objectives

1. Identify the uses of commas.
2. Correctly use commas in sentences.

,H? 1@ NB? JOH=NO;NCIH =FO?M NI L?;>CHA SIO G;S ?H=IOHN?L CM NB? =IGG; 1B?
=IGG; CM ; JOH=NO;NCIH G;LE NB;N CH>C=;N?M ; J;OM? CH ; M?HN?H=?IL ; M?J;.L_;NCIH |@
NBCHAM CH ; FCMN lIGG;M =;H <? OM?> CH ; P;,LC?NS 1@ Q;SM )IIE ;N MIG? |I@ NB?
@IFFIQCHA M?HN?H=?M NI M?? BIQ SIO GCABN OM? ; =IGG; QB?H QLCNCHA ; M?HN?H=?

P8><9.?->9<C A9<. -?LMIH;FFS f NBCHE NB? JL;=NC=? CM B?FJ@OF

3=>=1B? <;LH NB? NIIF MB?> ;H> NB? <;=E JIL=B Q?L? >?MNLIS?> <S NB? QCH>
99<.38+>381 +.4/->3@/= &7 Q;M NCL?> BOHALS ;H>F;N?
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=BCF>L?H EH?Q NB?CL GINB?L Q;M ;MF??J

P8>/<<?:>381 A9<.= fEH?Q QB?L? CN Q;M BC>>?H 1@ =IOLM? <ON f Q;HN?> NB?G NI
aH> CN NB?GM?FP?M
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610 G;S HINC=?; =IGG; NB;N ;JJ?;LM H?;L NB? <?ACHHCHA I@ NB? M?HN?H=? OMO;FFS
;@N?L ; QIL> IL JBL;M? 1BCM =IGG; F?NM NB? L?;>?L EHIQ QB?L? NB? CHNLI>O=NILS QIL>
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4CNBION MJICFCHA NB? MOLJLCM? Q? H??> NI N?FF B?L NI M;P? NB? >;N?

fH NBCM M?HN?H#B6=CB A>=7:7<5 B63 AC@W@{/8BINLI>O=NILS JBL;M? QBTE&332 B=
B3:: 63@ B= A/D3 B63 ZIBBNB? G;CH M?HN?H=? +INC=? BIQ NB?S ;L? M?J;L;N?><S;
=IGG; 4B?H IHFS ;H CHNLI>O=NILS QIL>;JJ?;LM CH NB? M?HN?H=? ; =IGG,; ;FMI
@IFFIQM NB? CHNLI>O=NILS QIL>
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JIE @IL NB? CHNLI>O=NILS QIL> IL JBL;M? ,H SIOL IQH MB??N I@ J;J?L =IJS NB?
M?HN?H=? ;H> ;>>; =IGG; NI =ILL?=N NB? M?HN?H="

00>>?HFS NB? >IA L;H CHNI NB? BIOM?

fH NB? <FCHE 1@ ;H ?S? NB? EC>M Q?L? L?;>S NI Al NI NB? GIPC?M

IIH@OM?> B? NLC?> IJ?HCHA NB? <IR @LIG NB? INB?L ?H>

#P?LS S?;L Q? Al =;GJCHA CH NB? QlI>M

4ACNBION ; >IO<N AL??H CM GS @;PILCN? =IFIL

&?MCN;NCHA MB? FIIE?> <;=E ;N NB? >CL?=NCIHM <?@IL? JLI=??>CHA
$ILNOH;N?FS NB? MF??JCHA <;<S >C> HIN MNCL QB?H NB? >IIL<?FF L;HA
?FC?P? CN IL HIN NB? =LCGCH;F Q;M ;<F? NI LI< NB? M;G? <;HE NBL?? NCG?M
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CH=FO>?> CH NB? ALIOJCHA 4B?H SIO FCMN CN?GM CH ; M?HN?H=? JON; =IGG; ;@N?L ?;=B
HIOH NB?H ;>> NB? QIL> ;H> <?@IL? NB? F;MN CN?G &IQ?P?L SIO >I HIN H??> NI

CH=FO>7?; =IGG; ;@N?L NB? F;MN CN?G
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1B? JCTT; QCFF <? NIJJ?> QCNB IFCP?M J?JJ?LM ;H>JCH?;JJF? =BOHEM


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/
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/

977+=+8. 99<.38+>381 .4/->3@/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

610 =;H OM? =IGG;M NI FCMN <INB ;>D?=NCP?M ;H> HIOHM MNLCHA |I@ ;>D?=NCP?M NB;N
>?M=LC<? ; HIOH ;L? =;FF?> =IIL>CH;NCHA ;>D?=NCP?M 1B?M? ;>D?=NCP?M =IG? <?@IL? NB?
HIOH NB?S GI>C@S ;H>;L? M?J;L;N?> <S =IGG;M ,H? CGJILN;HN NBCHA NI HIN?

BIQ?P?L CM NB;N OHFCE? FCMNCHA HIOHM NB? QIL> ;H> >I?M HIN ;FQ;SM H??> NI <? <?@IL?
NB? F;MN ;>D?=NCP?
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,HSIOL IQH MB??N I@ J;J?L OM? QB;N SIO B;P? F?;LH?> MI @;L ;<ION =IGG; OM? NI
;>> =IGG;M NI NB? @IFFIQCHA M?HN?H=?M

*IH>;S 10?M>;S ;H> 4?>H?M>;S ;L? ;FF <IlI[E?> QCNB G??NCHAM

fN Q;M ; KOC?N OH?P?HN@OF OHJLI>O=NCP? >;S

4?]FF H??> NI JL?J;L? MN;N?G?HNM @IL NB? $L;HEM 11>>M ;H> 0GCNBM <?@IL? NB?CL
JILN@IFCI L?PC?QM H?RN Q??E

*C=B;?F +CN; ;H> "?MGIH> aHCMB?> NB?CL L?JILN F;MN 10?M>;S

4CNB =IF> Q?N ;=BCHA aHA?LM B? Q;M ;<F? NI M?=0L? NB? M;CFM <?@IL? NB? MNILG
&? QLIN? BCM H;G? IH NB? <I;L> CH =F?;L JL?=CM? >?FC=;N? F?NN?LM

977+=,/09</ 98478->398= 38 97:978. %/8>/8-/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;
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fH =IHP?LM;NCIHM SIO GCABN CHN?LLOJN SIOL NL;CH 1@ NBIOABN <S ACPCHA GIL? >?N;CFM
;<ION QB;N SIO ;L? N;FECHA ;<ION fH ; M?HN?H=? SIO GCABN CHN?LLOJN SIOL NL;CH I@
NBIOABN QCNB ; QIL> IL JBL;M? =;FF?> CHN?LLOJNCHA QIL>M fHN?LLOJNCHA QIL>M =;H =IG?
;N NB? <?ACHHCHA IL GC>>F? |@ ; M?HN?H=? 4B?H NB? CHN?LLOJNCHA QIL>M ;JJ?;L ;N NB?
<?ACHHCHA |@ NB? M?HN?H=? ; =IGG; ;JJ?;LM ;@N?L NB? QIL> IL JBL;M?

f@ SIO =;H <?FC?P? CN J?1JF? IH=? NBIOABN NB? MOH ;H> JF;H?NM IL<CN?> ;LIOH> #;LNB
JO=ECFS MIG? J?IJF? KO?MNCIH?> NB;N NB?ILS

4B?H CHN?LLOJNCHA QIL>M =IG? CH NB? GC>>F? 1@ ; M?HN?H=? NB?S ;L? M?J;L;N?> @LIG

NB? L?MN 1@ NB? M?HN?H=? <S =IGG;M 610 =;H >?N?LGCH? QB?L? NB? =IGG;M MBIOF> Al

<S FIIECHA @IL NB? J;LN I@ NB? M?HN?H=? NB;N CM HIN ?MM?HNC;F @IL NB? M?HN?H=? NI G;E?
M?HM?

H fN;FC;H ;MNLIHIG?L %;FCF?l JLIP?> NB;N #;LNB IL<CN?> NB? MOH

4? B;P? EHIQH @IL BOH>L?>M I@ S?;LM HIQ NB;N NB? #;LNB ;H> INB?L JF;H?NM ?RCMN CH ;
MIF;,L MSMN?G
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f;ME?> GS H?CAB<ILM NB? L?NCL?> =I0JF? @LIG $FILC>; NI <LCHA CH GS G;CF

4CNBION ; >l0<N BCM QILE B;M CGJLIP?> IP?L NB? F;MN @?Q Q??EM

,OLJLI@?MMIL *L F;GON >LCFF?> NB? F?MMIHM CHNI IOL B?;>M

1B? G??NCHA CM ;N HIIH OH@ILNOH;N?FS QBC=B G?;HM f QCFF <? F;N? @IL FOH=B

4? =;,G? CHNCG? @IL NB? F;MN J;LN |@ >CHH?L <ON GIMN CGJILN;HNFS Q? =;G? CH NCG?
@IL >?MM?LN

FF 1@ ; MO>>?H IOL H?NQILE =L;MB?> ;H> Q? FIMN IOL aF?M

F?R B;H> NB? QL?H=B NI G? <?@IL? NB? JCJ? =IG?M FIIM? ;A;CH
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L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

610 ;FMI OM? =IGG;M QB?H SIO QLCN? NB? >:N? MO=B ;M CH =IP?L F?NN?LM :H> ? G;CFM
IIGG;M ;L? OM?> QB?H SIO QLCN? NB? >;N? QB?H SIO CH=FO>? ;H ;>>L?MM :H> QB?H
SIO AL??N MIG?IH?

f@ SIO ;L? QLCNCHA ION NB? @OFF >;N? ;>>; =IGG; ;@N?L NB? >;S ;H> <?@IL? NB? S?;L
610 >I HIN H??> NI ;>> ; =IGG; QB?H SIO QLCN? NB? GIHNB ;H>>;S IL QB?H SIO

QLCN? NB? GIHNB ;H> NB? S?;L f@ SIO H??> NI =IHNCHO? NB? M?HN?H=? ;@N?L SIO ;>>;
>:N? NB;N CH=FO>?M NB? >;S ;H> S?;L ;>>;=IGG; ;@N?L NB? ?H> 1@ NB? >;N?

'63 :3BB3@ 7A >=AB;/@932!/G

3@ 07@B62/G 7TA lIG

3 D7A7B32 B63 1=C<B@G 7< C:G

R @357AB3@32 4=@ B3 1=<43@3<13 =< /@16 A=E3 A6=C:253B =C@ B7193BA A==<

610 ;FMI OM? =IGG;M QB?H SIO CH=FO>? ;>>L?MM?M ;H> FI=;NCIHM 4B?H SIO CH=FO>?
;H;>>L?MM CH ; M?HN?H=? <? MOL? NI JF;=?; =IGG; ;@N?L NB? MNL??N ;H>;@N?L NB? =CNS
"I HIN JF;=?; =IGG; <?NQ??H NB? MN;N? ;H>NB? TCJ =I>? )CE? ; >;N? C@ SIO H??> NI
=IHNCHO? NB? M?HN?H=? ;@N?L ;>>CHA NB? ;>>L?MM MCGJFS ;>>; =IGG; ;@N?L NB?
;>>L?MM

)3;=D32B=  =F1CBB3@ /<3 =>3 I7TAA=C@7

4B3@ ;=D7<5 B= =AB=< !/AA/16CA3BBA @71 CA32 >C0:71 B@/<A>=@B/B7=<B=53B B=E=@9
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%L??NCHAM ;L? ;FMI M?J;L;N?> <S =IGG;M 4B?H SIO QLCN? ;H ? G;CF IL ; F?NN?L SIO
;>>; =IGG; ;@N?L NB? AL??NCHA QIL> IL NB? J?LMIH]M H;G? 610 ;FMI H??> NI CH=FO>?
; =IGG; ;@N?L NB? =FIMCHA QBC=B CM NB? QIL> IL JBL;M? SIO JON <?@IL? SIOL MCAH;NOL?

3=

R E=C:2:793 ;=@3 7<4=@:/B7=< /0=CB G=C@ 8=0 >=AB7<5

'6/<9 G=C

<7B/ : &IG4

@ '@A :&IG4

'6/<9 G=C 4=@ G=C@ :3BB3@ $:3/A3 @3/2 B63 /BB/1632 2=1C;3<B 4=@ 23B/7:A
OCH=?L?FS

/19 @=;=<B

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L OM? QB;N SIO B;P? F?;LH?> ;<ION OMCHA =IGG;M NI ?>CN
NB? @IFFIQCHA F?NN?L

*L=B

F?R; *L=BX

1;SFIL "LCP? JN

+?Q LMNF? *;CH?

"?;L*L 1CGGIHM

1B;HE SIO @IL ;AL??CHA NI G??N QCNB G? ;G ;P;CF;<F? IH *IH>;S NB? a@NB f=;H MNIJ

<S SIOL Ic=? ;N ;HS NCG? fM SIOL ;>>L?MM MNCFF  *;L=IOLN ICL=F?  -F?;M? A?N

<;=E NI G? ;N SIOL ?;LFC?MN =IHP?HC?H=?

1B;HE SIO

F?R;

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L OM? QB;N SIO B;P? F?;LH?> ;<ION =IGG; OM;A? NI ?>CN
NB? @IFFIQCHA J;L;AL;JBM
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*S <LINB?L +;NB;HC?F CM ; =IFF?=NIL I@ G;HS L;L? OHOMO;F NBCHAM &? B;M =IFF?=N?>
FOH=B <IR?M FCGCN?> ?>CNCIH <lIEM ;H> B;NJCHM ;N P;LCIOM JICHNM |I@ BCM FC@? &CM
=OLL?HN =IFF?=NCIH I@ OHOMO;F <INNF?M B;M IP?L a@NS JC?=?M 2MO;FFS B? M?FFM IH?
=IFF?=NCIH <?@IL? MN;LNCHA ;HINB~?L

,OL G??NCHA CM M=B?>0F?> @IL 1BOLM>;S *;L=B  fH NB;N NCG? Q? H??> NI A;NB?L

;FF IOL >1=O0G?HNM NIA?NB?L FC=? CM CH =B;LA? I@ NB? NCG?N;<F?M ;H> M=B?>0F?M

11G CM CH =B;LA? |@ OJ>;NCHA NB? AOC>?FCH?M f ;G CH =B;LA? |@ NB? JL?M?HN;NCIH 1I
JL?J;L? @IL NBCM G??NCHA JF?;M? JLCHN ION ;HS ? G;CFM @;R?M IL >I=OG?HNM SIO

B;P? L?@7LL?> NI QB?H QLCNCHA SIOL M;GJF?

fN Q;M; =lIF =LCMJ ;ONOGH >;S QB?H NB? ALIOJ M?N ION 1B?S H??>?> NI =IP?L

M?P?L;F GCF?M <?@IL? NB?S G;>? =;GJ MI NB?S Q;FE?> ;N ; <LCME J;=? 1B? F?;>?L

I@ NB? ALIOJ %;LNB E?JN =B?=ECHA BCM Q;N=B ;H> NB?CL %-0 FI=;NCIH fM;<?FF? /;IOF
;H>*AAC? NIIE NOLHM =;LLSCHA NB? ?KOCJG?HN QBCF? I;.LLC? NIIE HIN?M ;<ION NB?
QCF>FC@? NB?S M;Q M ; L?MOFN HI IH? HINC=?> NB? >;LE?HCHA MES OHNCF NB? aLMN >LIJM
1@ L;CH MJF;NN?L?>IH NB?CL @;=?M

-F?;M? B;P? SIOL L?JILN =IGJF?N? ;H> aF?><S JLCF fH SIOL MO<GCMMCIH

F?NN?L JF?;M? CH=FO>? SIOL =IHN;=N CH@ILG;NCIH NB? JIMCNCIH SIO ;L? ;JJFSCHA @IL
;H>NQI J?1IF? Q? =;H =IHN;=N ;M L?@7?L?H=?M 4? QCFF HIN <? ;P;CF;<F? @IL

=IHMOFN;NCIH ;@N?L JLCF <ON SIO G;S =IHN;=N NB? Ic=? C@ SIO B;P? ;HS

KO?MNCIHM 1B;HE SIO &/ "?J;LNG?HN

966+,9<+>398

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

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

%/73-9698=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

¥ Identify the uses of semicolons.
¥ Properly use semicolons in sentences.

HINB?L JOH=NO;NCIH G;LE NB;N SIO QCFF ?H=I0OHN?L CM NB? M?GC=IFIH )CE? GIMN
JOH=NO;NCIH G;LEM NB? M?GC=IFIH =;H <? OM?>CH ; P;LC?NS |@ Q;SM 1B? M?GC-=IFIH
CH>C=;N?M ; <L?;E CH NB? bIQ |@ ; M?HN?H=? <ON @OH=NCIHM >Ce?L?HNFS NB;H ; J?LCI> IL ;
=IGG; 4B?H SIO ?H=IOHN?L ; M?GC=IFIH QBCF? L?;>CHA ;FIO> NBCM L?JL?M?HNM ; All>
JF;=? NI J;OM? ;H> N;E? ; <L?;NB

%/73-9698=>9 938 &A9 P8./:/8./18> 6+7=/=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2M? ; M?GC=IFIH NI =IG<CH? NQI =FIM?FS L?F;N?> CH>?J?H>?HN =F;OM?M /?FSCHA IH ;
J?LCI> NI M?J;L;N? NB? L?F;N?> =F,0OM?M CHNI NQI MBILN?L M?HN?H=?M =IOF> F?;> NI
=BIJJS QLCNCHA 2MCHA ; =IGG; QIOF> =L?;N? ;H ;QEQ;L> LOH IH M?HN?H="

9<</-> ? MOL? NI Q?;L =F?;H Q?FF JL?MM?> =FINB?M NI NB? CHN?LPC?Q ;JJ?;L;H=?M ;L?
CGJILN;HN

29::C ? MOL? NI Q?;L =F?;H Q?FF JL?MM?> =FINB?M NI NB? CHN?LPC?Q JJ?;L;H=?M ;L?
CGJILN;HN

P8-9<</-> ? MOL? NI Q?;L =F?;H Q?FF JL?MM?> =FINB?M NI NB? CHN?LPC?Q ;JJ?;L;H=?M
;L? CGJILN;HN

fH NBCM =;M? QLCNCHA NB? CH>?J?H>?HN =F,OM?M ;M NQI M?HN?H=?M M?J;L;N?> <S ; J?LCI>
CM =ILL?=N &IQ?P?L OMCHA ; M?GC=IFIH NI =IG<CH? NB? =F;0OM?M =;H G;E? SIOL QLCNCHA
GIL? CHN?L?MNCHA <S =L?;NCHA ; P;LC?NS |@ M?HN?H=? F?HANBM ;H> MNLO=NOL?M QBCF?
JL?M?LPCHA NB? bIQ 1@ C>?;M
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%/73-9698=>9 938 P>/7=38 + 3=>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

610 =;H ;FMI OM? ; M?GC=IFIH NI DICH CN?GM CH ; FCMN QB?H NB? CN?GM CH NB? FCMN ;FL?;>S
L?KOCL? =IGG;M 0?GC=IFIHM B?FJ NB? L?;>?L >CMNCHAOCMB <?NQ??H CN?GM CH NB? FCMN

9<</-> 1B? =IFIL =IG<CH;NCIHM Q? =;H =BIIM? @LIG ;L? <F;=E QBCN? ;H>AL?S
AL??H <LIQH ;H><F;=E IL L?> AL??H ;H> <LIQH

P8-9<</-> 1B? =IFIL =IG<CH;NCIHM Q? =;H =BIIM? @LIG ;L? <F;=E QBCN? ;H>AL?S
AL??H <LIQH ;H><F;=E IL L?> AL??H ;H><LIQH

S OMCHA M?GC=IFIHM CH NBCM M?HN?H=? NB? L?;>?L =;H ?;MCFS >CMNCHAOCMB <?NQ??H NB?
NBL?? M?NM I@ =IFILM

TIp
Use semicolons to join two main clauses. Do not use semicolons with
coordinating conjunctions such as 9/ =, and -@?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L =ILL?=N NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA M?GC=IFIHM f@
NB? M?HN?H=? CM =ILL?=N ;M CN @M QLCN?

f>C> HIN HINC=? NB;N SIO Q?L? CH NB? Ic=? f Q;M <?BCH> NB? @LIHN >?ME ;FF >;S
" SIO Q;HN NOLE?S MJCH;=B ;H>=B??M? LI;MN <??@ F?NNO=? ;H>=B??M? IL B;G
NIG;NI ;H>=B??M?

-F?;M? =FIM? NB? <FCH>M NB?L? CM ; AF;L? IH NB? M=L??H

2H<?FC?P;<FS HI IH? Q;M BOLN CH NB? ;==C>?HN

f=HHIN >?=C>? C@ f Q;HN GS LIIG NI <? AL??H <LIQH ;H>JOLJF? AL??H <F;=E

;H> <LIQH IL AL??H <LIQH ;H>>;LE L?>

)?N]M Al @IL ; Q;FE NB? ;CL CM MI L?@L?MBCHA

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?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

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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9698=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify the uses of colons.
2. Properly use colons in sentences.

1B? =IFIH CM ;HINB?L JOH=NO;NCIH G;LE OM?> NI CH>C=;N? ; @OFF MNIJ 2M? ; =IFIH NI
CHNLI>O=? FCMNM KOIN?M ?R;GJF?M ;H> ?RJF;H;NCIHM 6I0 =;H ;FMI OM? ; =IFIH ;@N?L NB?
AL??NCHA CH <OMCH?MM F?NN?LM ;H> G?GIM

3/@ 7@7<5 /</53@
'= C;/< %3A=C@13A

@=; 3/<</ 3I<

9698= >9 P8><9.?-/ + 3=>

P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2M?; =IFIH NI CHNLI>O=? ; FCMN |@ CN?GM fHNLI>O=? NB? FCMN QCNB ;H CH>?J?H>?HN =F;OM"
1B? N?;G QCFF NIOL NBL?? MN;N?M +?Q 6ILE -?HHMSFP;HC; ;H> *,LSF;H> fB;P? NI N;E?
@I0OL =F;MM?M NBCM M?G?MN?L !IGJIMCNCIH ON;NCMNC=M #NBC=M ;H> fN;FC;H

9698= >9 P8><9.7-/ + #?9>/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

610 =;H OM? ; =IFIH NI CHNLI>0O=7? ; KOIN?
/@9 'E/7< A/72 7B 03AB L)63< 7<2=C0OB B3:: B63 B@CB6 M

f@ ; KOIN? CM FIHA?L NB;H @ILNS QIL>M MECJ ; FCH? ;@N?L NB? =IFIH ;H> CH>?HN NB? F?@N
G;LACH 1@ NB? KOIN? aP? MJ;=?M ?=;0M? KOIN;NCIHM FIHA?L NB;H @ILNS QIL>M OM? FCH?
MJ;=CHA ;H> CH>?HN;NCIH NI CH>C=;N? ; KOIN? KOIN;NCIH G;LEM ;L? HIN H?=?MM;,LS

*S @;NB?L ;FQ;SM FIP?> *;LE 1Q;CH]M QIL>M

1B?L? ;L? <;MC=;FFS NQI NSJ?M 1@ J?1IIF? -?1JF? QBI ;==IGJFCMB NBCHAM ;H> J?IJF?
QBI =F;CG NI B;P? ;==IGJFCMB?> NBCHAM 1B? aLMN ALIOJ CM F?MM =LIQ>?>

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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9698= >9 P8><9.?7-/ B+7:6/=9< B:6+8+>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

2M? ; =IFIH NI CHNLI>0O=? ;H ?R;GJF? IL NI @OLNB?L ?RJF;CH ;H C>?; JL?M?HN?> CH NB?

aLMN J;LN 1@ ; M?HN?H=? 1B? aLMN J;LN 1@ NB? M?HN?H=? GOMN ;FQ;SM <? ;H CH>?J?H>?HN
=F;,OM? NB;N CM CN GOMN MN;H> ;FIH? ;M ; =IGIJF?N? NBIOABN QCNB ; MO<D?=N ;H> P?L< "|
HIN OM?; =IFIH ;@N?L JBL;M?M ACHB /A =@ 4=@ 3F/;>:3

9<</-> ,0OL =IGJ;HS le?LM G;HS JO<FCMBCHA M?LPC=?M QLCNCHA ?>CNCHA ;H>L?PC?QCHA

P8-9<</-> ,OL =IGJ;HS le?LM G;HS JO<FCMBCHA M?LPC=?M MO=B ;M QLCNCHA ?>CNCHA ;H>
L?PC?QCHA

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: OT o]

thine own self be true.0 T wo independent clauses : There are
drawbacks to modern technology: My brotherOs cell phone died and
he lost a lot of phone numbers.

Incorrect : The recipe is simple: T omato, basil, and a vocado.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H SIOL IQH MB??N 1@ J;J?L =ILL?=N NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA M?GC=IFIHM IL
=IFIHM QB?L? H??>?> f@ NB? M?HN?H=? >I?M HIN H??>; M?GC=IFIH IL =IFIH )LCN?

"IHIN ACP? OJ SIO H?P?L EHIQ QB;N NIGILLIQ <LCHAM

,OL L?=IL>M MBIQ NB;N NB? J;NC?HN Q;M ;>GCNN?> |[H *;L=B “HO;LS
JH> +1P?G<?L

4B?L? f =IG? @LIG NB?L? ;L? NBL?? Q;SM NI A?N NI NB? ALI=?LS MNIL? <S =L <S
<OM ;H><S @IIN
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fB;P? FCP?> CH 0?>IH; LCTIH; ;FNCGIL? LSF;H>;H> (HIRPCFF? 1?HH?MM??

+?RN M?G?MN?L Q? QCFF L?;> MIG? GIL? =IHN?GJIL;LS ;ONBILM MO=B ;M
3IHH?AON *CFF?L ;H> ,LQ?FF

/|C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

KEY TAKEAWAYS

¥ Use a colon to introduce a list, quote, or example.
¥ Use a colon after a greeting in business letters and memos.

#79>/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

/+<8381 !,4/->3@/=

Learning Objectives
1. Identify the uses of quotes.
2. Correctly use quotes in sentences.

.OIN;NCIH G;LEM ~_ M?N le ; ALIOJ 1@ QIL>M @LIG NB? L?MN I@ NB? N?RN 2M? KOIN;NCIH
G;LEM NI CH>C=;N? >CL?=N KOIN;NCIHM |@ ;HINB?L J?LMIH]M QIL>M IL NI CH>C=;N? ; NCNF?
.OIN;NCIH G;LEM ;FQ;SM ;JJ?;L CH J;CLM

3</-> #79>+>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

>CL?=N KOIN;NCIH CM ;H ?R;=N ;==I0HN I@ QB;N MIG?IH? M;C> IL QLIN? 11 CH=FO>? ;
>CL?=N KOIN;NCIH CH SIOL QLCNCHA ?H=FIM? NB? QIL>M CH KOIN;NCIH G;LEM H CH>CL?=N
KOIN;NCIH CM ; L?MN;N?G?HN 1@ QB;N MIG?IH? M;C> IL QLIN? H CH>CL?=N KOIN;NCIH >I?M
HIN OM? NB? J?LMIH]M ?R;=N QIL>M 610 > HIN H??> NI OM? KOIN;NCIH G;LEM @IL CH>CL?=N
KOIN;NCIHM

3</->;?9>+>398 I.LFS M;C> ~]G HIN ?P?L AICHA <;=E NB?L? ;A;CH _
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P8.3</->;79>+>398 I,LFS M;C> NB;N MB? QIOF> H?P?L Al <;=E NB?L?

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, OHe thought ou  r manuscript was garbage.O

The first sentence reads as an indirect quote in which the client does
not like the manuscript. But did he actually use the word OgarbageO?
(This would be alarming!) Or has the speaker paraphrased (and
exaggerated) the clientOs words?

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

"?8->?+>381 3</-> #79>+>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

.OIN;NCIH G;LEM MBIQ L?;>?LM ;HINB?L J?LMIHIM ?R;=N QIL>M ,@N?H SIO QCFF Q;HN NI
C>?HNC@S QBI CM MJ?;ECHA 610 =;H > NBCM ;N NB? <?ACHHCHA GC>>F? IL ?H> 1@ NB? KOIN?
+INC=? NB? OM? 1@ =IGG;M ;H> =;JCN;FCT?> QIL>M

/1388381 *;>CMIH M;C> 7~)?N]M MNIJ ;N NB? @;LG?LM G;LE?N NI <OS MIG? @L?MB
P?A?N;<F?M @IL >CHH?L _

3.6/  M?N]M MNIJ ;N NB? @;LG?LM G;LE?N _ *;>CMIH M;C> ~NI <OS MIG? @L?MB
P?A?N;<F?M @IL >CHH?L _

8. "?N]M MNIJ ;N NB? @;LG?LM G;LE?N NI <OS MIG? @L?MB P?A?N;<F?M @IL >CHH?L _
*>CMIH M;C>

%:/+5/< 89> 3./8>3L/. M?NIM MNIJ ;N NB? @;LG?LM G;LE?N NI <OS MIG? @L?MB
P?A?N;<F?M @IL >CHH?L _

FQ;SM =;JCN;FCT? NB? aLMN F?NN?L |@ ; KOIN? ?P?H C@ CN CM HIN NB? <?ACHHCHA 1@ NB?
M?HN?H=? 4B?H OMCHA C>?HNC@SCHA QIL>M CH NB? GC>>F? |@ NB? KOIN? NB? <?ACHHCHA |@
NB? M?=IH> J;LN I@ NB? KOIN? >I?M HIN H??> NI <? =;JCN;FCT?>
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2M? =IGG;M <?NQ??H C>?HNC@SCHA QIL>M ;H> KOIN?M .OIN;NCIH G;LEM GOMN <? JF;=?>
;@N?L =IGG;M ;H> J?LCI>M -F;=? KOIN;NCIH G;LEM ;@N7?L KO?MNCIH G;LEM ;H>
?R=F;G;NCIH JICHNM IHFS C@ NB? KO?MNCIH IL ?R=F;G;NCIH CM J;LN 1@ NB? KOIN?> N?RN

#?/=>398 3= :+<>90;?79>/. >/B> 1B? H?Q ?GJFIS?? ;ME?> "4B?H CM FOH=B _

#2/=>398 3= 89> 1+<> 90 ;79>/. >/B>  "C> SIO B?;L B?L M:S SIO Q?L? "NB? H?RN
-C=;MMI_

B-6+7+>398 3=:+<>90;?9>/. >/B> *S MOJ?LPCMIL <?;G?> "B;HEM @IL ;FF I@ SIOL
B;L> QILE _

B-6+7+>398 3= 89> :+<> 90 ;?9>/. >/B> &? M;C>f "MCHAF? B;H>?>FS M;P?> NB?
=IGJ;HS NBIOM;H>M 1@ >IFF;LM_

#79>+>398= A3>238 #79>+>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2M? MCHAF? KOIN;NCIH G;LEM \] NI MBIQ ; KOIN;NCIH QCNBCH CH ; KOIN;NCIH

1B?L?M; M;C> f Q;HN?> NI N;E? GS >IA NI NB? @?MNCP;F <ON NB? G;H ;N NB? A;N? M;C> \+|
>IAM :FFIQ?>]_

A4B?H SIO M;S \f =;H]N B?FJ CN ] QB:N ?R;=NFS >?M NB;N G?;H _

| 1B? CHMNLO=NCIHMGRIZABN?H NB? M=L?QM IH? ;N ; NOG?

&3>6/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

2M? KOIN;NCIH G;LEM ;LIOH> NCNF?M 1@ MBILN QILEM 1@ QLCNCHA MO=B ;M ?MM;SM MIHAM
JI?GM MBILN MNILC?M ;H> =B;JN?LM CH <IIEM 2MO;FFS NCNF?M |@ FIHA?L QILEM MO=B ;M
<llEM G;A;TCH?M ;F<OGM H?QMJ;J?LM ;H>HIP?FM ;L? CN;FC=CT?>

NMHH;<?FF?)??_CM IH? |@ GS @;PILCN? LIG;HNC= JI?GM

1B? +?Q 6ILE 1CG?M B;M <??H CH JO<FC=;NCIH MCH="?

Writing at Work

In many businesses, the difference between exact wording and a
paraphrase is extremely important. For legal pu rposes, or for the
purposes 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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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

I13S NB? @IFFIQCHA M?HN?H=?M IHNI SIOL IQH MB??N |@ J;J?L ;H> =ILL?=N NB?G <S
;>>CHA KOIN;NCIH G;LEM QB?L? H?=?MM;LS f@ NB? M?HN?H=? >I?M HIN H??> ;HS
KOIN;NCIH G;LEM QLGN?

6;MGCH M;C> f>IHIN @??F FCE? =lIIECHA )?N]M Al ION NI ?;N

"C>SIO EHIQ NB;N NB? H;G? 1@ NB? 'OC=? ;L CM; L?@?L?H=? NI ; JI?G ;ME?>
/OMM?FF

,B M:;C>6:MGCH fM NB:N NB? IH? NB;N MN;LNM QCNB NB? FCH? 1QI LI;>M >CP?LA?> CH ;
S?FFIQ QII>

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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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'0=><9Q:2/=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify the uses of apostrophes.
2. Correctly use apostrophes in sentences.

H ;JIMNLIJB? ] CM ; JOH=NO;NCIH G;LE NB;N CM OM?> QCNB ; HIOH NI MBIQ JIMM?MMCIH
IL NI CH>C=;N? QB?L? ; F?NN?L B;M <??H F?@N ION NI @ILG ; =IHNL;=NCIH

"9==/==398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H;JIMNLIIB? ;H> NB? F?NN?L M CH>C=;N? QBI IL QB;N IQHM MIG?NBCHA 11 MBIQ
JIMM?MMCIH QCNB ; MCHAOF;L HIOH ;>> 1M

‘?HIM >;H=? LIONCH? G?MG?LCT?> ?P?LSIH? CH NB? LIIG
1B? >IA]M F?;MB CM B;HACHA IH NB? BIIE <?MC>? NB? >lIL
‘?MM]M MCMN?L CM ;FMI =IGCHA NI NB? J;LNS

+INC=? NB;N MCHAOF;L HIOHM NB;N ?H> CH M MNCFF N;E? NB? ;JIMNLIJB? M M ?H>CHA NI MBIC
JIMM?MMCIH

11 MBIQ JIMM?MMCIH QCNB ; JFOL;F HIOH NB;N ?H>M CHM DOMN ;>>;H ;JIMNLIJB? ] f@ NB?
JFOL;F HIOH >I?M HIN ?H> CH M ;>>;H ;JIMNLIJB? ;H>;HM M

"67<+6 8978 >2+>/8.= 38M 1B? >LOGG?LM] MNC=EM ;FF GIP?> CH NB? M;G? LBSNBG FCE?;
G;=BCH?

