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Preface
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talk to and a delight to teach. Unfortunately, many of them are ill-prepared for col-
lege. They are not ready for the onslaught of work and do not know how to write.
Many have not been taught grammar, usage, or mechanics.

I have the world’s nicest students. They are polite, earnest, and sweet. They are fun to

After interviewing students across the country—including many at the nation’s top
schools—I have come to realize that this dilemma is not unique to my students. Far from
it. Worst of all, a distressing number of students believe they cannot succeed. They have
been shaken by years of low grades or grade inflation that results in artificially-raised
scores.

This book is designed to help all students master the basics of English grammar that
they need to succeed in their studies. Best of all, when students understand the under-
pinnings of our language, learning will be fun—as it should be.

—LAURIE RozAKIS, PH.D.
FARMINGDALE STATE COLLEGE

XV
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Organization of the Text

take you step-by-step through the process of learning English grammar and usage.

Each chapter ends with a series of review exercises. These help you reinforce and
extend what you learned. The exercises include true-false, completion, and multiple-
choice test items.

| his book is arranged in five sections for a total of fourteen chapters. The chapters

Here’s how to use this book:

Option 1

® Read through the book from the beginning to the end as you would any book.

® Complete all the exercises at the end of each chapter to assess your progress. This
gives you even more practice with grammar.

Option 2

® Pick and choose the chapters you wish to read, or read them in any order you like.

e Skim the exercises to find the ones that help you learn more about the areas in which
you need improvement.

Option 3

® Use the book as a study guide right before and after major tests. Read and reread the
chapters you need the most.

® Complete the exercises that directly match the types of tests you are taking now or
plan to take in the immediate future.
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PART 1

Welcome to
Grammarland
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CHAPTER 1

Parts of Speech

ou should read this chapter if you need to review or learn about

Do | Negy
1o Reaq —) Adjectives

‘\\6\9 Chapfe’? é Adverbs
Q Conjunctions
é Interjections
4 Nouns

é Prepositions
4 Pronouns
é Verbs

In this chapter, you’ll review parts of speech so that you have a standard way to
describe how words are put together to create meaning. The parts of speech are
arranged in alphabetical order for easy reference. In later chapters, you will learn
how to correct errors caused by misusing these parts of speech.

Copyright 2003 by The McGraw-Hill Companies, Inc. Click Here for Terms of Use.



4 ENGLISH GRAMMAR FOR THE UTTERLY CONFUSED

Get Started

English is a very flexible language. A word's meaning is derived not only from
_'%_/ how it is spelled and pronounced but also from how it is used in a sentence. As
“ you review the parts of speech, remember that the way a word is used in a sen-
tence determines which part of speech it is. For example:

Noun: [ ate a fish for dinner.

Verb: We fish in the lake on every Tuesday.

Adjectives

Adjectives are words that describe nouns and pronouns. Adjectives answer the questions:
What kind? How much? Which one? How many? For example:

What kind? red nose gold ring

How much? more sugar little effort
Which one? second chance those chocolates
How many? several chances six books

There are five kinds of adjectives: common adjectives, proper adjectives, compound adjec-
tives, articles, and indefinite adjectives.

1. Common adjectives describe nouns or pronouns.
strong man
green plant
beautiful view

2. Proper adjectives are formed from proper nouns.
California vegetables (from the noun “California”)
Mexican food (from the noun “Mexico”)

3. Compound adjectives are made up of more than one word.
far-off country
teenage person

4. Articles are a special type of adjective. There are three articles: a, an, the.
The is called a “definite article” because it refers to a specific thing.

A and an are called “indefinite articles” because they refer to general things. Use a with
consonant sounds; use an before vowel sounds.
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S. Indefinite adjectives don’t specify the specific amount of something.

all another any both
each either few many
more most neither other
several some

Follow these guidelines when you use adjectives:

1. Use an adjective to describe a noun or a pronoun.
Jesse was unwilling to leave the circus.
noun adj. adj.noun

2. Use vivid adjectives to make your writing more specific and descriptive.
Take a larger slice of the luscious cake.
adj. noun adj. noun

3. Use an adjective after a linking verb. A linking verb connects a subject with a descriptive
word. The most common linking verbs are be (is, am, are, was, were, and so on), seem,
appear, look, feel, smell, sound, taste, become, grow, remain, stay, and turn.

Chicken made this way tastes more delicious (not deliciously).

Quick Tip

Predicate adjectives are adjectives separated from the noun or pronoun by a link-
ing verb. Predicate adjectives describe the subject of the sentence.

The weather was cold all week.

Adverbs

Adverbs are words that describe verbs, adjectives, or other adverbs. Adverbs answer the
questions: When? Where? How? or To what extent?

When? left yesterday begin now
Where? fell below move up
How? happily sang danced badly

To what extent? partly finished eat completely
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Most adverbs are formed by adding -y to an adjective. For example:

Adjective Adverb
Quick — quickly
Careful — carefully
Accurate — accurately

Here are some of the most common non-/y adverbs:

afterward almost already also back even
far fast hard here how late
long low more near never next
now often quick rather slow soon
still then today tomorrow too when
where yesterday

Follow these guidelines when you use adverbs:

1. Use an adverb to describe a verb.
Experiments using dynamite must be done carefully.
verb  adv.
2. Use an adverb to describe an adjective.
Sam had an unbelievably huge appetite for chips.
adv. adj.
3. Use an adverb to describe another adverb.
They sang so clearly.
adv. adv.

Quick Tip

Conjunctive adverbs are used to connect other words and to link ideas and

paragraphs.

accordingly again also besides
consequently finally for example furthermore
however indeed moreover on the other hand

otherwise nevertheless then therefore
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Conjunctions

Conjunctions connect words or groups of words and show how the words are related. There
are three kinds of conjunctions: coordinating conjunctions, correlative conjunctions, and sub-
ordinating conjunctions.

1. Coordinating conjunctions link similar words or word groups. There are seven coordinat-
ing conjunctions:
for and nor but or yet so

Quick Tip

Use this mnemonic to help you remember the seven coordinating conjunctions:
FANBOYS (for, and, nor, but, or, yet, so).

2. Correlative conjunctions also link similar words or word groups, but they are always used
in pairs. Here are the correlative conjunctions:

both...and either...or
neither . . . nor not only . . . but also whether . .. or

3. Subordinating conjunctions link an independent clause (complete sentence) to a depen-
dent clause (fragment). Here are the most often used subordinating conjunctions:

after although as as if

as long as as soon as as though because
before even though if in order that
since so that though till

unless until when whenever
where wherever

Interjections

Interjections show strong emotion. Since interjections are not linked grammatically to other
words in the sentence, they are set off from the rest of the sentence with a comma or an excla-
mation mark. For example:

® Oh! What a shock you gave me with that gorilla suit.

o Wow! That’s not a gorilla suit!
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Nouns

A noun is a word that names a person, place, or thing. Nouns come in these varieties: com-
mon nouns, proper nouns, compound nouns, and collective nouns.

Common nouns name any one of a class of person, place, or thing.

girl city food

Proper nouns name a specific person, place, or thing. Proper nouns are always capitalized.
Barbara New York City Rice-a-Roni

Compound nouns are two or more nouns that function as a single unit. A compound noun
can be two individual words, words joined by a hyphen, or two words combined.
Individual words: time capsule

Hyphenated words:  great-uncle

Combined words: basketball
Collective nouns name groups of people or things.
audience family herd crowd

Possessive Nouns

In grammar, possession shows ownership. Follow these rules to create possessive nouns.

1.

With singular nouns, add an apostrophe and an s.

dog — dog’s bone

singer — singer’s voice

With plural nouns ending in s, add an apostrophe after the s.
dogs — dogs’ bones

singers — singers’ voices

With plural nouns not ending in s, add an apostrophe and an s.
men — men’s books

mice — mice’s tails

Plural Nouns

Here are the guidelines for creating plural nouns.

1.

Add s to form the plural of most nouns.

cat — cats computer — computers

Add es if the noun ends in s, sh, ch, or x.

wish — wishes inch — inches box — boxes
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3. If anoun ends in consonant -y, change the y to i and add es.
city — cities lady — ladies

4. If a noun ends in vowel -y, add 5. Words ending in -quy don’t follow this rule (as in solilo-
quies).
essay — essays monkey — monkeys

Prepositions

Prepositions link a noun or a pronoun following it to another word in the sentence. Use this
chart to help you recognize some of the most common prepositions:

about above across after against along
amid around as at before behind
below beneath beside between beyond but

by despite down during except for
from in inside into like near
on onto of off opposite out
outside over past since through to
toward under underneath until upon with

A noun or pronoun always follows a preposition. A prepositional phrase is a preposition and
its object. A prepositional phrase can be two or three words long.

on the wing in the door

However, prepositional phrases also can be much longer, depending on the length of the
preposition and the number of words that describe the object of the preposition.

near the violently swaying oak trees

on account of his nearly depleted bank account

Pronouns

A pronoun is a word used in place of a noun or another pronoun. Pronouns help you avoid
unnecessary repetition in your writing and speech. A pronoun gets its meaning from the noun
it stands for. The noun is called the antecedent.

Although Seattle is damp, it is my favorite city.

antecedent  pronoun

There are different kinds of pronouns. Most of them have antecedents, but a few do not.
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Quick Tip

The word antecedent comes from a Latin word meaning “to go before.” However,
the noun does not have to appear before the pronoun in a sentence. It often does,
though, to keep sentences clear and avoid misreadings.

1. Personal pronouns refer to a specific person, place, object, or thing.

Singular Plural
First person I, me, mine, my we, us, our, ours
Second person you, your, yours you, your, yours
Third person he, him, his, she, her, hers, it they, them, their, theirs, its

2. Possessive pronouns show ownership. The possessive pronouns are: your, yours, his, hers,
its, ours, their, theirs, whose.

Is this beautiful plant yours?
Yes, it’s ours.

