Freshman Grammar and Usage 

1) The Verb

Recognize a verb when you see one.

Verbs are a necessary component of all sentences. Verbs have two important functions: Some verbs put static objects into motion while other verbs help to clarify the objects in meaningful ways. 
Look at the examples below:

The daredevil cockroach splashed into Sara's soup.



The daredevil cockroach = static object; splashed = verb.


The curious toddler popped a grasshopper into her mouth.



The curious toddler = static object; popped = verb.


Francisco's comic book collection is worth $20,000.00.



Francisco's comic book collection = static object; is = verb.

The important thing to remember is that every subject in a sentence must have a verb. Otherwise, you will have written a fragment, a major writing error.

Remember to consider word function when you are looking for a verb.

Many words in English have more than one function. Sometimes a word is a subject, sometimes a verb, sometimes a modifier. As a result, you must often analyze the job a word is doing in the sentence. 
Look at these two examples:

Potato chips crunch too loudly to eat during an exam.


The crunch of the potato chips drew the angry glance of Professor Orsini to our corner of the room.



Crunch is something that we can do. We can crunch cockroaches under our shoes. We can 


crunch popcorn during a movie. We can crunch numbers for a math class. In the first sentence, 


then, crunch is what the potato chips do, so we can call it a verb. 

Even though crunch is often a verb, it can also be a noun. The crunch of the potato chips, for example, is a thing, a sound that we can hear. You therefore need to analyze the function that a word provides in a sentence before you determine what grammatical name to give that word.
Know an action verb when you see one.

Dance! Sing! Paint! Giggle! Chew! What are these words doing? They are expressing action, something that a person, animal, force of nature, or thing can do. As a result, words like these are called action verbs. 
Look at the examples below:

Clyde sneezes with the force of a tornado.



Sneezing is something that Clyde can do.

If you are unsure whether a sentence contains an action verb or not, look at every word in the sentence and ask yourself, "Is this something that a person or thing can do?" 
Take this sentence, for example:

During the summer, my poodle constantly pants and drools.



Can you summer? Do your obnoxious neighbors keep you up until 2 a.m. because they are 


summering? Can you my? What does a person do when she's mying? Can you poodle? Show me 

what poodling is. Can you pant? Bingo! Sure you can! Run five miles and you'll be panting. Can 


you and? Of course not! But can you drool? You bet—although we don't need a demonstration 


of this ability. In the sentence above, therefore, there are two action verbs: pant and drool.

Know a linking verb when you see one.

Linking verbs, on the other hand, do not express action. Instead, they connect the subject of a verb to additional information about the subject. 
Look at the examples below:

Mario is a computer hacker.


Ising isn't something that Mario can do. Is connects the subject, Mario, to additional 



information about him, that he will soon have the FBI on his trail.

During bad storms, trailer parks are often magnets for tornadoes.



Areing isn't something that trailer parks can do. Are is simply connecting the subject, trailer 


parks, to something said about them, that they tend to attract tornadoes.


After receiving another failing grade in algebra, Jose became depressed.



Became connects the subject, Jose, to something said about him, that he wasn't happy.

The following verbs are true linking verbs: any form of the verb be [am, were, has been, are being, might have been, etc.], become, and seem. These true linking verbs are always linking verbs.

Then you have a list of verbs with multiple personalities: appear, feel, grow, look, prove, remain, smell, sound, taste, and turn. Sometimes these verbs are linking verbs; sometimes they are action verbs. Their function in a sentence decides what you should call them.

How do you tell when they are action verbs and when they are linking verbs? If you can substitute am, is, or are for the verb and the sentence still sounds logical, you have a linking verb on your hands. If, after the substitution, the sentence makes no sense, you are dealing with an action verb. 
Here are some examples:

Chris tasted the crunchy, honey-roasted grasshopper.



Chris is the grasshopper? I don't think so! In this sentence then, tasted is an action verb.


The crunchy, honey-roasted grasshopper tasted good.



The grasshopper is good? You bet. Roast your own! Linking verb!

I smell the delicious aroma of the grilled octopus.



I am the delicious aroma? Not the last time I checked. Smell, in this sentence, is an action verb.


The aroma of the grilled octopus smells appetizing.



The aroma is appetizing? Definitely! Come take a whiff!

Realize that a verb can have more than one part.

You must remember that verbs can have more than one part. In fact, a verb can have as many as four parts. A multi-part verb has a base or main part as well as additional helping or auxiliary verbs with it. 
Check out the examples below:

1. Harvey spilled chocolate milkshake on Leslie's new dress.

2. Because Harvey is a klutz, he is always spilling something.

3. Harvey might have spilled the chocolate milkshake because the short dress distracted him.

4. Harvey should have been spilling the chocolate milkshake down his throat.
2) The Participle

Recognize a participle when you see one.

Participles come in two varieties: past and present. They are two of the five forms or principal parts that every verb has. Look at the charts below.
Regular Verbs:

	VVerbb
	Simple Present
	Simple Past
	Past Participle
	Present Participle
	Infinitive

	giggle
	giggle(s)
	giggled
	giggled
	giggling
	to giggle

	help
	help(s)
	helped
	helped
	helping
	to help


Notice that each present participle ends in ing. This is the case 100 percent of the time.