"67<+6 89?78 >2+>.9/=89>/8.  38M 1B? J?IJF?]M PIN?M =F?;LFS MBIQ?> NB;N HI IH?
MOJJILN?> NB? G;H;A?G?HN >?=CMCIH

98><+->398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

=IHNL;=NCIH CM ; QIL> NB;N CM @ILG?> <S =IG<CHCHA NQI QIL>M fH ; =IHNL;=NCIH ;H
;JIMNLIIB? MBIQM QB?L? IH? IL GIL? F?NN?LM B;P? <??H F?@N ION !I[HNL;=NCIHM ;L?
=IGGIHFS OM?> CH CH@ILG;F QLCNCHA <ON HIN CH @ILG;F QLCNCHA

f>I HIN FCE? C=? =L?;G
f.98H>FCE? C=? =L?;G

+INC=? BIQ NB? QIL>N2=;H> <=BB;P? <??H =IG<CH?> NI @ILG NB? =IHNL;=NQHkKB
1B? ;JIMNLIJB? MBIQM QB?L? NB? | CH HIN B;M <??H F?@N ION
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4?7 QCFF M?? SIO F;N?L
)/H66 M?? SIO F;N?L

JIE ;N NB? =B;LN @IL MIG? ?R;GJF?M |I@ =IGGIHFS OM?> =IHNL;=NCIHM

arenOt are not

canOt cannot

doesnOt does not

donOt do not

isnOt is not

heOll he will

101l | will

sheOll she will

theyOll they will

youOll you will

itOs itis, it has

letOs let us

sheOs she is, she has
thereOs there is, there has
whoOs who is, who has

TIp
Be careful not to confuse itOs with its. 1tOs is a contraction of the

words it and is. Its is a possessive pronoun. ItOs 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 itOs.



B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ 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 @M QLCN?

MB;N ; <?;,0NC@OF =BCF> 0B? B;M B?L GINB?LM ?S?M _

*S <LINB?LM QC@7? CM IH? |@ 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 le
#,=B 1@ NB? MNO>?HNM L?MJIHM?M Q?L? OHCKO?

41HN SIO JF?;M? DICH G? @IL >CHH?L NIHCABN

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

KEY TAKEAWAYS

¥ Use apostrophes to show possession. Add Hto 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.

"+</8>2/=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify the uses of parentheses.
2. Properly use parentheses in sentences.

- L?HNB?M?M  ;L? JOH=NO;NCIH G;LEM NB;N ;L? ;FQ;SM OM?> CH J;CLM ;H> =IHN;CH

G;N?LC;F NB;N CM M?=IH>;LS NI NB? G?;HCHA 1@ ; M?HN?H=? -;L?HNB?M?M GOMN H?P?L
=IHN;CH NB? MO<D?=N IL P?L< I@ ; M?HN?H=? M?HN?H=? MBIOF> G;E? M?HM? C@ SIO >?F?N?
;HS N?RN QCNBCH J;,L?HNB?M?M ;H> NB? J;L?HNB?M?M

BB/19 =4 B63 7::3@ $=B/B3;BANI <? NB? QILMN GIPC? f B;P? M?Ml @;L

610L MJCH;=B ;H> A;LFC= M;F;> CM IH? |@ NB? GIMN >?FECGHIOMLCNCI@N>M f B;P?
?P?L N;MN?>
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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H SIOL IQH MB??N |@ J;J?L =F;LC@S NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA J;,L?HNB?M?M f@
NB? M?HN?H=? CM =F?;L ;M CN GM QLCN?

L? SIO AICHA NI NB? M?GCH;L NBCM Q??E?H>f ;G

fL?=IGG?H> NB;N SIO NLS NB? MOMBC <;L OHF?MM SIO >IH]N FCE? MOMBC

fQ;M ;<F? NI MIFP? NB? JOTTF? ;@N?L N;ECHA ; @?Q GIG?HNM NI NBCHE ;<ION CN
-F?;M? =IGJF?N? NB? KO?MNCIHH;CL? ;N NB? ?H> 1@ NBCM F?NN?L

&;M ;HSIH? <?MC>?M G? L?;> NB? ;MMCAHG?HN

-F?;M? <? MOL? NI =CL=F? HIN OH>?LFCH? NB? =ILL?=N ;HMQ?LM

KEY TAKEAWAYS

¥ Parentheses enclose information that is secondary to the meaning
of a sentence.
¥ Parentheses are always used in pairs.

+=2/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Identify the uses of dashes.
2. Correctly use dashes in sentences.

>:MB [ CM ; JOH=NO;NCIH G;LE OM?> NI M?N le CH@ILG;NCIH CH ; M?HN?H=? @IL
2GJB:MCM 610 =;H ?H=FIM? N?RN <?NQ??H NQI >;MB?M IL OM? DOMN IH? >:MB 11 =L?;N?;
>:MB CH *C=LIMI@N 4IL> NSJ? NQI BSIB?HM NIA?NB?L "I HIN JON ; MJ;=? <?NQ??H
>:MB?M ;H> N?RN

LLCP? NI NB? CHN?LPC?Q ?;LFS[<ON HIN NIl ?;LFS

HS 1@ NB? MOCNM[?R=?JN @IL NB? JOLJF? IH?[MBIOF> <? aH? NI Q?;L

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H SIOL IQH MB??N |@ J;J?L =F,LC@S NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA >MB?M f@ NB?
M?HN?H=? CM =F?;L ;M CN CH¥ QLCN?

4BC=B B;CLMNSF? >| SIO JL?@7?L MBILN IL FIHA

f>IH]N EHIQ f B;>H]N ?P?H NBIOABN ;<ION NB;N

%0?MM QB;N f AIN NB? DI<

f QCFF <? B;JJS NI QILE IP?L NB? Q??E?H> C@ f =;H B;P? *IH>;S le
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610 B;P? ;FF NB? KO;FCNC?M NB;N Q? ;L? FIIECHA @IL CH ; =;H>C>;N? CHN?FFCA?H="?
>?>C=;NCIH ;H>; MNLIHA QILE ?NBC=

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
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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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L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

KEY TAKEAWAYS

¥ Hyphens join words that work as one adjective.
¥ Hyphens break words across two lines of text.

"?8->?+>398 8.90 2+:>/< B/<-3=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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

Figure 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
your 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.
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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 onyou  r
readers.
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Learning Objectives
1. Identify common spelling rules.
2. ldentify commonly misused homonyms.
3. Identify commonly misspelled words.
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Eight T ips to Improve Spelling Skills

1. Readthe words in you rassignment 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 wordOs
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 Olt is important to be a
beautiful person inside and outO may help you remember that
-0,@?41@egins with Obe a.0 The practice of pronouncing the word
)0/90>/,D Wed-nes-day may help you remember how to spell the
word correctly.

3. Use adictionary. Many professional writers rely on the
dictionaryNeither in print or online. If you find it difficult to use a
regular dictionary, ask you  rinstructor to help you find a Opoor
spellerOs dictionary.O

4. Use you r computerOs 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. Testyou 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.



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
your way down toward the smallerNbut equally importantNdetails
like spelling and punctuation. T o read more about the writing process
and editing and revising, see "  The Writing Process: How Do | Begin?
(Page 231)".
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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 doesnOt 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 Itreemperat-
Conscience Government Meant Probably Thorough
Crowded Grammar Necessary Psychology Thought
Definite Height Nervous Pursue Tired
Describe lllegal 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 todayOs 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. EmployersO 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 elseOs e-mail will take
priority.

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

and run the spell checkeristo 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

¥ Accurate, 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.
Identify how to use proper connotations.

3. Identify howto a void using slang, clichZs, and overly general words in
you r writing.
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'=381 + 3->398+<C +8. &2/=+7<?=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#P?H JLI@?MMCIH;F QLCN?LM H??> B?FJ QCNB NB? G?;HCHAM MJ?FFCHAM JLIHOH=C;NCIHM ;H>
OM?M 1@ J;,LNC=0OF;L QIL>M fH @;=N NB?S L?FS IH >C=NCIH;LC?M NI B?FJ NB?G QLCN? <?NN7?L +I
IH? EHIQM ?P?LS QIL> CH NB? #HAFCMB F;HAO;A? ;H> NB?CL GOFNCJF? OM?M ;H> G?;HCHAM

MI ;FF QLCN?LM @LIG HIPC=?M NI JLI@?MMCIH;FM =;H <?H?aN @LIG NB? OM? |@ >C=NCIH;LC?M

*IMN >C=NCIH;LC?M JLIPC>? NB? @IFFIQCHA CH@ILG;NCIH

%:/66381 &IQ NB? QIL> ;H> CNM >Ce?L?HN @ILGM ;L? MJ?FF?>
"<98?8-3+>398 &IQ NI M;S NB? QIL>

"+<>90=://-2 1B? @OH=NCIH |@ NB? QIL>

/L83>398 1B? G?;HCHA |@ NB? QIL>

%C898C7= 4IL>M NB;N B;P? MCGCF;L G?;HCHAM

>C79691C 1B? BCMNILS I@ NB? QIL>

JIE ;N NB? @IFFIQCHA M;GJF? >C=NCIH;LS ?HNLS ;H> M?? QBC=B |@ NB? JL?=??>CHA
CH@ILG;NCIH SIO =;H C>?HNC@S

7C>2 GCNB< 8%L;GB6=A;QIL> ; @;<F? ; F?A?H>9 @;<F? IL F?A?H> ?G<I>SCHA NB?
=IHPC=NCIHM 1@ ; J?IJF? ;M NI NB?CL AI>M IL INB?L >CPCH? <?CHAM NB?CL IQH <?ACHHCHAM
:H> ?;LFS BCMNILS ;H> NB? B?LI?M =IHH?=N?> QCNB CN IL NB? ILCACH I@ NB? QILF> ;HS
CHP?HN?> MNILS MIG?NBCHA IL MIG?IH? B;PCHA HI ?RCMN?H=? TEH@K=N [/C>2 K

3K-+6

)JCE?; >C=NCIH;LS ; NB?M;OLOM CM ;HINB?L CH>CMJ?HM;<F? QLCNCHA NIIF NB?M;OLOM ACP?M

SIO ; FCMN 1@ MSHIHSGM QIL>M NB;N B;P? NB? M;G? IL P?LS =FIM? NI NB? M;G? G?;HCHA

;M ;HINB?L QIL> fN ;FMI FCMNM ;HNIHSGM QIL>M QCNB NB? IJJIMCN? G?;HCHA |@ NB? QIL>
NB?M;0OLOM QCFF B?FJ SIO QB?H SIO ;L? FIIECHA @IL NB? J?L@7?=N QIL> QCNB DOMN NB? LCABN

G?;HCHA NI =IHP?S SIOL C>?;M fN QCFF ;FMI B?FJ SIO F?;LH GIL? QIL>M ;H> OM? NB? IH?M

SIO ;FL?;>S EHIQ GIL? =ILL?=NFS

:</-9-39?= /28 &63KA AC16/>@31=17=CA :7BBBSIG@HIHFS MG;LN G;NOL?
;>P;H=?> MG;LN <LCABN <LCFFC;HN AC@N?> KOC=E =F?P?L ;JN

<B MFIQ <;=EQ;L> MNOJC>

'=381 "<9:/< 9889>+>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

>?HIN;NCIH CM NB? >C=NCIH;LS >?aHCNCIH 1@ ; QIL> =IHHIN;NCIH IH NB? INB?L B;H>
CM NB? ?GINCIH:F IL =OFNOL:F G?;HCHA ;NN:=B?> NI ; QIL> 1B? =IHHIN:NCIH 1@ : QIL>
=:H <? JIMCNCP? H?A;NCP? IL H?0ONL;F (??J CH GCH> NB? =IHHIN;NCP? G?;HCHA QB?H
=BIIMCHA ; QIL>

0=L;QHS
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/89>+>398 #R=?JNCIH;FFS NBCH ;H> MFCABN IL G?;A?L CH <I>S IL MCT?

)9<. ?=/. 38 + =/8>/8-/ FNBIOAB B? Q;M ; JL?G;NOL? <;<S ;H>; =-<+A8C

=BCF> *LNCH B;M >?P?FIJ?> CHNI ; MNLIHA G;H

9889>+>398 +?A;NCP? fH NBCM M?HN?H=? NBAQ®HE<G;S B;P? ; H?A;NCP?
=IHHIN;NCIH CH NB? L?;>?LM] GCH>M 1B?S GCABN aH> CN NI G?;H ; Q?;EH?MM IL ;
J?LMIH;F b;Q BIQ?P?L NB? QIL>aNM CHNI NB? M?HN?H="?;JJLIJLC;N?FS

OECHHS

/89>+>398 );=ECHA MOc=C?HN b?MB P?LS NBCH

)9<. ?=/. 38 + =/8>/8-/ %5388C D?;HM B;P? <?=1G? P?LS @;MBCIH;<F? CH NB?
J;MN =I0JF? |@ S?;LM

9889>+>398 -IMCNCP? ;M?>IH =0OFNOL;F ;H> J?LMIH;F CGIJL?MMCIHM 1@ QB;N CN
G?;HM NI <? MECHHS NB? L?;>?L G;S B;P? JIMCNCP? =IHHIN;NCIHM I@ NB? QIL>
A97<<G

)?:H

/89>+>398 );=ECHA IL >?a=C?HN CH b?MB =IHN;CHCHA FCNNF? IL HI @;N

)9<. ?=/. 38 + =/8>/8-/ *S <LINB?L B;M ; 6/+8 aAOL? QB?L?;MfB;P?; GIL?

GOM=0F;L <OCF>

9889>+>398 +?0ONL;F fH NBCM M?HN?3=7B;M ; H?ONL;F =IHHIN;NCIH fN >I?M

HIN =;FF NI GCH> ;H IP?LFS MECHHS J?LMIH FCE? NBP@IE=GlIL >I?M CGJFS NB?

JIMCNCP? =OFNOL;F CGJL?MMCIHM |@ NB? QIL> MECHHS fN CM G?L?FS ; H?ONL;F >?M=LC.
QIL>

+INC=? NB;N ;FF NB? QIL>M B;P? ; P?LS MCGCF;L >?HIN;NCIH BIQ?P?L NB? =IHHIN;NCIHM 1@
?,=B QIL>>Ce?L

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

fH ?;=B 1@ NB? @IFFIQCHA CN?GM SIO QCFF aH> QIL>M QCNB MCGCF;L >?HIN;NCIHM f>?HNC@?*
NB? QIL>M] =IHHIN;NCIHM ;M JIMCNCP? H?A;NCP? IL H?ONL;F <S QLCNCHA NB? QIL> CH NB?
;JILIJLC;N? <IR !IJS NB? =B;LN IHNI SIOL IQH JC?=? 1@ J;J?L

=OLCIOM HIMS CHN?L?MN?>

F:TS L?F;R?> MFIQ

=IOL;A?IOM @IIFB;L>S ;MMOL?>

H?Q H?Q@;HAF?> GI>?LH

G;HMCIH MB;=E L?MC>?H=?

MJCHMN?L OHG:LLC?> QIG;H =:L??L QIG:H
ACAAF? F;0AB ==EF?

<ILCHA LIONCH? JLIM;C=

HIN?> HINILCIOM @;GIOM

:‘MM?LNCP? =IHa>?HN JOMBS
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Positive Negative Neutral

Table 4.2 Writing the word in the aprropriate box

@93.381 %6+81

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

OF;HA >?M=LC<?M CH@ILG;F QIL>M NB;N ;L? =IHMC>?L?> HIHMN;H>;L> #HAFCMB OF;HA I@N?H
=B;HA?M QCNB J;MMCHA @;>M ;H> G;S <? OM?><S IL @;GCFC;L NI IHFS ; MJ?=Ca= ALIOJ |@
J?1IF? *IMN J?1JF? OM? MF;HA QB?H NB?S MJ?;E ;H> CH J?LMIH;F =ILL?MJIH>?H=?M

MO=B ;M ? G;CFM N?RN G?MM;A?M ;H> CHMN;HN G?MM;A?M OF;HA CM ;JJLIJLC;N? <?NQ??H
@LC?H>M CH ;H CH@ILG;F =IHN?RN <ON MBIOF> <? ;PIC>?> CH @ILG;F ;=;>?GC= QLCNCHA

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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#>CN NB? @IFFIQCHA J;L;AL;JB <S L?JF;=CHA NB? MF;HA QIL>M ;H> JBL;M?M QCNB GIL?
@ILG;F F;HAO;A? /?QLCN? NB? J;L;AL;JB IH SIOL IQH MB??N 1@ J;J?L

f @?FN FCE? MO=B ;H ;CLB?;> QB?H f AIN OJ NI ACP? GS MJ??=B M f Q;FE?> NIQ;L> NB?
JI>COG f<;HA?>GS EH?? IH ; =B;CL *H f @?FN FCE? MO=B ; EFONT ,HNIJ1@ NB;N fE?JN
M;SCHA "FCE?_ ;H>"0OG _ ;H>f =IOF> HIN MNIJ a>A?NCHA fQ;M MI MNL?MM?> ION ;<ION <?CHA
OJNB?L? f @??F FCE? f]P? <??H JL;=NC=CHA NBCM MJ??=B ;H>f MNCFF <I1G<?> fN Q;M N?H
GCHON?M 1@ G? AICHA le ;<ION BIQ Q? MIG?NCG?M B;P? NI > NBCHAM Q? >IH]N ?HDIS
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>|CHA 4I1Q >C>f?P?L JLIP? GS JICHN *S MJ??=B Q;M MI <;> f|G MOLJLCM?> NB;N

J?IIF? >C>H]N <Il *S N?;=B?L M;C> HIN NI MQ?;N CN NBIOAB #P?LSIH? A?NM H?LPIOM BCM

IL B?L aLMN NCG? MJ?;ECHA CH JO<FC= ;H>MB? M;C> QCNB NCG? f QIOF> <?=IG? ; QBCT ;N
NBCM MJ??=B ACPCHA MNOe fQIH>?L C@ f B;P? NB? AONM NI > 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>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IFC=BXM ;L? >?M=LCJINCP? ?RIL?MMCIHM NB;N B;P? FIMN NB?CL ?e?=NCP?H?MM <?=,0M? NB?S
IP?LOM?> 4LCNCHA NB;N OM?M =FC=BXM I@N?H MOe?LM @LIG ; F;=E 1@ ILCACH;FCNS ;H> CHM
PIC>CHA =FC=BXM CH @ILG;F QLCNCHA QCFF B?FJ SIO QLCN? CH ILCACH;F ;H> @L?MB Q;SM

63-2E. 4B?H?P?L GS <LINB?L ;H>f A?N CHNI ;H ;LAOG?HN B? ;FQ;SM M;SM
MIG?NBCHA NB;N G;E?M (399. ,936

"6+38 4B?H?P?L GS <LINB?L ;H>f A?N CHNI ;H ;LAOG?HN B? ;FQ;SM M;SM
MIG?NBCHA NB;N G;E?M G? L?;FFS ;HALS

1<3138+6 4B?H?P?L GS <LINB?L ;H>f A?N CHNI ;H ;LAOG?HN B? ;FQ;SM M;SM
MIG?NBCHA NB;N G;E?M G? Q;HN NI Al NI NB? ASG ;H>JOH=B NB? <;A @IL ; @?Q
BIOLM

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

in everyday conversation. What would happen if these clichZs were
transformed into something unique?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,HSIOL IQH MB??N 1@ J;J?L L?PCM? NB? @IFFIQCHA M?HN?H=?M <S L?JF;,=CHA NB? =FC=BXM
QCNB @L?MB ILCACH;F >?M=LCJINCIHM

0B? CM QLCNCHA ; G?GICL CH QBC=B MB? QCFF ;CL B?L @;GCFS]M >CLNS F;OH>LS

$L;H B;>;H ;R NI ALCH> QCNB ?HHS ;H> MB? JF;HH?> NI =IH@LIHN BCG NB;N HCABN ;N
NB? J;,LNS

*L *OFF?L Q;M ;N BCM QCN]M ?H> QCNB NB? LIQ>S =F;MM |@ M?P?HNB AL;>?LM

1B? <INNIG FCH? CM NB;N %L?A Q;M aL?> <?=;,0M? B? GCMM?> NIl G;HS >;SM |@ QILE
O0IG?NCG?M CN CM B;L> NI G;E? ?H>M G??N QCNB DOMN IH? J;S=B?=E

*S <L;CH CM @LC?> @LIG JOFFCHA ;H ;FF HCABN?L

*LC; F?@N NB? >CMB?M CH NB? MCHE ;FF Q??E NI ACP? '?e ; N;MN? |@ BCM IQH G?>C=CH?
4BCF? NB?S Q7?L? ;N NB? =;LHCP;F ;HC=? ?R=F;,CG?> ~1CG? MOL? >|?M bS QB?H SIO

;L? B;PCHA @OH _
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?L?GS <?=;G? NIHAO? NC?> ;@N?L NB? CHN?LPC?Q?L ;ME?> BCG QB?L? B? M;Q BCGM?F@
CHaP? S?LM
'IL>;H Q;M >L?MM?> NI NB? HCH?M NB;N HCABN

@93.381 |@/<6C /8/<+6 )9<.=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

0J?=Ca= QIL>M ;H> CG;A?M G;E? SIOL QLCNCHA GIL? CHN?L?MNCHA NI L?;> 4B?H?P?L
JIMMC<F? ;PIC>IP?LFS A?H?L;F QIL>M CH SIOL QLCNCHA CHMN?;> NLS NI L?JF;=? A?H?L;F
F;HAO;A? QCNB J;LNC=0F;L HIOHM P?L<M ;H> GI>Ca?LM NB;N =IHP?S >?N;CFM ;H> NB;N
<LCHA SIOLM QIL>M NI FC@? >> QIL>M NB;N JLIPC>? =IFIL N?RNOL? MIOH> ;H> ?P?H MG?FF
NI SIOL QLCNCHA

/8/<+6  *S H?Q JOJJS CM =ON?

%:/-3L- *SH?Q JOJJS CM; <;FF I@ QBCN? @OTT QCNB NB? <CAA?MN <F;=E ?S?M f B;P?
?P?L M??H

/8/<+6  *S N?;=B?L NIF> OM NB;N JF;AC;,LCMG CM <;>

%:/-3L- *SN?;=B?L *M NQ;N?L =L?;N?>; JL?M?HN;NCIH >?N;CFCHA ?R;=NFS BIQ
JF,AC;,LCMG CM CFF?A;F ;H> OH?NBC=;F

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

[?PCM? NB? @IFFIQCHA M?HN?H=?M <S L?JF;=CHA NB? IP?LFS A?H?L;F QIL>M QCNB GIL?
JL?=CM? ;H>;NNL;=NCP? F;HAO;A? 4LCN? NB? H?Q M?HN?H=?M IH SIOL IQH MB??N |@ J;J?L

[?CFFS AIN CHNI B?L =L ;H>>LIP? le

f QIOF> FCE? NI NL;P?F NI ION?L MJ;=? <?=;,0M? CN QIOF> <? ;G;TCHA
"H? =:G? BIG? ;@N?L ; <;>>;S:N NB? Ic=?

f NBIOABN *CFIIM ?MM;S Q;M @;M=CH;NCHA

1B? >IA Q;FE?> OJ NB? MNL??N

1B? =I;F GCH?LM Q?L? NCL?> ;@N?L ; FIHA >;S

1B? NLIJC=;F aMB ;L? JL?NNS

fMQ?;N ; FIN ;@N?L LOHHCHA

1B? Al;FC? <FI=E?> NB? MBIN

f ?HDIS?> GS *?RC=;H G?;F

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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, clichZs, and overly general words should be a voided in
academic writing.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

[?PC?Q ; JC?=7? 1@ QLCNCHA NB;N SIO B;P? =IGJF?N?> @IL M=BIIF !CL=F? ;HS M?HN?H=?M
QCNB MF;HA =FC=BXM IL IP?LFS A?H?L;F QIL>M ;H> L?QLCN? NB?G OMCHA MNLIHA?L F;HAO;A?

"</LB/= +8. %?NB/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. ldentify the meanings of common prefixes.
2. Become familiar with common suffix rules.

1B? #HAFCMB F;:HAO;A? =IHN:CHM ;H ?HILGIOM ;H> ?P?L ALIQCHA HOG<?L 1@ QIL>M
#HB:H=CHA SIOL PI=;<OF;LS <S F?;LHCHA H?Q QIL>M =;H M??G IP?LQB?FGCHA <ON C@ SIO
EHIQ NB? =IGGIH JL?aR?M ;H> MOCR?M I@ #HAFCMB SIO QCFF OH>?LMN;H> G:HS GIL?
QIL>M

*MN?LCHA =IGGIH JL?aR?M ;H> MOcR?M CM FCE? F?;,LHCHA ; =I>? ,H=? SIO =L;=E NB?
=I>? SIO =;H HIN IHFS MJ?FF QIL>M GIL? =ILL?=NFS <ON ;FMI L?=IAHCT? ;H> J?LB;JM
?P?H >?aH? OH@;GCFC;L QIL>M

"</LB/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

JL?aR CM; QIL> J;LN ;>>?> NI NB? <?ACHHCHA 1@ ; QIL> NI =L?;N? ; H?Q G?;HCHA
ONO>S NB? =IGGIH JL?aR?M CH NB? 1,4F¥F?

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

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

f>?HNC@S NB? aP? QIL>M QCNB JL?aR?M CH NB? @IFFIQCHA J;L;AL;JB ;H> QLCN? NB?CL
G?;HCHAM IH ; M?J;L;N? MB??N 1@ J;J?L

N aLMN fNBIOABN IH? I@ GS @OTTS IL;HA? MI=EM >CM;JJ?;L?> CH NB? >LS?L <ON f =IOF>

HIN aH> CN CH NB?L? ?=;,0M? CN Q;M GS @;PILCN? J;CL HINBCHA Q;M AICHA NI JL?P?HN G?
@LIG aH>CHA NB;N MI=E f FIIE?> ;FF ;LIOH> GS <?>LIIG OH>?L NB? <?> IH NIJ |@ NB?

<?> ;H>CH GS =FIM?N <ON f MNCFF =IOF> HIN aH> CN f>C> HIN EHIQ NB;N f QIOF> >CM=IP?L
NB? ;HMQ?L DOMN ;M f A;P? OJ GS M?;L=B M fM;N >IQH IH NB? =10=B CH NB? @;GCFS LIIG
GS";> Q;M L?=FCHCHA IH BCM =B;CL f F;0AB?>QB?H f M;Q NB;N IH? I@ BCM @??N Q;M

IL;HA? ;H> NB? INB?L <FO? f @ILAIN NB;N B? Q;M =IFIL <FCH> +?RN NCG? B? >I?M F;0OH>LS

f QCFF B;P? NI MOJ?LPCM? BCG QBCF? B? @IF>M NB? MI=EM MI NB;N B? >I1?M HIN ;==C>?HN;FFS
N;E? IH? 1@ GCH?

966+,9<+>398

-F?;M? MB;L? QCNB ; =F;MMG;N? ;H> =IGJ;L? SIOL ;HMQ?LM
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B/<-3=/
P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

>>NB? =ILL?=N JL?aR NI NB? QIL> NI =IGJF?N? ?;=B M?HN?H=? 4LCN? NB? QIL> IH SIOL
IQH MB??N 1@ J;J?L

)?HHS FIIE?> @OHHS CH BCM ::::::::G;N=B?> MBCLN ;H> J;HNM
-?H?FIJ? @?FN i AF;GILIOM ;N NB? J;LNS <?=;0M? MB? Q;M NB? IHFS IH? HIN
Q?;LCHA ; >L?MM

4B?H GS MCMN?L aLMN M;Q NB? G?N?IL MB? NBIOABN CN Q;M ; ::::iii:H;NOL;F
JB?HIG?HIH

#P?H NBIOAB MB? AIN ;H ?R=?FF?HN DI< le?L 'B?LC? >C> HIN Q;HN NI ::::::::FI=;N?

NI ; >Ce?L?HN =IOHNLS

4CNB ; MG;FF =F;MM MCT? NB? MNO>?HNM A?N NI :::::::;;=N QCNB NB? N?;=B?L GIL?
@L?KO?HNFS

f MFCJJ?> IH NB? C=? <?=;,0M? f >C> HIN B??> NB? :..:::::=;0NCIHM ;<ION Q;N=BCHA
GS MN?J

%?NB/=

P;CF;<F? OH>?LL?;NCP? !IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

MOCR CM ; QIL> J;LN ;>>?> NI NB? ?H> 1@ ; QIL> NI =L?;N? ; H?Q G?;HCHA ONO>S NB?
MOCcR LOF?M CH NB? @IFFIQCHA <IR?M

/OF?

4B?H ;>>CHA NB? MOCR?M3AAH> QNI ; QIL> NB? MJ?FFCHA |@ NB? QIL> >I?M HIN
=B;HA?

B+7:6/=

>LE H?MM >;LEH?MM
M=BIF,L FS M=BIF,LFS

#R=2INCIHM NI /OF?
4B?H NB? QIL> ?H>M CH S =B;HA? NB? S NI C <?@IL? ;>>CHA H?MM ;H> FS
B+7:6/=

L?;>S FS L?>CFS
B;JJS H?MM B;JJCH?MM

/OF?
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4B?H NB? MOcR <?ACHM QCNB ; PIQ?F >LIJ NB? MCF?HN ? CH NB? LIIN QIL>
B+7:6/=

=L? CHA =LCHA
OM? :<F? OM;<F?

#R=?JNCIHM NI /OF?

4B?H NB? QIL> ?H>M CH =? IL A? E??J NB? MCF?HN ? C@ NB? MOcR <?ACHM QCNB ; IL |
#R;,GIF?M

L?JF;=? ;<F? L?JF,=7;<F?
=IOL;A? IOM =IOL;A?IOM

/IOF? 4B?H NB? MOcR <?ACHM QCNB ; =IHMIH;HN E??J NB? MCF?HN ? CH NB? ILCACH;F QIL>
B+7:6/=

=L? @OF =L?@OF
=L? F?MM =,L?F?MM

#R=?INCIHM NI /OF?
B+7:6/=

NLO? FS NLOFS
;LAO? G?HN ;LAOG?HN

IOF?

4B?H NB? QIL> ?H>M CH ; =IHMIH;HN JFOM S =B;HA? NB? S NI C <?@IL? ;HS MOcR HIN
<?ACHHCHA QCNB C

B+7:6/=

MOHHS ?L MOHHC?L
BOLLS CHA BOLLSCHA

IOF?

4B?H NB? MOcR <?ACHM QCNB ; PIQ?F >IO<F? NB? aH;F =IHMIH;HN IHFSC@ NB? QIL>
B;M IHFS IH? MSFF;<F? IL CM ;==?HN?> |[H NB? F;MN MSFF;<F? ;H> NB? QIL> ?H>M CH ;
MCHAF? PIQ?F @IFFIQ?> <S ; MCHAF? =IHMIH;HN

B+7:6/=

N;H CHA N;HHCHA IH? MSFF;<F? QIL>

L?AL?N CHA L?AL?NNCHA 1B?;==?HN CM IH NB? F;MN MSFF;<F? NB? QIL> ?H>M CH ;
MCHAF? PIQ?F @IFFIQ?> <S ; MCHAF? =IHMIH;HN

=H=?F ?> =H=?F?> 1B? ;==7?HN CM HIN IH NB? F;MN MSFF;<F?

JL?@?L ?> JL?@7LL?>



B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L QLCN? =ILL?=NFS NB? @ILGM 1@ NB? QIL>M QCNB NB?CL MOcR?M

L?@?L ?>
L?@7?L ?H=?
GlJ? CHA
;JILIP? F
AL??H H?MM
<?H?aN 7>
L?MO<GCN CHA
OoM? ;A?
AL??>S FS
?R=CN? G7?HN

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

KEY TAKEAWAYS

¥ A prefix is a word part added to the beginning of a word that
changes the wordOs meaning.

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

¥ Learning the meanings of prefixes and suffixes will help expand
you r vocabulary, which will help improve you r writing.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN?; J;L,AL;JB >?M=LC<CHA IH? |@ SIOL FC@? Al;FM fH=FO>? aP? QIL>M QCNB JL?aR?M
;H>aP? QIL>M QCNB MOcR?M #R=B;HA? J;J?LM QCNB ; =F;MMG;N? ;H> =CL=F? NB? JL?aR?M
;H> MOCR?M CH SIOL =F;MMG;N?]M J;J?L !ILL?=N ?;=B JL?aR IL MOcR NB;N CM MJ?FF?>
CH=ILL?=NFS

%C898C7=+8. 8>98C7=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Recognize how synonyms improve writing.
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2. ldentify common antonyms to increase you r vocabulary.

M SIO QILE QCNB SIOL >L;@N SIO QCFF Q;HN NI J;S J;LNC=0OF;L ;NN?HNCIH NI NB? QIL>M SIO
B;P? =BIM?H "I NB?S ?RIL?MM ?R;=NFS QB;N SIO ;L? NLSCHA NI =IHP?S I;H SIO =BIIM?