Quick Tip

Don’t confuse personal pronouns with contractions. Personal pronouns never
have an apostrophe, while contractions always have an apostrophe. Use this

chart:
Pronoun Contraction
yours you’re (you are)
its it’s (it is)
their they’re (they are)

whose who’s (who is)
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3. Reflexive pronouns add information to a sentence by pointing back to a noun or pronoun
near the beginning of the sentence. Reflexive pronouns end in -self or -selves.

Tricia bought herself a new car.
All her friends enjoyed themselves riding in the beautiful car.
. Intensive pronouns also end in -self or -selves but just add emphasis to the noun or pro-
noun.
Tricia herself picked out the car.
. Demonstrative pronouns direct attention to a specific person, place, or thing. There are
only four demonstrative pronouns: this, that, these, those.
This is my favorite movie.
That was a fierce rain storm.
. Relative pronouns begin a subordinate clause. There are five relative pronouns: that,
which, who, whom, those.
Jasper claimed that he could run the washing machine.
Louise was the repair person who fixed the machine after Jasper washed his sneakers.

Singular Plural Singular or Plural

another both all
anyone few any
each many more
everyone others most
everybody several none
everything some
much

nobody

nothing

other

someone

anybody

anything

either

little

neither

no one

one

somebody

something
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7. Interrogative pronouns ask a question. They are: what, which, who, whom, whose.
Who would like to cook dinner?
Which side does the fork go on?

8. Indefinite pronouns refer to people, places, objects, or things without pointing to a specific
one. The most common indefinite pronouns are listed in the chart on the previous page.

Verbs

Verbs name an action or describe a state of being. Every sentence must have a verb. There
are three basic types of verbs: action verbs, linking verbs, and helping verbs.

Action Verbs

Action verbs tell what the subject does. The action can be visible (jump, kiss, laugh) or men-
tal (think, learn, study).

The cat broke Louise’s china.

Louise considered buying a new china cabinet.
An action verb can be transitive or intransitive. Transitive verbs need a direct object.

The boss dropped the ball.
The workers picked it up.

Intransitive verbs do not need a direct object.

Who called?
The temperature fell over night.

Quick Tip
To determine if a verb is transitive, ask yourself “Who?” or “What?" after the verb.
If you can find an answer in the sentence, the verb is transitive.

Linking Verbs

Linking verbs join the subject and the predicate. They do not show action. Instead, they help
the words at the end of the sentence name or describe the subject. As you read earlier in this
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chapter, the most common linking verbs include: be, feel, grow, seem, smell, remain, appear,
sound, stay, look, taste, turn, become. Look for forms of to be, such as am, are, is, was, were,
am being, can be, have been, and so on.

The manager was happy about the job change.

He is a good worker.

Many linking verbs can also be used as action verbs.

Linking: The kids looked sad.

Action: I looked for the dog in the pouring rain.

Quick Tip

To determine whether a verb is being used as a linking verb or an action verb,
substitute am, are, or is for the verb. If it makes sense, the original verb is a
linking verb.

Helping Verbs

Helping verbs are added to another verb to make the meaning clearer. Helping verbs
include any form of to be, do, does, did, have, has, had, shall, should, will, would, can, could,
may, might, must. Verb phrases are made up of one main verb and one or more helping
verbs.

They will run before dawn.

They still have not yet found a smooth track.

\\‘_S a Wfap English has eight parts of speech:

“ Adjectives
V Adverbs
V Conjunctions
V Interjections
“ Nouns

V Prepositions
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V Pronouns
V Verbs

The way a word is used in a sentence determines what part of speech it is.

Test
Yourself

1.

2.
3.

QUESTIONS

True-False Questions

A noun names a person, place, or thing.
Common nouns name any one of a class of person, place, or thing.

Proper nouns name a specific person, place, or thing. Proper nouns are never capi-
talized.

4. Plural nouns show ownership.

5. Verbs express action, condition, or state of being.

6. There are six basic types of verbs: action verbs, linking verbs, helping verbs, transi-

tive verbs, intransitive verbs, and plural verbs.

Helping verbs are added to another verb to make the meaning clearer. Helping
verbs include any form of o be.

8. Adjectives describe nouns and pronouns.

9. Never use an adjective after a linking verb.

10.
11.
12.
13.

14.
15.

Adverbs describe verbs, adjectives, or other adverbs.
All adverbs are formed by adding -/y to an adjective.
Prepositions link a verb to another word.

A pronoun gets its meaning from the noun it stands for. The noun is called the
antecedent.

Conjunctions connect words or groups of words.

Interjections express strong emotions and are usually set off with an exclamation
mark (!).

Completion Questions
Select the word that best completes each sentence.

1.
2.
3.
4.

Proper adjectives are formed from (common nouns, proper nouns).
The three articles are a, an, and (the, then).
The is called the (indefinite article, definite article).

(Predicate adjectives, Proper adjectives), which describe the subject of the sentence,
are adjectives separated from the noun or pronoun by a linking verb.
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(Interjections, Conjunctive adverbs) are used to connect other words and to link
ideas and paragraphs.

6. There are (three, seven) different coordinating conjunctions.

7. Correlative conjunctions also link similar words or word groups, but they are always

used (in pairs, one at a time).

8. Collective nouns (name groups, show ownership).

9. (I, Which) is a personal pronoun.

10.
11.

12.

13.
14.
15.

16.
17.

18.

19.

20.

(Yours, Herself) is a possessive pronoun.

Intensive pronouns, unlike reflexive pronouns, (begin a subordinate clause, add
emphasis).

(Interrogative pronouns, Indefinite pronouns) ask a question. They are: what, which,
who, whom, whose.

Every sentence must have a noun and a (preposition, verb).
Action verbs can be visible and (mental, linking).

In the sentence “Luis dropped his hat,” the verb dropped is (transitive, intransi-
tive).

In the sentence “Nita awoke early,” the verb awoke is (transitive, intransitive).

To determine if a verb is transitive, ask yourself (“Who?”/“What?”, “How many?”)
after the verb.

(Helping verbs, Linking verbs) join the subject and the predicate and do not show
action.

Helping verbs, which are added to another verb to make the meaning clearer, can
include any form of (to be, to see).

In the sentence “I traded my sandwich for three oatmeal cookies,” the word oatmeal
is a/n (noun, adjective).

Multiple-Choice Questions

Identify the part of speech for the underlined word in each sentence.

1.

2.

The outside of the boat needs scraping.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition
You should scrape the boat without outside help.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition
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Let’s sit outside and laugh at you as you work in the blazing sun.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition

The ambulance is parked right outside the yard, next to the beehive.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition

The politician repented of his past mistakes.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition
Turn right past the store with the neon sign in the window.
(a) Noun
(b) Adjective
(c) Adverb
(d) Preposition
Did you hear that song before?

(a) Conjunction
(b) Adjective
(c) Adverb
(d) Preposition
Always follow through with what you start.
(a) Interjection
(b) Conjunction
(c) Adverb
(d) Preposition
The remark went right through one ear and out the other.
(a) Noun
(b) Adjective
(c) Conjunction
(d) Preposition
The gardener mowed the lawn after he reread Lady Chatterly’s Lover.
(a) Conjunction
(b) Adjective
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(c) Adverb
(d) Preposition

ANSWER KEY

True-False Questions
.T 2T 3.F 4F 5T 6F 7.T 8T 9.F 10T 11L.F 12F
13.T 14T 15T

Completion Questions

1. proper nouns  2.the 3. definite article 4. Predicate adjectives 5. Conjunc-
tive adverbs  6.seven  7.inpairs 8.name groups 9.1 10. Yours 11.add
emphasis  12. Interrogative pronouns  13.verb  14.mental 15. transitive

16. intransitive ~ 17. “Who?”/“What?”  18. Linking verbs  19.tobe  20. adjective

Multiple-Choice Questions
l.a 2.b 3.¢c 4d 5b 6.d 7.c 8c 9.d 10.a
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CHAPTER 2

Using Pronouns Correctly

You should read this chapter if you need to review or learn about

Do | Negy
Xo Read —) Understanding case, the form of a pronoun that shows how it is used in
«\{\S hapl‘@,_) a sentence

9 Using personal pronouns correctly

é Correcting pronoun reference

m Q Revising sexist pronoun reference
-) Using who, which, that

Get Started

You'll recall from Chapter 1 that a pronoun is a word used in place of a noun
or another pronoun. A pronoun gets its meaning from the noun it replaces,
called the antecedent.

Case refers to the form of a noun or pronoun that shows how it is used in
a sentence.

&
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Overview of Pronoun Case

Only two parts of speech, nouns and pronouns, have case. This means that they change form
depending on how they are used in a sentence. English has three cases: nominative, objective,
and possessive.

In the nominative case, the pronoun is used as a subject.

I threw the ball.

In the objective case, the pronoun is used as an object.

Give the ball to me.

In the possessive case, the pronoun is used to show ownership.
The ball is mine.

The following chart shows the three cases of personal pronouns:

Nominative Objective Possessive
(Pronoun as subject) (Pronoun as object) (Ownership)
I me my, mine
you you your, yours
he him his

she her her, hers

it it its

we us our, ours
they them their, theirs
who whom whose
whoever whomever whoever

To avoid errors in personal pronoun use, you must understand how to use each case. The
rules are explained below. Relax: They’re actually not difficult at all!

Using the Nominative Case

1. Use the nominative case to show the subject of a verb.

Father and (I, me) like to shop at flea markets.

Answer: 1 is the subject of the sentence. Therefore, the pronoun is in the nominative case:
“Father and / like to shop at flea markets.”

To help determine the correct pronoun, take away the first subject and try each choice.
See which one sounds better. For example:
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I like to shop at flea markets.
Me like to shop at flea markets.

The first one definitely sounds better.

Quick Tip

When you list two or more subjects, always put yourself last. Therefore, the
sentence would read “Father and I,” never “I and Father.”

(Who, Whom) do you believe is the better shopper?
Answer: Who is the subject of the verb is. Therefore, the sentence would read, “Who do
you believe is the better shopper?”