On the other hand, you can see that past participles do not have a consistent ending. The past participles of all regular verbs end in ed; the past participles of irregular verbs, however, vary considerably. If you look at bring and sing, for example, you'll see that their past participles—brought and sung—do not follow the same pattern even though both verbs have ing as the last three letters.

Know the functions of participles.

Participles have three functions in sentences. They can be components of multipart verbs, or they can function as adjectives or nouns.

Participles in Multipart Verbs

A verb can have as many as four parts. When you form multipart verbs, you use a combination of auxiliary verbs and participles.
Look at the examples below:

Our pet alligator ate Mrs. Olsen's poodle.



Ate = simple past tense [no participle].


With a broom, Mrs. Olsen was beating our alligator over the head in an attempt to retrieve her poodle.



Was = auxiliary verb; beating = present participle.


Our pet alligator has been stalking neighborhood pets because my brother Billy forgets to feed the 
poor reptile.



Has = auxiliary verb; been = past participle; stalking = present participle.


Our pet alligator should have been eating Gator Chow, crunchy nuggets that Billy leaves for him in a 
bowl.



Should, have = auxiliary verbs; been = past participle; eating = present participle.

Participles as Adjectives

Past and present participles often function as adjectives that describe nouns. 
Here are some examples:

The crying baby drew a long breath and sucked in a spider crouching in the corner of the crib.



Which baby? The crying baby. Which spider? The one that was crouching in the corner.


The mangled pair of sunglasses, bruised face, broken arm, and bleeding knees meant Genette had 

taken another spill on her mountain bike.



Which pair of sunglasses? The mangled pair. Which face? The bruised one. Which arm? The 


broken one. Which knees? The bleeding ones.
Participles as Nouns

Present participles can function as nouns—the subjects, direct objects, indirect objects, objects of prepositions, and subject complements in sentences. Whenever a present participle functions as a noun, you call it a gerund.
Take a look at these examples:


Sneezing exhausts Steve, who requires eight tissues and twenty-seven Gesundheits before he is done.



Sneezing = the subject of the verb exhausts.


Valerie hates cooking because scraping burnt gook out of pans always undermines her enjoyment of 
the food.



Cooking = the direct object of the verb hates.


We gave bungee jumping a chance.



Bungee jumping = indirect object of the verb gave.


Joelle bit her tongue instead of criticizing her prom date's powder blue tuxedo.



Criticizing = object of the preposition instead of.


Omar's least favorite sport is water-skiing because a bad spill once caused him to lose his swim trunks.



Water-skiing = the subject complement of the verb is.
3) The Gerund

Recognize a gerund when you see one.

Every gerund, without exception, ends in ing. Gerunds are not, however, all that easy to identify. The problem is that all present participles also end in ing. What is the difference?

Gerunds function as nouns. Thus, gerunds will be subjects, subject complements, direct objects, indirect objects, and objects of prepositions. 
Read these examples of gerunds:


Since Francisco was five years old, swimming has been his passion.



Swimming = subject of the verb has been.


Francisco's first love is swimming.



Swimming = subject complement of the verb is.


Francisco enjoys swimming more than spending time with his girlfriend Diana.



Swimming = direct object of the verb enjoys.


Francisco gives swimming all of his energy and time.



Swimming = indirect object of the verb gives.


When Francisco wore dive fins to class, everyone knew that he was devoted to swimming.



Swimming = object of the preposition to.

Present participles, on the other hand, complete progressive verbs or act as modifiers. 

These ing words are examples of present participles:


One day last summer, Francisco and his coach were swimming at Daytona Beach.



Swimming = present participle completing the past progressive verb were swimming.


A great white shark ate Francisco's swimming coach.



Swimming = present participle modifying coach.


Now Francisco practices his sport in safe swimming pools.



Swimming = present participle modifying pools.

4) The Modifier

Recognize a modifier when you see one.

Modifiers are words, phrases, or clauses that provide description in sentences. Modifiers allow writers to take the picture that they have in their heads and transfer it accurately to the heads of their readers. Essentially, modifiers breathe life into sentences. Take a look at this "dead" sentence:

Stephen dropped his fork.

Now read what several well placed modifiers can do:


Poor Stephen, who just wanted a quick meal to get through his three-hour biology lab, quickly dropped 
his fork on the cafeteria tray, gagging with disgust as a tarantula wiggled out of his cheese omelet, a 
sight requiring a year of therapy before Stephen could eat eggs again.

Modifiers can be adjectives, adjective clauses, adverbs, adverb clauses, absolute phrases, infinitive phrases, participle phrases, and prepositional phrases. 
The sentence above contains at least one example of each:

Adjective = poor.


Adjective clause = who just wanted a quick meal.


Adverb = quickly.


Adverb clause = as a tarantula wiggled out of his cheese omelet.


Absolute phrase = a sight requiring a year of therapy before Stephen could eat eggs again.


Infinitive phrase = to get through his three-hour biology lab.


Participle phrase = gagging with disgust.


Prepositional phrase = on the cafeteria tray.

Without modifiers, sentences would be no fun to read. Carefully chosen, well-placed modifiers allow you to depict situations with as much accuracy as words will allow.
5) The Object of the Preposition

Recognize an object of the preposition when you see one.