<?NN7?L GIL? ?e?=NCP? QIL>M $;GCFC;LCNS QCNB MSHIHSGM ;H> ;HNIHSGM =;H <? B?FJ@OF
CH ;HMQ?LCHA NB?M? KO?MNCIHM

%C898C 7=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

OSHIHSGM ;L? QIL>M NB;N B;P? NB? M;G? IL ;FGIMN NB? M;G? G?;HCHA ;M ;HINB?L
QIL> 610 =;H M;S ;H ~ 3/AGN;ME_ IL ; A7;>:3 N;ME_ <?=;0M? ?;MS ;H> MCGJF? ;L?
MSHIHSGM 610 =;H M;S &IHA (IHA CM ; *F;LA? =CNS_ |IBB@=>=:7A?=,0M2L7BEI>
3B@=>=:7TA? AG<=<GA

&IQ?P?L CN CM CGJILN;HN NI L?G?G<?L NB;N HIN ;FF J;CLM I@ QIL>M CH NB? #HAFCMB
F:HAO;A? ;L? MI 2;MCFS CHN?L=B;HA?:<F? 1B? MFCABN <ON CGJILN;HN >Ce?L?H=?M CH
G?:HCHA <?NQ??H MSHIHSGM =:H G;E? ; <CA >Ce?L?H=? CH SIOL QLCNCHA $IL ?R;GJF?
NB? QIL>M=@7<H> 7<A7>TZ.S B;P? MCGCF;L G?:HCHAM <ON NB? MO<NF? >Ce?L?H=?M
<?NQ??H NB? NQI QCFF :e?=N NB? G?MM;A? SIOL QLCNCHA =IHP?SM72B7JIP+E?M

: M=BIF;LFS ;H> J?LB;JM GIL? JL?N?HNCIOM G?MM;A? NB@7<5

1B? #HAFCMB F;HAO;A? CM @OFF 1@ J;CLM I@ QIL>M NB;N B;P? MO<NF? >CMNCH=NCIHM <?NQ??H
NB?G FF QLCN?LM JLI@?MMCIH;FM ;H> <?ACHH?LM ;FCE? @;=? NB? =B;FF?HA? |@ =BIIMCHA NB?
GIMN ;JILIILC;N? MSHIHSG NI <?MN =IHP?S NB?CL C>?;M 4B?H SIO J;S J;LNC=0F;L

;NN?HNCIH NI MSHIHSGM CH SIOL QLCNCHA CN =IG?M ;=LIMM NI SIOL L?;>?L 1B? M?HN?H=?M
<?=IG? GO=B GIL? =F?;L ;H> LC=B CH G?;HCHA

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

your earnings, you can use the word D, >7,=D orhou 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.

B/<-3=/
P;CF;<F? OH>?LL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

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

[?JF;=? NB? OH>?LFCH?> QIL>M CH NB? J;L;AL;JB QCNB ;JJLIJLC;N? MSHIHSGM 4LCN? NB?
H?Q J;L;AL;JB IH SIOL IQH MB??N 1@ J;J?L

4B?H GIMN J?1JF? NBCHE 1@ NB? /?H;CMM;H=? NB?S GCABN NBCHE I@ ;LNCMNM FCE?
*C=B?F;HA?FI /;JB;?F IL)?IH;L>l >; 3CH=C <ON NB?S I@N?H IP?LFIIE IH? |@ NB? P?LS
CGJILN;HN aAOL?M 1@ NB? /?H;CMM;H=? $CFCJJI LOH?FF?M=BC LOH?FF?M=BC Q;M <ILH CH
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$FIL?H=? fN;FSCH  &? CM =IHMC>?L?> NB? P?LS <?MN ;L=BCN?=N ;H> ?HACH??L |@ NB?
[?H;CMM;H=? &CM CGJIL?MMCP? ;==IGIJFCMBG?HNM ;L? ; N?MN;G?HN NI @IFFIQCHA IH?]M
>L?;GM J?LM?P?LCHA CH NB? @;=? |@ I<MN;=F?M ;H> L?;FCTCHA IH?]M PCMCIH

1B? GIMN >Cc=OFN OH>?LN;ECHA |@ LOH?FF?M=BC]M =;L??7L Q;M NB? >IG? |@ $FIL?H=?
LENB?>L;F QBC=B NIIE MCRN??H S?;LM NI =IHMNLO=N G;DIL <FIQ NI NB? JLIAL?MM I@ NB?
=IHMNLO=NCIH B;JJ?H?> CH LOH?FF?M=BC B;> >?MCAH?> ; MJ?=C;F MBCJ NI =;LLS NB?

IH? BOH>L?> NIHM |@ G;L<F? H??>?> @IL NB? >IG? &? @?FN NBCM QIOF> <? NB? GIMN
CH?RJ?HMCP? Q;S NI NL;HMJILN NB? G;L<F? <ON NB? OHNBCHE;<F? B;JJ?H?> 1B? MBCJ

Q?HN >IQH NI NB? <INNIG 1@ NB? Q;N?L N;ECHA ;FF NB? G;L<F? QCNB CN NI NB? <INNIG 1@

NB? LCP?L LOH?FF?M=BC Q;M L?;FFS M;> +?P?LNB?F?MM B? >C> HIN ACP? OJ &? B?F> NLO? N
BCM PCMCIH I@ NB? =IGJF?N?> >IG? $CFCJIJI LOH?FF?M=BC =IGJF?N?> =I[HMNLO=NCIH |@ NB?
>IG? 1@ $FIL?H=? INB?>L;FCH  &CM CHbO?H=? IH ;LNCMNM ;H> ;L=BCN?=NM ;FCE? Q;M

@?FN MNLIHAFS >OLCHA BCM FC@?NCG? ;H> =;H MNCFF <? @?FN CH NBCM >;S ;H> ;A?

966+,9<+>398

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

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,HSIOL IQH MB??N 1@ J;J?L QLCN? ; M?HN?H=? QCNB ?;=B |@ NB? @IFFIQCHA QIL>M NB;N
CFFOMNL;N?M NB? MJ?=Ca= G?;HCHA 1@ ?;=B MSHIHSG

F?:P? :<;H>IH

G;> CHM;H?
IONMC>? ?RN?LCIL
JIIL >?MNCNON?
KOC?N J?;=?@OF
LCIN L?PIFN

LO>? CGJIFCN?
N;FE =IHP?LM;NCIH
BOA ?G<L;=?

BIG? L?MC>?H="?

966+,9<+>398

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

8>98C7=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

HNIHSGM ;L? QIL>M NB;N B;P? NB? IJJIMCN? G?;HCHA |@ ; ACP?H QIL> 1B? MNO>S 1@
;HNIHSGM QCFF HIN IHFS B?FJ SIO =BIIM? NB? GIMN ;JJLIJLC;N? QIL> ;M SIO QLCN? CN QCFF
;FMI MB;LJ?H SIOL IP?L;FF M?HM? |@ F;HAO;A? 1,34K¥F? FCMNM =IGGIH QIL>M

;H>NB?CL ;HNIHSGM
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Word

absence

accept

accurate

advantage

ancient

abundant

artificial

attractive

borrow

bravery

create

bold

capable

combine

conceal

common

decrease

definite

despair

discou rage

employer

Antonym

presence

refuse

inaccu rate

disadvantage

modern

scarce

natu ral

repulsive

lend

cowardice

destroy, demolish

timid, meek

incapable

separate

reveal

rare

increase

indefinite

hope

encou rage

employee

Table 4.4 Common Antonyms

Word

frequent

harmful

horizontal

imitation

inhabited

inferior

intentional

justice

knowledge

landlord

likely

minority

miser

obedient

optimist

permanent

plentiful

private

prudent

qualified

satisfactory

Antonym

seldom

harmless

vertical

genuine

uninhabited

superior

accidental

injustice

ignorance

tenant

unlikely

majority

spendthrift

disobedient

pessimist

temporary

scarce

public

imprudent

unqualified

unsatisfactory



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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IILL?=N NB? @IFFIQCHA M?HN?H=?M <S L?JF;=CHA NB? OH>?LFCH?> QIL>M QCNB ;H ;HNIHSG
4L.CN? NB? ;HNIHSG IH SIOL IQH MB??N 1@ J;J?L

1B? JCFIN QBI F;H>?> NB? JF;H? Q;M ; =IQ;L> <?=;0M? HI IH? Q;M CHDOL?>

#P?H NBIOAB NB? <IN;HS F?=NOL? Q;M NQI BIOLM FIHA %?L;L> @IOH> CN CH=L?>C<FS
>OFF

*S GINB?L M;SM CN CM CGJIFCN? NI M;S NB;HE SIO FCE? SIO L?;FFS G?;H CN

FNBIOAB f B;P? F?;LH?> ; FIN @ CH@ILG;NCIH NBLIOAB N?RN<IIEM CN CM FC@?
?RJ?LC?H=? NB;N B;M ACP?H G? CAHIL;H=?

4B?H IOL CHMNLO=NIL M;C> NB? aH;F J;J?L Q;M =IGJOFMILS CN Q;M GOMC= NI GS ?;LM
*S |HFS PCLNO?M ;L? =1e?? PC>?l A;G?M ;H> L?;FFS FIO> GOMC=

#FPCH Q;M MI <IF> QB?H B? Q;FE?> CH NB? =F;MMLIIG NB;N B? M;N CH NB? <;=E LIQ
;H>>C> HIN J;LNC=CJ;N?

*1.C; NBCHEM ?F?JB;HNM QBI FCP? CH @L??>IG B;P? ; M;> FIIE CH NB?CL ?S?M

1B? N?;=B?L aFF?> B?L MNO>?HNM] GCH>M QCNB AFIIGS NBIOABNM ;<ION NB?CL @ONOL?N
1B? AO?MN ;NN?H>?> NI ?P?LS IH? 1@ IOL H?2?>M

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN?; J;L;AL;JB NB;N >?M=LC<?M SIOL @;PILCN? >CMB IL @II> 2M? ;M G;HS MSHIHSGM ;M

SIO =;H CH NB? >?M=LCJNCIH ?P?H C@ CN M??GM NIl G;HS ?=L?;NCP? [IHMOFN ; NB?M;OLOM
;H> N;E? NBCM 1JJILNOHCNS NI OM? QIL>M SIO B;P? H?P?L OM?> <?@IL? ? JL?J;L?> NI

MB;L? SIOL J;L;AL;JB
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Identify the different types of context clues.
2. Practice using context clues while reading.

IIHN?RN =FO?M ;L? <CNM I@ CH@ILG;NCIH QCNBCH ; N?RN NB;N QCFF ;MMCMN SIO CH >?=CJB?LCH/
NB? G?;HCHA 1@ OHEHIQH QIL>M O0CH=? GIMN I@ SIOL EHIQF?>A? 1@ PI=;<OF;LS =IG?M

@LIG L?;>CHA CN CM CGJILN;HN NB;N SIO L?=IAHCT? =IHN?RN =FO?M S <?=IGCHA GIL?

;Q;L? 1@ J;LNC=OF;L QIL>M ;H> JBL;M?M MOLLIOH>CHA ; >Cc=0OFN QIL> SIO =;H G;E?

FIAC=;F AO?MM?M ;<ION CNM G?;HCHA 1B? @IFFIQCHA ;L? NB? >Ce?L?HN NSJ?M |I@ =IHN?RN
=FO?M

LC?@ >?aHCNCIH IL L?MN;N?G?HN
OSHIHSGM ;H> ;HNIHSGM
T #R;GIF?M

<3/0 /L83>398 9< $/=>+>/7/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

0IG?NCG?M ; N?RN >CL?=NFS MN;N?M NB? >?aHCNCIH IL ; L?MN;N?G?HN 1@ NB? OHEHIQH QIL>
1B? <LC?@ >?aHCNCIH IL L?MN;N?G?HN CM MCAH;F?> <S ; QIL> IL ; JOH=NO;NCIH G;LE
IIHMC>?L NB? @IFFIQCHA ?R;GJF?

f@ SIO PCMCN F;ME; SIO QCFF FCE?FS M?? G;HS AF;=C?LM IL MFIQ GIPCHA G;MM?M |@ C="?

fH NBCM M?HN?H=? NB? RILZ3@®M >?aH?><S NB? JBL;M? NB;N @IFFIQM NB? MCAH;F QIL>
=@ E6716 7A A:=E ;=D7<5;/AA3A =4 713

fH INB?L CHMN;H=?M NB? N?RN G;S L?MN;N? NB? G?;HCHA I@ NB? QIL> CH ; >Ce?L?HN Q;S <S
OMCHA JOH=NO;NCIH ;M ; MCAH;F )IIE ;N NB? @IFFIQCHA ?R;GJF?

*,LCH; Q;M CH>CAH;HN[@OGCHA G;>[QB?H MB? >CM=IP?L?> B?L <LINB?L B;> F?@N @IL
NB? J;LNS QCNBION B?L

FNBIOABAC;7<5;/2 CMHIN ; @ILG;F >?aHCNCIH |@ NB?fR@R#</<BCN >I?M M?LP? NI
>?aH? CN 1B?M? NQI ?R;GJF?M OM? MCAH;FM[NB? QIL> IL ;H> NB? JOH=NO;NCIH
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> MB?M[NI CH>C=;N? NB? G?;HCHA |@ NB? OH@;GCFC;L QIL> ,NB?L MCAH;FM NI FIIE @IL ;L?
NB? QIL>MA /A ;3/<A 9<=E</A ;H> @343@A B=

%C898C7=+8. 8>98C7=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

0IG?NCG?M ; N?RN ACP?M ; MSHIHSG |@ NB? OHEHIQH QIL> NI MCAH;F NB? G?;HCHA |@ NB?
OH@;GCFC;L QIL>

)309 D:@ 49?0=;=07? ,9 48,20 D:@ ,.?4A07D <@0>?4:9 ,9/ 0C,8490 B3,? 7?30
48,20 .:99:70> ,9/ >@220>?>

fH NBCM M?HN?H=? NB? QIL> MOAA?MNM CM ; MSHIHSG I@ NB? QIL> =IHHIN?M 1B? QIL> ;H>
MIG?NCG?M MCAH;FM MSHIHSGM

JCE?QCM? NB? QIL> <ON G;S MCAH;F ; =IHNL;MN QBC=B =;H B?FJ SIO >?aH? ; QIL><S CNM
JHNIHSG

,-3:=.7:?730> >3:;;492 -@? ,/:=02=:.0=D >3:;;492

1B? QIL> /06=@CM =IHNL;MN?> QCNB CNM IJJIMCN? ;>IL? $LIG NBCM =IHN?RN NB? L?;>?L
=;H AO?MM NB;N ;<BIL G?;HM NI >CMFCE? AL?;NFS

B+7:6/=

0IG?NCG?M ; N?RN QCFF ACP? SIO ;H ?R;GJF? |@ NB? QIL> NB;N MB?>M FCABN IH CNM G?;HCHA

690B ,=6H>,47@-:;3:-4,B,>49 1@77 1:=.0 -0.,@>0 30 -02,9 ?=08-7492
,9/ >?@?70=492 B309 30 >,B 8D .,? @/B42 >7496 :@7? 1=:8 @9/0= 730 -0/

FNBIOAB ;CFOLIJBI<C; CM ;H OHEHIQH QIL> NB? M?HN?H=? ACP?M ;H ?R;GJF? |@ CNM
?e?=NM ;M?>IH NBCM ?R;GJF? ; L?;>?L =IOF> =IHa>?HNFS MOLGCM? NB;N NB? QIL>
G?,HM; @?;L |@ =;NM

Tip
Look for signal words like >@.3 ,> 1:=49>?,9.0and 1:=0C,8;70. These

words signal that a word®s meaning may be revealed through an
example.
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

f>?HNC@S NB? =IHN?RN =FO? NB;N B?FJM >?aH? NB? OH>?LFCH?> QIL>M CH ?;=B 1@ NB?
@IFFIQCHA M?HN?H=?M 4LCN? NB? =IHN?RN =FO? IH SIOL IQH MB??N 1@ J;J?L

)JO=CH>; CM P?LS ;>LICN IH NB? <;F;H=? <?;G <ON !IHMN;H=? CM L;NB?L =FOGMS

f M;Q NB? ?HNIGIFIACMN ; M=C?HNCMN QBI MNO>C?M CHM?=NM =L;>F? NB? AC;HN >OHA
<??NF? CH B?L J;FG

);H=?]M =IGG?HNM ;<ION JIFCNC=M Q?L? CLL?F?P;HN ;H> G?;HCHAF?MM NI NB?
<IN;HCMN]M F?=NOL? IH JF;HN L?JLI>O=NCIH

?@IL? fF?@N @IL GS NLCJ NI NB? IT?=B /?2JO<FC= f FCMN?H?> NI GS GINB?L]M M;A?
>PC=?;H>G;>?; =1JS 1@ GS J;MMJILN

&CM L;H=IL IL B;NL?> @IL MI=C;FCTCHA L?MOFN?>CH ; FC@? |I@ FIH?FCH?MM ;H> <IL?>IG
*LNCH Q;M GILNCa?> Q;S <?SIH> ?G<;LL;MMG?HN QB?H BCM @LC?H>M N?;G?>0J

NI MBIP? BCG CHNI NB? JIIF

1B? J?NOF;HN @IOL S?;L IF> B;>; <;<S MCMN?L QBI Q;M IH NB? =IHNL;LS HIN

ALIO=BS ;N ;FF

1B? JBCFIMIIBS N?;=B?L JL?M?HN?> NB? MNO>?HNM QCNB M?P?L;F =IHOH>LOGM IL
LC>>F?M NI MIFP?

*IMN G?LC=;HM ;L? IGHCPIL?M J?I1JF? NB;N ?;N <INB JF;HNM ;H> ;HCG;FM

#F?H; CM ?e?LP?M=?HN ;M ?R=CN?> ;M ; =B??LF?;>?L @IL ?R;GJF? QB?H MB? G??NM
MIG?IH? @IL NB? aLMN NCG?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H SIOL IQH MB??N 1@ J;J?L QLCN? NB? H;G? |@ NB? =IHN?RN =FO? NB;N B?FJM NI >?aH?
NB? OH>?LFCH?> QIL>M

*»AAC? Q;M ; JL?=I=CIOM =BCF> NI M;S NB? F?;MN 0B? JLI>0O=?> <LCFFC;HN Q;N?L=IFIL
J;CHNCHAM <S NB? ;A? 1@ NBL?? N aLMN B?L J;L?HNM Q7?L? b;<<?LA;MN?>[ONN?LFS <FIQH
;Q;S[<S NB?CL >;0ABN?L]M ;<CFCNS <ON MIIH NB?S AIN OM?> NI NB?CL FCNNF? J;CHN?L &?L
JL?M=BIIF N?;=B?L M;C> NB;N *;AAC?]M >?RN?LCNS IL ?;M? QCNB QBC=B MB? OM?> B?L B;H>M
Q;M MIG?NBCHA MB? B;> H?P?L <?@IL? M??H CH MO=B ; SIOHA =BCF> )CNNF? *;AAC? H?P?L
AFI;N?> IL NIIE JLC>? CH B?L J;,CHNCHAM MB? DOMN MGCF?> =[HN?HN?>FS QB?H MB? aHCMB?>
IH? ;H> L?KO?MN?> B?L J;,L?HNM ACP? CN NI MIG?IH? ;M ; AC@N 4B?H?P?L J?IJF? G?N

*AAC? @IL NB? aLMN NCG? NB?S I@N?H Q;N=B?> B?L J;CHN QCNB NB?CL GIONBM ;A;J? <ON
B?L J;L?HNM ;FQ;SM E?JN NB?CL GIONBM =FIM?> ;H> MCGJFS MGCF?> IP?L NB?CL "FCNNF?
*IH?N

966+,9<+>398

-F?;M? MB;L? QCNB ; =F;MMG;N? ;H> =IGJ;L? SIOL ;HMQ?LM
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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
yourr first time working as a server in a restau rant and you r manager
tells you he is going to Oeighty-sixO the roasted chicken. If you do not
realize that Oeighty-sixO 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.

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN?; J;L;AL;JB >?M=LC<CHA SIOL aLMN DI< fH NB? J;L;AL;JB OM? aP? QIL>M
JL?PCIOMFS OHEHIQH NI SIO 1B?M? QIL>M =I0OF> <? D;LAIH QIL>M IL SIO G;S =IHMOFN ;
>C=NCIH;LS IL NB?M;OLOM NI aH>; H?Q QIL> *;E? MOL? NI JLIPC>? ; MJ?=Ca= =IHN?RN
=FO? @IL OH>?LMN;H>CHA ?;=B QIL> #R=B;HA? J;J?LM QCNB ; =F;MMG;N? ;H> NLS NI
>?=CJB?L NB? G?;HCHA |@ NB? QIL>M CH ?;=B INB?L]M J;L;AL;JBM <;M?> IH NB? =IHN?RN
=FO?M
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Use the skills you ha ve learned in the chapter.
2. Work collaboratively with other students.

B/<-3=/=

-LIl@L?;> NB? J;L;AL;JB ;H> =ILL?=N ;HS =IGGIHFS =IH@OM?> QIL>M ;H>
GCMMJI?FF?> QIL>M

=@920 :=?30 %0,??70>.@9/ 4>, ?D;0:1=:.6 8@>4. ?3,?-0.,80 <@407?
@7,=49?307,20 >,9/0=7D > ?-02,949%0,??70 ),>3492?:9
=@920 8@>4.4,9> =050.70/ ?30 /=,8,74. ,9 0C;09>4A0 >?,20 ;=:/@.?4:9>
?3,? B0=0 ?=09/D ,? ?30 ?480 &30=0 8@>4. B,> >?7=4;0//:.B9 B4?3 ,9
08;3,>4>:9 /4>?:=?0/ 070.7=4. 2@47?,=> =@920 8@>4.4,9> /4/ 9:? B,=0
8,60@; ;= >;:=? 0C?=,A,209? 3,4=>?D70> 7460 8,9D :1 ?30/,DH> =:.6
8@>4.4,9> ,9/-,9/> ,9D 2=@920 8@>4.4,9> B:@7/ -D ?30DH=0 .7:?30>
1=:8 >0.:9/3,9/ >?:=0> &30 7D=4.> ?:: 2=@920 >:92> B0=0 ,7>: <@4?
/4K0=097 .:8;,=0/ ?B: B3,? B,> ;;;@70=,? ?30 2480 =@920 7D=4.>,=0
.3,=0.70=4E0/ -D /,=6 := >:.4,77D .:9>.409.0 ?3080> =@920 8@>4. 4> >?477
,/184=0/ ?:/,.D -@D 8@>4. 7:A0=>:1,77 ,20>

IIGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S aFFCHA CH NB? <F;HE FCH? QCNB NB? =ILL?=N
BIGIHSG IL @L?KO?HNFS GCMMJ?FF?> QIL>
7 (?PCH ;ME?> G?; M?LCIOM KO?MNCIH ;H>::::iii: NB?H NB;H CHN?LLOJN?> G?
QB?H f ;NN?GJN?> NI ;HMQ?L
<  BIN=IGJL?MM QCFF :::::::: F?MM?H F?MMIH NB? J;CH |@ GOM=F? =L;GJM
= “MIH Q;M HIN ; AL;=?@OF :::::::: FIIM?L FIM?L <?=;,0M? B? EHI=E?> BCM =B;CL
IP?L ;H> MNILG?> le NB? <;ME?N<;FF =IOLN

P?A?N;<F?M CH SIOL >C?N

? snnn#R=?2IN ==?JN @IL D;S Q? ;FF B;>10L NC=E?NM NI NB? JF;S

@ f;G o NBL?Q NBLIOAB QCNB NBCM G;A; TCH? MISIO=HL?;>CN C@ SIO
FCE?

A f>IHIN =L? o QBIM? QBIIM =IGCHA NIENB? J;LNS ;H> @i QBIM?
QBIIM HIN

B ILSMN;F =IOF>:::::i: M?; M?? NB? MI;,LCHA B;QE NBLIOAB B?L <CHI=0OF;LM

J??L JL?MMOL?
D "L $L;HEF H?;LFS FIMN BCM :::::::: J;NC?H=? J;NC?HNM QCNB IH? |@ BCM
sunn IINC?H=? J;NC?HNM
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[?QLCN? NB? @IFFIQCHA J?LMIH;F ?MM;S <S L?JF;=CHA NB? MF;HA =FC=BXM ;H> IP?LFS
A?H?L;F F;HAO;A? QCNB MNLIHA?L GIL? JL?=CM? F;HAO;A?

D -4220>? =02=07? 3,;;090/ 49 3423 >.3::7 3,/,7B,D>107? 7460, L>3 :@7
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-=:?30=B,>,77 7460 1)3,? 3,;;,090/?: D:@ =1,.0J!:?:97D/4/8D 7::6>
.3,920 8D ;0=>:9,747?D .3,920/, 7:? ?:: >?,=?0/7?.,.?,77 >?@.6 @; ,9/
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4LCN? NB? =ILL?=N MSHIHSG @IL ?;=B QIL>

; F?HC?HN i L?F,R?> =,FFIOM

< S <HEIH i Pi=N? >?=2CP?

= <?L;N? .. =LCNC=CT? ?H=IOL;A?
> ?RJ?LC?H=?> = FFIQ G;NOL?>

? MJICN?@OF ::::::i: G;F?PIF?HN G?FFIQ
@ N;G? i MO<>07?> QCF>

A N;MNS i MPILS <F;H>

B <;H;F::=IGGIH CHN?L?MNCHA

C =IHNL;>C=N :::::::: >?HS L?PIFN

D P;CH::: <ILMN@OF MCGJF?
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

f@ SIOL aLMN F;HAO;A? CM HIN #HAFCMB SIO QCFF GIMN FCE?FS H??> MIG? ?RNL; B?FJ QB?H
QLCNCHA CH ON;H>;L> IL @ILG;F #HAFCMB +?Q MNO>?HNM I@ ON;H>;L> #HAFCMB I@N?H G;E?
MCGCF;L ECH>M |@ ?LLILM #P?H C@ SIO B;P? <??H MJ?;ECHA #HAFCMB @IL ; FIHANCG? SIO
G;S HIN @??F ;M =IHa>?HN CH SIOL QLCNN?H #HAFCMB MECFFM 1BCM =B;JN?L =IP?LM NB? GIMN
=IGGIH ?LLILM G;>? <S #HAFCMB F;HAO;A? F?;LH?LM ;H> B?FJM SIO ;PIC> MCGCF;L

GCMN;E?M CH SIOL QLCNCHA

+=3- %/8>/8-/ %><?->7</=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1B? GIMN <;MC= M?HN?H=? MNLO=NOL? CH #HAFCMB CM ; MO<D?=N JFOM ; P?L< MO<D?=N
J?L@ILGM NB? ;=NCIH CH NB? M?HN?H=? ;H>NB? P?L< C>?HNCa?M NB? ;=NCIH (??J CH GCH>
NB;N CH MIG? F;HAO;A?M MO=B ;M 0J;HCMB ;H> fN;FC;H ;H I<PCIOM MO<D?=N >I?M HIN
;FQ;SM J?L@ILG NB? ;=NCIH CH ; M?HN?H=? NB? MO<D?=N CM I@N?H CGJFC?> <S NB? P?L<
&lIQ?P?L ?P?LS M?HN?H=? CH #HAFCMB GOMN B;P? ; MO<D?=N ;H>; P?L< NI ?RIL?MM ;
=IGJF?N? NBIOABN

+IN ;FF M?HN?H=?M ;L? ;M MCGJF? ;M ; MO<D?=N JFOM ; P?L< 1l @ILG GIL? =IGJF?R
M?HN?H=?M QLCN?LM <OCF> OJIH NBCM <;MC= MNLO=NOL? >>CHA ; JL?JIMCNCIH;F JBL;M? NI
NB? <;MC= M?HN?H=? =L?;N?M ; GIL? =IGJF?R M?HN?H=? JL?JIMCNCIH CM ; J;LN 1@ MJ??=B
NB;N L?F;N?M ; HIOH IL ; JLIHIOH NI ;HINB?L QIL> CH ; M?HN?H=? fN ;FMI CHNLI>O=?M ;
JL?JIMCNCIH;F JBL;M? f@ SIO =;H C>?HNC@S ; JL?JIMCNCIH SIO QCFF <? ;<F? NI C>?HNC@S ;
JL?JIMCNCIH;F JBL;M?
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#< CM NB? JL?JIMCNE&HNB? =I0=B CM NB? JL?JIMCNCIH;F JBL;M?

about beside off
above between on
across by over
after during 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

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1I1JS NB? @IFFIQCHA M?HN?H=?M IHNI SIOL IQH MB??N 1@ J;J?L ;H> OH>?LFCH? NB?
JL?JIMCNCIH;F JBL;M?M

)CH>; ;H>"PC?L >;H=?> OH>?L NB? MN;LM
#;=B J?LMIH B;M ;H IJCHCIH ;<ION NB? NIJC=
1B? @;HM Q;FE?> NBLIOAB NB? A;N?M
"GSL; L;H ;LIOH> NB? NL;=E

* | C; =?F?<L;N?> B?L <CLNB>;S CH ";HO;LS

HINB?L M?HN?H=? MNLO=NOL? NB;N CM CGJILN;HN NI OH>?LMN;H> CM MO<D?=N P?L< I<D?=N
1B?L? ;L? NQINSJ?M 1@ I<D?=NM >CL?=N I<D?=NM ;H> CH>CL?=N I<D?=NM

>CL?=N I<D?=N L?=?CP?M NB? ;=NCIH |@ NB? P?L<
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1B? F?NN?L >CL?=NFS L?=?CP?M NB? ;=NCIH |@@IBZ3A?L<
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? ;=NCIHE@7B3M J?L@ILG?> @IL IL NI NB? CH>CL?=N j3D?=N
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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?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 1@ J;J?L C>?HNC@S NB? MO<D?=N P?L< >CL?=N I<D?=N ;H> CH>CL?=N
I<D?=N CH NB? @IFFIQCHA M?HN?H=?M

I;IN;CH (CLE NIF> NB? =L?Q ; MNILS

'‘?LG;CH? A;P? BCM ACLF@LC?H> ; >IT?H S?FFIQ NOFCJIM
1B;N BIMJCN;F le?LM HOLM?M <?NN?L J;S

"> M?LP?> %L ;H>G; ; >?FC=CIOM >CHH?L

*IG <IOABN B?LM?F@ ; H?Q =;L

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

H; M?2J;L;N? MB??N 1@ J;J?L L?QLCN? NB? M?HN?H=?M CH NB? =ILL?=N IL>?L f@ NB?
M?HN?H=? CM =ILL?=N ;M CN G QLCN?

1B? JCTT; '?;HHCH? <OLHN
11 NB? *?RC=;H L?MN;OL;HN Q? B;> NI Al @IL >CHH?L
'2:HHCH? FIP?> NB? @II>

0l @OFF Q?L? Q? >OLCHA NB? Q;FE BIG?
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f QCFF G;E? NB? JCTT,; H?RN NCG?

#7?/=>398=

P;CF;<F? OH>?LL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#HAFCMB MJ?;E?LM L?FS IH NB? @IFFIQCHA NQI =IGGIH Q;SM NI NOLH M?HN?H=?M CHNI
KO?MNCIHM

*IP? NB? B?FJCHA P?L< ;H> ;>>; KO?MNCIH G;LE
>>NB? P?L<2= 2=3AIL 272;H> ;>>; KO?MNCIH G;LE
*IP? NB? B?FICHA P?L< ;H>;>>; KO?MNCIH G;LE
%/8>/8-/ 0OC?LL; =;H J;=E NB?M? <IR?M
#?/=>398 +8 O0C?LL; J;=E NB?M? <IR?M
>>NB? P?L<2= 2=3AIL 272 ;H>;>>; KO?MNCIH G;LE
%/8>/8-/ 'IF?H? ME;N?> ;=LIMM NB? JIH>

#?/=>398 3. 'IF?H? ME;N? ;=LIMM NB? JIH>

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N 1@ J;J?L =L?;N? KO?MNCIHM @LIG NB? @IFFIQCHA M?HN?H=?M

&:C;2=517::7=</7T@XM ; aFG >CL?=N?><S ":HHS ISF?

1B? MNILS =?HN?LM IH ; =B;L;=N?L H;G?> ";,G;F *;FCE

&? ;H> BCM IF>?L <LINB?L aH> >Ce?L?HN Q;SM NI ?M=;J? NB? MFOGM
&CM <LINB?L O;FCG JOLMO?M ; FC@? |@ =LCG?

“G;F ?H>M OJ IH NB? A;G? MBIQ )6=)/<BA B= 3/!17::7=</7T@3

A4->3@/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H ;>D?=NCP? CM ; ECH> 1@ >?M=LCJNCP? QIL> NB;N >?M=LC<?M ; HIOH IL ; JLIHIOH fN N?FFM
E6716 =<3E6/B 97<2;H> 6=E ;/<G >D?=NCP?M G;E? SIOL QLCNCHA GIL? FCP?FS ;H>
CHN?L?MNCHA (??J CH GCH> ; =IGGIH ?LLIL NB;N #HAFCMB F;HAO;A? F?;LH?LM G;E? CM
GCMJF;=CHA NB? ;>D?=NCP?M CH ; M?HN?H=? fN CM CGJILN;HN NI EHIQ QB?L? NI JF;=? NB?
;>D?=NCP? CH ; M?HN?H=? MI NB;N L?;>?LM ;L? HIN =IH@QOM?>

f@ SIO ;L? OMCHA GIL? NB;H IH? ;>D?=NCP? NI >?M=LC<? ; HIOH JF;=? NB? ;>D?=NCP?M CH NB?
@IFFIQCHA IL>?L <?@IL? NB? HIOH

1:38398 ;H CHN?L?MNCHA <IIE ; <ILCHA GIPC? ; @OH LC>?
%3D/; F;LA? <IR ; NCHS NOLNF? ; N;FF QIG;H
%2+:/ ; LIOH> <;FF ; FIHA BIM? ; MKO;L? a?F>
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1/ ;H?Q>;S ;HIF>BILM? ; GI>?LH <OCF>CHA

969< ;HIL;HA? MOHM?N ; AL??H D;=E?N ; L?><OA
>283-3>C fN;FC;H =B??M? $L?H=B QCH? IBCH?M? N?;
+>/<3+6 MCFE MBCLN QIIF MI=EM ; =INNIH >L?MM

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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H; M?2J;L;N? MB??N 1@ J;J?L JF;=? NB? @IFFIQCHA M?NM 1@ ;>D?=NCP?M CH NB? =ILL?=N
IL>?L <?@IL? NB? HIOH 1B? aLMN IH? B;M <??H >IH? @IL SIO

<IlE IF> MG;FF 0J;HCMB

; MG;FF IF> 0J;HCMB <IIE ;A? MCT? ?NBHC=CNS
JBINIAL;JB H?Q MNL;HA?
MOCN QIIF AL??H @OHHS
IJCHCIH L?@L?MBCHA H?Q
>L?MM @;MBCIH;<F? JOLJF?