Ignore interrupting expressions such as do you believe, you think, do you suppose (and so
on). They do not affect pronoun case.

2. Use the nominative case for a predicate nominative.
A predicate nominative is a noun or pronoun that follows a linking verb and identifies or
renames the subject. Remember that a linking verb connects a subject to a word that
renames it. Linking verbs indicate a state of being (am, is, are, etc.), relate to the senses
(look, smell, taste, etc.), or indicate a condition (appear, seem, become, etc.).
The salesman of the month was (I, me).
Answer: Use I, since the pronoun renames the subject, the salesman of the month. “The
salesman of the month was 1.”

Which is correct: “It is I” or “It is me”? Technically, the correct form is “It is I,” since
we’re dealing with a predicate nominative. However, “It is me” (and “It is us”) has
become increasingly acceptable as standard usage.

Using the Objective Case

1. Use the objective case to show a direct object.
A direct object is a noun or pronoun that receives the action.

John’s suit no longer fits (he, him).
Answer: John’s suit no longer fits Aim.
(Who, Whom) did she finally invite to the dinner party?

Answer: She is the subject, the person doing the action. Therefore, the sentence should
read: “Whom did she finally invite to the dinner party?”
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Of course, she can invite (whoever, whomever) she wants.
Answer: Of course, she can invite whomever she wants.

Quick Tip

When you have a pronoun combined with a noun (such as we guests, us guests),
try the sentence without the noun. You can usually “hear” which pronoun sounds
right.

It is always a pleasure for we to attend their party.

It is always a pleasure for us to attend their party.

The second sentence is correct.

2. Use the objective case to show an indirect object.

An indirect object tells to or for whom something is done. You can tell a word is an indi-
rect object if you can insert o or for before it without changing the meaning. For example:
“The book gave (to) my boss and (to) me some new strategies.”

The bill gave (we, us) a shock.
Answer: The bill gave us a shock.
3. Use the objective case for the object of a preposition.

Remember that a preposition is a small word that links a noun or a pronoun following it
to another word in the sentence.

Sit by (I, me).

Answer: The pronoun is the object of the preposition me, so the sentence reads: “Sit
by me.”

Using the Possessive Case

1. Use the possessive case to show ownership.
The child refused to admit that the sweater was (her’s, hers).

Answer: Hers is the correct spelling of the possessive case, which is needed here to
express ownership (belonging to her). Therefore, the sentence should read: “The child
refused to admit that the sweater was hers.”

2. Use the possessive case before gerunds.

A gerund is a form of a verb that acts as a noun. Gerunds always end in -ing, and they
always function as nouns.

(You, Your) walking in the rain didn’t cause your cold.
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Answer: The gerund walking requires the possessive pronoun your. Therefore, the sen-
tence should read: “Your walking in the rain didn’t cause your cold.”

Do you mind (my, me) borrowing your cell phone?
Answer: Do you mind my borrowing your cell phone?

3. Use some possessive pronouns alone to show ownership.
This cell phone is mine, not yours.

Three Other Rules for Using Pronouns

Here are three more rules that apply to pronouns and case.

1. A pronoun used in apposition with a noun is in the same case as the noun.

An appositive phrase is a noun or pronoun that adds information and details. Appositives
can often be removed from the sentence, so they are set off with commas. The appositive
in the following sentence is underlined.

Two police officers, Alice and (she, her), were commended for bravery.

Answer: The pronoun must be in the nominative case (she) because it is in apposition

with the noun police officers, which is in the nominative case. Therefore, the sentence

should read: Two police officers, Alice and she, were commended for bravery.
Exception: A pronoun used as the subject of an infinitive is in the objective case. For exam-
ple: “Juan expects Luz and (I, me) to host the reception.” The correct pronoun here is me,
since it is the subject of the infinitive fo host.

Quick Tip

Pronouns that express ownership never get an apostrophe. Watch for these
possessive pronouns: yours, his, hers, its, ours, theirs.

2. Use -self forms correctly with reflexive and intensive situations.
As you learned in Chapter 1, reflexive pronouns reflect back to the subject or object.
The child embarrassed himself.
Don’t use reflexive pronouns in place of subjects and objects.
The boss and (myself, I) had a meeting.
Answer: Use the pronoun /, not the reflexive form. Therefore, the sentence reads: “The
boss and / had a meeting.”
3. Who is the nominative case; whom is the objective case.

No one will argue that who and whom are the most troublesome pronouns in English.
Even though who and whom were discussed earlier in this chapter, these little words cause
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such distress that they deserve their own subsection. Let’s start by looking back at our
pronoun-use chart.

Nominative Objective Possessive
(Subject case) (Object case) (Ownership)
Singular who whom whose
whoever whomever whosoever
Plural who whom whose
whoever whomever whosoever

Now, some guidelines:

o Use who or whoever when the pronoun is the subject of a verb.
Who won the Nobel Prize this year?

e Use who or whoever when the pronoun is the predicate nominative.
The winner was who?

o Use whom or whomever when the pronoun is the direct object of a verb or the object of a
preposition.
Whom did he fire this week?

Use Correct Pronoun Reference

The meaning of a pronoun comes from its antecedent, the noun or pronoun to which it refers.
Your speech and writing will be confusing if your pronoun reference is unclear.

Carelessly placed pronouns can create unintentionally funny sentences as well as confus-
ing ones. Consider the difference between what the writer thinks he or she said and what is
really being said in the following sentences:

Last week, a wart appeared on my right thumb, and I want it removed.
(Are you removing the wart or the thumb?)

Guilt and unkindness can be emotionally destructive to you and your friends. You must
get rid of them.

(Are you getting rid of the guilt or your friends?)

There are three ways to prevent pronoun confusion.
1. A pronoun must clearly refer to a single antecedent.
2. Place pronouns close to their antecedents.

3. Make a pronoun refer to a definite antecedent.

Let’s look at each guideline in detail.
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1. A pronoun must clearly refer to a single antecedent. A common writing and speech prob-
lem occurs when the same pronoun refers to more than one antecedent. For instance, in the
last example in the previous section, them can refer to guilt, unkindness, or your friends.

Remember that a pronoun replaces a noun. To make sure that your writing and speech
are clear, always use the noun first before you use the pronoun. Clarify the sentence by
replacing the unclear pronouns with nouns. That way, all the remaining pronouns will
clearly refer to a single antecedent.

Guilt and unkindness can be emotionally destructive to you and your friends. You
must get rid of them.

Here are two ways you could rewrite this sentence:

Guilt and unkindness can be emotionally destructive to you and your friends. You
must get rid of these issues.

Guilt and unkindness can be emotionally destructive to you and your friends. You
must get rid of these destructive emotions.

2. Place pronouns close to their antecedents. If too many phrases come between a pronoun
and its antecedent, the sentence can be difficult to read and understand. This can happen
even if the intervening material is logically related to the rest of the sentence. Consider the
following sentence:

After meeting a few guests, the President entered the reception. At that point, Sen-
ator Chin and the other elected officials began to pose for pictures. Even so, ke did
not join them.

In this sentence ke is too far away from its antecedent, the President. One solution is to
replace he with the President. The other solution is to rewrite the sentences to move the
pronoun closer.

After meeting a few guests, the President entered the reception. At that point, Sen-
ator Chin and the other elected officials began to pose for pictures. Even so, the
President did not join them.

After meeting a few guests, the President entered the reception. He did not join Sen-
ator Chin and the other elected officials, even though they began to pose for pictures.

Quick Tip

When you start a new paragraph, repeat the noun from the previous paragraph
rather than using a pronoun in its place. Repeating the noun (usually a name) can
help your reader more easily follow your logic.

3. Make a pronoun refer to a definite antecedent. Be sure all pronouns refer to only one
antecedent. The pronouns it, this, that, and which are especially prone to unclear pronoun
reference. Consider the following sentence:

I told my friends that I was going to be a rock star, which annoyed my mother.
The following form is better because it is less ambiguous:
My mother was annoyed because I told my friends that I was going to be a rock star.
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The Generic Masculine Pronoun

Pronouns have number, person, and gender.

Definition Example

Number shows amount. Lenny has changed his plans.

(singular or plural) Lenny and Sam have changed their plans.
Person indicates whether the pronoun refers 1 like to read mysteries.

to the first person (/: the person speaking), You can get them in the library.

second person (you: the person spoken to), Jill is studying math, which she

or third person (she: person, place, or thing needs.

spoken about).

Gender may be masculine, feminine, He is a butcher; she is a baker.

or neuter. It is a fine car.

Traditionally, a masculine pronoun was used to refer to a single antecedent whose gender is
not specified.

A student should turn in Ais assignments on time.

This usage is no longer considered correct, since it is sexist language. You can use both the
masculine and feminine pronouns or recast the sentence to make the pronoun plural:
A student should turn in Ais or her assignments on time.

Students should turn in their assignments on time.

Which choice is best? Consider rewriting these sentences to make the pronoun plural because
this results in smoother sentences.

Using Who, Which, That

Special rules govern the use of the relative pronouns who, which, and that.

1. Who refers to people or animals (only animals with names or special talents, like Lassie).
She is not the actress who was originally cast in the role.

2. That and which refer to things, groups, and unnamed animals.
The choice between which and that depends on whether the clause introduced by the pro-
noun is restrictive or nonrestrictive.

e A restrictive clause is essential to the sentence.

o A nonrestrictive clause adds extra meaning, is set off by commas, and can be removed
from the sentence.
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Use that for restrictive clauses and which with nonrestrictive clauses.

Once, at a social gathering, Gladstone said to Disraeli, “I predict, sir, that you will die
either by hanging or by some vile disease.” (restrictive clause)

Disraeli replied, “That all depends, sir, upon whether I embrace your principles or
your mistress.” (restrictive clause)

Postage meters, which are easy to use, are available at the book store. (nonrestrictive
clause)

Quick Tip

In

spoken English, who and whomever are becoming more and more uncommon.