Prepositions often begin prepositional phrases. To complete the phrase, the preposition usually teams up with a noun, pronoun, or gerund, or the object of the preposition. 
Here are some examples:

At noon



At = preposition; noon = noun or the object of the preposition.


Behind them



Behind = preposition; them = pronoun or the object of the preposition.


Without sneezing



Without = preposition; sneezing = gerund or the object of the preposition.

The object of the preposition will often have modifiers that add description:


At the kitchen counter



At = preposition; the, kitchen = modifiers; counter = noun or the object of the preposition.


Between us only



Between = preposition; us = pronoun or the object of the preposition; only = modifier.


Without completely finishing



Without = preposition; completely = modifier; finishing = gerund or the object of the 



preposition.

Infrequently, a clause will be the object of the preposition, as in this example:


In class today, we talked about what Mr. Duncan expects in our next research essay.



About = preposition; what Mr. Duncan expects in our next research essay = noun clause or the 


object of the preposition.

6) The Direct Object

Recognize a direct object when you see one.

A direct object will follow a transitive verb [a type of action verb]. Direct objects can be nouns, pronouns, phrases, or clauses. If you can identify the subject and verb in a sentence, then finding the direct object—if one exists—is easy. Just remember this simple formula:


subject + verb + what? or who? = direct object
Here are examples of the formula in action:


Zippy and Maurice played soccer with a grapefruit pulled from a backyard tree.



Zippy, Maurice = subjects; played = verb. Zippy and Maurice played what? Soccer = dir. object.


Zippy accidentally kicked Maurice in the shin.



Zippy = subject; kicked = verb. Zippy kicked who? Maurice = direct object.

Sometimes direct objects are single words like soccer and Maurice; other times they are phrases or clauses. The formula nevertheless works the same.


Sylina hates biting her fingernails.



Sylina = subject; hates = verb. Sylina hates what? Biting her fingernails [a gerund phrase] = 


direct object.


Even worse, Sylina hates when Mom lectures her about hand care.



Sylina = subject; hates = verb. Sylina hates what? When Mom lectures her about hand care [a 


subordinate clause] = direct object.

Direct objects can also follow verbals—infinitives, gerunds, and participles. Use this abbreviated version of the formula:


verbal + what? or who? = direct object
Here are some examples:


To see magnified blood cells, Gus squinted into the microscope on the lab table.



To see = infinitive. To see what? Blood cells = direct object.


Gus bought contact lenses because he wanted to see the beautiful Miranda, his lab partner, more 
clearly.



To see = infinitive. To see who? The beautiful Miranda = direct object.


Dragging her seventy-five pound German shepherd through the door is Roseanne's least favorite part of 
going to the vet.



Dragging = gerund. Dragging what? Her seventy-five pound German shepherd = direct object.


Heaping his plate with fried chicken, Clyde winked at Delores, the cook.



Heaping = participle. Heaping what? His plate = direct object.
Don't mistake a direct object for a subject complement.

Only action verbs can have direct objects. If the verb is linking, then the word that answers the what? or who? question is a subject complement.


The space alien from the planet Zortek accidentally locked his keys in his space ship.



Alien = subject; locked = action verb. The space alien locked what? His keys = direct object.


The space alien was happy to find a spare key taped under the wing.



Alien = subject; was = linking verb. The space alien was what? Happy = subject complement.


**Don't use subject pronouns as direct objects.

The chart below contains subject and object pronouns. Because direct objects are objects, always use the objective form of the pronoun when you need a direct object.

	Subject Pronouns
	Object Pronouns

	I
we
you
he, she, it
they
who
	me
us
you
him, her, it
them
whom


Check out these sample sentences:


After I give my dog Oreo a scoop of peanut butter, she always kisses me with her sticky tongue.



She = subject; kisses = verb. She kisses who? Me = direct object.


Because Jo had skipped Mr. Duncan's class five times in a row, she ducked out of sight whenever she 
spotted him on campus.



She = subject; spotted = verb. She spotted who? Him = direct object.


Because David was always eating her food, Theresa sneaked corn chips and candy bars into her room 
and hid them in the clothes hamper.



Theresa = subject; hid = verb. Theresa hid what? Them = direct object.
7) The Colon  

There are only two main uses for the colon in everyday writing. Both require an independent clause, also known as a complete sentence, before the colon. The first use is when introducing a list, and the second is when introducing an explanation or example.

A colon is a punctuation mark that signals that more information is to follow.
A. List:  use a colon before a list of items, especially after expressions such as the

following and as follows.

B. Direct quote:  you may use a colon instead of a comma to introduce a direct quote.

C. Letter:  use a colon after the salutation of a business letter (formal).

Example: I need to pick up a few things at the grocery store: milk, bread, cheese, and juice.


Example: After 10 hours of deliberation, the jury made its decision: the defendant was guilty.

Incorrect example: My favorite places to shop are: the mall, the local shopping center, and the Internet.
Colons can also be used to separate a book title from its subtitle (Punctuation: A Useful Guide), as part of a business letter salutation (To Whom It May Concern:), and of course between the hour and minute in time notation (3:30 p.m.)
8) The Semicolon

A semicolon is used to link two complete sentences without a conjunction such as and or but. You can always use a period and start a new sentence instead of using a semicolon, but when your sentences are closely related or continue the same thought, it helps the reader to have a semicolon.


Example: I’m going to the grocery store; I need to buy bananas.