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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.


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/

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

4LCN?; J;L;AL;JB ;<ION ; G?GIL;<F? @;GCFS NLCJ 2M? ;N F?;MN NQI ;>D?=NCP?M NI
>?M=LC<? ?;=B HIOH CH SIOL J;L;AL;JB -LII@L?;> SIOL J;L;AL;JB ;H>NB?H ?R=B;HA?

J;J?LM QCNB ; =F;MMG;N? !B?=E SIOL =F;MMG;N?]M OM? |I@ ;>D?=NCP?M NI G;E? MOL? NB?S
;L? =ILL?=N

[1+>3@/ %>+>/7/8>=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify a negative statement.
2. Write negative statements.

+?A;NCP? MN;N?G?HNM ;L? NB? 1IJJIMCN? |@ JIMCNCP? MN;N?G?HNM ;H> ;L? H?=?MM;LS NI
?RJIL?MM ;H 1JJIIMCHA C>?; 1B? @IFFIQCHA =B;LNM FCMN H?A;NCP? QIL>M ;H> B?FJCHA P?L<M
NB;N =;H <? =IG<CH?> NI @ILG ; H?A;NCP? MN;N?G?HN

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

1B? @IFFIQCHA ?R;GJF?M MBIQ M?P?L;F Q;SM NI G;E? ; M?HN?H=? H?A;NCP? CH NB? JL?M?HN
N?HM?
B?FJCHA P?L< OM?> QCNB NB? H?A;NCP2-@IL>

%/8>/8-/ *S AO?MNM ;L? ;LLCPCHA HIQ
11+>3@/ *S AO?MNM</ 89> ;LLCPCHA HIQ
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1B? H?A;NCP? QILx=
%/8>/8-/ '?HHC? B;M GIH?S
1+>3@/ "?HHC2+=89 GIH?S
1B? =IHNL;=NCIH H]N
%/8>/8-/ ';H?NN; >1?M GCMM B?L GIG
1+>3@/ ';H?NN;.9/=8H> GCMM B?L GIG
1B? H?A;NCP? >P?L@/@3:G
%/8>/8-1 f;FQ;SM AININB? ASG ;@N?L QILE
1+>3@/ f<+</6CAI NI NB? ASG ;@N?L QILE
1B? H?A;NCP? MO<B&42G

%/8>/8-/ #P?LS<I>S A?NM NB? >;S le
[1+>3@/ +I<I>S A?NM NB? >;S le

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H; M?2J;L;N? MB??N 1@ J;J?L L?QLCN? NB? JIMCNCP? M?HN?H=?M ;M H?A;NCP? M?HN?H=?M ?
MOL? NI E??J NB? M?HN?H=?M CH NB? JL?M?HN N?HM?

#P?LS<I>S CM B;JJS ;<ION NB? G;H>;NILS FOH=B
"?<IL;B FCE?M NI PCMCN IHFCH? >;NCHA MCN?M
'IL>;H >IH;N?M <FII> ?P?LS MCR GIHNBM

,OL QLCNCHA CHMNLO=NIL CM P?LS ?e?=NCP?
1B;N <?;0ONC@OF J;J;S; CM =B?;J

1B? @IFFIQCHA M?HN?H=?M MBIQ SIO NB? Q;SM NI G;E? ; M?HN?H=? H?A;NCP? CH NB? J;MN
N?HM?

%/8>/8-/ -;,OF =;FF?>G? S?MN?L>;S

[1+>3@/ -;OF .3.89> =;FF G? S?MN?L>;S

%/8>/8-/ ";,GCF?? Q?HN NI NB? ALI=?LS MNIL?

[1+>3@/ ';GCF??8/@/< A/8> NINB? ALI=?LS MNIL?

%/8>/8-/ %CH; F;,0AB?> QB?H MB? M;Q NB? BOA? JCF? |@ F;OH>LS
1+>3@/ %CH;3.89>6+?12 QB?H MB? M;Q NB? BOA? JCF? I@ F;OH>LS

+INC=? NB;N QB?H @ILGCHA ; H?A;NCP? CH NB? J;MN N?HM? NB? B?FJCHA P?L<>C>CM QB;N
MCAH;FM NB? J;MN N?HM? ;H> NB? G;CH#d5B=I?M HIN B;P? ;H 32 ?H>CHA

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

/2QLCN? NB? @IFFIQCHA J;L:AL;JB <S =ILL?=NCHA NB? ?LLILM CH NB? J;MN N?HM? H?A;NCP?
M?HN?H=?M
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1?F?MN? HI >C> =;FF G? QB?H MB? L?;=B?> +ILNB !;LIFCH; f Q;M QILLC?> <?=,0M? MB?

HIN >LIP? ;FIH? <?@IL? OB? Q;M AICHA NI G??N B?L @LC?H> 1?LLS QBI FCP?>CH ; NIQH

= FF?> MB?PCFF? +ILNB l;LIFCH; f>C>H?P?L Q;HN NI QILLS <ON MB? M;C> MB? Q;M AICHA
NI =;FF QB?H MB? L?;=B?>NB?L? $CH;FFS @IOL BIOLM F;N?L MB? =;FF?> ;H> M;C> ™G f]G
MILLS f>C> HIN =;FF f FIMN NL;=E |@ NCG? <?=;,0M? f Q;M MI B;JJS NI M?? 1?LLS _ fQ;M
L?FC?P?>

966+,9<+>398

,H=? SIO B;P? @IOH> ;FF NB? ?LLILM SIO =;H JF?;M? MB;L? QCNB ; =F;MMG;N? ;H>
=IGJ;L? SIOL ;HMQ?LM "C> SIOL J;,LNH?L aH> ;H ?LLIL SIO GCMM?> "C> SIO aH> ;H
?LLIL SIOL J;LNH?L GCMM?> lIGJ;L? QCNB SIOL CHMNLO=NIL]M ;HMQ?LM

"IO<F? H?A;NCP?M ;L? NQI H?A;NCP?M OM?> CH NB? M;G? JBL;M? IL M?HN?H=? 1B?S;L?
=I[HMC>?L?> CH=ILL?=N CH ON;H>;L> #HAFCMB 610 MBIOF> ;PIC> OMCHA >I0<F? H?A;NCP?M CH
;FF @ILG;F QLCNCHA f@ SIO Q;HN NI M;S MIG?NBCHA H?A;NCP? OM? IHFS IH? H?A;NCP? QIL>
CH NB? M?HN?H=? /?NOLH NI NB? <?ACHHCHA 1@ NBCM M?=NCIH @IL ; FCMN 1@ H?A;NCP? QIL>
;H>NB?H MNO>S NB? @IFFIQCHA ?R;GJF?M

Tip
49H7%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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N |@ J;J?L =ILL?=N NB? >I0<F? H?A;NCP?M ;H> L?QLCN? NB? @IFFIQCHA
M?HN?H=?M

'IM? >C>H]N FCE? HIH? |@ NB? =BIC=?M IH NB? G?HO
LCNN;HS =;HIN G;E? HI @LC?H>M QCNB HI<I>S

1B? OIONBQ?MN B;L>FS B;> HI L;CH F;MN MOGG?L

*S EC>M H?P?L A?N CHNI HI NLIO<F?

f =IOF> HIN > HINBCHA ;<ION NB? J;MN
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/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN?; J;L;AL;JB >?M=LC<CHA SIOL @;PILCN? G?;F 2M? LC=B =IFIL@OF F;HAO;A? NI
>?M=LC<? NB? G?;F #R=B;HA? J;J?LM QCNB ; =F;MMG;N? ;H>L?;> BCM IL B?L J;L;AL;JB

1B?H L?QLCN? ?;=B M?HN?H=? 1@ SIOL =F;MMG;N?]M J;L;AL;JB OMCHA H?A;NCP?M ? MOL? NI
;PIC>>10<F? H?A;NCP?M O0B;L? SIOL H?A;NCP? J;L;AL;JBM QCNB ?;=B INB?L

978> +8. 98-978> 978= +8. <>3-6/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Define and use count and noncount nouns.
2. Recognize and use definite and indefinite articles.

+IOHM ;L? QIL>M NB;N H;G? NBCHAM JF;=?M J?IJF? ;H>C>?;M /CABN HIQ SIO G;S <?
MOLLIOH>?> <S >?MEM =IGJON?LM ;H> HIN?<IlEM 1B?M? ;L? =;FF?>=IOHN HIOHM
<?=;0M? SIO =;H =IOHN NB? ?R;=N HOG<?L |@ >?MEM =IGJON?LM ;H> HIN?<I[EM[NBL??
>?MEM IH? =IGJON?L ;H>MCR HIN?<IIEM @IL ?R;GJF?

,HNB? INB?L B;H> SIO G;S <? =,LLSCHA ; MG;FF ;GIOHN I@ GIH?S CH SIOL Q;FF?N ;H>
MCNNCHA IH ; JC?=? 1@ @OLHCNOL? 1B?M? ;L? =;FF?> HIH=IOHN HIOHM FNBIOAB SIO =;H
=IOHN NB? JC?=?M |I@ @OLHCNOL? IL NB? ;GIOHN I@ GIH?S SIO =;HHIN ;>>; HOG<?L CH
@LIHN I@ GIH?S IL @OLHCNOL? ;H> MCGJFS ;>> M NI NB? ?H> @ NB? HIOH fHMN?;> SIO
GOMN OM? INB?L QIL>M ;H> JBL;M?M NI CH>C=;N? NB? KO;HNCNS I@ GIH?S ;H> @OLHCNOL?

P8-9<</-> aP? GIH?SM NQI @OLHCNOL?M
9<</-> MIG? GIH?S NQIJC?=?M |@ @OLHCNOL?

S NB? ?H> 1@ NB? 0?=NCIkF? SIO QCFF AL;MJ NB? >Ce?L?H=? <?NQ??H NB? NQI
NSJI?M 1@ HIOHM ;H> <? ;<F? NI OM? NB?G =IHa>?HNFS CH MJ?;ECHA ;H> QLCNCHA
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978> +8. 98-97?8> 978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

=|OHN HIOH L?@7?LM NI J?1JF? JF;=?M ;H>NBCHAM NB;N ;L? M?J;L;N? OHCNM 610 G;E?
=IOHN HIOHM JFOL;F <S ;>>CHA M

Count
Sentence

Noun

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

HIH=IOHN HIOH C>?HNCa?M ; QBIF? I<D?=N NB;N =;HHIN M?J;L;N? ;H> =IOHN
CH>CPC>O;FFS +IH=IOHN HIOHM G;S L?@?L NI =IH=L?N? I<D?=NM IL ;<MNL;=N I<D?=NM
=IH=L?N? HIOH C>?HNCa?M ;H I<D?=N SIO =;H M?? N;MN? NIO=B IL =IOHN H ;<MNL;=N
HIOH C>?HNCa?M ;H I<D?=N NB;N SIO =;HHIN M?? NIO=B IL =IOHN 1B?L? ;L? MIG?
?R=?IJNCIHM <ON GIMN ;<MNL;=N HIOHM =;HHIN <? G;>? JFOL;F MI NB?S ;L? HIH=IOHN
HIOHM #R;GJF?M |@ ;<MNL;=N HIOHM CH=FO>? ;HA?L ?>0=;NCIH G?F;H=BIFS MI@NH?MM
PCIF?H=? ;H> =IH>0=N

Type of
Noncount Examples Sentence
Noun
Food sugar, salt, pepper, Add more sugar to my
00 .
lettuce, rice coffee, please.
Solid concrete, chocolate, The ice cream was covered
olids . .
silver, soap in creamy chocolate.

Table 5.5 Types of Noncount Nouns
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peace, warmth, , i
Abstract o I need more information
hospitality, _ )
Nouns ) ) about the insu rance policy.
information

Table 5.5 Types of Noncount Nouns

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

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

,H; M?2J;L;N? MB??N 1@ J;J?L F;<?F ?;=B 1@ NB? @IFFIQCHA HIOHM ;M =IOHN IL HIH=IOHN

B/<-3=/
P;CF;<F? OH>?1L?;NCP? IGGIHM +IH!IIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

L?2;NCP?=IGGIHM ILA FC=?HM?M <S H= M;
,H; M?J;LN? MB??N 1@ J;J?L C>?HNC@S QB?NB?L NB? CN;FC=CT?> HIOH CH NB? M?HN?H=? CM ;
=IOHN IL HIH=IOHN HIOH <S QLCNCHA'! IL +! ;<IP? NB? HIOH

1B? ;GIOHN I@B@/P1H NB? Q;S BIG? Q;M N?LLC<F?

=@57D3<3BM ;H CGJIILN;HN J;LN I@ ALIQCHA OJ

fG;>? =,L;G?F M;0=? @IL NB? ILA;HC=>:3A f <IOABN

fIL?@7L aF®;3@/A CHMN?;> 1@ >CACN;F IH?M

*S @;PILCN? MO<D?-NABA@G

/L83>/ +8. P8./L83>/ <>3-6/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1B? QIL> B63CM ; >?aHCN? ;LNC=F? fN L?@?LM NI IH? IL GIL? MJ?=Ca= NBCHAM $IL ?R;GJIF?
B63 E=;/< L?@?LM NI HIN ;HS QIG;H <ON ; J;LNC=0OF;L QIG;H 1B? >?aHCN? ;LBIE3¢H?
OM?> <?@IL? MCHAOF;L ;H> JFOL;F =IOHN HIOHM

1B? QIL>M ; ;H>;H ;L? CH>?aHCN? ;LNC=F?M 1B?S L?@?L NI IH? HIHMJ?=Ca= NBCHA $IL
?R;GJF? ; Es/< L?@7?LM NI ;HS QIG;H HIN ; MJ?=Ca= J;,LNC=OF;L QIG;H 1B?
CH>?aHCN? ;LNC4E7< CM OM?> <?@IL? ; MCHAOF;L =IOHN HIOH

"?2aHCN? LNC=FB3 ;H>fH>?aHCN? LNC=F?¥ QCNB !IOHN +IOHM
fM;Q>2/ =IH=?LN MCHAOF;L L?@7?LM NI ; MJ?=Ca= =IH=?LN

fM;Q>2/ =IH=?LNM JFOL;F L?@7LM NI GIL? NB;H IH? MJ?=Ca= =IH=7?LN
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fM;Q>2/ 2 =IH=?LN F;MN HCABN MCHAOF;L L?@7?LM NI ; MJ?=Ca= =IH=?LN

fM;Q+ =IH=?LN MCHAOF;L L?@?LM NI ;HS HIHMJ?=Ca= =IH=7?LN

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H ;s M?2J;,L;N? MB??N |@ J;J?L QLCN? NB? =ILL?=N ;LNC=F? CH NB? <F;HE @IL ?;=B |@ NB?
@IFFIQCHA M?HN?H=?M #LGIN@ NB? M?HN?H=? CM =ILL?=N

H1B? =;G?F =;H FCP? @IL >;SM QCNBION Q;N?L :::::::
f 2HDIS?> ; ;H NB? J;MNLC?M ;N NB? ;L *CNTP;B ::::::::
H 1B? JIFCNC=C;H MJIE? |@ G;HS CGJILN;HN CMMO?M ::::::
fL?;FFS ?HDIS?> ; ;H NB? ;=NIL]M J?L@ILG;H=? CH NB? JF;S :::::
H1B? Al;FfB;P? CM NI LOH ; G;L;NBIH NBCM S?;L

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IILL?=N NB? GCMOM?> |[L GCMMCHA ;LNC=F?M ;H> L?QLCN? NB? J;L;AL;JB

ON;LM ;L? F;LA? <;FFM 1@ MJCHHCHA BIN A;M FCE? IOL MOH 1B? MN;LM FIIE NCHS <?=;0M? NB?S
L? @;L;Q;S HS I@ NB?G ;L? GO=B F;LA?L NB;H MOH "C> SIO EHIQ NB;N ; *CFES 4;S

A;F;RS B;M <?NQ??H NQI BOH>L?> <CFFCIH ;H> @IOL BOH>L?> <CFFCIH MN;LM CH CN 0=C?HNCI
?MNCG;N? NB;N NB?L? G;S <? ;M G;HS ;M aP? BOH>L?> <CFFCIH A;F;RC?M CH ;H ?HNCL?
OHCP?LM? 'OMN FCE? ; BOG;H <?CHA NB? MN;L B;M ; FC@? =S=F? @LIG <CLNB NI >?;NB <ON CI
FC@?MJ;H CM <CFFCIHM I@ S?;LM FIHA 1B? MN;L CM <ILH CH ; =FIO> |@ =IMGC= A;M ;H> >0OMN
=;FF?>; H?<OF; ,OL MOH Q;M <ILH CH NB? H?<OF; H?;LFS aP? <CFFCIH S?;LM ;Al

-BINIAL;JBM 1@ NB? MN;L @ILGCHA H?<OF;M ;L? ;MNIHCMBCHA

966+,9<+>398

,H=? SIO B;P? @IOH> ;FF NB? ?LLILM SIO =;H MB;L? QCNB ; =F;MMG;N? ;H>=IGJ;L? SIOL
;HMQ?LM "C> SIOL J;,LNH?L aH> ;H ?LLIL SIO GCMM?> "C> SIO aH> ;H ?LLIL SIOL
J;LNH?L GCMM?> lIGJ;L? QCNB SIOL CHMNLO=NIL]M ;HMQ?LM

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

KEY TAKEAWAYS

¥ You can make count houns 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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¥ &30is 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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN? aP? M?HN?H=?M OMCHA NB? >?aHCE83UNCNRaP? M?HN?H=?M OMCHA NB?
CH>?aHCN? ;LNC4E7< #R=B;HA? J;J?LM QCNB ; =F;MMG;N? :H> =B?=E ?;=B INB?L]M
QILE

"<98978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives
1. Recognize subject and object pronouns.
2. ldentify possessive pronouns.
3. Determine common pronoun errors.

JLIHIOH CM; QIL> NB;N =;H <? OM?> CH JF;=? 1@ NB? HIOH 4? OM? JLIHIOHM MI Q? >I
HIN B;P? NI L?J?;N QIL>M $IL ?R;GJF? CG;ACH? QLCNCHA NB? @IFFIQCHA M?HN?H=? @L;B
JON B?L M=;L@ IH <?=;0M? @L;B Q;M =IF> 1B? M?HN?H=? MIOH>M ; <CN MNL;HA? <?=,0M?
4@/68CM H;G?> NQC=? BIQ?P?L C@ SIO OM? ; JLIHIOH NB? M?HN?H=? QCFF <? MBILN?L ;H>
F?MM L?J?NCNCP? 610 GCABN L?QLCN? NB? M?HN?H=? NI MIG?NBCHA MCGCF;L NI NB? @IFFIQCHA
@L;B JON B?L M=;L@ IH <?=,0M? MB? Q;M &63L?@7LM NI @L;B MI SIO >l HIN B;P? NI
QLCN? NB? H;G? NQC=?

&C:/=90 "<98978=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

00<D?=N JLIHIOHM ;L? I@N?H NB? MO<D?=N 1@ ; M?HN?H=?["QBI_ ;H>"QB;N_ NB? M?HN?H="
CM ;<ION®/8>/8- %2/ FIP?M NB? >?MM?LNM CH $L;H="?

&63CM NB? MO<D?=N

%/8>/8-/ S FOH=B NCG22/C Q?L? BOHALS

'63G CM NB? MO<D?=N

,<D?=N JLIHIOHM ;L? I@N?H NB? I<D?=N |I@ NB? P?L<[*QBI_ IL *QB;N_ Q;M ;=N?> OJIH
%/8>/8-/ *?F;HC?]M NBIOABN@OFH?MM NE3¥B?>

7, CMNB?I<D?=N |@ NB?B2C4632
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%/8>/8-/ 4? FC@N3>

RB NB? I<D?=N |@ NB? P714832
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 my (mine), you r(s), his, hers, its, ou  r(s),
Pronouns their(s)

Table 5.6 Pronouns

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H ;s M?2J;L;N? MB??N |@ J;J?7L =IGIF?N? NB? @IFFIQCHA M?HN?H=?M <S =CL=FCHA NB? =ILL?=N
JLIHIOH

2H@ILNOH;N?FS NB? BIOM? Q;M NIl ?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 >JA OMN?L CM IF> <ON B? CN NB?G CM P?LS JF;S@OF

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

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

97798 "<98978 <<9<=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
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
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P8-9<</-> [ ;H>";HC?F; Q?HN NI NB? L?MN;OL;HN @IL FOH=B 1BCM M?HN?H=? CM CH=ILL?=N
<?=,0M? ;H I<D?=N JLIHIOH G? CM OM?> CHMN?;> @ ; 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
<?=;0M? ; MO<D?=N JLIHIOH f CM OM?> fH=ILL?=N *;LE JON B?L ALI=?LS <;A IH NB?
=IOHN?L 1BCM M?HN?H38-8%4/-> <?=,0M? NB? JLIHIOH B?L L?@7?LM NI ; @?G;F? ;H>
*LECM ; G;F?

9<</-> *LE JON 23=ALI=7LS <;A IH NB? =IOHN?L

1BCM M?HN?H=? CM HIQ =ILL?=N <?=;0M? 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 <?=;,0M? 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 <?=;0M? NB? OHH?=?MM;LS L?J?;N?> MO<D?=N B;M <??7H
L?GIP?>

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =

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

H; M?2J;L;N? MB??N 1@ 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 CM CM QLCN?

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

ON?P?H >C> HIN Q;HN NI M?? ; GIPC? <?=,0M? 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?78=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

L?F;NCP? JLIHIOH CM ; NSJ? 1@ JLIHIOH NB;N B?FJM =IHH?=N >?N;CFM NI NB? MO<D?=N 1@ 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

1B? MO<D?=N |@ NBCM M?HN?H=? CM ; L?F;NCP? JLIHIOH 1B? =F,0OM? 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
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=07,24A0 ;=:9:@9 4>, ?D;0 :1 :=:9:@9 ?3,? 307;> .:990.? /0?,47> ?: 230
>@-50.7 :1 230 >09?09.0

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.

1B? @IFFIQCHA ?R;GJF?M MBIQ BIQ ; L?F;NCP? JLIHIOH G;S <? OM?> NI =IHH?=N NQI
M?HN?H=?M ;H> NI =IHH?=N >?N;CFM NI NB? MO<D?=N

%/8>/8-/ %IMMCJ CM ; @ILG 1@ =IGGOHC=;NCIH
%/8>/8-/ fN CM ; Q;MN? 1@ NCG? ;H> ?H?LAS

97,38+>398 90 +8. %IMMCJ CM ; @ILG |@ =IGGOHC=NGIHCM ; Q;MN? |@ NCG?
‘H> ?H?LAS

+INC=? BIQ NB? L?F;NCP? JLIHIOH NB;N L?JF;=?M NB? MBEBMRHN?H="

'6/B CM =;FF?>; L?F;NCP? JLIHIOH <?=,0M? CN =IHH?=NM NB? >?N;CFM CM ; Q;MN? @ NCG? ;H>
?H?LAS NI NB? MO<D?=N %IMMCJ

%/8>/8-/ *S AL;H>GINB?L CM ?CABNS S?;LM IF>
%/8>/8-/ 0B? =IFF?=NM M?;MB?FFM

97,38+>398 90 +8. *S AL;H>GINB?L A29 CM ?CABNS S?;LM IF> =IFF?=NM M?;MB?FFM
+INC=? BIQ NB? L?F;NCP? JLIHI®&8= L?JF;=?M NB? MO<D?=N MB? CH M?HN?H=?

)6= CM =;FF?>; L?F;NCP? JLIHIOH <?=;0M? CN =IHH?=NM NB74A3Y36BG G3/@MN:2
NB? MO<D?#BI5@/<2;=B63@

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N 1@ J;J?L =IGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S M?F?=NCHA NB?
=ILL?=N L?F;NCP? JLIHIOH

&? MBIQ?> G?; JBINI QBI NB;N OJM?N G?

0I==?L CM ; @;MN GIPCHA A;G? QBI NB;N B;M G;HS @;HM QILF>QC>?

'O;HCM ; G;H QBC=B QBI B;M BCAB MN;H>;L.>M @IL ?P?LSNBCHA

G;C=; CM; <?;ONC@OF =IOHNLS NB;N QBI f QIOF>FCE? NI PCMCN H?RN S?;L
*S GINB?L IHFS ?;NM <;H;H;M QBI NB;N ;L? AL??H
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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H ;s M?2J;L;N? MB??N 1@ J;J?L =IG<CH? NB? NQI M?HN?H=?M CHNI IH? M?HN?H=? OMCHA ;
L?F;NCP? JLIHIOH

?e CM ; >?J?H><F? J?LMIH &? QCFF H?P?L F?N SIO >IQH

fLI>?; LIFF?L =I;MN?L fN Q;M M=;LS

N NB? <?;=B f;FQ;SM >CA GS @??N CHNI NB? M;H> fN JLIN?=NM NB?G @LIG NB? BIN
MOH

;=EC? CM NLSCHA HIN NI OM? M| G;HS JF;MNC= JLI>O=NM 1B?S ;L? HIN All> @IL NB?
?HPCLIHG?HN

*S OHN OB?LLS CM N?;=BCHA G? BIQ NI >LCP? 0B? B;M H?P?L <??H CH ;==C>?HN IL
AINN?H ; NC=E?N

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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 OwhoO and OwhatO the sentence is
about.

¥ Object pronouns are the OwhoO and OwhatO 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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

-LII@L?;>; JC?=? 1@ SIOL QLCNCHA @IL NB? NSJ?M I@ JLIHIOH ?LLILM >CM=0OMM?> CH NBCM
M?=NCIH !lLL?=N ;HS ?LLILM SIO =IG? ;=LIMM
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(<, &18=/=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

Identify simple verb tenses.

Recognize ?:-0, ?:3,A0, and ?:/: verbs.
Use perfect verb tenses.

Apply progressive verb tenses.

Define gerunds and infinitives.

o s Wb e

610 GOMN ;FQ;SM OM? ; P?L< CH ?P?LS M?HN?H=? SIO QLCN? 3?L<M ;L? J;LNM |@ MJ??=B
NB;N CH>C=;N? ;=NCIHM IL MN;N?M |@ <?CHA 1B? GIMN <;MC= M?HN?H=? MNLO=NOL? CM ; MO<|
@IFFIQ?><S ; P?L<

%37:6/ (/<, &/8=/=
P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

3?L< N?HM?M N?FF NB? L?;>?L QB?H NB? ;=NCIH N;E?M JF;=? 1B? ;=NCIH =IOF> <? CH NB?
J;MN JL?M?HN IL @ONOL?

Past Present Futu re
Yesterday | jumped . Today | jump . Tomorrow | 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 All> FO=E
4B?H >?M=LC<CHA NBCHAM NB;N ;L? A?H?L;FFS NLO?

IIFF?A? NOCNGHP?LS =IMNFS

Verb I He/She/lt 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

cough

clap

dance

erase

kiss

push

wash

cook

cough

clap

dance

erase

kiss

push

wash

cooks

coughs

claps

dances

erases

Kisses

pushes

washes

cook

cough

clap

dance

erase

kiss

push

wash

Table 5.8 Regular Simple Present Tense Verbs

cook

cough

clap

dance

erase

kiss

push

wash

cook

cough

clap

dance

erase

kiss

push

wash

4B?H CN AG3IL 7BICHA NB? JL?M?HN N?HM? ;=NCIH L?G?G<?L NA3> 3ANI
NB? ?H> 1@ NB? P?L< IL NI =B;HA? NB® 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/.
P+=5/.

P-9712/.

Verb I

ask asked
bake baked
cook cooked
cough  coughed
clap clapped
dance danced
erase erased
kiss kissed
push pushed
wash washed

He/She/lt
asked
baked
cooked
coughed
clapped
danced
erased
kissed
pushed
washed

GS OHC@ILG F;MN HCABN
@IL GIL? JC?
FIO>FS F;MN HCABN

You
asked
baked
cooked
coughed
clapped
danced
erased
kissed
pushed
washed

Table 5.9 Regular Simple Past Tense Verbs

We
asked
baked
cooked
coughed
clapped
danced
erased
kissed
pushed
washed

They
asked
baked
cooked
coughed
clapped
danced
erased
kissed
pushed
washed

4B?H 63 A63IL 7ECM >ICHA NB? ;=NCIH CH NB? J;MN N?HM? L?G?G<?12NL;>32 NI
NB? ?H> 1@ 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;=?



f A366 A9<5F;N? NIGILLIQ
f A366 53=6S <IS@LC?H> QB?H f M?? BCG
f A366 /<+=/NB? <I;,L> ;@N7?L =F;MM

He/She/

Verb I It You We They
ask will ask will ask will ask will ask will ask

will will will will will
bake

bake bake bake bake bake

will will will will will
cook

cook cook cook cook cook

will will will will will
cough

cough cough cough cough cough
clap will clap will clap will clap will clap will clap

will will will will will
dance

dance dance dance dance dance

will will will will will
erase

erase erase erase erase erase
kiss will kiss will kiss will kiss will kiss will kiss

will will will will will
push

push push push push push

will will will will will
wash

wash wash wash wash wash

Table 5.10 Regular Simple Futu re Tense Verbs

=7<5 B==;H ;FMI <? ;>>?> NI NB? G;CH P?L< NI G;E? CN @ONOL? N?HM?

f;G 19381 >9AI NI QILE NIGILLIQ

B/<-3=/

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N |@ J;J?L =IGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S ;>>CHA NB? P?L< CH
NB? =ILL?=N MCGJF? N?HM?
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-F2:M? >l HIN ?L;M? ?L;M?> QCFF ?L;M? QB:N fB;P? QLCNN?H IH NB? <I;L>
1B?S >;H=? >:H=?> QCFF >;H=? @IL BIOLM :@N?L NB? J;.LNS Q:M IP?L

&LLCMIH Q:MB Q:MB?> QCFF Q;MB BCM F;OH>LS ;@N?L M?P?L;F Q??EM B;> J;MM?>
6?MN?L>:S *IG ;ME ;ME?> QCFF ;ME G? :<ION GS JF;HM @IL =IFF?A?

f <;E? <E?> QCFF <;E? M?P?L;F >IT?H =IIEC?M @IL NIGILLIQ]M <;E? M:F?

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IILL?=N NB? P?L< N?HM? GCMN;E?M CH NB? @IFFIQCHA J;L;AL;JB

);MN MOGG?L fQ;FE ;LIOH> 4;F>?H -IH> 4;F>?H -IH> CM CH !IH=IL> *;MM;=BOM?NNM

fN CM QB?L? NB? JBCFIMIJB?L &?HLS ";PC> 1BIL?;0 QCFF FCP? >OLCHA NB? GC> HCH?N??HNB
=?HNOLS "OLCHA BCM NCG? NB?L? B? QLIN? ; <IIE¥:FEFL> )/:23< CM;<IE 1@

1BIL?;O]M L?b?=NCIHM IH NB? H;NOL;F ?HPCLIHG?HN fN QCFF <? =IHMC>?L ; =F;MMC= CH
G?LC=;H FCN?L;NOL? f>C> HIN EHIQ NB;N 4;F>?H -IH> CM =IHMC>?L NB? <CLNBJF;=? |@ NB?
?HPCLIHG?HN;F GIP?G?HN fN Q;M P?LS L?F;RCHA NB?L? f QCFF FCMN?H NI <CL>M @LIAM ;H>
=LC=E?NM HIN NI G?HNCIH NB? J?;=?@OF MIOH> I@ NB? JIH> CNM?F@

966+,9<+>398

,H=? SI0 B;P? @IOH> ;FF NB? ?LLILM SIO =;H JF?;M? MB;L? QCNB ; =F;MMG;N? ;H>
=IGJ;L? SIOL ;HMQ?LM "C> SIOL J;LNH?L aH> ;H ?LLIL SIO GCMM?> "C> SIO aH> ;H
?LLIL SIOL J;LNH?L GCMM?> lIGJ;L? QCNB SIOL CHMNLO=NIL]M ;HMQ?LM

&9 / &9 9 +8.&9 +@/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1B?L? ;L? MIG? CLL?AOF;L P?L<M CH #HAFCMB NB;N ;L? @ILG?> CH MJ?=C;F Q;SM 1B? GIMN
=IGGIH I@ NB?M? ;L? NB? P?L<B4& 03 B= 6/D3H> B= 2=

Base Present Tense Past Tense Futu re Tense
Form Form Form 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 Formsof T oBe, ToDo,and T o Have
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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?MB@03 B= 25H> B=6/D30M?> CH M?HN?H=?M

Past Present Futu re
To Be
Yesterday | was Today | am not Tomorrow | will be
angry. angry. angry.
To Do
| did my best I do my best Tomorrow | will do my
yesterday. every day. best.
To Have
Yesterday | had ten Today | ha ve ten Tomorrow | willha  ve
dollars. dollars. ten dollars.
Table 5.12 Examples of to be, to do, and to ha ve

[?G?G<?L NB? @IFFIQCHA OM?B+@3 B=6/DH> B=2=

1 ?
f ;G Q;M QCFF <?
SIO Q? NB?S ;L? Q?L? QCFF <?
B? MB? CN CM Q;M QCFF <?

11 &;P?

fSIO Q? NB?S B;P? B;> QCFF B;P?
B? MB? CN B;M B;> QCFF B;P?

(R

fSI0O Q? NB?S >I >C> QCFF >
B? MB? CN >I?M >C> QCFF >|

Tip
Remember, if you ha ve a compound subject like ,=40 and 099410z
think of the subjectas ~ ?30Dto determine the correct verb form.