Informally, people use who and whoever in almost all situations.

W 2 Wry,

Test
Yourself

V Case is the form of a noun or pronoun that shows how it is used in a sen-
tence.

V English has three cases: nominative, objective, and possessive.

V Use the nominative case to show the subject of a verb; use the objective case
to show the object of a verb; use the possessive case to show ownership.

V Make a pronoun clearly refer to a single, definite antecedent.

V Place pronouns close to their antecedents.

QUESTIONS

True-False Questions

1.

SRR

Case refers to the way a noun or pronoun changes, depending on how it is used in a
sentence.

English has three cases: nominative, objective, and possessive.
In the nominative case, the pronoun is used to show possession.
In the possessive case, the pronoun is used as an object.

Who is in the nominative case; whom is in the objective case.

A predicate nominative is a noun or pronoun that follows a linking verb and identi-
fies or renames the subject.
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7. Use the objective case to show the object of a noun, verb, or adjective.

8. Gerunds always end in -ed, and they always function as verbs.

9. A pronoun used in apposition with a noun is in the same case as the noun.

10.
11.
12.
13.
14.
15.

A pronoun used as the subject of an infinitive is in the subjective case.
Pronouns that express ownership always take an apostrophe.

Use reflexive pronouns in place of subjects and objects.

A pronoun must clearly refer to a single, definite antecedent.

Place pronouns close to their antecedents.

Who refers to people or animals, while that and which refer to things, groups, and
unnamed animals.

Completion Questions
Select the word that best completes each sentence.

n L

O 0 N

10.
11.
12.
13.
14.
15.

Trish and (I, me) have decided to move to Brazil.
The new employees are (they, them).
The problem is unquestionably (she, her).

Human beings, (who, whom) are the most fascinating species on earth, are also the
most admirable.

Those (whom, who) are early to bed and early to rise are healthy, wealthy, and very
tired.

The best dressed employee has always been (him, he).

The winning contestants are the Griffels and (they, them).

The concept (which, that) intrigued (we, us) had not yet been publicized.
My car, (who, which) was brand new, had relatively little damage.

The car (which, that) hit me was speeding.

From (who, whom) did you buy that beautiful purse?

The thunderstorm frightened my cat and (I, me).

Please sit next to Rita and (me, I).

Brenda gave (he, him) a lot of unsolicited advice.

With (who, whom) have you agreed to carpool?

Multiple-Choice Questions

Select the best revision for each sentence.

1.

When Harry and Chuck return home, he will call.
(a) When Harry and Chuck return home, they will call.
(b) When Harry and Chuck return home, Harry will call.
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(c) When Harry and Chuck return home, him will call.
(d) When Harry and Chuck return home, calling will take place.

2. When Marcia spoke to Margery that morning, she did not realize that she would win
the international bodybuilding contest.

(a) When Marcia spoke to Margery that morning, her did not realize that she
would win the international bodybuilding contest.

(b) When Marcia spoke to Margery that morning, they did not realize that she
would win the international bodybuilding contest.

(c) When Marcia spoke to Margery that morning, Marcia did not realize that she
would win the international bodybuilding contest.

(d) When Marcia spoke to Margery that morning, no one realized that she would
win the international bodybuilding contest.

3. When the rain started, we pulled out an umbrella. It annoyed the people around us,
but we decided to stay at the ball field.

(a) When the rain started, we pulled out an umbrella. It’s annoyed the people
around us, but we decided to stay at the ball field.

(b) When the rain started, we pulled out an umbrella. Its annoyed the people
around us, but we decided to stay at the ball field.

(c) When the rain started, we pulled out an umbrella. The umbrella annoyed peo-
ple around us, but we decided to stay at the ball field.

(d) When the rain started, we pulled out an umbrella. They annoyed the people
around us, but we decided to stay at the ball field.

4. If you asked Dick to describe Rudy, he would say that he was sly, boring, and
cheap—and then he would snicker.

(a) If you asked Dick to describe Rudy, Dick would say that he was sly, boring,
and cheap—and then Dick would snicker.

(b) If you asked Dick to describe Rudy, Dick would say that he was sly, boring,
and cheap—and then he would snicker.

(c) If you asked Dick to describe Rudy, he would say that he was sly, boring, and
cheap—and then snickering would occur.

(d) If you asked Dick to describe Rudy, Rudy would say that Rudy was sly, bor-
ing, and cheap—and then Dick would snicker.

5. They awarded we losers a gag prize.
(a) They awarded them losers a gag prize.
(b) They awarded yours losers a gag prize.
(c) They awarded they losers a gag prize.
(d) They awarded us losers a gag prize.

6. My neighbor agreed to support he for the condo board.
(a) My neighbor agreed to support she for the condo board.
(b) My neighbor agreed to support him for the condo board.
(c) My neighbor agreed to support I for the condo board.
(d) My neighbor agreed to support we for the condo board.
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7. Naturally, you can invite whoever you want.
(a) Naturally, you can invite who you want.
(b) Naturally, you can invite which ever you want.
(c) Naturally, you can invite whomever you want.
(d) Naturally, you can invite that you want.
8. A student must understand that homework is very important to them.
(a) Students must understand that homework is very important to them.
(b) A student must understand that homework is very important to him.
(c) A student must understand that homework is very important to her.
(d) A student must understand that homework is very important to I.
9. The story was good, but they didn’t explain what happened in the end.
(a) The story was good, but he didn’t explain what happened in the end.
(b) The story was good, but the author didn’t explain what happened in the end.
(c) The story was good, but she didn’t explain what happened in the end.
(d) The story was good, but explaining what happened in the end didn’t happen.
10. Justin saw the ad on the web page yesterday, but he can’t seem to find it today.

(a) Justin saw the ad in the web page yesterday, but he can’t seem to find the
today.

(b) Justin saw the ad in the web page yesterday, but he can’t seem to find its today.
(c) Justin saw the ad in the web page yesterday, but he can’t seem to find today.

(d) Justin saw the ad in the web page yesterday, but he can’t seem to find the ad
today.

ANSWER KEY

True-False Questions

1. T 2T 3F 4T 5T 6F 7F 8T 9F 10.F 11.F 12.F
13.T 14.T 15T

Completion Questions

1.1 2.they 3.she 4.who S.who 6.he 7.they 8. that,us 9.which
10. that 11.whom 12.me 13.me 14.him 15. whom

Multiple-Choice Questions
1.b 2.¢ 3.¢c 4a 5d 6.b 7.¢c 8a 9b 10.d



CHAPTER 3

Using Verbs Correctly

You should read this chapter if you need to review or learn about

Do | Negy
1o Reaq —) Verb tense

.

s Lhap,
‘\\\\ fe’? é Regular and irregular verbs

e Active and passive voice

Q Using verbs correctly
Get Started
In English, tense is used to show when something happens. Here, you will
_'ﬂ_/ discover how verbs are formed and how they are used to show time. Note:
“ This chapter is especially important for speakers of English as a second
language.
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Overview of Verb Functions

Recall from Chapter 1 that verbs are words that name an action or describe a state of being.
There are four basic types of verbs: action verbs, linking verbs, helping verbs, and verb
phrases. Verbs also convey information through changes in their form. Here are the five dif-
ferent things we find out from a verb:

Tense (when the action takes place: past, present, or future)

Person (who or what experiences the action)

Number (how many subjects act or receive the action)

Mood (the attitude expressed toward the action)

Voice (whether the subject acts or is acted upon: the active or passive voice)

The Six Verb Tenses

The tense of a verb shows its time. English has six verb tenses. Each of the six tenses has two
forms: basic and progressive (also known as “perfect”). The basic form shows action, occur-
rence, or state of being that is taking place right here and now. The basic form also is the base
for the future form (i.e., I will sleep; they will sleep).

The following chart shows the six forms for the verb to walk:

Tense Basic Form Progressive Form
Present walk am walking

Past walked was walking

Future will walk will be walking
Present perfect have walked have been walking
Past perfect had walked had been walking
Future perfect will have walked will have been walking

The tense of English verbs is formed from helping verbs and principal parts. Each English

verb has four main parts, as shown in the chart on the next page.
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Principal Verb Parts

Present Present Participle Past Past Participle
look looking looked looked
dance dancing danced danced

1. The present tense
The present is used to form the present tense (“I look”) and the future (“I will look”).
English uses the helping verb will to show the future tense.

2. The present participle
The present participle forms all six of the progressive forms (“I am looking,” “I was look-
ing,” and so on).

3. The past tense
The past forms only one tense, the past. As with the present tense, the principal part
stands alone.

4. The past participle

The past participle forms the last three tenses: the present perfect (“1 have looked”), the
past perfect (“I had looked”), and the future perfect (“1 will have looked”). To form the
past participle, start with a helping verb such as is, are, was, has been. Then add the prin-
cipal part of the verb.

Quick Tip

When you conjugate a verb, you list the singular and plural forms of the verb in a
specific tense.

Regular and Irregular Verbs

English verbs are divided into two classes: regular and irregular. These classifications come
from the way the verb forms its past tense and past participles.

o Regular verbs: The past tense and past participle forms are created by adding -d, -ed, or -t
to the present form, but the vowel doesn’t change; for example, walk, walked, walked.

o [rregular verbs: No pattern is followed when the past and past participle are formed.
Instead, there are many different forms. For example, with some irregular verbs the vowel
changes and an -n or -e is added, as in begin, began, begun. With other verbs, the vowel
changes and a -d or -t is added, as in lose, lost, lost.
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Of all the verbs in English, lie and lay are likely the most often confused. Lay is a regular
verb; lie is an irregular verb.
e [ie means “to repose.” Lie conjugates as lie, lay, lain.
e Lay means “to put.” Lay conjugates as lay, laid, laid.

Because lay is both the present tense of to lay and the past tense of to lie, many speakers
and writers use /ay when they mean /ie.

e Lieis an intransitive verb. That means that it never takes a direct object.
When people are exhausted, they should lie down for a rest.

e Lay is a transitive verb. That means that lay always takes a direct object.
Lay the papers down.