You should also use a semicolon when you link two complete sentences with a conjunctive adverb such as however, therefore, or nevertheless.


Example: I wanted to go to the beach today; however, I have to go to work.

Notice that the semicolon comes before the conjunctive adverb, and a comma follows the conjunctive adverb. It is important to get this punctuation correct.

Semicolons can also be used in a list where commas are already present.


Example: My road trip will take me to the following destinations: San Diego, California; Portland, 
Oregon; Flagstaff, Arizona; and Nashville, Tennessee.
Recognize a semicolon when you see one.

The semicolon [ ; ] is a powerful mark of punctuation with three uses.

The first appropriate use of the semicolon is to connect two related sentences. 
The pattern looks like this:


complete sentence + ; + complete sentence.  
Here is an example:


Grandma still rides her Harley motorcycle; her toy poodle balances in a basket between the 
handlebars.

A semicolon can also team up with a transition—often a conjunctive adverb—to connect two sentences close in meaning. The pattern looks like this:


complete sentence + ; + transition + , + complete sentence.

Check out this example:


My father does not approve of his mother cruising around town on a Harley motorcycle; however, 
Grandma has never cared what anyone thinks.
Finally, use the semicolon to avoid confusion when you have complicated lists of items. The pattern looks like this:

  
item + , + more information + ; + item + , + more information + ; + and + item + , + more information
Read the following example:


On a Harley motorcycle, my grandmother and her poodle have traveled to Anchorage, Alaska; San 
Francisco, California; and Tijuana, Mexico.
Keep these three things in mind when you use a semicolon:

· The two main clauses that the semicolon joins should be closely related in meaning. 

· Don't capitalize the word that follows the semicolon unless that word is a proper noun, one that is always capitalized. 

· Limit your use of semicolons; you should not scatter them wantonly throughout your writing. Semicolons are like glasses of champagne; save them for special occasions. 

9) The Item in a Series

Recognize an item in a series when you see one.

Items in a series occur whenever a sentence includes a list of two or more things. The items can be any type of grammatical unit, such as nouns, verbs, participles, infinitives, or subordinate clauses, to name a few. Read the examples that follow:

To make her famous muffins, Paulette bought fresh broccoli, baker's chocolate, flour, sugar, and eggs. 



Broccoli, chocolate, flour, sugar and eggs = all nouns.


After Chad clutched his heart, swooned, and fell to the floor, Mrs. Borglum nudged him with her foot, 
ordering him to the front of the class to make his speech.



Clutched, swooned, and fell = all verbs.


When Harold saw his girlfriend Gloria across the crowded airport, he sprinted toward her, leaping over 
luggage, colliding with travelers, and dodging potted palms. 



Leaping, colliding, and dodging = all present participles.


Because Tara is hungry but broke, she hopes to spot Anthony in the cafeteria, flirt with him over a 
pizza, and then get the poor boy to pay for the meal. 



To spot, to flirt, and to get = all infinitives.


My dog Floyd bolts under the bed whenever thunder booms, strangers knock on the door, or I reach 
for the flea shampoo. 


Whenever thunder booms, whenever strangers knock on the door, and whenever I reach for 


the flea shampoo = all subordinate clauses.
Maintain parallel structure with items in a series.
Items in a series should have parallel structure. You maintain parallel structure when you use equal grammatical units. If the first item is a noun, then the following items must also be nouns; if the first item is a subordinate clause, then so must the other items be.

Nonparallel structure looks like this:

Harry spent his afternoon [image: image1.jpg]


, [image: image2.jpg]


, and [image: image3.jpg]


.

Harry spent his afternoon playing tennis, returning overdue library books, and then he ate a mushroom and pineapple pizza.

Parallel structure, the correct way to list items in a series, looks like this:

Harry spent his afternoon [image: image4.jpg]


, [image: image5.jpg]


, and [image: image6.jpg]


.

Harry spent his afternoon [image: image7.jpg]


, [image: image8.jpg]


, and [image: image9.jpg]


.


Harry spent his afternoon playing tennis, returning overdue library books, and eating a mushroom and 
pineapple pizza.


This afternoon, Harry played tennis, returned overdue library books, and ate a mushroom and 
pineapple pizza.
Punctuate items in a series correctly.

Whenever you have three or more items in a series, each item requires punctuation to separate it from the others. Depending on the complexity of the list, you can use either commas or semicolons.
The most common pattern looks like this:

item + , + item + , + and + item
Here are some examples:


To survive another boring art history lecture, you should drink a strong cup of coffee before class, 
empty sugar packets into your mouth when Dr. Lemon has his back turned, and sharpen a pencil to 
poke yourself in the thigh.


Stephanie refuses to go water-skiing with us because she is afraid of getting sliced by the boat 
propeller, tangling with a snake, becoming an alligator's lunch, or having a brain-sucking amoeba crawl 
up her nose.

Some handbooks will tell you that the comma before the last item in the series is unnecessary. Although you do have the option of leaving it out, the editorial policy of most magazines, newspapers, and book companies is to use a comma before the coordinating conjunction. You will, as a result, notice its presence in most of the professional publications you read.
Use semicolons to separate the items when they already include commas. The pattern looks like this:

item + , + more information + ; + item + , + more information + ; + and + item + , + more information

Check out these examples:


My heroes are Batman, who combines brains and brawn; Captain Picard, who commands respect; and 
Wiley Coyote, who never gives up.