¥ Marie and Jennifer ( ?30D have 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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H ;s M?2J;LN? MB??N 1@ J;J?7L =IGIF?N? NB? @IFFIQCHA M?HN?H=?M <S =CL=FCHA NB? =ILL?=N
@ILG 1@ NB? P?Lx=®8,/ >92+@/ ;H> >9.9 CH NB? NBL?? MCGJF? N?HM?M

ON?@;H ;FQ;SM >I >I?M QCFF > BCM N;R?M NB? >;S <?@IL? NB?S ;L? >O?
4? ;L.? CM Q;M JF;HHCHA ; MOLJLCM? <CLNB>;S J;,LNS @IL GS GINB?L
10LNF?M B;P? B;> B;M NB? GIMN <?;ONC@OF J;NN?LHM IH NB?CL MB?FFM
f;FQ;SM >I >C> QCFF >l GS BIG?QILE <?@IL? >CHH?L MIf=;H ?;N CH J?;=?
610 CM ;L? Q;M MIGO=B MG;LN?L NB;H SIO NBCHE

"[<0/-> (/<, &/8=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

2J NINBCM JICHN Q7 B;P? MNO>C?> NB? NBL?? MCGJF? P?L< N?HM?M[MCGJF? JL?M?HN

MCGJF? J;MN ;H> MCGJF? @ONOL? +IQ Q? QCFF ;>> NBL?? GIL? N?HM?M QBC=B ;L? =;FF?>
J?L@7?=N N?HM?M 1B?S ;L? JL?M?HN J?L@?=N J;MN J?L@7?=N ;H> @ONOL? J?L@?=N 1B?M? ;L?
NB? NBL?? <;MC=N?HM?M 1@ #HAFCMB J;MN J;LNC=CJF? CM I@N?H =;FF?> NB? ?> @ILG |I@ ; P?L<
<?=;0M? CN CM @ILG?><S ;>>CHA >IL ?>NINB? <;M? @ILG |@ L?AOF;L P?L<M -;MN

J;LNC=CJF?M =;H ;FMI ?H>CH N IL ?H (??J CH GCH> BIQ?P?L NB? J;MN J;LNC=CJF? CM ;FMI
@ILG?> CH P;LCIOM INB?L Q;SM @IL CLL?AOF;L P?L<M 1B? J;MN J;LNC=CJF? =;H <? OM?> NI

@ILG NB? JL?M?HN J?L@7?=N N?HM?

[?PC?Q NB? @IFFIQCHA <;MC= @ILGOF; @IL NB? JL?M?HN J?L@?=N N?HM?

Subject + had or ha ve + past participle

I have helped

1B? JL?M?HN J?L@7?=N N?HM? B;M ; =IHH?=NCIH QCNB NB? J;MN ;H> NB? JL?M?HN

2M? NB? JL?M?HN J?L@7?=N N?HM? NI >?M=LC<? ; =IHNCHOCHA MCNO;NCIH ;H> NI >?M=LC<? ;H
;=NCIH NB;N B;M DOMN B;JJ?H?>

T f2+@/ A9<5/. ;M ; =L?N;E?L MCH=?'OH?
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1BCM M?HN?H=? N?FFM OM NB;N NB? MO<D?=N B;M QILE?> ;M ; =;L?N;E?L CH NB? J;MN ;H>CM M
QILECHA ;M ; =;L?N;E?L CH NB? JL?M?HN
"GCNLe+= DOMN/3@/. ;H;Q;L> @LIG NB? "?;H 1@ ONO>?HNM

1BCM M?HN?H=? N?FFM OM NB;N "GCNLC B;M P?LS L?=?HNFS L?=?CP?> NB? ;Q;L> 1B? QIL> DONM
?GJB;MCT?M NB;N NB? ;=NCIH B;JJ?H?> P?LS L?=?HNFS

ONO>S NB? @IFFIQCHA <;MC= @ILGOF; @IL NB? J;MN J?L@7?=N N?HM?

Subject + had or ha ve + past participle

[ had listened

1B? <OM2+. 6/0> <S NB? NCG? 1BH<<3@/.;N NB? MN;NCIH

+INC=? NB;N <INB ;=NCIHM I==0LL?> ?HNCL?FS CH NB? J;MN <ON IH? ;=NCIH |==0OLL?> <?@IL?
NB? INB?L N MIG? NCG? CHNB? J;MN 1@®7DBRCGJIF? J;MN N?HM? ;N NB? MN;NCIH <ON
;N MIG? NCG? <?@IL? NB;N NB? 82NB4BJ;MN J?L@7?=N

JIE ;N NB? @IFFIQCHA <;MC= @ILGOF; @IL NB? @ONOL? J?L@7?=N N?HM?

Subject + will ha ve + past participle

I Will ha ve graduated

1B? @ONOL? J?L@7?=N N?HM? >?M=LC<?M ;H ;=NCIH @LIG NB? J;MN CH NB? @ONOL? ;M C@ NB’
?P?HN B;M ;FL?;>S I==0OLL?> 2M? NB? @ONOL? J?L@?=N N?HM? QB?H SIO ;HNC=CJ;N?
=IGJF?NCHA ;H ?P?HN CH NB? @ONOL? <ON SIO B;P? HIN =IGJF?N?> CN S?N

610 A366 2+@/ 09<19>>/&7? ;@N7?L SIG9@/ NI )IH>IH

+INC=? NB;N <INB ;=NCIHM I==0OL CH NB? @ONOL? <ON IH? ;=NCIH QCFF |I==0OL <?@IL? NB? INB?L
N MIG? NCG? CH NB? @ONOL? NB? M&=TEZEN;=D3 @ONOL? N?HM? NI )IH>IH ;H>;N

MIG? NCG? ;@N?L NB;N NB? MGD7%/N3 4=@5=BB®ONOL? J?L@7?=N N?HM? NB? MJ?;E?L

3

B/<-3=/



H; M?2J;L;N? MB??N 1@ J;J?L =IGJF?N? NB? @IFFIQCHA M?HN?H=?M <S OMCHA NB? =ILL?=N
J?L@?=N P?L< N?HM? @IL NB? P?L< CH J;L?HNB?M?M

"<91</==3@/ (/<, &/8=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

-LIAL?MMCP? P?L< N?HM?M >?M=LC<? ; =IHNCHOCHA IL OHaHCMB?> ;=NRCOI5=V€5B ;M
R E/A5=7<8Lf E7:: 03 5=7<5

1B? JL?M?HN JLIAL?MMCP? N?HM? >?M=LC<?M ;H ;=NCIH IL MN;N? |@ <?CHA NB;N N;E?M JF;=? CH
NB? JL?M?HN ;H> NB;N =IHNCHO?M NI N;E? JF;=7?

11 G;E? P?L<M CH NB? JL?M?HN JLIAL?MMCP? N?HM? =IG<CH? NB?M? NQI J;LNM
Present tense form of ?:-0 + - 492 (present participle)

am/is/are Help helping

610 MBIOF> OM? NB? JL?M?HN JLIAL?MMCP? N?HM? NI >?M=LC<? ; JF;HH?> ;=NCPCNS NI
>?M=LC<? :H ;=NCPCNS NB;N CM L?=OLLCHA LCABN HIQ ;H> NI >?M=LC<? :H ;=NCPCNS NB;N CM CH
JLIAL?MM :FNBIOAB HIN ;=NO;FFS I==OLLCHA :N NB? NCG? |@ MJ?;ECHA
-L??NG=>+<>38M=BIIF IH 10?M>:S
1BCM M?HN?H=? >?M=LC<?M ; JF;HH?> ;=NCPCNS
"H?NN;3= 1/>>381B?L N??NB =F?;H?> LCABN HIQ
1BCM M?HN?H=? >?M=LC<?M :H :=NCPCNS NB;N CM I==OLLCHA LCABN HIQ
* f+7=>7.C381 <:FF?N :N M=BIIF

1BCM M?HN?H=? >?M=LC<?M ;H ;=NCPCNS NB;N CM CH JLIAL?MM <ON HIN ;=NO;FFS [==OLLCHA ;N NE
NCG? I@ MJ?;ECHA

1B? J;MN JLIAL?MMCP? N?HM? >?M=LC<?M ;H ;=NCIH IL MN;N? 1@ <?CHA NB;N NIIE JF;=? CH NB?
J;MN ;H> NB;N =IHNCHO?M NI N;E? JF;=?

11 G;E? P?L<M CH NB? J;MN JLIAL?MMCP? N?HM? =IG<CH? NB?M? NQI J;LNM
Futu re tense form of to be + - ing (present participle)

Was/were helping
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610 MBIOF> OM? NB? J;MN JLIAL?MMCP? N?HM? NI >?M=LC<? ; =IHNCHOIOM ;=NCIH CH NB? J;MN
NI >?M=LC<?; J;MN ;=NCPCNS CH JLIAL?MM QBCF? ;HINB?L ;=NCPCNS |I==0OLL?> IL NI >?M=LC<?
NQI J;MN ;=NCPCNC?M CH JLIAL?MM ;N NB? M;G? NCG?

* #FF; :H>fA/</ :6+88381 ;P;=NCIH
1BCM M?HN?H=? >?M=LC<?M ; =IHNCHOIOM ;=NCIH CH NB? J;MN
f A+=2/6:381 ; =OMNIG?L QB?H f MG?FF?> >?FC=CIOM @LC?>=BC=E?H
1BCM M?HN?H=? >?M=LC<?M ; J;MN ;=NCPCNS CH JLIAL?MM QBCF? ;HINB?L ;=NCPCNS |I==0LL?>
4BCF? A+=183=2381 GS BIG?QILE GS QC@A+=>+65381IH NB? JBIH?
1BCM M?HN?H=? >?M=LC<?M NQI J;MN ;=NCPCNC?M CH JLIAL?MM ;N NB? M;G? NCG?

1B? @ONOL? JLIAL?MMCP? N?HM? >?M=LC<?M ;H ;=NCIH IL MN;N? 1@ <?CHA NB;N QCFF N;E? JF;:
CHNB? @ONOL? ;H> NB;N QCFF =IHNCHO? NI N;E? JF;=? 1B? ;=NCIH QCFF B;P? MN;LN?> ;N NB;N
@ONOL? GIG?HN <ON CN QCFF HIN B;P? aHCMB?> ;N NB;N GIG?HN

11 G;E? P?L<M CH NB? @ONOL? JLIAL?MMCP? N?HM? =IG<CH? NB?M? J;LNM

Futu re tense form of to be + - ing (present participle)

will be helping

2M? NB? @ONOL? JLIAL?MMCP? N?HM? NI >?M=LC<? ;H ;=NCPCNS NB;N QCFF <? CH JLIAL?MM CI
@ONOL?

0;G;HNB; ;H>f A366 ,/ .+8-381 CH NB? M=BIIF JF;S H?RN Q??E
1IGILLIQ AH?M A366,/</+.381 NQIl@ B?L JI?GM

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N |@ J;J?L L?PCM? NB? @IFFIQCHA M?HN?H=?M QLCNN?H CH MCGJF? N?HM*
OMCHA NB? JLIAL?MMCP? N?HM?M CH>C=;N?> CH J;L?HNB?M?M

&? JL?J;L?>NB? @II> QBCF? f Q;N=B?> J;MN JLIAL?MMCP? N?HM?
'IH;NB;H QCFF MJ?;E ;N NB? =IH@?L?H=? @ONOL? JLIAL?MMCP?
'IMC? NL;P?F?> NI #ASJIN F;MN 'OFS J;MN JLIAL?MMCP? N?HM?

*S @IIN ;=B?M MIfEHIQ CN QCFF L;CH JL?M?HN JLIAL?MMCP? N?HM?
*C=;B QCFF N;FE ; FIN QB?H f M?? BCG @ONOL? JLIAL?MMCP?

fS;QH ; FIN <?=,0M? f @??F NCL?> JL?M?HN JLIAL?MMCP? N?HM?

OCGCF;L NINB? JL?M?HN J?L@?=N N?HM? NB? JL?M?HN J?L@?=N JLIAL?MMCP? N?HM? CM OM?
CH>C=;N? ;H ;=NCIH NB;N Q;M <?AOH CH NB? J;MN ;H> =I[HNCHO?”M CHNI NB? JL?M?HN

&IQ?P?L NB? JL?M?HN J?L@7?=N JLIAL?MMCP? CM OM?> QB?H SIO Q;HN NI MNL?MM NB;N NB?
;=NCIH CM IHAICHA

11 G;E? P?L<M CH NB? JL?M?HN J?L@?=N JLIAL?MMCP? N?HM? =IG<CH? NB? @IFFIQCHA J;LNM
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Past tense form of  ?: -ing (present
+ Been -
3,A0 participle)

had or ha ve been helping

0B? 2+=,//8 >+65381 @IL NB? F;MN BIOL

1BCM M?HN?H=? CH>C=;NA6BNNNLN?> N;FECHA CH NB? J;MN ;H> CM =IHNCHOCHA NI N;FE CH
NB? JL?M?HN

T f2+@/,//80//6381 NCL?>F;N?FS
1BCM M?HN?H=? CH>C=;NVINB;N?> @?7?FCHA NCL?> CH NB? RNHNEHO? NI @??F
NCL?> CH NB? JL?M?HN fHMN?;> 1@ CH>C=;NCHA NCG? ;M CH NB? aLMN M?HN?H=? NB? M?=IH>
M?HN?H=? OM?M NB? ;>PB3:G610 =;H ;FMI OM? NB? ;>P?L@313<BIB?H OMCHA NB?
JL?M?HN J?L@7?=N JLIAL?MMCP? N?HM?

OCGCF;L NINB? J;MN J?L@7?=N N?HM? NB? J;MN J?L@?=N JLIAL?MMCP? N?HM? CM OM?> NI CH>C=;N
;H ;=NCIH NB;N Q;M <?AOH CH NB? J;MN ;H> =IHNCHO?> OHNCF ;HINB?L NCG? CH NB? J;MN 1B?

J;MN J?L@7?=N JLIAL?MMCP? >I?M HIN =IHNCHO? CHNI NB? JL?M?HN <ON MNIJM ;N ; >?MCAH;N?>
GIG?HN CH NB? J;MN

11 G;E? P?L<M CH NB? J;MN J?L@?=N JLIAL?MMCP? N?HM? =IG<CH? NB? @IFFIQCHA J;,LNM

Futu re tense form of to -ing (present
+  been -

have participle)

had Been helping

1B? ?GJIFIS??M2+. ,//8 >+65381 OHNCF NB?CL <IMM ;LLCP?>
1BCM M?HN?H=? CH>C=;N?M NB;N NB? ?GJFIS??M Q?L? N;FECHA CH NB? J;MN ;H> NB?S MNIJJ?>
N;FECHA QB?H NB?CL <IMM ;LLCP?> QBC=B ;FMI B;JJ?H?> CH NB? J;MN

P 2+. /I8 A9<5381 ;FF>;S
1BCM M?HN?H=? CGIFC?RINB QILECHA CH NB? J;MN 1B? ;=NCIH >I?M HIN =IHNCHO? CHNI
NB? @ONOL? ;H>NB? M?HN?H=? CGJFC?M NB;N NB? MO<D?=N MNIJJ?> QILECHA @IL OHMN;N?>
L?;MIHM

1B? @ONOL? J?L@7?=N JLIAL?MMCP? N?HM? CM L;L?FS OM?> fN CM OM?> NI CH>C=;N? ;H ;=NCIH NB;
QCFF <?ACH CH NB? @ONOL? ;H> QCFF =IHNCHO? OHNCF ;HINB?L NCG? CH NB? @ONOL?

11 G;E? P?L<M CH NB? @ONOL? J?L@?=N JLIAL?MMCP? N?HM? =IG<CH? NB? @IFFIQCHA J;LNM

Futu re tense form of  to -ing (present
+ | been .
have participle)

will ha ve Been helping



S NB? ?H> 1@ NB? G??NCRA366 2+@/ ,//18 2/+<381 ;<ION GILNA;A?M ;H> N;R?M

@IL ?CABN BIOLM
1BCM M?HN?H=? CH>C=;N?M NB;N CH NB? @ONOL? f QCFF B?;L ;<ION GILNA;A?M ;H> N;R?M @IL
?CABN BIOLM <ON CN B;M HIN B;JJ?H?> S?N fN ;FMI CH>C=;N?M NB? ;=NCIH |@ B?;LCHA QCFF
=IHNCHO? OHNCF NB? ?H> |@ NB? G??NCHA MIG?NBCHA NB;N CM ;FMI CH NB? @ONOL?

[<?8.=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

A?LOH>CM ; @ILG I@ ; P?L< NB;N CM OM?> ;M ; HIOH FF A?LOH>M ?H>CH CHA 0CH=?
A?LOH>M @OH=NCIH ;M HIOHM NB?S I==0JS JF;=?M CH ; M?HN?H=? NB;N ; HIOH QIOF> MO=B
;M NB? MO<D?=N >CL?=N I<D?=N ;H>I<D?=N @ ; JL?JIMCNCIH

610 =;H OM? ; A?LOH> CH NB? @IFFIQCHA Q;SM

M; =?,4/->

&<+@/638CM ISHNBC;]M @;PILCN? J;MNCG?
M; .3</->9,4/->

f ?7HDIA911381
M ;H 9,4/-> 90 + :<9:9=3>398

1B? FC<L;LC;H M=IF>?> G? @G#[212381

,@N?H P?L<M ;L? @IFFIQ?> <S A?LOH>M QNG=2S @IL ?R;GIF?M

Gerund Verb Followed by a Gerund

moving Denise considered moving  to Paris.
cleaning | 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

P8L83>3@/=

H CHaHCNCP? CM ; @ILG I@ ; P?L< NB;N =IG?M ;@N7?L NB? QIL> NI ;H>;=NM ;M ; HIOH
;>D?=NCP? IL ;>P?L<

B= D3@0 7<N<7B7D3

#R;GJIF?M 1@ CHaHCNCP?M CH=FO>? NI GIP? NI MF??J NI FIIE NI NBLIQ NIL?;> ;H> NI
MH??T?
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,@N?H P?L<M ;L? @IFFIQ?> <S CHaHCNCP?NI;<INO>S @IL ?R;GJIF?M

Infinitive Verb Followed by Infinitive

to help Jessica offered to  help her move.

to arrive Mick expectsto 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

610 G;S QIH>?L QBC=B P?L<M =;H <? @IFFIQ?> <S A?LOH>M ;H> QBC=B P?L<M =;H <?
@IFFIQ?> <S CHaHCNCP?M 4CNB NB? @IFFIQCHA P?L<M SIO =;H OM? ?CNB?L ; A?LOH> IL ;H
CHaHCNCP?

Base Form of Sentences with Verbs Followed by Gerunds
Verb 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 forgotto pay the bills.

1. I liked lea ving messages.
like

2.1 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. | will start to recycle immediately.

1. Mikhail will try climbing the tree.

try
2. Mikhail  will try to climb the tree.
1.1 prefer baking
prefer
2. | prefer to bake.
1. Josh loves diving
love

2. Josh loves to dive.

Table 5.15 Infinitives and Gerunds Verbs

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L =IGJF?N? NB? @IFFIQCHA M?HN?H=?M <S =BIIMCHA NB?
=ILL?=N CHaHCNCP? IL A?LOH>

fG?;HN ;i NIECMM ECMMCHA GS EC>M <?@IL? NB?S F?@N @IL M=BIIF
1B? =BCF>L?H BIJ?> NI Al AICHA NI ; L?MN;OL;HN @IL >CHH?L

"I SIO CHN?H> :::::ip NI 2;N ?2;:NCHA NB? ?HNCL? JC?

ILSMN;F JIMNJIH?> 20 NFA?N >L?MM?> APNNCHA >L?MM?> @IL NB? J;LNS
4B?H Q? aHCMB :::::::: NI JF;S JF;SCHA NBCM A;G? Q? QCFF Al BIG?

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? lIGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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@74 ;=0>097? ;0=10.7? ;,>?;0=10.2and 1@2@ ;0=10.?
¥ Verbs can be followed by either gerunds or infinitives.

K
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)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4LCN? ;<ION ; FCP?FS ?P?HN NB;N CM ?CNB?L L?G?G<?L?> IL CG;ACH?> ME SIOLM?F@ NB?
@IFFIQCHA NBL?? KO?MNCIHM 4B;N B;JJ?H?> >0OLCHA NB? ?P?HN 4B;N B;JJ?H?> ;@N?L NB?
?P?HN )IIECHA <;=E QB;N >I SIO NBCHE I@ NB? ?P?HN HIQ HMQ?L ?;=B KO?MNCIH CH ;
M?J;L;N? J;L;AL;JB NI E??J NB? JL?M?HN J;MN ;H> @ONOL? N?HM? P?L<M M?J;L;N?

9.+6 ?B363+<3/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Define and identify modal auxiliaries.
2. Learn how and when to use modal auxiliaries.

47? ;FF H??> NI ?RIL?MM IOL GlI>M ;H> ?GINCIHM <INB CH QLCNCHA ;H> CH IOL ?P?LS>;S
FC@? 4?7 > NBCM <S OMCHA GI>;F ;ORCFC;LC?M

9.+6 ?B363+<3/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?”M <S H= M;

*I>;F ;ORCFC;LC?M ;L? ; NSJ? |@ B?FIJCHA P?L< NB;N ;L? OM?> IHFS QCNB ; G;CH P?L< NI
B?FJ ?RJIL?MM CNM GlI>

1B? @IFFIQCHA CM NB? <;MC= @ILGOF; @IL OMCHA ; GI>;F ;ORCFC;LS

Subject + modal auxiliary + main verb

James may call

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

Modal .
. Modal Auxiliary +
Auxiliary Use )
Main Verb
Use
can Expresses an ability or | can lift this forty-
possibility pound box. (ability)

Table 5.16 Modal Auxiliaries
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could

may

might

shall

should

will

Expresses an ability in the
past; a present possibility; a
past or futu re permission

Expresses uncertain futu  re
action; permission; ask a
yes-no question

Expresses uncertain futu  re
action

Express intended futu re
action

Express obligation; ask if an
obligation exists

Expresses intended futu re
action; ask a fa vor; ask for
information

Table 5.16 Modal Auxiliaries

We can embrace
green sou rces of
energy (possibility)

| 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 attend the
convert. (uncertain
futu re action)

You may begin the
exam. (permission)

May | attend the
concert? (yes-no
questions)

| might attend  the
concert (uncertain
futu re action b same
as may)

I shall go to the opera.
(intended futu re
action)

| should mail my
RSVP. (Obligation,
same as ought to)

Should | call my
mother? (asking if
obligation exists)

| will get an A in this
class. (intended
futu re action)



Will you buy me some
chocolate? (fa vor)

Will you be finished
soon? (information)

I would like the steak,
please. (preference)

Would you like to
have breakfast in bed?
(request a choice

States a preference; request politely)
would a choice politely; explain an | would go with you if
action; introduce habitual | didn®t ha ve to
past actions babysit tonight.
(explain an action)
He would write  to me
every week when we
were dating. (habitual
past action)
o We must be on time
must Expresses obligation

for class.

| oughtto mail my
ought to Expresses obligation 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

?,Q;L? 1@ NB?M? @IOL =IGGIH ?LLILM QB?H OMCHA GI>;F ;ORCFC;LC?M

2MCHA ;H CHaHCNCP? CHMN?;> 1@ ; <;M? P?L< ;@N?L ; GI>;F
P8-9<</-> f=;H NI GIP? NBCM B?;PS N;<F?
9<</-> f-+8 79@/> BCM B?;PS N:<F?



2MCHA ; A?LOH> CHMN?;> 1@ ;H CHaHCNCP? IL ; <;M? P?L< ;@N?L ; GI>;F
P8-9<</-> f=IOF> GIPCHA NI NB? 2HCN?> ON;N?M
9<</-> {-976.79@/ NINB? 2HCN?> O0ON;N?M
2MCHA NQI GI>;FM CH ; LIQ
P8-9<</-> f MBIOF> GOMN L?H?Q GS J;MMJILN
9<</-> 7?=></8/A GS J;MMJIILN
9<</-> f=2976.</8/A GS J;MMJILN
)?;PCHA ION ; GI>;F
P8-9<</-> fL?H?Q GS J;MMJILN
9<</-> f7?=></8/A GS J;MMJILN

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#>CN NB? @IFFIQCHA J;L;AL;JB <S =ILL?=NCHA NB? =IGGIH GI>;F ;ORCFC;LS ?LLILM

8,D?:2:?: =,9.0:9A,.,74:990C? >@880= >3,77 8423? A4>4? ?30
#,7,.0:1(0=>,4770> B:@7/7?:/=4A0 = @9/ ?30 ..@9?=D>4/0 ..@7/
48,249492 8D>071 74A492 ?30=0 3:BOAO= B477 9:? 8:A0?: =,9.0-0.,@>0
8D 1,847D >3:@7/ 84>> 80 A0=D 8@.3

9.+6= +8. "</=/8>"/<0/-> (/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

fH NB? JL?PCIOM M?=NCIH Q? >?aH?>JL?M?HN J?L@7?=N P?L< N?HM? ;M >?M=LC<CHA ;
=IHNCHOCHA MCNO;NCIH IL MIG?NBCHA NB;N B;M DOMN B;JJ?H?>

1?G?G<?L QB?H ; M?HN?H=? =IHN;CHM ; GI>;F ;ORCFC,LS <?@IL? NB? P?L< NB? B?FJCHA
P?L< CM ;FQ;SM B;P?
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2:Q;L? 1@ NB? @IFFIQCHA =IGGIH ?LLILM QB?H OMCHA GI>;F ;ORCFC;LC?M CH NB? JL?M?HN
J?L@?=N N?HM?
2MCHB/2 CHMN?;> I@D3
P8-9<</-> “GC? QIOF> B;> ;NN?H>?> NB? J;LNS <ON B? Q;:M MC=E
9<</-> GC? A9?6.2+@/ +>>/8./.  NB? J.LNS <ON B? Q;M MC=E
)?;PCHA ION6/D3

P8-9<</-> ;GC? QIOF> ;NN?H>?> NB? J,LNS <ON B? Q;M MC=E
9<</-> ;,GC? A9?6. 2+@/ +>>/8.]. NB? J,LNS <ON B? Q;M MC=E

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H; M?J;L;N? MB??N 1@ J;J?L =IGJF?N? NB? @IFFIQCHA M?HN?H=?M <S =B;HACHA NB? ACP?H
P?L< @ILG NI ; GI>;F ;ORCFC;LS CH JL?M?HN J?L@7?=N N?HM?

1B? G;H :::iiiii F;OAB

1B? @LIAM 0 =LLE

*S QLCNCHA N7?;=B?L :::::::: MGCF?
1B?;0>C?H=? :.::iiip =B??L ;FF HCABN
*S <?MN @LC?H> ::::ii:; ACAAF?>

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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
84237 >3,77 >3:@7/ B477 B:@7/ 8@ahAd :@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 arow, 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.


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/
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H; M?2J;L;N? MB??N 1@ J;J?L QLCN? N?H ILCACH;F M?HN?H=?M OMCHA GI>;F ;ORCFC;LC?M

"</:9=3>398=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify prepositions.
2. Learn how and when to use prepositions.

JL?JIMCNCIH CM ; QIL> NB;N =IHH?=NM ; HIOH IL ; JLIHIOH NI ;HINB?L QIL> CH ;
M?HN?H=? *IMN JL?JIMCNCIHM MO=B ;M ;<IP? <?FIQ ;H><?BCH> OMO;FFS CH>C=;N?;
FI=;NCIH CH NB? JBSMC=;F QILF> <ON MIG? JL?JIMCNCIHNG@#B85WB3f» C<B7:

MBIQ FI=;NCIH CH NCG?

P8 > +8.18

P;CF;<F? OH>?IL?;NCP? !IGGIHM +IH!IGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1B? JL?JIMCNCIHM CH ;N ;H>IH ;L? OM?> NI CH>C=;N? <INB FI=;NCIH ;H> NCG? <ON NB?S
;L? OM?> CH MJ?=Ca= Q;SM ONO>S R<EXF? #< ;H>1;<F? B NI F?;LH QB?H NI OM?
?,=B IH?

Preposition Time Example Place Example
. in
year in 1942 country )
Zimbabwe
) in
month in August state L
California
in : .
in the , in
season city )
summer Chicago
time of day )
, in the
(not with
) afternoon
night)

Table 5.18 In
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Preposition Time Example Place Example

on on the
day surfaces
Monday table
on May on 124th
date streets
on 23 Street
specific
on modes of on the
days/ .
Monday transportation bus
dates
Table 5.19 On
Preposition Time Example Place Example
i at 1600
i at five .
time ~ addresses Pennsylvania
00Oclock
Avenue
at
with ) . ~ .
) at night location at RooneyOs Grill
night
Table 5.20 At
B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#>CN NB? @IFFIQCHA F?NN?L @LIG ; L?MC>?HN NI B?L F;H>FIL> <S =ILL?=NCHA ?LLILM QCNB CH ;N
;H>1H
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0,= => %,7,E=

,8 B=4?492 ?34> 70??0=?:491:=8 D:@ 73,? B477-0A,.,7492 ,;,=78097?
49 ;70 %?=00?,?)0/90>/,D @90 B477-0.70,9492 ?30
5, =2809? ,?2 230 :9/,D-01:=0 70,A0 B477=0?@ =9 ?3060D>7?:D:@ :9
;8 >3,= )2 @90 1D:@ 3,A0,9D <@0>74:9> := >;0.4L. 49>?=@.74:9>
1:=80 ;70,>0 .:97,.?7 8049 8D :N.O 3,A0095:D0/ 74A492 ,? @>?49
&0C,> -@? B,9? ?:0C;7:=0:?30=;,=7>:1?30.:@97=D 9:B

%49.0=07D

47,94 \A4>

"</[:9=3>398= +0>/< (/<,=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

-L?JIMCNCIHM I@N?H @IFFIQ P?L<M NI =L?;N? ?RIL?MMCIHM QCNB >CMNCH=N G?;HCHAM 1B?N
?RIL?MMCIHM ;L? MIG?NCG?M =;FF?> JL?JIMCNCIH;F P?L<M fN CM CGJILN;HN NI L?G?G<?L
NB;N NB?M? ?RIL?MMCIHM =;HHIN <? M?J;L;N?>

Verb + )
" Meaning Example
Preposition
) , My husband
_ to agree with something or
agree with always
someone i
agrees with me.
) to express regret for i
apologize i | apologize for
something, to say sorry about )
for i being late.
something
ly f t k f thing f I will “apply for
a or o ask for something forma
PPY d Y that job.
to ha ve a firm conviction in | believe in
believe in something; to believe in the educating the
existence of something worldOs women.

. | care about the
to think that someone or
care about . health of ou r
something is important
oceans.

Table 5.21 Verbs + Prepositions
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to be told about something or | heard about the

hear about ~ .
someone teachersO strike.
Will you look
to watch or to protect after my dog
look after . .
someone or something while | am on
vacation?
We will talk
, i about the
talk about to discuss something )
importance of
recycling.
I will speak to his
speak to, .
with to talk to/with someone teacher
tomorrow.
) to await the arrival of I will wait for my
wait for . .
someone or something 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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H; M?2J;L;N? MB??N 1@ J;J?L =IGIF?N? NB? @IFFIQCHA M?HN?H=?M <S QLCNCHA NB? =ILL?=N
JL?JIMCNCIH ;@N?L NB? P?L<

JIFIACT? @IL <?FC?P? CH ;FC?HM IL ABIMNM

B?;L ;<ION N;FE ;<ION J?IJF? QB?H NB?S ;L? HIN B?L?
&?LG;H M;C>B? Q;M AICHA NI ;i <?FC?P? CH ;JJFS @IL NB? CHN?LHMBCJ
'IH;M QIOF> HIN ::::::0 N;FE ;<ION ;JIFIACT? @IL ?;NCHA NB? F;MN JC?=? |@ =,E?
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"<[:9=3>398= +0>/< .4/->3@/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

OCGCF;L NI JL?JIMCNCIHM ;@N?L P?L<M JL?JIMCNCIHM ;@N?L ;>D?=NCP?M =L?;N? ?RIL?MMCIH
QCNB >CMNCH=N G?;HCHAM OHCKO? NI #HAFCMB /?G?G<?L FCE? JL?JIMCNCIH;F P?L<M NB?M
?RIL?MMCIHM ;FMI =;HHIN <? M?J;L;N?>

Adjective +
Preposition

angry at,
about

confused
about

disappointed
in, with

dressed in

happy for

interested in

jealous of

Meaning

to feel or show anger
toward (or about) someone
or something

to be unable to think with
clarity about someone or
something.

to feel dissatisfaction with
someone or something

to clothe the body

to show happiness for
someone or something

giving attention to
something, expressing
interest

to feel resentful or bitter
toward someone or
something (because of their
status, possessions, or
ability)

Table 5.22 Adjectives + Prepositions

Example

I am angry about
the oil spill in the
ocean.

Shawn was
confused about
the concepts
presented at the
meeting.

| was
disappointed in
my husband
because he voted
for that candidate.

He was dressed in
a pin-striped suit.

I was happy for
my sister who
graduated from
college.

| am interested in
musical theater.

| was jealous of
her because she
always went on
vacation.
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I am thankful for
to express thanks for

thankful for . my wonderful
something )
friends.
_ ) | was tired of
) to be disgusted with, ha ve a .
tired of ) driving for hou rs
distaste for )
without end.
) . | am worried
worried to express anxiety or worry ~
i about my fatherOs
about about something
health.

Table 5.22 Adjectives + Prepositions

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

,H ;s M?2J;L;N? MB??N 1@ J;J?7L =IGIJF?N? NB? @IFFIQCHA M?HN?H=?M <S QLCNCHA NB? =ILL?=N
JL?JIIMCNCIH ;@N7?L NB? P?L<

*?7?L; Q;M >??JFS ... CHN?L?MN?> CH NB;HE@OF @IL G;LCH? <CIFIAS

fQ;M i D?;FIOM 1@ >CM;JJICHN?> CH NB? M?;MIH aH;F? |@ GS @;PILCN? MBIQ
'IL>;H QIH NB? L;=? ;H>f;G i B;JJS @IL CHN?L?MN?>CH BCG

1B? F;QS?L Q;M ;. NB;HE@OF @IL =IH@OM?> ;<ION NB? >?N;CFM |@ NB? =;M?
IBFI? Q;M ::iiiir >L?MM?> CH NCL?> 1@ ; =IG@ILN;<F? <FO? NOHC=

Tip

The following adjectives are always followed by the preposition at:

¥ Good

Sheisreally goodat chess.
¥ Excellent

Henry is excellentat drawing.
¥ Brilliant

Mary Anne is brilliantat  playing the violin.