The following chart lists some of the most common irregular verbs that have the same
present participle, past, and past participle forms.

Present Tense Present Participle Past Past Participle
bid bidding bid have bid

burst bursting burst have burst

cost costing cost have cost

hit hitting hit have hit

hurt hurting hurt have hurt
kneel knelt knelt have knelt

let letting let have let

put putting put have put

set setting set have set

The next chart lists some of the most common irregular verbs that have the same past and
past participle forms.

Present Tense Present Participle Past Past Participle
beat beat beaten have beaten
become became become have become
bend bent bent have bent

bind binding bound have bound

bite bit bitten have bitten
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Present Tense Present Participle Past Past Participle
bring bringing brought have brought
build building built have built
buy buying bought have bought
catch caught caught have caught
creep crept crept have crept
dig dug dug have dug
dive dived or dove dived have dived
find finding found have found
fight fighting fought have fought
forget forgot forgotten have forgotten
forgive forgave forgiven have forgiven
get getting got have gotten,
have got
grow grew grown have grown
hang hung hung have hung
hang (execute) hanged hanged have hanged
hide hid hidden have hidden
hold holding held have held
keep keeping kept have kept
lay laying laid have laid
lead leading led have led
lose losing lost have lost
pay paying paid have paid
prove proved proved, proven have proved,
have proven
ring rang rung have rung
say saying said have said
send sending sent have sent
show showing showed have showed,
have shown
sit sitting sat have sat
sleep sleeping slept have slept
spend spending spent have spent
spin spinning spun have spun
stand standing stood have stood
stick sticking stuck have stuck
teach teaching taught have taught
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Quick Tip

The most irregular verb in English is to be. Its principal parts are be, being, was,
were, been, am, are, is.

The following chart lists some of the most common irregular verbs that change in unpre-
dictable ways:

Present Tense Present Participle Past Past Participle
arise arising arose have arisen
begin beginning began have begun
blow blowing blew have blown
break breaking broke have broken
choose choosing chose have chosen
come coming came have come
dive dived, dove dived have dived
do doing did have done
draw drawing drew have drawn
drink drinking drank have drunk
eat eating ate have eaten
fall falling fell have fallen
fly flying flew have flown
freeze freezing froze have frozen
give giving gave have given
go going went have gone
know knowing knew have known
lie (horizontal) lying lay have lain
ride riding rode have ridden
rise rising rose have risen
run running ran have run
see seeing saw have seen
shake shaking shook have shaken
shrink shrinking shrank have shrunk
sing singing sang have sung

sink sinking sank have sunk
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Present Tense Present Participle Past Past Participle
speak speaking spoke have spoken
spring springing sprang have sprung
steal stealing stole have stolen
strive striving strove have striven
swear swearing swore have sworn
swim swimming swam have swum
take taking took have taken
tear tearing tore have torn
throw throwing threw have thrown
wake waking woke, waked have woken, waked
wear wearing wore have worn
write writing wrote have written

How to Use Tenses

The six tenses express time within three main categories: past, present, and future. You want
to use the tenses correctly so that you can show how one event is related to another. The fol-
lowing chart shows how the tenses are related.

Verb Tense and Time

Past

Present

Future

Simple past

Present perfect

Past perfect

Past progressive

Simple present

Present

Present perfect progressive

Past perfect progressive

Simple future
Future perfect

Future progressive

Future perfect progressive

e Use the two present forms (simple present, present progressive) to show events that take

place now.

e Use the six past forms (simple past, present perfect, past perfect, past progressive, present
perfect progressive, past perfect progressive) to show events that took place before the

present.
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e Use the four future forms (simple future, future perfect, future progressive, future perfect
progressive) to show events that take place in the future.
1. Use past tenses accurately.

The six past tenses all indicate the past in a different way. The following chart provides
examples of how to use these tenses.

Tense

Use

Example

Simple past

Present perfect

Past perfect

Past progressive
Present perfect progressive

Past perfect progressive

Completed action (indefinite
time)

Completed condition (indefinite
time)

Completed action (definite time)
Completed condition (definite
time)

Completed action (indefinite
time)

Completed condition (indefinite
time)

Action continuing into the
present

Condition continuing into the
present

Action completed before
another

Condition completed
Continuous completed action

Action continuing into present

Continuing action interrupted
by another

We washed the car.

We were happy the

party was over.

We washed the car yesterday.
I was delighted yesterday to
receive the news.

We have bought the gifts.
I have been very relieved.

Sarah has called for two
hours.

She has been in New York
for a week.

Greg had called all his friends
before the party started.
Greg had been a butcher
before he became a guru.

I was attending a spa

that month.

Ralph has been exercising all
week.

Katie had been repairing the
fence that was damaged in the
storm.

2. Use future tenses accurately.
The chart on the next page explains the future tenses.
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Tense Use Example
Simple future Future action The bus will arrive.
Future condition I will be shocked when it
does.
Future perfect Future action completed before By the time you read this, the
another bus will have arrived.
Future condition completed before The storm will have been
another raging for an hour before the
phone goes out.
Future progressive Continuing future action Janice will be exercising all
summer.

Future perfect progressive Continuing future action completed When we go on vacation next
before another week, I will have been
exercising for a month.

3. Don’t switch tenses in midstream.

Never shift tenses in the middle of a sentence or a paragraph because it confuses readers.
This guideline is especially important if your sentence contains more than one verb.

Incorrect: 1 thought 1 had broken the CD player when I dropped it on the floor, but it sud-

past past perfect past
denly begins to play!
present
Correct: 1 thought 1 had broken the CD player when I dropped it on the floor, but it sud-
past past perfect past
denly began to play!
past

Active and Passive Voice

In addition to showing time through tense, action verbs also show whether the subject per-
forms the action or receives the action. This is called a verb’s voice. English verbs have two
voices: active and passive. (Linking verbs do not show voice.)

1. A verb is active when the subject performs the action.
We took the package home. (“We” are doing the action.)
I served a delicious meal. (“I” am doing the serving.)

Notice that in the active voice, the sentence starts with the subject. The first sentence
starts with We. The second sentence starts with 7.

2. A verb is passive when its action is performed upon the subject.
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A package was taken home. (The speaker is not indicated.)

A delicious meal was served by me.

Notice that in the passive voice, the sentence does not start with the subject. The first sen-
tence starts with the object, “a package.” The second sentence starts with the object, “a
delicious meal.”

In general, use the active voice whenever possible because it is more direct and forceful.
Using the active voice makes your writing crisp and powerful. The active verb is one word
rather than two. Further, there is no need for a prepositional phrase beginning with “by” if
you use the active voice.

Using the passive voice is preferable over the active voice under two conditions:

e You don’t want to assign blame.
A mistake occurred with the filing system.

Not surprisingly, the passive voice is very often found in business writing and speech. This
helps the writer or speaker avoid “finger pointing.”

e You don’t know who did the action.
A prank phone call was made at 2:00 A.M.

\\‘-9 a Wy, P V A verb’s tense shows when the action takes place. Use the right order of
tenses to show the correct order of events.

V English verbs are divided into two classes: regular and irregular. These
classifications come from the way the verb forms its past tense and past
participles.

V Voice shows whether the subject acts (active voice) or is acted upon (passive
voice). In general, use the active voice instead of the passive voice.

QUESTIONS
Toat True-False Questions
Yourself 1. English has six verb tenses. Each of the six tenses has two forms: basic and progres-

sive (also known as “perfect”).

2. The progressive form shows action, occurrence, or state of being that is taking place
right here and now.

3. The tense of English verbs is formed from helping verbs and principal parts.
4. There are eight different past tenses. Each one indicates a subtle shift in time.

5. The past tense and past participle forms of irregular verbs are created by adding -d,
-ed, or -t to the present form but the vowel doesn’t change.
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10.

. Lie means “to be in a reclining position.” Lie conjugates to lie, lay, lain.

Lay means “to put down.” Lay conjugates to lay, laid, laid.

. Use the two past verb forms to show events that take place now.

. Use the six past forms (simple past, present perfect, past perfect, past progressive,

present perfect progressive, past perfect progressive) to show events that took place
before the present.

Use the four future forms (simple future, future perfect, future progressive, future
perfect progressive) to show events that take place in the future.

Completion Questions
Select the word that best completes each sentence.

1.
2.

10.

11.

12.

13.

Croatia (is, was) the first country to recognize the United States in 1776.

Ross Perot (resign, resigned, resigning) from the General Motors board of directors
because of its decision to purchase Hughes Aircraft Company.

John Wilkes Booth (shotted, shot, shooted) Lincoln in a theater and was found in a
warehouse.

Theodore Roosevelt (won, winned, wonned) the Nobel Prize for his arbitration of
treaty discussions at the end of the Russo-Japanese War.

The Dominican Republic was called Santo Domingo when it first (gained, gain)
independence.

The national anthem of the Netherlands is the oldest national anthem in the world:
The music (appeart, appeared) in 1572, the lyrics in 1590.

James Garfield could (wrote, write) Latin with one hand and Greek with the
other—simultaneously.

Before Bill Clinton, no left-handed American president had ever (serve, served)
two terms.

Only three Presidents (have graduated, graduate) from the military academies:
Grant and Eisenhower from West Point, and Carter from Annapolis.

The U.S. Constitution stipulates that, to be eligible for the Presidency, a candidate
must be a natural-born citizen, must (have lived, live) in the United States for a min-
imum of 14 years, and must be at least 35 years old.

Franklin D. Roosevelt was the first U.S. president to have a presidential aircraft, but
he only (flewed, flew) on the airplane once, to travel to the Yalta conference during
World War II.

Of all U.S. presidents, none (live, lived) to be older than John Adams, who died at
the age of 91.

John Quincy Adams (taked, took) his last skinny-dip in the Potomac on his seventy-
ninth birthday.
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14. All U.S. presidents (have worn, weared, have weared) glasses, but some of these
men didn’t like to be seen wearing eyeglasses in public.