What a day! Poor Veronica spent the morning cooking, cleaning, and washing; the afternoon running 
errands, grocery shopping, and studying; and this evening ironing, making lunches, and brushing the 
dog.
10) The Comma  
A comma represents a pause and separates words or groups of words.

Series:  use a comma to separate a series of three or more items (words, phrases, or clauses).

Adjectives:  use a comma to separate adjectives instead of repeating and.
Introductory words:  use a comma after words or groups of words (phrases or clauses) that come at the beginning of a sentence.

Direct address:  use a comma to set off or enclose words that speak to a person. 

The sentence directly addresses a person.

Clarity:  use a comma to clarify a sentence in which words run together and change the meaning.  The sentence needs clarity.

Dates, addresses, places:  use commas to separate items in dates, addresses, and places.

Letters:  use a comma after the salutation of a friendly letter (a colon is for a

business letter), and use a comma after the closing of any letter.
Conjunction:  use a comma before a conjunction (for, and, nor, but, or, yet, so)

when it joins two main clauses (two complete sentences).

Interruption:  use commas to surround extra words that interrupt a sentence and, if removed, would not change the meaning of the sentence.

Appositive:  use commas to surround a word (or group of words) that identifies or names another noun/pronoun.  Proper nouns do not need to be set off in commas.
The Comma Splice
Recognize a comma splice when you see one.
A comma splice, also called a run-on, occurs when a writer has connected two main clauses with a comma alone. A main clause makes a complete thought, so you should not find a wimpy comma struggling to join two such powerful clauses.
The problem looks like this:

main clause + , + main clause.
Here is an example:

Fanning the slice of pizza with a napkin, Jolene waited for it to cool, she had already burned the roof of 
her mouth with the fried cheese sticks.

The first main clause is Jolene waited for it to cool, and the second is she had already burned the roof of her mouth with the fried cheese sticks. Notice that the two clauses have only a comma connecting them.

Fixing a comma splice is easy. All you have to do is pick one of the four available strategies.

First, you can break the error into two separate sentences, like this:


Fanning the slice of pizza with a napkin, Jolene waited for it to cool. She had already burned the roof of 
her mouth with the fried cheese sticks.

Another good option is to connect the two main clauses with a comma and a coordinating conjunction:

Fanning the slice of pizza with a napkin, Jolene waited for it to cool, for she had already burned the 
roof of her mouth with the fried cheese sticks.

You can also use a semicolon, a mark of punctuation as powerful as a period:


Fanning the slice of pizza with a napkin, Jolene waited for it to cool; she had already burned the roof of 
her mouth with the fried cheese sticks.

Your last option is to use a subordinate conjunction. This method reduces one of the two clauses to an incomplete thought:


Fanning the slice of pizza with a napkin, Jolene waited for it to cool since she had already burned the 
roof of her mouth with the fried cheese sticks.
11) The Appositive

Recognize an appositive when you see one.

An appositive is a noun or noun phrase that renames another noun right beside it. The appositive can be a short or long combination of words. Look at these examples:


The insect, a cockroach, is crawling across the kitchen table.


The insect, a large cockroach, is crawling across the kitchen table.


The insect, a large cockroach with hairy legs, is crawling across the kitchen table.


The insect, a large, hairy-legged cockroach that has spied my bowl of oatmeal, is crawling across the 
kitchen table.
Here are more examples:


During the dinner conversation, Clifford, the messiest eater at the table, spewed mashed potatoes like 
an erupting volcano.


My 286 computer, a modern-day dinosaur, chews floppy disks as noisily as my brother does peanut 
brittle.


Genette's bedroom desk, the biggest disaster area in the house, is a collection of overdue library 
books, dirty plates, computer components, old mail, cat hair, and empty potato chip bags.


Reliable, Diane's eleven-year-old beagle, chews holes in the living room carpeting as if he were still a 
puppy.

Punctuate the appositive correctly.

The important point to remember is that a nonessential appositive is always separated from the rest of the sentence with comma(s).

When the appositive begins the sentence, it looks like this:


A hot-tempered tennis player, Robbie charged the umpire and tried to crack the poor man's skull with 
a racket.

When the appositive interrupts the sentence, it looks like this:


Robbie, a hot-tempered tennis player, charged the umpire and tried to crack the poor man's skull with 
a racket.

And when the appositive ends the sentence, it looks like this:


Upset by the bad call, the crowd cheered Robbie, a hot-tempered tennis player who charged the 
umpire and tried to crack the poor man's skull with a racket.
12) The Hyphen:  (-)  
A hyphen is a short punctuation mark that divides a word.

A. Syllables:  use a hyphen to divide a word, which falls at the end of a line, between

      its syllables only.

B.  Compound words:  use a hyphen to divide compound nouns or adjectives.

C.  Compound numbers:  use a hyphen with compound numbers from twenty-one to

     ninety-nine.  Always spell out numbers less than one hundred.

13) The Dash:  (--)  
A dash is a long punctuation mark that signals a sudden break, interrupted speech, or emphasized words. A dash is like a comma.
Interruption:  use a dash to show a sudden break in a sentence.