/C &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

)<3>381 ::63-+>398

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

4L.CN? ;<ION; B;JJS =BCF>BII> G?GILS OMCHA ;M G;HS JL?JIMCNCIHM @IFFIQ?> <S P?L<M
;H>;>D?=NCP?M ;M SIO =;H 2M? ;N F?;MN N?H 4B?H SIO ;L? aHCMB?> ?R=B;HA? J;J?LM
QCNB ; =F;MMG;N? ;H> =ILL?=N ;HS JL?JIMCNCIH ?LLILM SIO aH>

%6+81 +8. P.397=

P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

¥ Recognize slang and idioms.
¥ Learn to a void using slang and idioms in formal writing.

41L>M ;L? NB? <;MCM 1@ BIQ ; L?;>?7L IL FCMN?H?L DO>A?M SIO NB? QLCN?L ;H> MJ?;E?L

4B?H SIO QLCN? ;H ;=,>?GC= J;J?L IL MJ?;E CH ; <OMCH?MM CHN?LPC?Q SIO Q;HN NI <?

MOL? NI =BIIM? SIOL QIL>M =;L?@OFFS fH IOL =;MO;F ?P?LS>;S N;FE Q? I@N?H OM?; FIN |@
AOGM _"FCE?M _~S?;BM _ ;H>MI IH 1BCM ?P?LS>;S F;HAO;A? CM HIN ;JJLIJLC;N? @IL @ILG;F
=I[HN?RNM MO=B ;M ;=;>?GC= J;J?LM ;H> <OMCH?MM CHN?LPC?QM 610 MBIOF> MQCN=B
<?NQ??H >Ce?L?HN Q;SM 1@ MJ?;ECHA ;H> QLCNCHA >?J?H>CHA IH QB?NB?L NB? =IHN?RN CM
@ILG;F IL CH@ILG;F

%6+81

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

&?S AOSM F?N]M F?;LH ;<ION MF;HA ;H> INB?L =lIF MNOe FCE? NB;N fN QCFF <? ;Q?MIG? NLOMN
G? 1BCM M?=NCIH CM le NB? BIIE

4B;N >| SIO HINC=7? ;<ION NB? JL?PCIOM J;L;AL;JB 6/0 GCABN HINC=? NB;N NB? F;HAO;A?
MIOH>M CH@ILG;F IL =;MO;F FCE? MIG?IH? GCABN N;FE QCNB ; @LC?H> IL @;GCFS G?G<?L
1B? J;L;AL;JB ;FMI OM?M ; FIN |@ MF;HA OF;HA CM ; NSJ? 1@ F;HAO;A? NB;N CM CH@ILG;F ;H>
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JF;S@OF fN I@N?H =B;HA?M IP?L NCG? 1B? MF;HA I@ NB? J;MN CM >Ce?L?HN NB;H NB? MF;HA |@
NI>;S <ON MIG? MF;HA B;M =;LLC?> IP?L CHNI NB? JL?M?HN OF;HA ;FMI P;LC?M <S L?ACIH
;H>=0OFNOL? 1B? CGJILN;HN NBCHA NI OH>?LMN;H> CM NB;N MF;HA CM =;MO;F N;FE ;H> SIO
MBIOF> ;PIC> OMCHA CN CH @ILG;F =IHN?RNM 1B?L? ;L? FCN?L;FFS NBIOM;H>M 1@ MF;HA QIL>M
;H> ?RIL?MMCIHM 1;<FP<F? ?RJF;CHM DOMN ; @?Q I@ NB? GIL? =IGGIH N?LGM

Slang Word or Phrase Meaning

check it out, check this .
v. look at, watch, examine

out
chocoholic, n. a person who loves, is addicted to
workaholic, shopaholic chocolate/work/shopping
n. things (used as a singular, noncount
stuff
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
vegd (sounds like the )
) v. relax and do nothing
veg in vegetable)
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



B/<-3=/
P;CF;<F? OH>?LL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

#>CN NB? <OMCH?MM ? G;CF <S L?JF;=CHA ;HS MF;HA QIL>M ;H> JBL;M?M QCNB GIL? @ILG;F
F;HAO;A?

0,= > "H:99:=

,8 B=47492 ?: 1:77:B @; :9 8D 49?70=A40B 1=:8 7,>? B006 4=>7?:1,77 47
B,>,B0>:80?: 800? D:@ *@ ,=0,=0,77D .::77,/D -0740A0 B:@7/-0,
=:,?,77 ?230 >?@K D:@ 809?74:90/ ?3,? B:@7/ -0 =0<@4=0/ :1 80 49 ?34> 5:-

,89:?,B:=6,3:74. -@? /.B:=63,=/,9/1?,60.,=0:1 -@>490>>J
,3, #70,>0.:9?,.7 8041 D:@ 3,A0,9D <@0>?4:9> := .:9.0=9>

%49.0=07D

=90>? 9/0=>:9

P.397=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

f>CIGM ;L? ?RIL?MMCIHM NB;N B;P? ; G?;HCHA >Ce?L?HN @LIG NB? >C=NCIH;LS >?aHCNCIHM
I@ NB? CH>CPC>O;F QIL>M CH NB? ?RIL?MMCIH ?=;0M? #HAFCMB =IHN;CHM G;HS C>CIGM
HIHH;NCP? #HAFCMB MJ?;E?LM B;P? >Cc=OFNC?M G;ECHA FIAC=;F M?HM? |@ C>CIGM ;H>
C>CIG;NC= ?RIL?MMCIHM 1B? GIL? SIO ;L? ?RJIM?> NI #HAFCMB BIQ?P?L NB? GIL?

C>CIGM SIO QCFF =IG? NI OH>?LMN;H> 2HNCF NB?H G?GILCTCHA NB? GIL? =IGGIH C>CIGM
G;S<? 1@ MIG? B?FJ

Idiom Definition
a blessing in i ) i

L a good thing you do not recognize at first
disguise
a piece of cake easy to do
better late than it is better to do something late than not at
never all

) recover from something (like a perceived

get over It

insult)

Table 5.24 Idioms
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| have no idea | donOt know

not a chance it will definitely not happen

on pins and very nervous about something that is
needles happening

on top of the world feeling great

Pulling you rleg Making a joke by tricking another person
The sky is the limit The possibilities are endless

Table 5.24 Idioms

4B;N C@ SIO =IG? ;=LIMM ;H C>CIG NB;N SIO >| HIN OH>?LMN;H> 1B?L? ;L? =FO?M NB;N
=,HB?FJ SIO 1B7?S;L? =;FF?>=IHN?RN =FO?M !IHN?RN =FO?M ;L? QIL>M IL JBL;M?M
;LIOH> NB? OHEHIQH QIL> IL JBL;M? NB;N G;S B?FJ SIO >?=CJB?L CNM G?;HCHA

/L83>398 9< /B:6+8+>398 -67?/ H C>CIG G;S <? ?RJF;CH?> CGG?>C;N?FS ;@N?L CNM

OoM?
%/8>/8-/ f@7?FN FCE? f Q;M MCNNCHA IH JCHM ;H> H??>F?M f Q;M MI H?LPIOM
$/=>+>/7/8> 9< =C898C7 -6?/= H C>CIG G;S <? MCGJFCa?> IL L?MN;N?>

%/8>/8-/ 1B? SIOHA ACLF @?FN ;M NBIOAB MB? B;> <??H M?HN NI NB? >IA BIOM? QB?H B?L
GINB?L JOHCMB?> B?L @IL aABNCHA CH M=BIIF
98><+=> 9< 8>98C7 -6?/= H C>CIG G;S <? =F;LCa?> <S ; =IHNL;MNCHA JBL;M?
IL ;HNIHSG NB;N CM H?;L CN
%/8>/8-/ IBSHH; NBIOABN NB? E G;L;NBIH QIOF><?; JC?=? 1@ =;E? <@GN>?7<8/.
9?>>9 ,/ @/<C .3N-?6>

=S ;NN?HNCIH NI NB? MCAH;F QICBQBC=B N?FFM NB? L?;>?L NB;N ;H IJJIMCN? NBIOABN IL
=IH=?JN CM |==OLLCHA

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

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.

¥ Itis good to be aware of slang and idioms so they do not appear in
you r formal writing.
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

4LCN? ; MBILN J;L;AL;JB ;<ION SIOLM?F@ NI ; @LC?H> 4LCN? ;HINB?L J;L;AL;JB ;<ION
SIOLM?F@ NI ;H ?GJFIS?L #R;GCH? ;H>>CM=0MM NB? >Ce?L?H=?M CH F;HAO;A? <?NQ??H
NB? NQI J;L;AL;JBM

/6: 09< 8163=2 +817?7+1/ /+<8/<= 8.90 2+:>/<
B/<-3=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H=M;

Learning Objectives
1. Use the skills you ha ve learned in the chapter.
2. Work collaboratively with other students.

B/<-3=/=

H; M2J;,L:N? MB??N 1@ J;J7L =L?;N? KO?MNCIHM @LIG NB? @IFFIQCHA M?HN?H=?M
*S >:0ABN?L QCFF B:P? NI NBCHE ;<ION B?L =IFF?A? IJINCIHM
,NNI CM Q;CNCHA CH NB? =L @IL BCM ACLF@LC?H>
1B? ;LNC=F? N;FEM ;<ION =IHM?LPCHA ?H?LAS
4?2 H??> NI L?>0=? IOL H??>M
JOMB; CM ;FQ;SM =IGJF;CHCHA :<ION B?L QILE
2H>?LFCH? NB? JL?JIMCNCIH:F JBL;M? CH ?;=B |@ NB? @IFFIQCHA M?HN?H=?M
*IHC=; NIF> OM :<ION B?L NLCJ
f BIJ? Q? B;P? MOHMBCH? NBLIOABION NB? MOGG?L
1B? J:HNB?L =FCG<?> 0J NB? NL??
1B? FCNNF? <IS Q:M MN;H>CHA <?BCH> BCM GINB?L]M F?AM
4?2 MN:S?> ;:Q;E? OHNCF >;QH
-F;=? NB? @IFFIQCHA M?NM I@ ;>D?=NCP?M CH NB? =ILL?=N IL>?L <?@IL? NB? HIOH
2S?M <F;=E G?MG?LCTCHA
D:=E?N PCHN:A? IL:HA? MO?>?
JCH?;JJF? LCJ? S?FFIQ MQ??N
P;=:NCIH @OH MECCHA
GIPC? BCF;LCIOM CH>?J?H>?HN
H M2J;,L:N? MB??N 1@ J;J?L L?QLCN? NB? JIMCNCP? M?HN?H=?M ;M H?A;NCP?
M?HN?H=?M ? MOL? NI E??2J NB? M?HN?H=?M CH NB? JL?M?HN N?HM?
0IG?NCG?M f QILE IH O;NOL>;SM
1B? A:L>?H :NNL:=NM <ONN?LbC?M :H> <??M
&? <L?:NB?M FIO>FS :N HCABN
f=B?Q IH <F;>?M |@ AL;MM CH NB? MOGG?L NCG?
f =IGGOHC=;N? Q?FF QCNB GS BOM<;H>
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,H; M?2J;L;N? MB??N |@ J;J?L L?QLCN? NB? @IFFIQCHA J;L;AL;JB <S =ILL?=NCHA NB?
>|O<F? H?A;NCP?M

&3,? 8:=9492 4? B,> >: 3:? :==0>? 107? 7460 30 .:@7/9H? 3,=/7D -=0,?30
49H? 9:73492 B:@7/ 20? 348 :@7? ?30 /::= 497: 73,7 >.:=.3492 30,? &309 30
=0808-0=0/ 34> /:2 +0@> B3: >?,=?0/ B349492 =423? ?309 +0@> B,>
B349492 ,9/-,=6492 >: 8@.3 ?3,? :==0>7? /4/9H? 3,A0 9: .3:4.0 -@? ?: 20?
'K?30.:@.3,9/1,.0?30/,D &3,?[:2/4/9H7? /. 9:?3492 -@7? >94K ,=:@9/

?30 -@>30>,9/ ?=D ?: >?,D 49 ?30 >3,/0 B3470 :==0>? B,>>B0,?7492 49 ?30
>@9 3:7/492 ?3070,>3 0.:@7/9H? 9:? B,4? 1:= B49?0=?: ..80
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,H=? SI0 B;P? @IOH> ;FF NB? ?LLILM SIO =;H JF?;M? MB;L? QCNB ; =F;MMG;N? ;H>
=IGJ;L? SIOL ;HMQ?LM "C> SIOL J;LNH?L aH> ;H ?LLIL SIO GCMM?> "C> SIO aH> ;H
?LLIL SIOL J;LNH?L GCMM?> lIGJ;L? QCNB SIOL CHMNLO=NIL]M ;HMQ?LM



2+.>[< )<3>381 "+<+1<+:.2=
%/:+<+>381 P./+= +8. %2+:381
98>/8>

"?<:9=/ ?.3/8-/ &98/ +8. 98>/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

Learning Objectives

1. Identify the fou r common academic pu rposes.
2. ldentify audience, tone, and content.
3. Apply pu rpose, audience, tone, and content to a specific assignment.

fG;ACH? L?;>CHA IH? FIHA <FI=E 1@ N?RN QCNB ?;=B C>?; <FOLLCHA CHNI NB? H?RN #P?H C@
SIO ;L? L?;>CHA ; NBLCFFCHA HIP?F IL ;H CHN?L?MNCHA H?QM ;LNC=F? SIO QCFF FCE?FS FIM?
CHN?L?MN CH QB;N NB? ;ONBIL B;M NI M;S P?LS KOC=EFS "OLCHA NB? QLCNCHA JLI=?MM CNC
B?FJ@OF NI JIMCNCIH SIOLM?F@ ;M ; L?;>?L ME SIOLM?F@ QB?NB?L SIO =;H @I=OM ?;MCFS IH
?,=B JICHN SIO G;E? ,H? N?=BHCKO? NB;N ?e?=NCP? QLCN?LM OM? CM NI <?ACH ; @L?MB
J;L;AL;JB @IL ?;=B H?Q C>7?; NB?S CHNLI>0O=?

-;L;AL;JBM M?J;L;N? C>?;M CHNI FIAC=;F G;H;A?;<F? =BOHEM ,H? J;L;AL;JB @I=OM?M

IH IHFS IH? G;CH C>7?; ;H> JL?M?HNM =IB?L?HN M?HN?H=?M NI MOJJILN NB;N IH? JICHN
?=;0M? ;FF NB? M?HN?H=?M CH IH? J;L;AL;JB MOJJILN NB? M;G? JICHN ; J;L;AL;JB G;S
MN;H>IH CNM IQH 11 =L?;N? FIHA?L ;MMCAHG?HNM ;H> NI >CM=0MM GIL? NB;H IH? JICHN
QLCN?LM ALIOJ NIA?NB?L J;L;AL;JBM

1BL?? ?F?G?HNM MB;J? NB? =IHN?HN 1@ ?;=B J;L;AL;JB

-OLJIM? 1B? L?;MIH NB? QLCN?L =IGJIM?M NB? J;L;AL;JB
1IH? 1B? ;NNCNO>? NB? QLCN?L =IHP?SM ;<ION NB? J;L;AL;JB]M MO<D?=N
0O>C?H=? 1B? CH>CPC>O;F IL ALIOJ QBIG NB? QLCN?L CHN?H>M NI ;>>L?MM
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1B? ;MMCAHG?HN]M JOLJIM? ;0>C?H=? ;H> NIH? >C=N;N? QB;N NB? J;L;AL;JB =IP?LM ;H>
BIQ CN QCFF MOJJILN IH? G;CH JICHN 1BCM M?=NCIH =IP?LM BIQ JOLJIM? ;0>C?H=? ;H>
NIH? ;e?=N L?;>CHA ;H> QLCNCHA J;L;AL;JBM

P./8>30C381 97798 -+./73-"?<:9=/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1B? JOLJIM? @IL ; IC?=? |@ QLCNCHA C>?HNCa?M NB? L?;MIH SIO QLCN? ; J;LNC=0OF;L
>|=0G?HN ;MC=;FFS NB? JOLJIM? |@ ; JC?=? 1@ QLCNCHA ;HMQ?LM NB? KO?MNCIH *BS _
$IL ?R;GIF? QBS QLCN? ; JF;S 11 ?HN?LN;CH ; J;=E?> NB?;N?L 4BS QLCN? CHMNLO=NCIHM

NI NB? <;<SMCNN?L 11 CH@ILG BCG IL B?L I@ SIOL M=B?>0OF? ;H> LOF?M 4BS QLCN? ; F?NN?L
NI SIOL =IHAL?MMG;H 11 J?LMO;>? BCG NI ;>>L?MM SIOL =IGGOHCNS]M H??>M

fH ;=>?GC= M?NNCHAM NB? L?;MIHM @IL QLCNCHA @OFaFF @IOL G;CH JOLJIM?M NI MOGG;LCT?
NI ;H;FST? NI MSHNB?MCT? ;H> NI ?P;FO;N? 610 QCFF ?H=IOHN?L NB?M? @IOL JOLJIM?M HIN
IHFS ;M SIO L?;> @IL SIOL =F;MM?M <ON ;FMI ;M SIO L?;> @IL QILE IL JF?;MOL? ?=,0M?

L?;>CHA ;H> QLCNCHA QILE NIA?NB?L SIOL QLCNCHA MECFFM QCFF CGJLIP? ;M SIO L?;> 11

F?;LH GIL? ;<ION L?;>CHA CH NB? QLCNCHA JLI=?MMBRPRCNCHA -LI=?MM &IQ "I f

?ACH -,A?

#P?HNO;FFS SIOL CHMNLO=NILM QCFF ;ME SIO NI =IGJF?N? ;MMCAHG?HNM MJ?=Ca=;FFS >?MCAH?:
NI G??N IH? 1@ NB? @IOL JOLJIM?M M SIO QCFF M?? NB? JOLJIM? @IL QLCNCHA QCFF AOC>?

SIO NBLIOAB ?;=B J;,LN I@ NB? J;J?L B?FJCHA SIO G;E? >?=CMCIHM ;<ION =IHN?HN ;H>

MNSF? $IL HIQ C>?HNC@SCHA NB?M? JOLJIM?M <S L?;>CHA J;L;AL;JBM QCFF JL?J;L? SIO NI

QLCN? CH>CPC>O;F J;L;AL;JBM ;H> NI <OCF> FIHA?L ;MMCAHG?HNM
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

MOGG;LS MBLCHEM ; F;LA? ;GIOHN 1@ CH@ILG;NCIH CHNI IHFS NB? ?MM?HNC;FM 610
JLI<;<FS MOGG;LCT? ?P?HNM <IIEM ;H> GIPC?M >;,CFS 1BCHE ;<ION NB? F;MN <FI=E<OMN?L
GIPC? SIO M;Q IL NB? F;MN HIP?F SIO L?;> IB;H=?M ;L? ;N MIG? JICHN CH ; =;MO;F
=IHP?LM;NCIH QCNB ; @LC?H> =IQILE?L IL =F;MMG;N? SIO =IGJL?MM?> ;FF NB? ;=NCIH CH ;
NQI BIOL aFG IL CH ; NQI BOH>L?> J;A? <IIE CHNI ; <LC?@ >?M=LCJNCIH I@ NB? G;DIL JFIN
GIP?G?HNM 4BCF? CH =IHP?LM;NCIH SIO JLI<;<FS >?M=LC<?> NB? G;DIL BCABFCABNM IL
NB? G;CH JICHNM CH DOMN ; @?Q M?HN?H=?M OMCHA SIOL IQH PI=;<OF;LS ;H> G;HH?L |@
MJ?;ECHA

0CGCF;,LFS ; MOGG;LS J;L;AL;JB =IH>?HM?M ; FIHA JC?=? |@ QLCNCHA CHNI ; MG;FF?L
J;L,AL;JB <S ?RNL;=NCHA IHFS NB? PCN;F CH@ILG;NCIH MOGG;LS OM?M IHFS NB? QLCN?L]M
IQH QIL>M )CE? NB? MOGG;LS]M JOLJIM? CH >;CFS =IHP?LM;NCIH NB? JOLJIM? |@ ;H
;=;>?GC= MOGG,;LS J;L;AL;JB CM NI G;CHN;CH ;FF NB? ?MM?HNC;F CH@ILG;NCIH @LIG ;
FIHA?L >1=0OG?HN FNBIOAB MBILN?L NB;H NB? ILCACH;F JC?=? |@ QLCNCHA ; MOGG;LS
MBIOF> MNCFF =IGGOHC=;N? ;FF NB? E?S JICHNM ;H> E?S MOJJILN fH INB?L QIL>M MOGG;LS
J;L;AL;JBM MBIOF> <? MO==CH=N ;H> NI NB? JICHN
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MOGG;LS I@ NB? L?JILN MBIOF> JL?M?HN ;FF NB? G;CH JICHNM ;H> MOJJILNCHA >?N;CFM CH
<LC?@ /?;> NB? @IFFIQCHA MOGG;LS I@ NB? L?JILN QLCNN?H <S ; MNO>?HN



+INC=? BIQ NB? MOGG;LS L?N;CHM NB? E?S JICHNM G;>? <S NB? QLCN?LM I@ NB? ILCACH;F
L?JILN <ON IGCNM GIMN 1@ NB? MN;NCMNC-=;F >;N; 00GG;LC?M H??> HIN =IHN;CH ;FF NB?
MJ?=Ca= @;=NM ;H>aAOL?M CH NB? ILCACH;F >I=OG?HN NB?S JLIPC>? IHFS ;H IP?LPC?Q |@
NB? ?MM?HNC;F CH@ILG;NCIH

8+6C=3="+<+1<+:2=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H ;H;FSMCM M?J;L;N?M =IGJF?R G;N?LC;FM CH NB?CL >Ce?L?HN J;LNM ;H> MNO>C?M BIQ NB?
J;LNM L?F;N? NI IH? ;HINB?L 1B? ;H;FSMCM I@ MCGJF? N;<F? M;FN @IL ?R;GJF? QIOF>
L?KOCL? ; >?=IHMNLO=NCIH I@ CNM J;LNM[NB? ?F?G?HNM MI>COG +; ;H>=BFILC>? IF

1B?H M=C?HNCMNM QIOF> MNO>S BIQ NB? NQI ?F?G?HNM CHN?L;=N NI =L?;N? NB? =IGJIOH>
+!F IL MI>COG =BFILC>? QBC=B CM ;FMI =;FF?> MCGJF? N;<F? M;FN

H;FSMCM CM HIN FCGCN?> NI NB? M=C?H=?M 1@ =IOLM? H ;H;FSMCM J;L;AL;JB CH ;=;>?GC=
QLCNCHA @OFaFFM NB? M;G? JOLJIM? fHMN?;> |@ >?=IHMNLO=NCHA =IGJIOH>M ;=;>?GC=
;H;FSMCM J;L;AL;JBM NSJC=;FFS >?=|[HMNLO=N >I=O0G?HNM H ;H;FSMCM N;E?M ;J;LN ;

JLCG;LS MIOL=? ;H ?MM;S ; <IIE ;H ;LNC=F? ?N= JICHN <S JICHN fN =IGGOHC=;N?M NB?

G;CH JICHNM I@ NB? >I=OG?HN <S ?R;GCHCHA CH>CPC>O;F JICHNM ;H> C>?HNC@SCHA BIQ NB
JICHNM L?F;N? NI IH? ;HINB?L

1;E?; FIIE ;N ; MNO>?HN]M ;H;FSMCM I@ NB? DIOLH;F L?JILN
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+INC=? BIQ NB? ;H;FSMCM >I?M HIN MCGJFS L?J?;N CH@ILG;NCIH @LIG NB? ILCACH;F L?JILN
<ON =|HMC>7LM BIQ NB? JICHNM QCNBCH NB? L?JILN L?F;N? NI IH? ;HINB?L S >ICHA NBCM
NB? MNO>?HN OH=IP?LM ; >CM=L?J;H=S <?NQ??H NB? JICHNM NB;N ;L? <;=E?>0J <S
MN;NCMNC=M ;H> NBIM? NB;N L?KOCL? ;>>CNCIH;F CH@ILG;NCIH H;FSTCHA ; >I=0G?HN
CHPIFP?M ; =FIM? ?R;GCH;NCIH I@ ?;=B |@ NB? CH>CPC>O;F J;LNM ;H> BIQ NB?S QILE
NIA?NB?L

0KC8>2/=3="+<+1<+:2=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

MSHNB?MCM =IG<CH?M NQI IL GIL? CN?GM NI =L?;N? ;H ?HNCL?FS H?Q CN?G ![IHMC>?L NB?
?F?=NLIHC= GOMC=;F CHMNLOG?HN ;IJNFS H;G?> NB? MSHNB?MCT?L fN FIIEM FCE? ; MCGJF?
E?S<I;L> <ON >CMJF;SM ; >;MB<I;L> |@ MQCN=B?M <ONNIHM ;H>F?P?LM 4CNB NB? bCJ 1@ ;

@?Q MQCN=B?M ; GOMC=C;H G;S =IG<CH? NB? >CMNCH=N MIOH>M |@ ; JC;HI ; bON? IL;

AOCN;L[IL ;HS INB?L =IG<CH;NCIH |@ CHMNLOG?HNM|NI =L?;N? ; H?Q MIOH> 1B?

JOLJIM? 1@ NB? MSHNB?MCT?L CM NI <F?H> NIA?NB?L NB? HIN?M @LIG CH>CPC>0;F CHMNLOG?HNI
NI @ILG H?Q OHCKO? HIN?M

1B? JOLJIM? I@ ;H ;=;>?GC= MSHNB?MCM CM NI <F?H> CH>CPC>O;F >I=OG?HNM CHNI ; H?Q
>|=0G?HN H ;=;>?GC= MSHNB?MCM J;L;AL;JB =IHMC>?LM NB? G;CH JICHNM @LIG IH? IL
GIL? JC?=?M 1@ QLCNCHA ;H> FCHEM NB? G;CH JICHNM NIA?NB?L NI =L?;N? ; H?Q JICHN IH?
HIN L?JFC=;N?> CH ?CNB?L >I=0G?HN

1;E?; FIIE ;N ; MNO>?HN]M MSHNB?MCM |@ M?P?L;F MIOL=?M ;<ION OH>?L;A? >LCHECHA
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+INC=? BIQ NB? MSHNB?MCM J;L;AL;JBM =IHMC>?L ?;=B MIOL=? ;H> OM? CH@ILG;NCIH @LIG
?,;=B NI =L?;N? ; H?Q NB?MCM All> MSHNB?MCM >I?M HIN L?J?;N CH@ILG;NCIH NB? QLCN?L
OM?M ; P;,LC?NS I@ MIOL=?M NI =L?;N? ; H?Q C>?;
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

H ?P;FO;NCIH DO>A?M NB? P;FO? 1@ MIG?NBCHA ;H>>?N?LGCH?M CNM QILNB #P;FO;NCIHM CH
?P?LS>;S ?RJ?LC?H=?M ;L? I@N?H HIN IHFS >C=N;N?> <S M?N MN;H>;L>M <ON ;FMI CHbO?H=?>
<S IJCHCIH ;H> JLCIL EHIQF?>A? $IL ?R;GJF? ;N QILE ; MOJ?LPCMIL G;S =IGJF?N? ;H

?GJFIS?? ?P;FO;NCIH <S DO>ACHA BCM MO<IL>CH;N?]M J?L@ILG;H=? <;M?> IH NB?

=IGJ;HSIM A, FM f@ NB? =IGJ;HS @I=OM?M IH CGJILIPCHA =IGGOHC=;NCIH NB? MOJ?LPCMIL
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;
>|=0OG?HN IL ; NIJC= 1@ >CM=0OMMCIH #P;FO;NCIHM ;L? CHbO?H=?> <S SIOL L?;>CHA |@ NB?
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>1=0G?HN SIOL JLCIL EHIQF?>A? ;H> SIOL JLCIL ?RJ?LC?H=? QCNB NB? NIJC= IL CMMO?
?2=,0M? ;H ?P;FO;NCIH CH=ILJIL;N?M SIOL JICHN 1@ 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 /2;> ; MNO>?HNIM ?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 assignmentOs 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>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1?;> NB? @IFFIQCHA J;L;AL;JBM ;<ION @IOL aFGM ;H> NB?H C>?HNC@S NB? JOLJIM? |@ ?;=B
J;L;AL;JB

1BCM aFG =I0OF> ?;MCFS B;P? <??H =ON >IQH NI F?MM NB;H NQI BIOLM S NB? aH;F

M=?H? fHINC=?> NB;N GIMN 1@ GS @?FFIQ GIPC?AI?LM Q?L? MHIITCHA CH NB?CL M?;NM
JH> 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? <IlE B? NLC?M NII B;L> NI =L;G CH ;FF NB? ;=NCIH
QBC=B CM DOMN NIl ;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 ;>IIN?> ;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 IINCIHM[;>IINCIH ;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 1@

?P?HNM NB;N OFNCG;N?FS L?MOFN CH );0L; A?NNCHA B?L FC@?FIHA QCMB ON CM CN L?;FFS (
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MB? Q;HNM 1BLIOABION NB? L?MN 1@ NB? aFG );OL; >CM=IP?LM NB;N MIG?NCG?M NB?
J;MN CM <?MN F?@N QB?L? CN <?FIHAM

11 =L?;N? NB? @??FCHA 1@ <?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> @ NB? GIPC? 1B? >?MJ?L;NCIH |@
NB? ;=NILM =IG<CH?> QCNB NB? =F;0OMNLIJBI<C= ;NGIMJIB?L? ;H> NCABN =;G?L;

‘HAF?M =L?:N? ; L?;FCMNC= aL?MNILG @LIG QBC=B NB?L? CM FCNNF? BIJ? |@ ?M=;J?
4:FECHA ION 1@ NB? NB?;N?L :N NB? ?H> @??FM FCE? MN:AA?LCHA ION 1@ : /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 |
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 =:INILM
NB? LCME I@ CH=CNCHA @ONOL? L?P?HA? @LIG INB?L CHG;N?M fHMN?;> <INB H?QM L?JIL
‘H> JMS=BIFIAC=;F MNO>C?M CH>C=:N? NB:N JLCMIH?LM QBI > HIN ;=NCP?FS J;LNC=CJ;N?
CH ; LCIN QCFF Al <;=E NI NB?CL =?FFM ;H> :PIC> =IHbC=N :FNIA?NB?L #R:GJF?M I@ NBCM
F:=E 1@ :NN?HNCIH NI >?N;CF |1==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

your personal opinion, along with supporting evidence, research, or
examples to back it up. Listen for words such as >@88,=4EQ ,9,7DEQ,
>D9?30>4E6r 0A,7@,?Qvhen you r boss asks you to complete a report to
help determine a pu  rpose for writing.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IIHMC>?L NB? ?MM;S GIMN L?=?HNFS ;MMCAH?> NI SIO f>?HNC@S NB? GIMN ?e?=NCP?
;=>?GC=JOLJIM? @IL NB? ;MMCAHG?HN


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/

P./8>30C381 >2/ ?.3/8-/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

fG;ACH? SIO GOMN ACP? ; JL?M?HN;NCIH NI ; ALIOJ 1@ ?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 610

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
OBIOF> NB? JL?M?HN;NCIH >?aH? CGJILN;HN QIL>M IL QCFF NB? ?R?=0ONCP?M ;FL?;>S EHIQ
NB? N?LGM OBIOF> SIO Q?;L SIOL MOCN ;H>>L?MM MBCLN 1B? ;HMQ?LM NI NB?M? KO?MNCIHM
QCFF B?FJ SIO >?P?FIJ ;H ;JILIJLC;N? L?F;NCIHMBCJ QCNB SIOL ;0>C?H=? G,;ECHA NB?G

GIL? L?=?JNCP? NI SIOL G?MM;A?

+1Q CG;ACH? SIO GOMN ?RJF;CH NB? M;G? <OMCH?MM =IH=?JNM @LIG SIOL JL?M?HN;NCIH NI
; ALIOJ |@ 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 <? NIl MIJIBCMNC=;N?>
;H>NB? N?LGM QCFF =?LN;CHFS L?KOCL? >?aHCNCIHM 610 G;S ?P?H L?=IHMC>?L SIOL IONaN
;H>MJILN ; GIL? =;MO;F FIIE ?=,0M? NB? ;0>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 ;0>C?H=?

fH NB?M? NQI MCNO;NCIHM NB? ;0>C?H=?[NB? CH>CPC>0;FM QBI QCFF Q;N=B ;H> FCMN?H NI NB?
JL?M?HN;NCIH[JF;SM ; LIF? CH NB? >?P?FIJG?HN 1@ JL?M?HN;NCIH M SIO JL?J;L? NB?
JL?M?HN;NCIH SIO PCMO;FCT? NB? ;0>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

SI0 QCFF JL?M?HN CN 1B?H >OLCHA NB? JL?M?HN;NCIH SIO G??N NB? ;0>C?H=? CH J?LMIH
;H>>CM=IP?L CGG?>C;N?FS BIQ Q?FF SIO J?L@ILG

FNBIOAB NB? ;0>C?H=? @IL QLCNCHA ;MMCAHG?HNMISIOL 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 ;0>C?H=? B;M <?=IG? MI =IGGIH NB;N
SIO G;S HIN ?P?H >?N?=N NB? ;0>C?H=? >LCP?H >?=CMCIHM

$IL ?R;GJIF? SIO 0OJ>;N? SIOL MN;NOM IH ; MI=C;F H?NQILECHA MCN? QCNB NB? ;Q;L?H?MM 1@
QBI QCFF >CACN;FFS @IFFIQ NB? JIMN f@ SIO Q;HN NI <L;A ;<ION; All> 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 |@ BOGIL CH GCH> #P?H ;N QILE SIO M?H> ? G;CFM
QCNB ;H;Q;L?H?MM 1@ ;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> [H? 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;,GJIF?
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-,.6 90C? BO0O6 /01/:!"& B,9? ?: 84>> ?30 -,>60?-,77 ?:@ =9,8097?

*IMN FCE?FS SIO G;N=B?> ?;=B J;L;AL;JB NI CNM CHN?H>?> ;0>C?H=? QCNB FCNNF?
B?MCN;NCIH ?=;0M? ?;=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? ;0>C?H=? @;CLFS KOC=EFS 4B?H QLCNCHA SIOL IC

J:.L:AL;JBM SIO GOMN ?HA:A? QCNB SIOL :0>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? |@ 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.