15. When Harry Truman left office in 1952, he (get, got) in his own car and (drived,
drove) himself back to Missouri.

Multiple-Choice Questions

Select the best answer for each question.

1. There are four basic types of verbs:
(a) Action verbs, linking verbs, helping verbs, verb phrases
(b) Helping verbs, action verbs, gerunds, participles
(c) Helping verbs, verb phrases, active verbs, passive verbs
(d) Action verbs, normal verbs, regular verbs, irregular verbs

2. When applied to verbs, the word tense indicates
(a) How many subjects act or receive the action
(b) Who or what experiences the action
(c) When the action takes place: past, present, or future
(d) The attitude expressed toward the action

3. To show the future tense, English uses the helping verb
(a) Has
(b) Have
(c) Are
(d) will
4. The past participle forms all the following tenses except
(a) Future perfect
(b) The past perfect
(c) Present perfect
(d) The active voice

5. The past tense of the verb to give is
(a) Gived
(b) Gave
(c) Have given
(d) Gaved
6. The present participle of o lie (to be in a horizontal position) is
(a) Lying
(b) Lay
(c) Have lain
(d) Lie
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7. The past tense of the verb to freeze is
(a) Freezed
(b) Have froze
(c) Froze
(d) Frozed

8. The past participle of the verb to write is
(a) Writing
(b) Have written
(c) Wrote
(d) Writed

9. The verb fo be includes all the following principal parts except
(a) Being, was
(b) Has, have
(c) Been, am
(d) Are,is

10. Which of the following sentences is in the active voice?
(a) Plans for an assisted-living center were revealed by the city council at yester-
day’s meeting.

(b) The package was opened by my cousin Louie.
(c) Atnoon, the gates to the stadium were finally opened.
(d) A snail can sleep for three years.

11. Which of the following sentences is in the passive voice?
(a) The electric chair was invented by a dentist.
(b) A dentist invented the electric chair.
(c) You share your birthday with at least nine million other people in the world.
(d) You are more likely to be killed by a champagne cork than by a poisonous
spider.
12. You should use the active voice whenever possible for all the following reasons except
(a) Itcreates a sentence that is direct and to the point.
(b) It creates a shorter sentence and is thus easier to read.
(c) It emphasizes the receiver of the action rather than the doer of the action.
(d) Tt emphasizes the doer of the action rather than the receiver of the action.

ANSWER KEY

True-False
1.T 2.F 3T 4F 5F 6T 7.T 8F 9T 10.T
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Completion Questions

1.was 2.resigned 3.shot 4.won 5.gained 6.appeared 7. write
8.served 9. have graduated 10. have lived 11.flew 12.lived 13.took
14. have worn  15. got, drove

Multiple-Choice Questions
l.a 2.¢c 3.d 4d 5b 6.a 7.c 8b 9.b 10.d 1l.a 12.¢c
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CHAPTER 4

Using Adjectives and
Adverbs Correctly

You should read this chapter if you need to review or learn about

Do | Negy
1o Reaq —) Distinguishing between adjectives and adverbs

.

s Lhap,
‘\\\\ fe’? é Comparing with adjectives and adverbs

e Using adjectives and adverbs correctly
Q Avoiding errors with adjectives and adverbs

Recall from Chapter 1 that adjectives and adverbs are modifiers: They tell
_'ﬂ_/ about a word by describing it. In this chapter, you will learn how to use
“ adjectives and adverbs accurately as you describe people, places, things, and

actions. This will make your writing and speech correct as well as colorful!

>
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Is It an Adjective or an Adverb?

Both adjectives and adverbs describe other words.

e Adjectives describe a noun or pronoun.

e Adverbs describe a verb, adjective, or other adverb.

Quick Tip

Many adverbs are formed by adding -ly to an adjective (poor — poorly; gentle —
gently), but a number of common adverbs do not follow this pattern.

Further, some words can be either adjectives or adverbs, depending on how they are used
in a sentence.

Adjective: It was a hard exam.
adj. noun
Adverb: I studied hard all week.
verb adv.
Adjective: Herman took the late plane back to Washington.
adj. noun
Adverb: Many of the guests stayed late, so we turned off the lights and went to bed.
verb adv.

Therefore, the only reliable way to tell the difference between adjectives and adverbs is to
analyze their function in a sentence. The following chart shows you how to examine sentences
to distinguish between adjectives and adverbs.

Modifier Function Example
Adjective Describe nouns I went to an early class.

adj. noun
Adjective Describe pronouns They were suffering with the flu for days.

pronoun adj.
Adverb Describe verbs Mia awoke early in the morning.
verb adv.
Adverb Describe adverbs Mia awoke very early in the morning.
adv. adv.

Adverb Describe adjectives The dawn was really beautiful.

adv. adj.
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Positive, Comparative, and Superlative Degrees
of Comparison

Adjectives and adverbs not only describe things; they also compare them. Adjectives and

adverbs have different forms to show degrees of comparison. There are three degrees of com-

parison: positive, comparative, and superlative. The following list summarizes the three

degrees of comparison:

e Positive: The base form of the adjective or adverb not being used in a comparison.

o Comparative: The form of the adjective or adverb being used to compare two things.

o Superlative: The form of the adjective or adverb being used to compare three or more
things.

Here’s a cheat sheet:

Degree of Comparison Number of Things Compared Example

Positive degree None Donald is rich.
Comparative degree Two Ross is richer than Donald.
Superlative degree Three or more Bill is the richest of all.

The following guidelines show how to form the comparative and superlative degrees of
adjectives and adverbs.

1. In most cases, use -er/-est with one- and two-syllable adjectives or adverbs.

Positive Comparative Superlative
poor poorer poorest

rich richer richest

low lower lowest

high higher highest
large larger largest

2. When an adjective or adverb has three or more syllables, use more and most or less and
least to form the comparative and superlative degrees.
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Positive Comparative Superlative
uncommon more uncommon most uncommon
unusual more unusual most unusual
adorable more adorable most adorable
delightful more delightful most delightful
attractive less attractive least attractive
popular less popular least popular

3. If the word sounds awkward, break the rule.

For example, since just has one syllable, the comparative form should be juster and the
superlative form should be justest. However, since this sounds odd, we use more just and
most just. Listen to the word to identify the most natural-sounding form of the compara-
tive or superlative degree. When in doubt, consult your dictionary.

. Never use both -er and more, or -est and most, with the same modifier.
Never use double comparisons. For example, never say “the most furthest.” Instead, say
“furthest.” Never say the “/east happiest.” Instead, say “least happy.”

. All adverbs that end in -ly form their comparative and superlative degrees with more and
most.

Positive Comparative Superlative
smoothly more smoothly most smoothly
easily more easily most easily
calmly more calmly most calmly
gracefully more gracefully most gracefully
gently more gently most gently

6. Some adjectives and adverbs have irregular forms.

A few adjectives and adverbs don’t follow these rules when they form the comparative
and superlative degrees. Unfortunately, they are among the most commonly used modi-
fiers in English, so you’re apt to need them virtually every day. Since they don’t follow a
pattern, you just have to bite the bullet and memorize them.
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Irregular Adjectives and Adverbs

Positive Comparative Superlative
bad worse worst

badly worse worst

far (distance) farther farthest

far further furthest
good better best

ill worse worst

late later later or latest
little (amount) less least

many more most

much more most

some more most

well better best

Good and well are especially tricky. Follow these guidelines:

e Good is always an adjective.
You should read this novel: It has a good plot.
adj. noun

Rory traded in her old car for a good one.
adj. noun

e Well is an adjective used to describe good health.
You look well in that gorilla suit.
verb adj.
You sound well—for someone who has laryngitis.
verb adj.

e Well is an adverb when used to describe anything but health.
Chef Big Hat cooks well.
verb adv.

As a result, everyone in his house no doubt eats well!
verb adv.

Comparing with Adjectives and Adverbs

Now that you know how to form the comparative and superlative forms of adjectives and
adverbs, follow these guidelines to make the comparisons correct.
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1. Use the comparative degree (-er or more form) to compare two things.
e Your house is bigger than mine.
e Your house has more rooms than mine.

2. Use the superlative form (-est or most to compare three or more things.
o The kitchen is the largest room in the house.
o [t is the most impressive room of all.

Quick Tip

Fewer and less have different meanings and cannot be used interchangeably. Fewer
refers to items that can be counted (fewer sandwiches, fewer cookies). Less refers
to amounts that can’t be counted (/ess sugar, less sand, less anger, less filling).

3. Use other and else correctly in comparisons.

When you compare one item in a group with the rest of the group, be sure to include the
word other or else. Then your comparison will make sense.

Confusing comparison: Truman was greater than any American president.
Logical comparison: Truman was greater than any other American president.

Confusing comparison: The sinkhole in our front yard is deeper than any in the neigh-
borhood.

Logical comparison: The sinkhole in our front yard is deeper than any other in the
neighborhood.

Confusing comparison: Tina scored more points than anyone on the badminton team.

Logical comparison: Tina scored more points than anyone else on the badminton team.

Confusing comparison: The sumo wrestler is heavier than anyone in the competition.

Logical comparison: The sumo wrestler is heavier than anyone else in the competition.
4. Create complete comparisons.

Sentences that finish a comparison make sense. Comparisons that are incomplete or that
compare illogical items become muddled. This confuses readers and obscures your point.

Confusing comparison: Jack spends more time playing video games than homework.
Logical comparison: Jack spends more time playing video games than doing homework.
Confusing comparison: My suit is more stylish than Nick.

Logical comparison: My suit is more stylish than Nick’s suit.

Using Predicate Adjectives after Linking Verbs

A predicate adjective is an adjective that follows a linking verb and describes the subject of a
sentence. Remember that linking verbs describe a state of being or a condition. They include
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all forms of fo be (such as am, is, are, were, was) and verbs related to the senses (look, smell,
sound, feel). Linking verbs connect the subject of a sentence to a word that renames or
describes it.