Emphasis:  use dashes to emphasize a word or group of words in a sentence.
14) The Apostrophe:  (‘)

An apostrophe is a punctuation mark that shows possession or omission.                        
Contractions:  use an apostrophe to show that one or more letters have been omitted from a word.

Singular possessives:  the possessive form of singular nouns is made by adding ’s: dog’s
Plural possessives:  the possessive form of plural nouns ending in s is made by adding s’: dogs’. However, add ’s to possessive plural nouns that do not already end in s: men’s. 
Apostrophes make a plural noun or compound pronoun possessive. 

The main purpose of an apostrophe is to show ownership or possession of an object. This isn't as easy as it sounds. The English language is full of strange words that end in 's' or 'z' sounds, and tricky pronouns. How do you know which apostrophe situation is appropriate?

In most other languages, ownership and possession is stated by saying:

· the car of my mother; the skin of the grapefruit ; the girlfriend of Jim

In English we use apostrophes and the letter "s" in different combinations to do this:

· my mother's car; the grapefruit's skin; Jim's girlfriend

To show ownership of a singular noun, add 's.

· chair becomes chair's, as in the chair's legs; Lola becomes Lola's, as in Lola's tooth; cart becomes    
cart's, as in the cart's wheels

To show ownership of a plural noun, add an apostrophe at the end of the word.
15) The Quotation Mark:  (“ ”)
Quotes are used to enclose a person’s exact words or to indicate the title of a short work.
Direct quotation:  use quotations to enclose a person’s words when speaking.
 Title of short work:  use quotation marks to enclose the title of a short piece of writing such as the following:  a song, poem, short story, television episode, an individual chapter, newspaper or magazine article.                  
16) Underlining and Italics:  
Use either underlining or italics to express emphasis in a statement or to indicate the title of a long work.
Emphasis:  use underlining or italics to emphasize words that need clarification.

 Title of long work:  use underlining or italics to indicate the title of a long piece of writing as follows:  a book, movie, TV show, collection of poems, CD, DVD, play, name of whole newspaper or magazine.
We use italics (characters set in type that slants to the right) and underlining to distinguish certain words from others within the text. These typographical devices mean the same thing; therefore, it would be unusual to use both within the same text and it would certainly be unwise to italicize an underlined word. They should be considered interchangeable with underlined text.

Italics do not include punctuation marks (end marks or parentheses, for instance) next to the words being italicized unless those punctuation marks are meant to be considered as part of what is being italicized: 

"Have you read Stephen King's Pet Semetary? (The question mark is not italicize here.) 
Also, do not italicize the apostrophe s which creates the possessive of a title: 

"What is the Courant's position on this issue?" 
You'll have to watch your word-processor on this, as most word-processors will try to italicize the entire word that you double-click on.
Titles

Generally, we italicize the titles of things that can stand by themselves. Thus we differentiate between the titles of novels and journals, say, and the titles of poems, short stories, articles, and episodes (for television shows). The titles of these shorter pieces would be surrounded with double quotation marks.

In writing the titles of newspapers, do not italicize the word the, even when it is part of the title (the New York Times), and do not italicize the name of the city in which the newspaper is published unless that name is part of the title: the Hartford Courant, but the London Times. 

Other titles that we would italicize include the following:

· Journals and Magazines: Time, U.S. News and World Report, Crazyhorse, Georgia Review 

· Plays: Waiting for Godot, Long Day's Journey Into Night 

· Long Musical Pieces: Puccini's Madama Butterfly, Tchaikovsky's Nutcracker Suite (but "Waltz of the Flowers"), Schubert's Winterreise (but "Ave Maria"). For musical pieces named by type, number and key — Mozart's Divertimento in D major, Barber's Cello Sonata Op. 6 — we use neither italics nor quotation marks. 

· Cinema: Slingblade, Shine, The Invisible Man 

· Television and Radio Programs: Dateline, Seinfeld, Fresh Air, Car Talk 

· Artworks: the Venus de Milo, Whistler's The Artist's Mother 

· Famous Speeches: Lincoln's Gettysburg Address, Washington's Second Inaugural Address (when that is the actual title of the speech) 

· Long Poems (that are extensive enough to appear in a book by themselves): Longfellow's Evangeline, Milton's Paradise Lost, Whitman's Leaves of Grass 

· Pamphlets: New Developments in AIDS Research 

We do not italicize the titles of long sacred works: the Bible, the Koran. Nor do we italicize the titles of books of the Bible: Genesis, Revelation, 1 Corinthians.

When an exclamation mark or question mark is part of a title, make sure that that mark is italicized along with the title,

· My favorite book is Where Have All the Flowers Gone? ; I love Dr. Suess's Oh, the Places You'll Go!
(Do not add an additional period to end such sentences.) If the end mark is not part of the title, but is added to indicate a question or exclamation, do not italicize that mark.

· Did you enjoy Charles Frazier's Cold Mountain?
Names of Vehicles

· Challenger, Titanic, Orient Express, U.S.S. Eisenhower (Don't italicize the U.S.S.), H.M.S. Pinafore (Don't italicize the H.M.S. when you're talking about the ship. If you're talking about the light opera, then it's part of the title, H.M.S. Pinafore.) 

We don't italicize names of vehicles that are brand names: Ford Explorer, Corvette, Nissan Pathfinder, Boeing 747.