?=,0M? @I=OMCHA IH ;0>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 ;0>C?H=? G?G<?LM 2M?
SIOL CG;ACH;NCIH NI ;HNC=CJ;N? NB? L?;>?LM] >?GIAL;JBC=M ?>0=;NCIH JLCIL EHIQF?>A?
;H> ?RJI?=N;NCIHM

[791<+:23-= 1B?M? G?;MOL? CGJILN;HN >;N; ;<ION ; ALIOJ |@ 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 I?LN;C

NIJC=M ;H> ;MMCAHG?HNM QCFF L?KOCL? NB?M? ECH>M 1@ =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



?-+>398 #>0=;NCIH =IHMC>?LM NB? ;0>C?H=?]M F?P?F |@ M=BIIFCHA f@ ;O>C?H=?
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@ ;0>C?H=? G?G<?LM ;L? MNCFF CH
=IFF?A? SIO =IOF> QLCN? CH ; GIL? L?F;R?> MNSF? H ;0>C?H=? G?G<?L]M G;DIL IL
?GJB;MCM G;S ;FMI >C=N;N? SIOL QLCNCHA

"<39<589A6/.1/ 1BCM L?@7?LM NI QB;N NB? ;0>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= 610 G;S >?=C>? QB?NB?L NI >?aH? N?LGM
;H> ?RJF;CH =IH=?JNM <;M?> IH SIOL ;O0>C?H=?]M JLCIL EHIQF?>A? FNBIOAB SIO
=;HHIN J??L CHMC>? NB? <L;CHM I@ SIOL L?;>?LM NI >CM=IP?L NB?CL EHIQF?>A? SIO
=H G;E? L?;MIH;<F? ;MMOGJNCIHM $IL CHMN;H=? ; HOLMCHA G;DIL QIOF>
JL?MOG;<FS EHIQ GIL? ;<ION B?;FNB L?F;N?> NIJC=M NB;H ; <OMCH?MM G;DIL QIOF>
B:/->+>398= 1B?M? CH>C=;N? QB;N L?;>?LM QCFF FIIE @IL QBCF? L?;>CHA SIOL
sMMCAHG?HN /?;>?LM G;S ?RJ?=N =IHMCMN?H=C?M CH NB? ;MMCAHG?HN]M ;JJ?;L;H="?
MO=B ;M =ILL?=N AL;GG;L ;H> NL;>CNCIH;F @ILG;NNCHA FCE? >IO<F? MJ;=?> FCH?M ;H>
F?AC<F? @IHN /?;>?LM G;S ;FMI B;P? =IHN?HN <;M?> ?RJ?=N;NCIHM ACP?H NB?
sMMCAHG?HN]M JOLJIM? ;H> ILA;HCT;NCIH fH ;H ?MM;S NCNF?> *1B? #=IHIGC=M 1@
#HFCABN?HG?HN 1B? #e?=NM |@ /CMCHA 10CNCIH _ @IL ?R;GJF? ;0>C?H=? G?G<?LM
G;S ?RJ?=N NI L?;>;<ION NB? ?=IHIGC= L?J?L=OMMCIHM I@ =IFF?A? NOCNCIH =IMNM

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H SIOL IQH MB??N 1@ J;J?L A?H?L;N?; FCMN I@ =B;L;=N?LCMNC=M OH>?L ?;=B =;N?AILS @IL
?,=B ;0>C?H=? 1BCM FCMN QCFF B?FJ SIO F;N?L QB?H SIO L?;>;<ION NIH? ;H> =[HN?HN

6I0L =F;MMG;N?M
"?GIAL;JBC=M o
#>O=;NCIH

610L CHMNLO=NIL
"?GIAL;JBC=M
#>O=;NCIH

1B? B?;> @ SIOL ;=>?GC=>?J;,LNG?HN
"?GIAL;JBC=M
#>0=;NCIH

+1Q NBCHE ;<ION SIOL H?RN QLCNCHA ;MMCAHG?HN f>?HNC@S NB? JOLJIM? SIO G;S OM?
NB? M;G? JOLJIM? FCMN?> CH +IN?  #R?L=CM? ;H>NB?H C>?HNC@S NB?
;O>C?H=? IL?;N?; FCMN I@ =B;L;=N?LCMNC=M OH>?L ?;=B =;N?AILS
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-F?;M? MB;L? QCNB ; =F;MMG;N? ;H> =IGJ;L? SIOL ;HMQ?LM

(??J CH GCH> NB;N ;M SIOL NIJC= MBC@NM CH NB? QLCNCHA JLI=?MM SIOL ;0>C?H=? G;S ;FMI
MBC@N $IL GIL? CH@ILG;NCIH ;<ION NB? QLCNCHA JLI=PBMMINIRZCHA -LI=?MM &IQ
"If 2ACH  -;A?

FMI L?G?G<?L NB;N >?=CMCIHM ;<ION MNSF? >?J?H> |[H ;0>C?H=? JOLJIM? ;H>=IHN?HN
>?HNC@SCHA SIOL ;0>C?H=?]M >?GIAL;JBC=M ?>0=;NCIH JLCIL EHIQF?>A? ;H>
?RJI?=N;NCIHM QCFF ;e?=N BIQ SIO QLCN? <ON JOLJIM? ;H> =IHN?HN JF;S ;H ?KO;FFS
CGJILN;HN LIF? 1B? H?RN MO<M?=NCIH =IP?LM BIQ NI M?F?=N ;H ;JJLIJLC;N? NIH? NI
G;N=B NB? ;0>C?H=? ;H> JOLJIM?

%/6/->381 +8 ::<9:<3+>/ &98/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™NNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

1IH? C>?HNCa?M ; MJ?;E?L]M ;NNCNO>? NIQ;L> ; MO<D?=N IL ;HINB?L J?LMIH 610 G;S JC=E
0J; J?LMIHIM NIH? |@ PIC=? @;CLFS ?;MCFS CH =IHP?LM;NCIH @LC?H> QBI N?FFM SIO ;<ION
B?L Q??E?H> G;S MJ?;E ?R=CN?>FS ;<ION ; @OH MECCHA NLCJ H CHMNLO=NIL QBI G?;HM
<OMCH?MM G;S MJ?;E CH ; FIQ MFIQ PIC=? NI ?GJB;MCT? B?L M?LCIOM GlI> L ;

=IQILE?L QBI H??>M NI F?N le MIG? MN?;G ;@N?L ; FIHA G??NCHA G;S =L;=E ; M;L=;MNC=

DIE?

‘'OMN ;M MJ?;E?LM NL;HMGCN ?GINCIH NBLIOAB PIC=? QLCN?LM =;H NL;HMGCN NBLIOAB QLCNC
i LHA? 1@ ;NNCNO>?M @LIG ?R=CN?> ;H> BOGILIOM NI MIG<?L ;H>=LCNC=;F 1B?M?

?GINCIHM =L?;N? =IHH?=NCIHM ;GIHA NB? ;O0>C?H=? NB? ;ONBIL ;H>NB? MO<D?=N
OFNCG;N?FS <OCF>CHA ; L?F;NCIHMBCJ <?NQ??H NB? ;0>C?H=? ;H> NB? N?RN 11 MNCGOF;N?
NB?M? =IHH?=NCIHM QLCN?LM CHNCG;N? NB?CL ;NNCNO>?M ;H> @??FCHAM QCNB OM?@OF >
MO=B ;M M?HN?H=? MNLO=NOL? QIL>=BIC=? JOH=NO;NCIH ;H> @ILG;F IL CH@ILG;F

F;HAO;A? (??J CH GCH> NB;N NB? QLCN?L]M ;NNCNO>? MBIOF> ;FQ;SM ;JJLIJILC;N?FS G;N=B

NB? ;0>C?H=? ;H> NB? JOLJIM?

1?;> NB? @IFFIQCHA J;L;AL;JB ;H> =IHMC>?L NB? QLCN?L]M NIH? &IQ QIOF> SIO >?M=LC<?
NB? QLCN?L]M ;NNCNO>? NIQ;L> QCF>FC@? =IHM?LP;NCIH

*HS MJ?=C?M |@ JF;HNM ;H> ;HCG;FM ;L? >CM;JJ?;LCHA LCABN <?@IL? IOL ?S?M f@ Q? >IH]N
;=N @;MN CN GCABN <? NIl F;N? NI M;P? NB?G &OG;H ;=NCPCNC?M CH=FO>CHA JIFFONCIH
>?@IL?MN;NCIH BOHNCHA ;H> IP?LJIJOF;NCIH ;L? >?P;MN;NCHA NB? H;NOL;F ?HPCLIHG?HN
4CNBION IOL B?FJ G;HS MJ?=C?M QCFF HIN MOLPCP? FIHA ?HIOAB @IL IOL =BCF>L?H NI M??
NB?G CH NB? QCF> 1,E? NB? NCA?L @IL ?R;GJF? 1I>;S NCA?LM I==0JS DOMN J?L=?HN 1@
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NB?CL BCMNILC=;F L;HA? ;H> G;HS FI=;F JIJOF;NCIHM ;L? ;FL?;>S ?RNCH=N &OHN?> @IL NB?CL
<?;,ONC@OF J?FN ;H> INB?L <I>S J;LNM NB? NCA?L JIJOF;NCIH B;M JFOGG?N?> @LIG IH?
BOH>L?> NBIOM;H>CH NIDOMN ; @?Q NBIOM;H> !IHN;=N SIOL FI=;F QCF>FC@"?
=IHM?LP;NCIH MI=C?NS NI>;S NI aH> ION BIQ SIO =;H MNIJ NBCM N?LLC<F? >?MNLO=NCIH

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1BCHE ;<ION NB? ;MMCAHG?HN ;H> JOLJIM? SIO M?F?=N?> ZRPNBCM? - A?
;H>NB? ;0>C?H=? SIO M?F?=N?> CH NBUMCM? -A? +1Q C>?HNC@S NB? NIH?
SIO QIOF> OM? CH NB? ;MMCAHG?HN

*SCMMCAHG?HN oo

299=381 ::<9:<3+>/ P8>/</=>381 98>/8>

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

IIHN?HN L?@7?LM NI ;FF NB? QLCNN?H MO<MN;H=? CH ; >I=0G?HN @N?L M?F?=NCHA ;H ;0>C?H="?
;H>; JOLJIM? SIO GOMN =BIIM? QB;N CH@ILG;NCIH QCFF G;E? CN NI NB? J;A? !IHN?HN

G;S =IHMCMN I@ ?R;GJF?M MN;NCMNC=M @;=NM ;H?=>IN?M N?MNCGIHC?M ;H> I<M?LP;NCIHM
<ON HI G;NN?L NB? NSJ? NB? CH@ILG;NCIH GOMN <? ;JJLIJLC;N? ;H> CHN?L?MNCHA @IL NB?
;O>C?H=? ;H>JOLJIM? H ?MM;S QLCNN?H @IL NBCL> AL;>?LM NB;N MOGG;LCT?M NB?
F?ACMF;NCP? JLI=?MM @IL ?R;GJF? QIOF> B;P? NI =IHN;CH MO==CH=N ;H> MCGJF? =IHN?HN

IIHN?HN CM ;FMI MB;J?> <S NIH? 4B?H NB? NIH? G;N=B?M NB? =IHN?HN NB? ;O0>C?H=? QCFF
<? GIL? ?HA;A?> ;H> SIO QCFF <OCF> ; MNLIHA?L L?F;NCIHMBCJ QCNB SIOL L?;>?LM
IIHMC>?L NB;N ;0>C?H=? 1@ NBCL> AL;>?LM 610 QIOF> =BIIM? MCGJF? =IHN?HN NB;N NB?
;O>C?H=? QCFF ?;MCFS OH>?LMN;H> ;H> SIO QIOF> ?RJL?MM NB;N =IHN?HN NBLIOAB ;H
?HNBOMC;MNC= NIH? 1B? M;G? =IHMC>?L;NCIHM ;JJFS NI ;FF ;O0>C?H=?M ;H> JOLJIM?M

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

*N=B NB? =IHN?HN CH NB? <IR NI NB? ;JJLIJLC;N? ;0>C?H=? ;H>JOLJIM? ,H SIOL IQH
MB??N I@ J;J?L QLCN? NB? =ILL?=N F?NN?L H?RN NI NB? HOG<?L

4B?L?;M ?=IHIGCMN &IFG?M =IHN?H>M NB;N NB? aH;H=C;F =LCMCM CM @;L @LIG IP?L NB?
JL?MC>?HNC;F ;>PCMIL 'lH?M JICHNM ION NB;N CN CM PCN;F NI =;N=B NB? aLMN Q;P? |@
IJJILNOHCNS NI CH=L?;M? G;LE?N MB;L? 4? =;H OM? ?F?G?HNM 1@ <INB ?RJ?LNM]
PCMCIHM )?N G? ?RJF;CH BIQ
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fH @IL?CAH GIH?S blQ?> CHNI NB? 2HCN?> ON;N?M =IHNLC<ONCHA NI ?;MS =L?>CN
=IH>CNCIHM -?1JF? <IOABN F;LA?L BIOM?M NB;H NB?S =IOF> ;elL> ?P?HNO;FFS
>?@;OFNCHA IH NB?CL FI;HM ;M CHN?L?MN L;N?M LIM?
1B? #G?LA?H=S #=IHIGC= ON;<CFCT;NCIH =N EHIQH <S GIMN I@ OM ;M NB?
BOGOHAIOM AIP?LHG?HN <;CFION =;0M?> GCR?> L?;=NCIHM FNBIOAB MOJJILN?> <S
G;HS JIFCNC=;F F?;>?LM NB? MN;NON? JLIPIE?> IONL;A? ;GIHA AL;MMLIINM ALIOJM fH
NB?CL IJCHCIH NB? AIP?LHG?HN Q;M ;=NO;FFS L?Q;L>CHA <;HEM @IL NB?CL ;JJ;FFCHA
<?B;PCIL
O>C?H=? H CHMNLO=NIL

-OLJIM? 1l ;H;FST? NB? L?;MIHM <?BCH>NB? aH;H=C;F =LCMCM

HHN?HN oo
O>C?H=? IF;MMG;N?M

-OLJIM? 11 MOGG;LCT? NB? ?e?=NM I@ NB? <CFFCIH AIP?LHG?HN <;CFION

HHN?HN oo
O>C?H=? H ?GJFIS?L

-OLJIM? 11 MSHNB?MCT? NQI ;LNC=F?M IH JL?J;LCHA <OMCH?MM?M @IL ?=IHIGC= L?=IP?LS

HHN?HN oo

966+,9<+>398

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

B/<-3=/
P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =

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

2MCHA NB? ;MMCAHG?HN JOLJIM? ;0>C?H=? ;H> NIH? @QLKRRIBCNN? -;A?
A?H?L;N? ; FCMN 1@ =IHN?HN C>?;M /?G?G<?L NB;N =IHN?HN =IHMCMNM 1@ ?R;GJF?M
MN;NCMNC=M @;=NM ;H?=>IN?M N?MNCGIHC?M ;H>I<M?LP;NCIHM

*SCMMCAHG?HN o

IC &+5/+A+C=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

KEY TAKEAWAYS

¥ Paragraphs separate ideas into logical, manageable chunks of
information.

¥ The content of each paragraph and document is shaped by
purpose, audience, and tone.
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¥ The fou r common academic pu rposes are to summarize, to
analyze, to synthesize, and to evaluate.

¥ ldentifying the audience®s 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.

O/->3@/ [+8=09<)<3>381 + "+<+1<+:2

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

Learning Objectives

1. Identify characteristics of a good topic sentence.

2. ldentify the three parts of a developed paragraph.

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

+1Q NB:N SIO B;P? C>?HNCa?> =IGGIH JOLJIM?M @IL QLCNCHA ;H> F2:LH?> BIQ NI M?F?=N
:JILIJLC;N? =IHN?HN @IL ; J;LNC=OF;L ;:0>C?H=? SIO =;H NBCHE ;<ION NB? MNLO=NOL? I@ :
J;L:AL;JB CH AL?:N?L >?N;CF IGJIMCHA ;H 2e?=NCP? J:L;AL;JB L?KOCL?M ; G?NBI>

MCGCF;L NI <OCF>CHA : BIOM? 610 G;S B;P? NB? aH?MN =IHN?HN IL G:N?LC:FM <ON C@ SIO
>| HIN ;LL;HA? NB?G CH NB? =ILL?=N IL>?L NB?H NB? aH:F JLI>O=N QCFF HIN BIF> NIA?NB?L
P?LS Q?FF

MNLIHA J;L;AL;JB =IHN;CHM NBL?? >CMNCH=N =IGJIH?HNM

113C= M?HN?HIB? NIJC= M?HN?H=? CM NB? G;CH C>?; |@ NB? J;L;AL;JB

I>S 1B? <I>S CM =IGJIM?> |@ NB? MOJJILNCHA M?HN?H=?M NB;N >?P?FIJ NB? G;CH
JICHN

IIH=FOMCIHB? =IH=FOMCIH CM NB? aH;F M?HN?H=? NB;N MOGG;LCT?M NB? G;CH JICHN

1B? @IOH>;NCIH 1@ ; All> J;L;AL;JB CM NB? NIJC= M?HN?H=? QBC=B ?RJL?MM?M NB? G;CH
C>?; 1@ NB? J;L;AL;JB 1B? NIJC= M?HN?H=? L?F;N?M NI NB? NB?MCM IL G;CH JICHN 1@ NB?
?MM;S M?2ULCNCHA #MM;SM $LIG ON;LN NI $€HZMB  @IL GIL? CH@ILG;NCIH

;<ION NB?MCM MN;N?G?HNM ;H> AOC>?M NB? L?;>?L <S MCAHJIMNCHA QB;N NB? J;L;AL;JB CM
;<ION FF NB? M?HN?H=?M CH NB? L?MN I@ NB? J;L;AL;JB MBIOF> L?F;N? NI NB? NIJC=
M?HN?H=?

1BCM M?=NCIH =IP?LM NB? G;DIL =IGJIH?HNM |1@ ; J;L;AL;JB ;H> ?R;GCH?M BIQ NI
>?P?FI1J ;H ?e?=NCP? NIJC= M?HN?H=?
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

-C=E OJ ;HS H?QMJ;J?L IL G;A;TCH? ;H> L?;> NB? aLMN M?HN?H=? |@ ;H ;LNC=F? L? SIO
@;CLFS =IHa>?HN NB;N SIO EHIQ QB;N NB? L?MN I@ NB? ;LNC=F? CM ;<ION f@ MI SIO B;P?
FCE?FS L?;> NB? NIJC= M?HN?H=? H ?e?=NCP? NIJC= M?HN?H=? =IG<CH?M ; G;CH C>?; QCNB
NB? QLCN?L]M J?LMIH;F ;NNCNO>? IL IJCHCIH fN M?LP?M NI ILC?HN NB? L?;>?L ;H> JLIPC>?M ;H
CH>C=;NCIH 1@ QB;N QCFF @IFFIQ CH NB? L?MN I@ NB? J;L;AL;JB /?;> NB? @IFFIQCHA ?R;GJF?

IL?;NCHA ; H;NCIH;F M?N 1@ MN;H>;L>M @IL G;NB ;H> #HAFCMB ?>0=;NCIH QCFF CGJLIP?
MNO>?HN F?;LHCHA CH G;HS MN;N?M

1BCM NIJC= M?HN?H=? >?=F;L?M ; @;PIL;<F? JIMCNCIH @IL MN;H>;L>CTCHA G;NB ;H> #HAFCMB
?>0=;NCIH @N?L L?;>CHA NBCM M?HN?H=? ; L?;>?L GCABN L?;MIH;<FS ?RJ?=N NB? QLCN?L NI
JLIPC>? MOJJILNCHA >?N;CFM ;H> @;=NM ;M NI QBS MN;H>;L>CTCHA G;NB ;H> #HAFCMB
?>0=;NCIH GCABN CGJLIP? MNO>?HN F?;LHCHA CH G;HS MN;N?M f@ NB? JOLJIM? |@ NB? ?MM;S
CM ;=NO;FFS NI ?P;FO;N? ?>0=;NCIH CH IHFS IH? J;LNC=0F;L MN;N? IL NI >CM=0OMM G;NB IL
#HAFCMB ?>0=;NCIH MJ?=Ca=;FFS NB?H NB? NIJC= M?HN?H=? CM GCMF?;>CHA

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 rreader to predict
what you r paper will be about. If he or she is unable to guess you r

topic accu rately, you should consider revising you r topic sentence so
that it clearly defines you  r pu rpose in writing.

+38 P./+ @/<=?= 98><966381 P./+

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

113C= M?HN?H=?M =IHN;CH <INB ; G;CH C>?; NB? MO<D?=N IL NIJC=NB;N NB? QLCN?L CM
>CM=0OMMCHA ;H>; =IHNLIFFCHA C>?; NB? QLCN?L]M MJ?=Ca= MN;H=? IH NB;N MO<D?=N 'OMN
NB?MCM MN;N?G?HN CH=FO>?M ;H C>?; NB;N =IHNLIFM ; >I=OG?HN]M @I|=OM ;M SIO QCFF L?;>
;<ION CH 1B? 4LCNCHA -LI=?MM &IQ "I f ?ACH-;A? ; NIIC= M?HN?H=? GOMN

;FMI =IHN;CH ; =IHNLIFFCHA C>?; NI >CL?=N NB? J;L;AL;JB "Ce?L?HN QLCN?LM G;S OM? NB?
M;G? G;CH C>7?; <ON =;H MN??L NB?CL J;L;AL;JB CH ; HOG<?L |@ >Ce?L?HN >CL?=NCIHM
;==IL>CHA NI NB?CL MN;H=? IH NB? MO<D?=N /?;> NB? @IFFIQCHA ?R;GJF?M

*LCDO;H; CM ; >?MNLO=NCP? CHbO?H=? IH N??HM ;H> =;,0M?M FIHA N?LG <L;CH >;G;A?
1B? ;HNCH;OM?; JLIJ?LNC?M CH G;LCDO;H; ;L? ; FC@?FCH? @IL G;HS =;H=?L J;NC?HNM
© )?A;FCTCHA G;LCDO;H; QIOF> =L?;N? ; BCAB?L >?G;H> @IL IF;,MM ;H>!F;MM >LOAM

FNBIOAB NB? G;CH C>?;[G;LCDO;H;[CM NB? M;G? CH ;FF NBL?? NIJC= M?HN?H=?M NB?
=IHNLIFFCHA C>?; >Ce?LM >?J?H>CHA IH NB? QLCN?L]M PC?QJICHN
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B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

ICL=F? NB? G;CH C>?; ;H> OH>?LFCH? NB? =IHNLIFFCHA C>?; CH ?;=B 1@ NB? @IFFIQCHA NIJC=
M?HN?H=?M

#R?L=CMCHA NBL?? NCG?M ; Q??E CM NB? IHFS Q;S NI G;CHN;CH All> JBSMC=;F B?;FNB
0?RCMG ;H> L;=CMG ;L? MNCFF L;GJ;HN CH NI>;S]M QILEJF;=?

[,CMCHA NB? F?A;F >LCPCHA ;A? NI NQ?HNS IH? QIOF> >?=L?;M? LI;> NL;c= ;==C>?HNM
,QHCHA ; <OMCH?MM CM NB? IHFS Q;S NI ;=BC?P? aH;H=C;F MO==?MM

"IA IQH?LM MBIOF> <? JLIBC<CN?> @LIG N;ECHA NB?CL J?NM IH JO<FC= <?;=B?M

2+<+->/<3=>3-= 90 + 99. &9:3- %/8>/8-/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

$CP? =B;L;=N?LCMNC=M >?aH? ; All> NIJC= M?HN?H=?

All> NIJC= M?HN?H=? JLIPC>?M ;H ;==0OL;N? CH>C=;NCIH |@ QB;N QCFF @IFFIQ CH NB?
L?MN I@ NB? J;L;AL;JB

)/+5 /B+7:6/ -?1JF? L;L?FS ACP? aL?aABN?LM NB? =L?>CN NB?S >?M?LP? @IL MO=B ;
JBSMC=;FFS ;H> ?GINCIH;FFS >?G;H>CHA DI< 1B? J;L;AL;JB CM ;<ION ; MJ?=Ca= CH=C>?HN
NB;N CHPIFP?> aL?aABN?LM NB?L?@IL? NBCM NIJC= M?HN?H=? CM NIl A?H?L;F
%><981/</B+7:6/ "OLCHA NB? ,=NI<?L LCINM 2HCN Q7?HN <?SIH> NB? =;FF |@ >ONS
1BCM NIJC= M?HN?H=? CM GIL? MJ?=Ca= ;H> CH>C=;N?M NB;N NB? J;L;AL;JB QCFF =IHN;CH
CH@ILG;NCIH ;<ION ; J;LNC=0OF;L CH=C>?HN CHPIFPCHA 2HCN

All> NIJC= M?HN?H=? =IHN;CHM <INB ; NIJC= ;H> ; =IHNLIFFCHA C>?; IL IJCHCIH

)/+5 /B+7:6/ fH NBCM J;J?L f;G AICHA NI >CM=OMM NB? LCMCHA MOC=C>? L;N? ;GIHA
SIOHA JLI@?MMCIH;FM 1BCM NIJC= M?HN?H=? JLIPC>?M ; G;CH C>?; <ON CN >|?M HIN JL?M?HN
; =IHNLIFFCHA C>?; IL NB?MCM
%><981/</B+7:6/ 1B? LCMCHA MOC=C>? L;N? ;GIHA SIOHA JLI@?MMCIH;FM CM ; =;,0M? @IL
CGG?>C;N? =IH=?LH 1BCM NIJC= M?HN?H=? JL?M?HNM NB? QLCN?L]M IJCHCIH IH NB? MO<D?=N
|@ LCMCHA MOC=C>? L;N?M ;GIHA SIOHA JLI@?MMCIH;FM

All> NIJC= M?HN?H=? CM =F?;L ;H> ?;MS NI @IFFIQ
)/+5 /B+7:6/ fH A?H?L;F QLCNCHA ;H ?MM;S NB?MCM IL INB?L ;=;>?GC=IL
HIH;=;>?GC= >I=0G?HN CM =IHMC>?L;<FS ?;MC?L ;H> |@ GO=B BCAB?L KO;FCNS C@ SIO aLMN
=IHMNLO=N ;H IONFCH? |@ QBC=B NB?L? ;L? G;HS >Ce?L?HN NSJ?M 1BCM NIJC= M?HN?H=?
CH=FO>?M; G;CH C>?; ;H>; =IHNLIFFCHA NB?MCM <ON <INB ;L? <OLC?> <?H?;NB NB?
=IH@OMCHA M?HN?H=? MNLO=NOL? ;H> OHH?=?MM;LS PI=;<OF;LS 1B?M? I<MN;=F?M G;E? CN
>Cc=0OFN @IL NB? L?;>?L NI @IFFIQ
%><981/</B+7:6/ *IMN @ILGM |@ QLCNCHA =;H <? CGJLIP?> <S aLMN =L?;NCHA ;H IONFCH?
1BCM NIJC= M?HN?H=? =ONM ION OHH?=?MM;LS P?L<C;A? ;H> MCGJFCa?M NB? JL?PCIOM
MN;N?G?HN G;ECHA CN ?;MC?L @IL NB? L?;>?L NI @IFFIQ

All> NIJC= M?HN?H=? >I?M HIN CH=FO>? MOJJILNCHA >?N;CFM

)/+5 /B+7:6/ 0;F;LC?M MBIOF> <? =;3J?> CH <;M?<;FF @IL G;HS L?;MIHM GIMN
CGJIILN;HNFS MI Q? >IH]N ;FFIQ NB? M;G? N?;G NI QCH S?;L ;@N7?L S?;L 1BCM NIJC=
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M?HN?H=? CH=FO>?M ; MOJJILNCHA >?N;CF NB;N MBIOF> <? CH=FO>?> F;N?L CH NB? J;L;AL;JB
NI <;=E OJ NB? G;CH JICHN
%><981/</B+7:6/ fHNLI>O=CHA ; M;F;LS =;J QIOF> CGJLIP? NB? A;G? 1@ <;M?<;FF @IL
G;HS L?;MIHM 1BCM NIJC= M?HN?H=? IGCNM NB? ;>>CNCIH;F MOJJILNCHA >?N;CF MI NB;N CN
=;H <? ?RJ;H>?> OJIH F;N?L CH NB? J;L;AL;JB

All> NIJC= M?HN?H=? ?HA;A?M NB? L?;>?L <S OMCHA CHN?L?MNCHA PI=;<OF;LS
)/+5 /B+7:6/ 1B? GCFCN;LS >?M?LP?M <?NN?L ?KOCJG?HN 1BCM NIJC= M?HN?H=? CH=FO>?
: G;CH C>?; :H>; =IHNLIFFCHA NB?MCM <ON NB? F;HAO;A? CM <F;H> ;H> OH?R=CNCHA
%><981/</B+7:6/ 1B?;JJ;FFCHA F;=E |@ L?MIOL=?M JLIPC>?> NI NB? GCFCN;LS CM
IONL;A?IOM ;H> L?KOCL?M IOL CGG?>C;N? ;NN?HNCIH 1BCM NIJC= M?HN?H=? L?CN?L;N?M NB?
M;G? C>?; ;H> =IHNLIFFCHA NB?MCM <ON ;>D?=NCP7W:1@<B ;M> 7;;327/B3 <?NN?L
?HA;A? NB? L?;>?L 1B?M? QIL>M ;FMI CH>C=;N? NB? QLCN?L]M NIH?
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

IBIIM? NB? GIMN ?e?=NCP? NIJC= M?HN?H=? @LIG NB? @IFFIQCHA M?HN?H=? J;CLM
; 1BCM J;J?L QCFF >CM=0OMM NB? FCE?FCBII> 1@ NB? "?Gl=L;NM QCHHCHA NB? H?RN ?F?=NClI]

< 11 <lIMN NB?CL =B;H=?M |@ QCHHCHA NB? H?RN ?F?=NCIH NB? "?GI=L;NM H??> NI FCMN?H
NI JO<FC=IJCHCIH

; 1B? OHL?;FCMNC= >?G;H>M |@ OHCIH QILE?LM ;L? =LCJIFCHA NB? ?=IHIGS @IL NBL??
G;CH L?;MIHM

< 2HCIH QILE?LM ;L? =LCJIFCHA NB? ?=IHIGS <?=;0M? =IGJ;HC?M ;L? OH;<F? NI
L?G;CH =IGJ?NCNCP? ;M ; L?MOFN |1@ ;>>?> aH;H=C;F JL?MMOL?

; ONBILM ;L? FIMCHA GIH?S ;M ; L?MOFN |@ N?=BHIFIAC=;F ;>P;H=?M
< 1B? CHNLI>O=NCIH I@ H?Q N?=BHIFIAS QCFF >?P;MN;N? NB? FCN?L,LS QILF>
; [;,J GOMC=CM JLI>0=?> <S OHN;F?HN?> CH>CPC>0;FM QCNB IP?LMCT?> ?AIM

< 1BCM ?MM;S QCFF =IHMC>?L QB?NB?L N;F?HN CM L?KOCL?> CH NB? L;J GOMC= CH>OMNLS

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

2MCHA NB? NCJM IH >?P?FIJCHA ?e?=NCP? NIJC= M?HN?H=?M CH NBCM M?=NCIH =L?;N? ; NIJC=
M?HN?H=? IH ?;=B 1@ NB? @IFFIQCHA MO<D?=NM /?G?G<?L NI CH=FO>? ; =IHNLIFFCHA C>7?; ;M
Q?FF ;M ; G;CH C>?; 4LCN? SIOL L?MJIHM?M IH SIOL IQH MB??N 1@ J;J?L

H ?H>HA?L?> MJ?=C?M

1B? F?A;F >LCHECHA ;A?
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Writing at Work

When creating a workplace document, use the Otop-downO
approachNkeep 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.

4B?H =L?;NCHA ; QILEJF;=? >I=0G?HN OM? NB? ~*NIJ >IQH_ ;JJLI;=B[E??J NB? NIJC=

M?HN?H=? ;N NB? <?ACHHCHA 1@ ?;=B J;L;AL;JB MI NB;N L?;>?LM CGG?>C;N?FS OH>?LMN;H>
NB? ACMN |I@ NB? G?MM;A? 1BCM G?NBI> M;P?M <OMS =IFF?;A0?M JL?=CIOM NCG? ;H> ?elLN
NLSCHA NI aAOL? ION NB? G;CH JICHNM ;H> L?F?P;HN >?N;CFM

&?;>CHAM ;L? ;HINB?L B?FJ@OF NIIF fH ; N?RN B?;PS >I=OG?HN <L?;E OJ ?;=B

J;L,AL;JB QCNB CH>CPC>0O;F B?;>CHAM 1B?M? M?LP? ;M OM?@OF H;PCA;NCIH ;C>M 7?H;<FCHA
=IFF?;AO0?M NI MECG NBLIOAB NB? >I=OG?HN ;H> FI=;N? J;L;AL;JBM NB;N ;L? L?F?P;HN NI

NB?G

/@/69:381 "+<+1<+:2= &2+> '=/ &9:3- %/8>/8-/=
%7?::9<>381 P./+= +8. &<+8=3>398= O/->3@/6C

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

)?;LHCHA BIQ NI >?P?FIJ ; All> NIJC= M?HN?H=? CM NB? aLMN MN?J NIQ;L> QLCNCHA ; MIFC>
J;L;AL;JB ,H=? SIO B;P? =IGJIM?> SIOL NIJC= M?HN?H=? SIO B;P?; AOC>?FCH? @IL

NB? L?MN 1@ NB? J;L;AL;JB 11 =IGIJF?N? NB? J;L;AL;JB ; QLCN?L GOMN MOJJILN NB? NIJC=
M?HN?H=? QCNB ;>>CNCIH;F CH@ILG;NCIH ;H> MOGG;LCT? NB? G;CH JICHN QCNB ; =IH=FO>CHA
M?HN?H=?