Incorrect: This goulash tastes deliciously.
noun link. adv.
verb
Correct: This goulash tastes delicious.

noun link. adj.
verb

Use an adjective rather than an adverb after a linking verb. Therefore, use delicious rather
than deliciously after the linking verb tastes.

Incorrect: The child felt badly.
noun link. adv.
verb
Correct: The child felt bad.

noun link. adj.
verb

Use an adjective rather than an adverb after a linking verb. Therefore, use bad rather than
badly after the linking verb felt.

Incorrect: 1 look awfully in that shade of orange.
pronoun link. adv.
verb
Correct: 1 look awful in that shade of orange.
pronoun link. adj.
verb

Use an adjective rather than an adverb after a linking verb. Therefore, use awful rather
than awfully after the linking verb look.

Incorrect Sammi is  happily.

noun link. adv.
verb

Correct: Sammi is  happy.

noun link. adj.
verb

Since is (a form of fo be) is a linking verb, you must use the adjective happy, not the adverb
happily.
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Quick Tip

Some verbs do double duty: Sometimes they function as linking verbs, but other
times they function as action verbs. As linking verbs, these verbs use adjectives as
complements. As action verbs, these verbs use adverbs as complements.

Double Negatives

The following words are negatives:

Negative Words
never no nobody
none not nothing
nowhere n’t hardly
barely scarcely

Quick Tip

The most common negative words in English begin with n. Use this trick to help
you remember these words.

Using two negative words in the same clause (group of words) creates a double negative. A
double negative is an incorrect usage and should be avoided. To avoid this grammatical error,
use only one negative word to express a negative idea.

Double negative: The traveler did not have no energy after the long flight.
Correct: The traveler did not have any energy after the long flight.
or

The traveler had no energy left after the long flight.
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Double negative: Shakira could not hardly see in the blizzard.
Correct: Shakira could hardly see in the blizzard.
or
Shakira could barely see in the blizzard.
Double negatives are especially likely to cause problems when contractions are used.

When the word not is used in a contraction—such as isn’t, doesn’t, wouldn’t, couldn’t, don’t—
the negative tends to slip by. As a result, writers and speakers may add another negative.

Double negative: Billy didn’t bring nothing with him on vacation.
Correct: Billy didn’t bring anything with him on vacation.
or
Billy brought hardly anything with him on vacation.

However, to create understatement, you can use a word with a negative prefix and another
negative word. The two most common negative prefixes are un- and -in.

Nowadays, it is not uncommon to take six years to complete a four-year college degree.

The report is not inaccurate, but no one should stake their reputation on it.

w2 Wry,

V Use an adjective to describe a noun or pronoun; use an adverb to describe a
verb, adjective, or another adverb.

V Use the comparative degree to describe two items; use the superlative degree
to describe three or more things.

V Be careful when you use an adjective after a linking verb.
“ Avoid double negatives.

QUESTIONS

Teat True-False Questions

Yourself 1. Many adjectives are formed by adding -ly to an adverb.

2. Some words can be either adjectives or adverbs, depending on how they are used in
a sentence.

3. The only reliable way to tell the difference between an adjective and an adverb is to
memorize a list of words.

4. Adjectives and adverbs not only describe things, they also compare them.

5. The base form of the adjective or adverb not being used in a comparison is called
the “positive degree.”
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10.

11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.

25.
26.

217.
28.
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The form of an adjective or adverb being used to compare two things is the
“superlative degree.”

The form of the adjective or adverb being used to compare three or more things is
the “comparative degree.”

To show comparison in most cases, use -er/-est with one- and two-syllable adjectives
or adverbs.

When an adjective or adverb has three or more syllables, use more and most or less
and least to form the comparative and superlative degrees.

Under certain conditions, you can use both -er and more or -est and most with the
same modifier.

All adverbs that end in -Iy form their comparative and superlative degrees with
more and most.

The phrase “most smoothly” is in the superlative degree.

All adjectives and adverbs have irregular forms.

The superlative form of bad is baddest.

The superlative form of far is furthest.

Good is always an adjective.

Well is an adverb used to describe good health.

Well is an adjective used to describe anything but health.

Use the comparative degree (-er or more) to compare two things.
Use the superlative form (-est or most) to compare three or more things.
Fewer refers to items that can’t be counted.

Less refers to amounts that can be counted.

When you compare one item in a group with the rest of the group, be sure to include
the word other or else.

A predicate adjective is an adjective that follows a linking verb and describes the
subject of a sentence.

Use an adverb rather than an adjective after a linking verb.

Using two negative words in the same clause (group of words) creates a double neg-
ative, which should be avoided.

Hardly is not a negative word.

To create overstatement, you can use a word with a negative prefix and another
negative word.

Completion Questions
Select the word that best completes each sentence.

1.

The elevator in my sister’s apartment moves so (slowly, slow) we can make
whoopee, conceive a child, and give birth before reaching her floor. And her apart-
ment is on the first floor.
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A

China has (most, more) English speakers than the United States.
The (longer, longest) town name in the world has 167 letters.
I've learned that you shouldn’t compare yourself to the (better, best) others can do.

I've learned that two people can look at the exact same thing and see something
(total, totally) different.

6. Every day (most, more) money is printed for Monopoly than for the U.S. Treasury.
7. My friend Fred is not the (brightest, brighter) light on the Ferris wheel.

8. If everything seems to be going (good, well), you have obviously overlooked some-

10.
11.
12.
13.
14.
15.
16.

17.

18.

19.

20.

21.

22.
23.
24.
25.
26.

27.

28.

29.

thing.

The grass is always (more greener, greener) when you leave the sprinkler on.

The (longer, longest) recorded flight of a chicken is 13 seconds.

The average person is about a quarter of an inch (tall, taller, tallest) in the morning.
The Neanderthal’s brain was (big, bigger, biggest) than yours is.

Your right lung takes in (more, most) air than your left lung does.

Women’s hearts beat (fast, faster, fastest) than men’s hearts.

There are (more, most) plastic flamingos in America than real ones.

Each day is 0.00000002 seconds (long, longer, longest) than the one before because
the Earth is gradually slowing down.

The total weight of all insects on Earth is 12 times (more great, greater, greatest,
most greatest) than the weight of all the people on Earth.

There are more than three million lakes in Alaska. The (large, larger, largest), Lake
Iliamna, is the size of Connecticut.

When North America was first settled, beavers there grew (bigger, biggest) than
bears.

The (bright, brighter, brightest) star in the sky, Sirius, gives out 26 times as much
light as the Sun.

The (older, oldest) national flag still in existence, that of Denmark, dates back to the
thirteenth century.

The ashes of the metal magnesium are (more heavier, heavier) than magnesium itself.
Murphy’s Oil Soap is the chemical (more, most) commonly used to clean elephants.
If things get any (worse, worst), I'll have to ask you to stop helping me.

How much (deep, deeper, deepest) would the ocean be if sponges didn’t grow in it?

Nothing in the known universe travels (more fast, more faster, faster) than a bad
check.

Did you hear about my new boyfriend? He’s not the (sharper, sharpest) tool in the
shed.

Good advice: Love (deep, deeply) and (most passionate, passionately). You might
get hurt, but it’s the only way to live life completely.

Talk (slow, slowly) but think (quick, quickly).
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30. Doctor: “You're coughing (easier, easiest) today.”
Patient: “No wonder. I practiced all night.”

Multiple-Choice Questions

Choose the best answer to each question.

1. Adjectives are modifiers that describe a
(a) Noun or verb
(b) Pronoun or adverb
(c) Noun or pronoun
(d) Verb or preposition
2. Adverbs are modifiers that describe all the following words except
(a) Verbs
(b) Pronouns
(c) Adjectives
(d) Adverbs

3. Which is the best revision of the following sentence? Nick’s feet are bigger than
Charles’.

(a) Nick’s feet are bigger than Charles’ feet.
(b) Nick’s feet are more bigger than Charles” ’ feet.
(c) Nick’s feet are biggest than Charles’ feet.
(d) Nick’s feet are big than Charles’.
4. Each of the following is a degree of comparison except
(a) Positive
(b) Comparative
(c) Superlative
(d) Negative
5. What is the comparative form of popular?
(a) Popularest
(b) Popular
(c) Most popular
(d) More popular
6. The comparative and superlatives forms of ill are
(a) Worse, most worse
(b) Worster, worstest
(c) worse, worst
(d) More ill, most ill
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7. The comparative and superlatives forms of many and much are
(a) Double comparisons
(b) Many, more
(c) Regular
(d) Identical
8. Which is the best revision of the following sentence?
My brother’s CD collection is larger than my son’s.
(a) My brother’s CD collection is larger than my son’s CD collection.
(b) My brother’s CD collection is large than my son’s CD.
(c) My brother’s CD collection is largest than my son’s CD.
(d) My brother’s CD collection is more larger than my son’s CD collection.
9. Which is the best revision of the following sentence?
In my opinion, collard greens is most delicious than broccoli.
(a) In my opinion, collard greens is delicious than broccoli.
(b) In my opinion, collard greens is deliciouser than broccoli.
(¢) In my opinion, collard greens is more delicious than broccoli.
(d) In my opinion, collard greens is deliciously than broccoli.
10. All the following are negative words except
(a) Scarcely
(b) Hardly
(c) Did
(d) n’t
11. Which is the best revision of the following sentence?
Which of the twins writes gooder?
(a) Which of the twins writes best?
(b) Which of the twins writes better?
(c) Which of the twins writes good?
(d) Which of the twins writes more better?
12. Which of the following words best completes the sentence?
Mr. Big is willing to cooperate than his attitude suggests.
(a) Less
(b) Least
(c) Leastest
(d) Lesser
13. Which is the best revision of the following sentence?
Two can live most cheaply than one.
(a) Two can live cheaply than one.
(b) Two can live moster cheaply than one.
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(c) Two can live more cheaply than one.
(d) Two can live mostest cheaply than one.