Foreign Words or Phrases

· If a word or phrase has become so widely used and understood that it has become part of the English language — such as the French "bon voyage" or the abbreviation for the latin et cetera, "etc." — we would not italicize it. Often this becomes a matter of private judgment and context. For instance, whether you italicize the Italian sotto voce depends largely on your audience and your subject matter.
Words as Words

Examples:
· The word basically is often unnecessary and should be removed. 

· There were four and's and one therefore in that last sentence. (Notice that the apostrophe s, used to create the plural of the word-as-word and, is not italicized.) 

For Emphasis

Note: It is important not to overdo the use of italics to emphasize words. After a while, it loses its effect and the language starts to sound like something out of a comic book.

· I really don't care what you think! (Notice that just about any word in that sentence could have been italicized, depending on how the person said the sentence.) 

· These rules do not apply to newspaper writing.

Words as Reproduced Sounds

· Grrr! went the bear. (But you would say "the bear growled" because growled reports the nature of the sound but doesn't try to reproduce it. Thus the bees buzz but go bzzzz and dogs bark woof!) 

17) Forming Comparative and Superlative Adjectives 

One-syllable adjectives.

Form the comparative and superlative forms of a one-syllable adjective by adding –er for the comparative form and –est for the superlative.

	One-Syllable Adjective
	Comparative Form
	Superlative Form

	tall
	taller
	tallest


· Mary is taller than Max. 

· Mary is the tallest of all the students. 
If the one-syllable adjective ends with an e, just add –r for the comparative form and –st for the superlative form.

	One-Syllable Adjective with Final -e
	Comparative Form
	Superlative Form

	large
	larger
	largest


· Mary's car is larger than Max's car. 

· Mary's house is the tallest of all the houses on the block. 
If the one-syllable adjective ends with a single consonant with a vowel before it, double the consonant and add –er for the comparative form; and double the consonant and add –est for the superlative form.
	One-Syllable Adjective Ending with a Single Consonant with a Single Vowel before It
	Comparative Form
	Superlative Form

	big
	bigger
	biggest


· My dog is bigger than your dog. 

· My dog is the biggest of all the dogs in the neighborhood. 
Two-syllable adjectives. 

With most two-syllable adjectives, you form the comparative with more and the superlative with most.

	Two-Syllable Adjective
	Comparative Form
	Superlative Form

	peaceful
	more peaceful
	most peaceful


· This morning is more peaceful than yesterday morning. 

· Max's house in the mountains is the most peaceful in the world. 
If the two-syllable adjectives ends with –y, change the y to i and add –er for the comparative form. For the superlative form change the y to i and add –est.

	Two-Syllable Adjective Ending with -y
	Comparative Form
	Superlative Form

	happy
	happier
	happiest

	
	
	


· John is happier today than he was yesterday. 

· John is the happiest boy in the world. 
Two-syllable adjectives ending in –er, -le, or –ow take –er and –est to form the comparative and superlative forms.

	Two-Syllable Adjective Ending with -er, -le, or -ow
	Comparative Form
	Superlative Form

	narrow
	narrower
	narrowest

	gentle
	gentler
	gentlest


· The roads in this town are narrower than the roads in the city. 

· This road is the narrowest of all the roads in California. 

· Big dogs are gentler than small dogs. 

· Of all the dogs in the world, English Mastiffs are the gentlest. 
Adjectives with three or more syllables. 

For adjectives with three syllables or more, you form the comparative with more and the superlative with most.

	Adjective with Three or More Syllables
	Comparative Form
	Superlative Form

	generous
	more generous
	most generous


· John is more generous than Jack. 

· John is the most generous of all the people I know. 

Exceptions.

Irregular adjectives.

· Italian food is better than American food. 

· My dog is the best dog in the world. 

· My mother's cooking is worse than your mother's cooking. 

· Of all the students in the class, Max is the worst. 
Two-syllable adjectives that follow two rules. These adjectives can be used with -er and -est and with more and most.

	Two-Syllable Adjective
	Comparative Form
	Superlative Form

	clever
	cleverer
	cleverest

	clever
	more clever
	most clever

	friendly
	friendlier
	friendliest

	friendly
	more friendly
	most friendly


· Big dogs are gentler than small dogs. 

· Of all the dogs in the world, English Mastiffs are the gentlest. 

· Big dogs are more gentle than small dogs. 

· Of all the dogs in the world, English Mastiffs are the most gentle. 
18) Abbreviations

Abbreviate the following: 
Titles before names: Mrs., Mr., Ms., Prof., Dr., Gen., Rep., Sen., St. (for Saint)
Titles after names: Sr., Jr., Ph.D., M.D., B.A., M.A., D.D.S.
Names of
· familiar institutions — UConn, MIT, UCLA, CIA, FBI, NATO 

· countries — U.S.A., U.K. 

· corporations — IBM, CBS, NPR, CNN, ITT 

· famous people — LBJ, FDR, JFK, MLK 

· very familiar objects — TV, VCR, CD-ROM.

Terms of mathematical units: 15 in., 15 ft, 15 kg, 15 m, 15 lb (When the term of measurement is used as a modifier, we put a hyphen between the number and the term of measurement: a 15-ft board, a 6-lb line, etc.)