1BCM M?=NCIH C>?HNCa?M NB? NBL?? G;DIL MNLO=NOL;F J;,LNM 1@ ; J;L;AL;JB ;H> =IP?LM BIQ
NI >?P?FI1J; J;L;AL;JB OMCHA NL;HMCNCIH;F QIL>M ;H> JBL;M?M

P./8>30C381 "+<>= 90 + "+<+1<+:2

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

H ?e?=NCP? J;L;AL;JB =IHN;CHM NBL?? G;CH J;LNM ; NIJC= M?HN?H=? NB? <I>S ;H> NB?
=IH=FO>CHA M?HN?H=? NIJC= M?HN?H=? CM I@N?H NB? aLMN M?HN?H=? 1@ ; J;L;AL;JB 1BCM
=B;JN?L B;M ;FL?;>S >CM=0OMM?> CNM JOLJIM?[NI ?RIL?MM ; G;CH C>?; =IG<CH?> QCNB NB?
QLCN?L]M ;NNCNO>? ;<ION NB? MO<D?=N 1B? <I>S I@ NB? J;L;AL;JB OMO;FFS @IFFIQM
=IHN;CHCHA MOJJILNCHA >?N;CFM 00JJILNCHA M?HN?H=?M B?FJ ?RJF;CH JLIP? IL ?HB;H=?
NB? NIJC= M?HN?H=? 1B? =IH=FO>CHA M?HN?H=? CM NB? F;MN M?HN?H=? CH NB? J;L;AL;JB fN
L?GCH>M NB? L?;>?L |@ NB? G;CH JICHN <S L?MN;NCHA CN CH >Ce?L?HN QIL>M
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/?;> NB? @IFFIQCHA J;L;AL;JB 1B? NIJC= M?HN?H=? CM OH>?LFCH?> @IL SIO
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1B? aLMN M?HN?H=? 1@ NBCM J;L;AL;JB CM NB? NIJC= M?HN?H=? fN N?FFM NB? L?;>?L NB;N NB?
J;L;AL;JB QCFF <? ;<ION L?;FCNS N?F?PCMCIH MBIQM ;H> CN ?RJL?MM?M NB? QLCN?L]M >CMN;MN?
@IL NB?M? MBIQM NBLIOAB NB? OM? |@ NB2QI@232

#,=B 1@ NB? @IFFIQCHA M?HN?H=?M CH NB? J;L;AL;JB MOJJILNM NB? NIJC= M?HN?H=? <S
JLIPC>CHA @OLNB?L CH@ILG;NCIH ;<ION ; MJ?=Ca= L?;FCNS N?F?PCMCIH MBIQ 1B? aH;F
M?HN?H=? CM NB? =IH=FO>CHA M?HN?H=? fN L?CN?L;N?M NB? G;CH JICHN NB;N PC?Q?LM ;L?
<IL?> QCNB L?;FCNS N?F?PCMCIH MBIQM <S OMCHA >Ce?L?HN QIL>M @LIG NB? NIJC= M?HN?H="

-;L;AL;JBM NB;N <?ACH QCNB NB? NIJC= M?HN?H=? GIP? @LIG NB? A?H?L;F NI NB? MJ?=Ca=
1B?S 13?H QCNB ; A?H?L;F MN;N?G?HN ;<ION ; MO<D?=N L?;FCNS MBIQM ;H> NB?H >CM=0OMM
MJ?=Ca= ?R;GJF?M NB? L?;FCNS MBIQ -LCMIH?L *IMN ;=;>?GC= ?MM;SM =IHN;CH NB? NIJC=
M?HN?H=? ;N NB? <?ACHHCHA 1@ NB? aLMN J;L;AL;JB

+1Q N;E? ; FIIE ;N NB? @IFFIQCHA J;L;AL;JB 1B? NIJC= M?HN?H=? CM OH>?LFCH?> @IL SIO

,>? DO0,= ,.,??=,A070/ 8470>7?:=0,.347?>1,847D B3:3,/8:A0/?:
,9:7230=>?,70,9/ 3,/ 701? ?304=;0? -0349/ A09 ?3:@23 4? 3,/ 90A0=-009
?:?304=90B 3:80 ?30.,?B,>,-70 ?: ?=,.6 /:B9 4?> 1.=80= :B90=>
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1B? F;MN M?HN?H=? |@ NBCM J;L;AL;JB CM NB? NIJC= M?HN?H=? fN >L;QM IH MJ?=Ca=
?R;GJF?M ; =;N NB;N NL;=E?> >IQH CNM IQH?LM ;H>; >IA NB;N =;H JL?>C=N M?CTOL?M ;H>
NB?H G;E?M ; A?H?L;F MN;N?G?HN NB;N >L;QM ; =IH=FOMCIH @LIG NB?M? ?R;GJF?M

;HCG;FM] M?HM?M ;L? <?NN?L NB;H BOG;HM] fH NBCM =;M? NB? MOJJILNCHA M?HN?H=?M ;L?
JF;=?><?@IL? NB? NIJC= M?HN?H=? ;H> NB? =IH=FO>CHA M?HN?H=? CM NB? M;G? ;M NB? NIJC=
M?HN?H=?

1BCM N?=BHCKO? CM @L?KO?HNFS OM?> CH J?LMO;MCP? QLCNCHA 1B? QLCN?L JLI>0=?M >?N;CF’
?R;GJIF?M ;M ?PC>?H=? NI <;=E OJ BCM IL B?L JICHN JL?J;LCHA NB? L?;>?L NI ;==?JN NB?
=IH=FO>CHA NIJC= M?HN?H=? ;M NB? NLONB



0IG?NCG?M NB? NIJC= M?HN?H=? ;JJ?;LM CH NB? GC>>F? 1@ ; J;L;AL;JB /?;> NB?
@IFFIQCHA ?R;GJF? 1B? NIJC= M?HN?H=? CM OH>?LFCH?> @IL SIO

$IL G;HS S?;LM f MOe?L?> @LIG M?P?L? ;HRC?NS ?P?LS NCG? f NIIE ;H ?R;G &IOLM

<?@IL? NB? ?R;G GS B?;LN QIOF> <?ACH JIOH>CHA GS F?AM QIOF> MB;E? ;H>

MIG?NCG?M f QIOF> <?=IG? JBSMC=;FFS OH;<F? NI GIP? );MN S?;L fQ;M L?@?LL?> NI ;
MJ?=C;FCMN ;H> aH;FFS @IOH> ; Q;S NI =IHNLIF GS ;HRC?NS[<L?;NBCHA ?R?L=CM?M {fN M??GM
MI MCGJF? <ON <S >ICHA DOMN ; @?Q <L?;NBCHA ?R?L=CM?M ; =IOJF? |@ BIOLM <?@IL? ;H
?R;G fAL;>O;FFS AIN GS ;HRC?NS OH>?L =IHNLIF 1B? ?R?L=CM?M B?FJ MFIQ GS B?;LN L;N?
;H> GE? G? @??F F?MM ;HRCIOM ?NN7?L S?N NB?S L?KOCL? HI JCFFM HI ?KOCJG?HN ;H>
P?LS FCNNF? NCG? fN]M ;G;TCHA BIQ DOMN <L?;NBCHA =ILL?=NFS B;M B?FJ?> G? F?;LH NI
G;H;A? GS ;HRC?NS MSGJNIGM

fH NBCM J;L;AL;JB NB? OH>?LFCH?> M?HN?H=? CM NB? NIJC= M?HN?H=? fN ?RIL?MM?M NB? G;(
C>7;INB;N <L?;NBCHA ?R?L=CM?M =;H B?FJ =IHNLIF ;HRC?NS 1B? JL?=?>CHA M?HN?H=?M
?H;<F? NB? QLCN?L NI <OCF> OJ NI BCM G;CH JICHN <L?;NBCHA ?R?L=CM?M =;H B?FJ =IHNLIF
;HRC?NS <S OMCHA ; J?LMIH;F ;H?=>IN? BIQ B? OM?> NI MOe?L @LIG ;HRC?NS 1B?
MOJJILNCHA M?HN?H=?M NB?H ?RJ;H> IH BIQ <L?;NBCHA ?R?L=CM?M B?FJ NB? QLCN?L <S
JLIPC>CHA ;>>CNCIH;F CH@ILG;NCIH 1B? F;MN M?HN?H=? CM NB? =IH=FO>CHA M?HN?H=? ;H>
L?MN;N?M BIQ <L?;NBCHA =;H B?FJ G;H;A? ;HRC?NS

-F;=CHA ; NIJC= M?HN?H=? CH NB? GC>>F? 1@ ; J;L;AL;JB CM I@N?H OM?> CH =L?;NCP? QLCNCH/
f@ SIO HINC=? NB;N SIO B;P? OM?> ; NIJC= M?HN?H=? CH NB? GC>>F? 1@ ; J;L;AL;JB CH ;H
;=>?GC=?MM;S L7?;>NBLIOAB NB? J;L;AL;JB =;L?@OFFS NI G;E? MOL? NB;N CN =IHN;CHM

IHFS IH? G;DIL NIJC= 11 L?;> GIL? ;<ION NIJC= M?HN?H=?M ;H> QB?L? NB?S ;JJ?;L CH

J;LLAL;JBM M?? 1B? 4ALCNCHA -LI=?MM &IQ "I f ?ACH-;A?
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

01G? Q?FF ILA;HCT?> J;L;AL;JBM >I HIN =IHN;CH ; NIJC= M?HN?H=? ;N ;FF fHMN?;> @
<?CHA >CL?=NFS MN;N?> NB? G;CH C>?; CM CGJFC?> CH NB? =IHN?HN 1@ NB? J;L;AL;JB /?;>
NB? @IFFIQCHA ?R;GJF?
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FNBIOAB HI MCHAF? M?HN?H=? CH NBCM J;L;AL;JB MN;N?M NB? G;CH C>?; NB? ?HNCL?
J;L,AL;JB @I=OM?M IH IH? =IH=?JN[NB;N )O?FF; CM ?RNL?G?FS IF> 1B? NIJC= M?HN?H=? CM
NBOM CGJFC?> L;NB?L NB;H MN;N?> 1BCM N?=BHCKO? CM I@N?H OM?> CH >?M=LCJNCP? IL
H;LL;NCP? QLCNCHA fGJFC?> NIJC= M?HN?H=?M QILE Q?FF C@ NB? QLCN?L B;M ; aLG C>?; 1@
QB;N B? IL MB? CHN?H>M NI M;S CH NB? J;L;AL;JB ;H> MNC=EM NI CN &IQ?P?L ; J;L;AL;JB
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FIM?M CNM ?e?=NCP?H?MM C@ ;H CGJFC?> NIJC= M?HN?H=? CM NIl MO<NF? IL NB? QLCN?L FIM?M
@I1=0OM

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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

>?HNC@S NB? NIJC= M?HN?H=? MOJJILNCHA M?HN?H=?M ;H> =IH=FO>CHA M?HN?H=? CH NB?
@IFFIQCHA J;L;AL;JB

1B? >?M?LN JLIPC>?M ; B;LMB ?HPCLIHG?HN CH QBC=B @?Q G;GG;FM ;L? ;<F? NI ;>IN ,@

NB?M? B;L>S =L?;NOL?M NB? E;HA;LII L;N CM JIMMC<FS NB? GIMN @;M=CH;NCHA <F? NI FCP? CH
MIG? 1@ NB? GIMN ;LC> J;LNM I@ NB? MIONBQ?MN NB? E;HA;LII L;N H?CNB?L MQ?;NM HIL

J;HNM NI E??J =lIF fNM MJ?=C;FCT?> EC>H?SM ?H;<F? CN NI MOLPCP? |H ; GCHCM=0F? ;GIOHN
1@ Q;N?L 2HFCE? INB?L >?M?LN =L?;NOL?M NB? E;HA;LII L;N >I?M HIN MNIL? Q;N?L CH CNM

<|>S <ON CHMN?;> CM ;<F? NI =IHP?LN NB? >LS M??>M CN ?;NM CHNI GICMNOL? fNM ;<CFCNS NI
;>;JN NI MO=B ; BIMNCF? ?HPCLIHG?HN G;E?M NB? E;HA;LII L;N ; NLOFS ;G;TCHA =L?;NOL?

966+,9<+>398

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

but for instance ) moreover
all particular
also conversely fu rthermore lateron nevertheless
aside , i i one one

correspondingly however likewise
from hand
at the

) . . on the
same | for example in addition meanwhile
i contrary
time
For Concluding Sentences
after all things o in on the
) in brief

all considered summary whole
all in i in

finally ) on balance thus
all conclusion

Table 6.1 Useful T ransitional Words and Phrases
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subsequently

therefore

to begin with

to sum up
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; NIJC= M?HN?H=? MOJJILNCHA M?HN?H=?M ;H>; =IH=FO>CHA M?HN?H="? ;H> NI OM?

NL;HMCNCIH;F QIL>M ;H> JBL;M?M NI FCHE SIOL C>?;M NIA?NB?L
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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:=0D:@
-0249 L=>? 90C? ?309 L9,77D ,1?0=D:@ 3,A0 .:8;70?0Using 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 writerOs 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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J;L;AL;JIB ;<ION ; =OLL?HN ?P?HN 2H>?LFCH? NB? NIJC= M?HN?H=? CH SIOL J;L;AL;JB
+1Q L?QLCN? NB? J;L;AL;JB JF;=CHA NB? NIJC= M?HN?H=? CH ; >Ce?L?HN J;LN |@ NB?
J;L;AL;JB /?;> NB? NQI J;L;AL;JBM ;FIO> NI ; J??L ;H> B;P? BCG IL B?L C>?HNC@S
NB? NIJC= M?HN?H=? "CM=0OMM QBC=B J;L;AL;JB CM GIL? ?e?=NCP? ;H> QBS

966+,9<+>398

-F?;M? MB;L? QCNB ; =F;MMG;N? =IGJ;L? SIOL ;HMQ?LM ;H>>CM=0OMM NB? =IHNL;MNCHA
L?MOFNM
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P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

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.

&;P? SIO ?P?L IL>?L?>; >CMB CH ; L?MN;OL;HN ;H> <??H HIN B;JJS QCNB CNM N;MN? ?P?H
NBIOAB CN =IHN;CH?> GIMN 1@ SIOL @;PILCN? CHAL?>C?HNM 'OMN ;M ; G?;F GCABN F;=E NB?
aHCMBCHA NIO=B?M H??>?> NI MJC=? CN OJ MI NIl GCABN ; J;L;AL;JB =IHN;CH ;FF NB? <;MC=
=IGJIH?HNM <ON MNCFF F;=E NB? MNSFCMNC= aH?MM? L?KOCL?> NI ?HA;A? ; L?;>?L OIG?NCG?M
QLCN?LM B;P? ; N?H>?H=S NI L?0M? NB? M;G? M?HN?H=? J;NN?LH NBLIOABION NB?CL QLCNCHA
)JCE? ;HS L?J?NCNCP? N;ME L?;>CHA N?RN NB;N =IHN;CHM NII G;HS M?HN?H=?M QCNB NB? M;G?
F?HANB ;H> MNLO=NOL? =;H <?=1G? GIHINIHIOM ;H> <ILCHA #RJ?LC?H=?> QLCN?LM GCR CN

0J <S OMCHA ;H ;MMILNG?HN 1@ M?HN?H=? J;NN?LHM LBSNBGM ;H> F?HANBM

fH NBCM =B;JN?L SIO QCFF @IFFIQ ; MNO>?HN H;G?> +;IGC QBI B;M QLCNN?H ; >L;@N I@ ;H
?MM;S <ON H??>M NI L?aH? B?L QLCNCHA 1BCM M?=NCIH >CM=0MM?M BIQ NI CHNLI[>0=?
M?HN?H=? P;LC?NS CHNI QLCNCHA BIQ NI 13?H M?HN?H=?M OMCHA ; P;LC?NS 1@ N?=BHCKO?M
;H> BIQ NI OM? >Ce?L?HN NSJ?M |@ M?HN?H=? MNLO=NOL? QB?H =IHH?=NCHA C>?;M 6I0 =;H
OM? NB?M? N?=BHCKO?M QB?H L?PCMCHA ; J;J?L NI <LCHA FC@? ;H> LBSNBG NI SIOL QILE
1B?S QCFF ;FMI G;E? L?;>CHA SIOL QILE GIL? ?HDIS;<F?

P8-9<:9<+>381 %/8>/8-/ (+<3/>C

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

#RJ?LC?H=?> QLCN?LM CH=ILJIL;N? M?HN?H=? P;LC?NS CHNI NB?CL QLCNCHA <S P;LSCHA
M?HN?H=? MNSF? ;H> MNLO=NOL? 2MCHA ; GCRNOL? I@ >Ce?L?HN M?HN?H=? MNLO=NOL?M L?>0=
L?J?NCNCIH ;H> ;>>M ?GJB;MCM NI CGJILN;HN JICHNM CH NB? N?RN /?;> NB? @IFFIQCHA

?R;GJIF?

"OLCHA GS NCG? CH Ic=? fB;P? ;=BC?P?> M?P?L;F Al;FM f B;P? B?FJ?> CH=L?;M? @OH>CHA

@IL FI=;F M=BIIFM f B;P? L?>0=?>=LCG? L;N?M CH NB? H?CAB<ILBII> fB;P? ?H=I0OL;A?>

SIOHA J?1JF? NI A?N CHPIFP?> CH NB?CL =IGGOHCNS *S =IGJ?NCNIL ;LAO?M NB;N MB? CM NB?
<?NN?L =BIC=? CH NB? OJ=IGCHA ?F?=NCIH f;LAO? NB;N CN CM LC>C=0OFIOM NI aR MIG?NBCHA
NB;N CMH]N <LIE?H f@ SIO L??F?=N G? NBCM S?;L fJLIGCM? NI =IHNCHO? NI M?LP? NBCM
=IGGOHCNS
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fH NBCM ?RNL;=N @LIG ;H ?F?=NCIH =;GJ;CAH NB? QLCN?L OM?M MBILN MCGJF? M?HN?H=?M I(
MCGCF;L F?HANB ;H> MNSF? 4LCN?LM I@N?H GCMN;E?HFS <?FC?P? NB;N NBCM N?=BHCKO? G;
NB? N?RN GIL? =F?;L @IL NB? L?;>?L <ON NB? L?MOFN CM ; =B1JJS OHMIJBCMNC=;N?>

J;L;AL;JB NB;N >1?M HIN AL;< NB? ;0>C?H=7]M ;NN?HNCIH +IQ L?;> NB? L?PCM?>

J;L;AL;JB QCNB M?HN?H=? P;,LC?NS

@=492 8D ?480 49 :N.0 3,A0307;0/49.=0,>0 1@9/492 1.=7:.,7 >.3::7>
=0/@.0/ .=480 =,70> 49 7?30 90423-:=3::/ ,9/09..@ =,20/D:@92;0:;707:

207 49A:7A0/ 49 ?304= ..88@94?D )3D LC B3,? 4>9H? -=:609 1 D:@ =0070.?
80 ?34> D0,= BA477 ..9?49@0 ?:,.340A0 2=0,? ?3492> 1:= ?34> .:88@947?D
‘9H? 7,60, .3,9.0:9 ,9 @969:B9 .:.9709/0= A:?0 1:=?30 ;=:A09

>@..0>>

+INC=? BIQ CHNLI>O=CHA ; MBILN LB?NILC=;F KO?MNCIH ;GIHA NB? FIHA?L M?HN?H=?M CH NB?
J;L;AL;JB CM ;H ?e?=NCP? G?;HM 1@ E??JCHA NB? L?;>?L]M ;NN?HNCIH fH NB? L?PCM?>
P?LMCIH NB? QLCN?L =IG<CH?M NB? =B13JJS M?HN?H=?M ;N NB? <?ACHHCHA CHNI IH? FIHA?L
M?HN?H=? QBC=B ;>>M LBSNBG ;H> CHN?L?MN NI NB? J;L;AL;JB

TIp
Effective writers often implement the Orule of three,O 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.

B/<-3=/

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F)C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

lIGCH? ?;=B M?N |@ MCGJF? M?HN?H=?M CHNI ; =IGJIOH> IL ; =IGJF?R M?HN?H=? 4LCN?
NB? =IG<CH?> M?HN?H=? IH SIOL IQH MB??N |@ J;J?L

&?LICH CM ;H ?RNL?G?FS ;>>C=NCP? >LOA 1BIOM;H>M I@ B?LICH ;>>C=NM >C? ?;=B S?;L
0B;E?MJ?;L?]M QLCNCHA CM MNCFF L?F?P;HN NI>;S &? QLIN? ;<ION NCG?F?MM NB?G?M
1B?M? NB?G?M CH=FO>? FIP? B;N? D?;FIOMS >?;NB ;H>>?MNCHS

%;S G;LLC;A? CM HIQ F?A;F CH MCR MN;N?M flQ; *;MM;=BOM?NNM !IHH?=NC=0ON
3?LGIHN +?7Q &;GIJMBCL? ;H>*,CH? ;FF J?LGCN M;G? M?R G;LLC;A? ,NB?L MN;N?M

;L? FCE?FS NI @IFFIQ NB?CL ?R;GJF?

-L?QLCNCHA CM ; PCN;F MN;A? |@ NB? QLCNCHA JLI=?MM -L?QLCNCHA B?FJM SIO ILA;HCT?
SIOL C>?;M 1SJ?M @ JL?QLCNCHA CH=FO>7? IONFCHCHA <L;CHMNILGCHA ;H> C>?;
G;JIJCHA

*CN=B ;H=LI@N CM ; @;GIOM QLCN?L &? ;FMI M?LP?M ;M ; AIP?LHIL IH NB? FI=;F

M=BIIF <I;L> *CN=B]M NQI =BCF>L?H ;NN?H> NB? M=BIIF

966+,9<+>398


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/

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

'=381 %/8>/8-/ (+<3/>C +> >2/ /1388381 90 %/8>/8-/=

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HM™BNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M,;

1?;> NB? @IFFIQCHA M?HN?H=?M ;H> =I[HMC>?L QB;N NB?S ;FF B;P? CH =IGGIH

39,9/ 8,9/, B477 -0 ,9,7DE492 ?34> BOO6H> L9,9.4,7 =0;:=7?
&30 .,=>.=00.30/ ?:, 3,7? 5@>?, 10B 49.30> ,B,D 1=:8 ?30 D:@92 -:D
%?@/09?> =,=07D .:80 ?: ?30 0C,8 ,/0<@,?07D ;=0;,=0/

f@ SIO ;L? B;PCHA NLIO<F? aAOLCHA ION QBS NB?M? M?HN?H=?M ;L? MCGCF;L NLS OH>?LFCHCHA
NB? MO<D?=N CH ?;=B 610 QCFF HINC=? NB;N NB? MO<D?=N CM JIMCNCIH?> ;N NB? <?ACHHCHA |@
?,=B M?HN?H=?['IBH ;H> G;H>; NB? =;L MNO>?HNM OCH=? NB? MO<D?=N P?L< I<D?=N

J;NN?LH CM NB? MCGJF?MN M?HN?H=? MNLO=NOL? G;HS QLCN?LM N?H> NI IP?LOM? NBCM
N?=BHCKO? QBC=B =;H L?MOFN CH L?J?NCNCP? J;L;AL;JBM QCNB FCNNF? M?HN?H=? P;LC?NS

+;IGC QLIN? ;H ?MM;S ;<ION NB?  AIP?LHG?HN <;CFION /?;> NBCM ?R=?LJN @LIG
+;IGC]M ?MM;S

1BCM M?=NCIH ?R;GCH?M M?P?L;F Q;SM NI CHNLI>O=? M?HN?H=? P;LC?NS ;N NB? <?ACHHCHA |@
M?HN?H=?M OMCHA +;IGC]M ?MM;S ;M ;H ?R;GJIF?

%>+<>381 + %/8>/8-/ A3>2 +8 .@I/<,

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =
L?;NCP?=IGGIHM ILA FC=?HM?M <S H= M;

,H? N?=BHCKO? SIO =;H OM? MI ;M NI ;PIC> <?ACHHCHA ; M?HN?H=? QCNB NB? MO<D?=N CM NI
OM? ;H ;>P?L< H ;>P?L<CM; QIL> NB;N >?M=LC<?M ; P?L< ;>D?=NCP? IL INB?L ;>P?L<
H>1@N?H ?H>M CE #R;GJF?M |@ ;>P?L<M CH=F@G?719:G A=4B:G ?C73B.G /4bQ@7.G

B7,72:G?;> NB? @IFFIQCHA M?HN?H=?M

0B? MFIQFS NOLH?> NB? =ILH?L ;H> J??7L?> CHNI NB? GOLES <;M?G?HN
OFIQFS MB? NOLH?> NB? =ILH?L ;H>J??L?> CHNI NB? GOLES <;M?G?HN

fH NB? M?=IH> M?HN?H=? NB? ;>P?L< MFIQFS CM JF;=?> ;N NB? <?ACHHCHA 1@ NB? M?HN?H=? f@
SIO L?;> NB? NQI M?HN?H=?M ;FIO> SIO QCFF HINC=? NB;N GIPCHA NB? ;>P?L< =B;HA?M NB?
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LBSNBG 1@ NB? M?HN?H=? ;H> MFCABNFS ;FN?LM CNM G?;HCHA 1B? M?=IH> M?HN?H="?
?GJB;MCT?M BIQ NB? MO<D?=N GIP?M[MFIQFS[=L?;NCHA ; <OCF>0J |@ N?HMCIH 1BCM
N?=BHCKO? CM ?e?=NCP? CH a=NCIH;F QLCNCHA

+IN? NB;N ;H ;>P?L< OM?> ;N NB? <?ACHHCHA 1@ ; M?HN?H=? CM OMO;FFS @IFFIQ?><S ;

=IGG; =IGG; CH>C=;N?M NB;N NB? L?;>?L MBIOF> J;OM? <LC?bS QBC=B =L?;N?M ;

OM?@OF LB?NILC=;F >?PC=? /?;> NB? @IFFIQCHA M?HN?H=?M ;FIO> ;H> =IHMC>?L NB? ?e?=N |@
J;OMCHA ;@N?L NB? ;>P?L<

,@?4:@>7D 30 @97:.60/ 730 609907 ,9/ B,4?0/ 1:= ?30 /:2H> =0,.74:9
%:70897D ?30,;:74.08,9 ,;;=:,.30/ ?30 8,D:=,9/;7,.0/ 348 @9/0=

,==0>7?

%@//097D 30 >7,880/ ?30 /::=>3@7? ,9/ >;=49?0/ ,.=:>> ?30 >?=007?

fH ;H ;=;>?GC=?MM;S GIPCHA ;H ;>P?L< NI NB? <?ACHHCHA |@ ; M?HN?H=? M?LP?M NI P;LS
NB? LBSNBG I@ ; J;L;AL;JB ;H> CH=L?;M? M?HN?H=? P;LC?NS

+;IGC B;M OM?> NQI ;>P?L<M CH B?L ?MM;S NB;N =IOF> <? GIP?> NI NB? <?ACHHCHA |@
NB?CL L?MJ?=NCP? M?HN?H=?M +INC=? BIQ NB? @IFFIQCHA L?PCM?> P?LMCIH =L?;N?M ; GIL?
P:.LC?> J;L;AL;JB

TIp
Adverbs of timeNadverbs that indicate B309 an action takes
placeNdo not always require a comma when used at the beginning of

a sentence. Adverbs of time include words such as D0>?0=/,D?:/,.D ,
7,705 >:80?480>, :1?09, and 9:B .



B/<-3=/

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

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

,H SIOL IQH MB??N |@ J;J?L L?QLCN? NB? @IFFIQCHA M?HN?H=?M <S GIPCHA NB? ;>P?L<M NI
NB? <?ACHHCHA

1B? L?> NLO=E MJ?> @OLCIOMFS J;MN NB? =;GJ?L P;H <F;LCHA CNM BILH

'‘?e MH;N=B?> ;N NB? <L?;> BOHALCFS JIFCMBCHA le NBL?? MFC=?M CH OH>?L ; GCHON?
2H>?L;A? >LCHECHA NSJC=;FFS L?MOFNM @LIG J??L JL?MMOL? ;H> F;=E 1@ J;L?HN;F
;NN?HNCIH
1B? aL?aABN?LM <L;P?FS N;=EF?> NB? <F;T? <ON NB?S Q?L? <?;N?H <;=E <S b;G?M
*'SIL 'IBHMIH JLCP;N?FS ;=EHIQF?>A?> NB;N NB? <O>A?N Q;M ?R=?MMCP? ;H> NB;N

@OLNB?L >CM=OMMCIH Q;M H??>?>

966+,9<+>398

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

%>+<>381 + %/8>/8-/ A3>2 + "</:9=3>398+6 "2<+=/

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

P;CF;<F? OH>?IL?;NCP? IGGIHM +IHIGG?L=C;F 0B;L? FCE? fHN?LH;NCIH;F )C=?HMBNNJ =

JL?JIMCNCIH;F JBL;M? CM ; ALIOJ 1@ QIL>M NB;N <?B;P?M ;M ;H ;>D?=NCP? IL ;H ;>P?L<
GI>C@SCHA ; HIOH IL ; P?L< -L?JIMCNCIH;F JBL;M?M =IHN;CH ; JL?JIMCNCIH ; QIL> NB;N
MJ?=Ca?M JF;=? >CL?=NCIH IL NCG? ;H>;H I<D?=N 1@ NB? JL?JIMCNCIH ; HIOH JBL;M? IL
JLIHIOH NB;N @IFFIQM NB? JL?JIMCNCIH

above

across

against

after

among

around

at

before

behind

Table 7.1

beneath

beside

between

beyond

by

despite

except

for

from

Common Prepositions

into

like

near

off

on

over

past

since

through

till

toward

under

underneath

until

up

with

without
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below inside throughout

Table 7.1 Common Prepositions

[?;> NB? @IFFIQCHA M?HN?H="?
1B? N?LLCa?> =BCF>M0d=8/+>2 >2/ >+,6/

fH NBCM M?HN?H=? NB? JL?JIMCNCIH;F JBIsR8@BM/B6 B63 B/0iB? JL?JIMCNCIH
OH>?LH?;NB L?F;N?M NI NB? I<D?=N NB;N @IFFIQM NB? JL?JIM@GITCEHNB2-NCP?M
G;S <? JF;=?> <?NQ7??H NB? JL?JIMCNCIH ;H> NB? I<D?=N CH ; JL?JIMCNCIH;F JBL;M?

1B? N?LLCa?> =BCF>M0d=8/+>2 >2/ 2/+@C A99./8 >+,6/

01G? JL?JIMCNCIH;F JBL;M?M =;H <? GIP?> NI NB? <?ACHHCHA |I@ ; M?HN?H=? CH IL>?7L NI
=L?;N? P;LC?NS CH ; JC?=? 1@ QLCNCHA )IIE ;N NB? @IFFIQCHA L?PCM?> M?HN?H="

'8./<8/+>2 >2/ 2/+@C A99./8 >+,6/ NB? N?LLCa?>=BCF>BC> +INC=? NB;N QB?H NB?
JL?JIMCNCIH;F JBL;M? CM GIP?> NI NB? <?ACHHCHA I@ NB? M?HN?H=? NB? ?GJB;MCM MBC@NN
@LIG NB? MO<D?=N[NB? N?LLCa?> =BCF>[NI NB? FI=;NCIH CH QBC=B NB? =BCF> CM BC>CHA
41L>M NB;N ;L? JF;=?> ;N NB? <?ACHHCHA IL ?H> 1@ ; M?HN?H=? A?H?L;FFS L?=?CP? NB?
AL?;N?MN ?GJB;MCM 1;E?; FIIE ;N NB? @IFFIQCHA ?R;GJF?M 1B? JL?JIMCNCIH;F JBL;M? CM
OH>?LFCH?>CH ?;=B

1B? <;H>;A?> G;H Q;CN?> 38 >2/ .9->9<H= 9N-/

P8 >2/.9->9<H=9N-/ NB? <;H>;A?> G;H Q;CN?>

*S NL;CH F?;P?M NB? MN;N€IH +7

> +7 GS NL;CH F?;P?M NB? MN;NCIH

1??H;A?LM ?R=B;HA? >LOAM ;H> GIH?8./< >2/ <+36A+C ,<3.1/

'8./< >2/ <+36A+C ,<3.1/ N??H;A?LM ?R=B;HA? >LOAM ;H> GIH?S

-L?JIMCNCIH;F JBL;M?M ;L? OM?@OF CH ;HS NSJ? |@ QLCNCHA 1;E? ;HINB?L FIIE ;N +;IGC]M
?MM;S IH NB? AIP?LHG?HN <;CFION

+l1Q L?;> NB? L?PCM?> P?LMCIH



1B? OH>?LFCH?> QIL>M ;L? ;FF JL?JIMCNCIH;F JBL;M?M +INC=? BIQ NB?S ;>> ;>>CNCIH;F
CH@ILG;NCIH NI NB? N?RN ;H> JLIPC>? ; M?HM? I@ bIQ NI NB? ?MM;S G;ECHA CN F?MM =BIJJS
;H> GIL? JF?;MOL;<F? NI L?;>

'879@+,6/ "</:9=3>398+6 "2<+=/=

+IN ;FF JL?JIMCNCIH;F JBL;M?M =;H <? JF;=?> ;N NB? <?ACHHCHA |@ ; M?HN?H=? /?;> NB?
@IFFIQCHA M?HN?H=?

B:@7/ 7460, .3:.:7,?20>@9/,0 "% &% "' !l #

fH NBCM M?HN?H=? QCNBION QBCJJ?>=L?;G CM NB? JL?JIMCNCIH;F JBL;M? ?=,0M? CN
>?M=LC<?M NB? =BI=IF;N? MOH>;? CN =;HHIN <? GIP?> NI NB? <?ACHHCHA |@ NB? M?HN?H="?
AMCNBION QBCJJ?> =L?;G f QIOF> FCE? ; =BI=IF;N? MOH>;?_ >I?M HIN G;E? ;M GO=B C@

;HS M?HM? 11 >?N?LGCH? QB?NB?L ; JL?JIMCNCIH;F JBL;M? =;H <? GIP?> Q? GOMN
>?N?LGCH? NB? G?;HCHA I@ NB? M?HN?H=?

1@/<?=/ 90 "</:9=3>398+6 "2<+=/=

#RJ?LC?H=?> QLCN?LM I@N?H CH=FO>? GIL? NB;H IH? JL?JIMCNCIH;F JBL;M? CH ; M?HN?H=?
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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 dratft.

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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