Long, common phrases, such as IQ (Intelligence Quotient), rpm (revolutions per minute), mph (miles per hour), and mpg (miles per gallon).
Words used with numbers: He left at 2:00 a.m. She was born in 1520 B.C.
Common Latin terms: etc. (et cetera — and so forth), i.e. (id est — that is), e.g. (exempli gratia — for example), et al. (et alii — and others).
Names of states and territories in references and addresses, but not in normal text. Do not use state abbreviations simply to save time or space except in an address on an envelope or list. 
Spacing and Periods

Abbreviations of units of measure are written without periods (with the exception of "in" when it could be confused with the preposition). We use periods for most lower-case abbreviations such as e.g. and i.e. and c.o.d. For very common abbreviations, leave out the periods, as in rpm and mph. When an abbreviation with a period ends a sentence, that period will suffice to end the sentence. 
19) Commonly Confused Words
Words that sound alike or nearly alike but have different meanings often cause writers trouble. Here are a few of the most common pairs with correct definitions and examples:

· ACCEPT-to receive
He accepts defeat well.
EXCEPT-to take or leave out
Please take all the books off the shelf except for the red one.



· AFFECT-to influence
Lack of sleep affects the quality of your work.
EFFECT-n., result, v., to accomplish
The subtle effect of the lighting made the room look ominous.
Can the university effect such a change without disrupting classes?
· A LOT (two words)-many. 
ALOT (one word)-Not the correct form. 



· ALL READY-prepared
Dinner was all ready when the guests arrived.
ALREADY-by this time
The turkey was already burned when the guests arrived. 



· ALTOGETHER-entirely
Altogether, I thought that the student's presentation was well planned.
ALL TOGETHER-gathered, with everything in one place
We were all together at the family reunion last spring.



· COMPLEMENT-noun, something that completes; verb, to complete
A nice dry white wine complements a seafood entree.
COMPLIMENT-noun, praise; verb, to praise
The professor complimented Betty on her proper use of a comma.



· ITS-of or belonging to it
The baby will scream as soon as its mother walks out of the room.
IT'S-contraction for it is
It's a beautiful day in the neighborhood.



· LEAD-noun, a type of metal
Is that pipe made of lead?
LED-verb, past tense of the verb "to lead"
She led the campers on an over-night hike.



· LIE-to lie down (a person or animal. hint: people can tell lies)
I have a headache, so I'm going to lie down for a while.
(also lying, lay, has/have lain--The dog has lain in the shade all day; yesterday, the dog lay there for twelve hours).
LAY-to lay an object down.
"Lay down that shotgun, Pappy!" The sheriff demanded of the crazed moonshiner.
The town lay at the foot of the mountain.
(also laying, laid, has/have laid--At that point, Pappy laid the shotgun on the ground). 


· LOSE--verb, to misplace or not win
Mom glared at Mikey. "If you lose that new lunchbox, don't even think of coming home!"
LOOSE--adjective, to not be tight; verb (rarely used)--to release
The burglar's pants were so loose that he was sure to lose the race with the cop chasing him. 
While awaiting trial, he was never set loose from jail because no one would post his bail. 



· PASSED-verb, past tense of "to pass," to have moved
The tornado passed through the city quickly, but it caused great damage.
PAST-belonging to a former time or place
Who was the past president of Microsquish Computers?
Go past the fire station and turn right.



· STATIONARY-standing still
The accident was my fault because I ran into a stationary object.
STATIONERY-writing paper
My mother bought me stationery that was on recycled paper. 



· THAN-use with comparisons
I would rather go out to eat than eat at the dining hall.
THEN-at that time, or next
I studied for my exam for seven hours, and then I went to bed.



· THEIR-possessive form of they
Their house is at the end of the block.
THERE-indicates location (hint: think of "here and there")
There goes my chance of winning the lottery!
THEY'RE-contraction for "they are"
They're in Europe for the summer--again!



· THROUGH-by means of; finished; into or out of
He plowed right through the other team's defensive line.
THREW-past tense of throw
She threw away his love love letters.


· TO-toward
I went to the University of Richmond.
TOO-also, or excessively
He drank too many screwdrivers and was unable to drive home.
TWO-a number
Only two students did not turn in the assignment.



· WHO-pronoun, referring to a person or persons
Jane wondered how Jack, who is so smart, could be having difficulties in Calculus.

WHICH-pronoun, replacing a singular or plural thing(s);not used to refer to persons
Which section of history did you get into? 
THAT-used to refer to things or a group or class of people 
I lost the book that I bought last week.



· WHO-used as a subject or as a subject complement (see above)
John is the man who can get the job done.
WHOM-used as an object
Whom did Sarah choose as her replacement?


· FEWER – when we're talking about countable things, we use the word fewer;
LESS- when we're talking about measurable quantities that we cannot count, we use the word less.
"She had fewer chores, but she also had less energy." 

We do, however, use less when referring to statistical or numerical expressions: 

· It's less than twenty miles to Dallas. 

· He's less than six feet tall. 

· Your essay should be a thousand words or less. 

· We spent less than forty dollars on our trip. 

· The town spent less than four percent of its budget on snow removal.

In these situations, it's possible to regard the quantities as sums of countable measures. 


· YOUR – belonging to you; this shows possession     

 YOU’RE – contraction for you are 
You're doing your own homework, I hope.
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