14. When you are comparing a member of a group with the rest of the group, make sure
that your sentence contains the words

(a) Than orif
(b) Good or worse
(c) More or better
(d) Other or else
15. Which of the following sentences is not correct?
(a) Nico could not see in the gloomy night.
(b) Nico could not hardly see in the gloomy night.
(c) Nico could barely see in the gloomy night.
(d) Nico had difficult seeing clearly in the gloomy night.

ANSWERS

True-False Questions

1.F 2T 3 F 4T 5
13.F 14.F 15.T 16.T 17.F
23.T 24T 25.F 26.T

.F 8T 9T 10.F 11.T 12.T
.F 19.T 20.T 21.F 22.F
F

Completion Questions

1.slowly 2.more 3.longest 4.best S.totally 6.more 7. brightest
8.well 9.greener 10.longest 11.taller 12.bigger 13. more 14. faster
15. more  16.longer 17.greater 18.largest 19.bigger  20. brightest
21.oldest  22.heavier 23.most 24.worse 25.deeper  26. faster
27.sharpest  28. deeply, passionately  29. slowly, quickly  30. easier

Multiple-Choice Questions

l.c 2.b 3.a 4d 5d 6.¢c 7.d 8a 9c 10.c 11.b 12.a
13.¢ 14.d 15.b



CHAPTER 5

Agreement: Matching
Sentence Parts

You should read this chapter if you need to review or learn about

Do | Negy
1o Reaq —) The grammatical subject of “agreement”

.

s Lhap,
‘\\\\ fe’? é Making subjects and verbs agree

e Making pronouns and antecedents agree
Q Crafting smooth, logical sentences

Get Started

Agreement means that sentence parts match. Subjects must agree with verbs,
‘, and pronouns must agree with antecedents. If they don't, your sentences will
sound awkward and may confuse your listeners and readers.
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Like Peas in a Pod

Romeo and Juliet

Spaghetti and meatballs

Peanut butter and jelly

The birds and the bees

Some things just seem to go together well. We carry this concept over into grammar by

matching all sentence parts. This matching of sentence elements is called agreement. It helps
you create smooth and logical sentences.

The basic rule of sentence agreement is simple: A subject must agree with its verb in num-
ber. Number means singular or plural.

o A singular subject names one person, place, thing, or idea.

o A plural subject names more than one person, place, thing, or idea.

Here are some examples:

Singular Plural

Subjects Subjects
Person: 1 they
Place: beach beaches
Thing: desk desks
Idea: freedom freedoms

1. Singular and plural nouns
In English, the plurals of most nouns are formed by adding -s or -es to the singular form.
For example: bike — bikes; race — races; inch — inches. Some nouns have irregular plu-
rals, such as mouse — mice; woman — women, goose — geese. You can find the plural
forms of irregular nouns in a dictionary.

2. Singular and plural pronouns
Pronouns have singular and plural forms, too. Study the following chart.

Singular Plural Singular or
Plural
I we, they you

she, he
it
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3. Singular and plural verbs

As with nouns and pronouns, verbs show singular and plural forms. There are two areas
in which you may have difficulty identifying singular and plural forms of nouns: the basic
present tense and tenses using the helping verb to be.

As you study the following chart, notice that the form of the verb changes only in the
third-person singular column, the middle column. Find the -s or -es added to the verb.
That’s the tricky part:

e Singular verbs end in -s or -es.
e Plural nouns end in -s or -es.

Here are some examples:

First and Second Singular Third Plural First,

Person Person Second, Third
Person

(I, you) begin (he, she, it) begins (we, you, they) begin

(I, you) do (he, she, it) does (we, you, they) do

As you can see from this chart, subject-verb agreement is most difficult to determine in the
present tense.

4. Singular and plural forms of be

The form of the helping verb be may also help you determine whether a verb is singular or
plural. The following chart shows the forms of be that are different from singular to plural.

Be Used as a Helping Verb

Singular Plural

am (we) are

(he, she, it) is (they) are

(L he, she, it) was (we, they) were
(he, she, it) has been (they) have been

A Singular Subject Must Have a Singular Verb

Now that you can recognize singular and plural nouns, pronouns, and verbs, you will be able
to make all sentence parts agree in number. Remember the rule introduced in the beginning
of this chapter: A subject must agree with its verb in number.
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All the other rules follow from this one. The easiest rules are these two:

A singular subject must have a singular verb.

A plural subject must have a plural verb.

Let’s examine the first rule.

. A singular subject must have a singular verb.

She hesitates at all intersections, making the other drivers angry.
sing. subject  sing. verb

The singular subject she agrees with the singular verb hesitates.
Procrastination is the art of keeping up with yesterday.

sing. subject  sing. verb

The singular subject procrastination agrees with the singular verb is.

1 am ready for dinner now.

sing. subject  sing. verb

The singular subject  requires the singular verb am.

. Two or more singular subjects joined by or or nor must have a singular verb.

This makes perfect sense: You are making a choice between two singular subjects. The or
shows that you are only choosing one.

Either the dog or the cat has to go.
sing. subject. or  sing. subject  sing. verb
Only one pet will go—the dog or the cat. Therefore, you will only have one pet left. Two
singular subjects—dog and cat—joined by or take the singular verb has.
Neither Elvis Costello nor Elvis Presley is in the room.
sing. subject nor sing. subject sing. verb

Each subject is being treated individually. Therefore, two singular subjects—FElvis
Costello and Elvis Presley—joined by nor take the singular verb is.

. Subjects that are singular in meaning but plural in form require a singular verb.

These subjects include words such as measles, civics, social studies, mumps, molasses,
news, economics, and mathematics.

The news is on very night at 11:00 p.m.
sing. subject  sing. verb

The singular subject news takes the singular verb is.

. Plural subjects that function as a single unit take a singular verb.

Spaghetti and meatballs is my favorite dish.

sing. subject sing. verb

The singular subject spaghetti and meatballs requires the singular verb is.
Bacon and eggs makes a great late night snack.

sing. subject  sing. verb

The singular subject bacon and eggs agrees with the singular verb makes.
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9. Titles are always singular.

It doesn’t matter how long the title is, what it names, or whether or not it sounds plural—
a title always takes a singular verb.

For Whom the Bell Tolls is a story about the Spanish Civil War.
sing. subject sing. verb

The singular title For Whom the Bell Tolls requires the singular verb is.
Stranger in a Strange Land was written by Robert Heinlein.
sing. subject sing. verb

The singular title Stranger in a Strange Land requires the singular verb was.

Most measurements are singular—even though they look plural. For example: “Half a dol-
lar is more than enough” (not “are more than enough”).

A Plural Subject Must Have a Plural Verb

Just as a singular subject requires a singular verb, so a plural subject requires a plural verb.
Here are some examples:

1. A plural subject must have a plural verb.

Men are from Earth. Women  are from Earth. Deal with it.
plural plural plural plural
subject  verb subject  verb

The plural subject men requires the plural verb are. The plural subject women requires the
plural verb are.

On average, people  fear spiders more than they do death.
plural plural plural plural
subject  verb subject  verb

The plural subject people requires the plural verb fear (not the singular verb fears). The
plural subject they requires the plural verb do (not the singular verb does).

Students at U.S. colleges read about 60,000 pages in four years.

plural plural
subject verb

The plural subject students requires the plural verb read (not the singular verb reads).
Facetious and abstemious contain all the vowels in the correct order, as does arsenious,

plural plural
subject verb

meaning “containing arsenic.”

The plural subject facetious and abstemious requires the plural verb contain (not the sin-
gular verb contains.) Think of the conjunction and as a plus sign. Whether the parts of the
subject joined by and are singular or plural (or both), they all add up to a plural subject
and so require a plural verb.
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2. Two or more plural subjects joined by or or nor must have a plural verb.

This is the logical extension of the rule you learned earlier about two or more singular sub-
jects joined by or or nor taking a singular verb. Here, since both subjects are plural, the
verb must be plural as well.
Either the children or the adults are clearing the table.

plural plural plural

subject subject  verb

Since both subjects are plural, one of them alone is still plural. Therefore, two plural
subjects—children and adults—joined by or take the plural verb are.

Neither my relatives nor my friends  are leaving any time soon.

plural plural plural
subject subject  verb

Since both subjects are plural, one of them alone is still plural. Therefore, two plural
subjects—relatives and friends—joined by nor take the plural verb are.

. A compound subject joined by and is plural and must have a plural verb.

The conjunction and acts like a plus (+) sign, showing that 1+ 1=2 (or 1 + 1 + 1 =3, etc.).
Brownies and ice cream are a spectacular dessert.

sing. sing. plural

subject subject  verb

Brownies and ice cream = two desserts. 1 + 1 =2. Therefore, the verb must be plural: are.
Nina and Christopher have donated money to charity.

sing. sing. plural

subject subject verb

Nina and Christopher = two people. 1 + 1 =2. Therefore, the verb must be plural: have.

. If two or more singular and plural subjects are joined by or or nor, the subject closest to

the verb determines agreement.

This is basically an exception made for the sake of sound: It sounds better to match the
verb to the closer subject.

Margery or the twins are coming on the trip to Seattle.
sing. plural plural
subject subject  verb

Since the plural subject rwins is closest to the verb, the verb is plural: are.
The twins or Margery is coming on the trip to Seattle.

plural sing. sing.

subject subject verb

Since the singular subject Margery is closest to the verb, the verb is singular: is.

Collective Nouns and Indefinite Pronouns

A collective noun names a group of people or things. Collective nouns include the words class,
commiittee, flock, herd, team, audience, assembly, team, and club. Collective nouns can be sin-
gular or plural, depending on how they are used in a sentence. Here are the basic guidelines:



Agreement: Matching Sentence Parts 67

e A collective noun is considered singular when it functions as a single unit. Collective nouns
used as one unit take a singular verb.

o A collective noun is considered plural when the group it identifies is considered to be indi-
viduals. Collective nouns that indicate many units take a plural verb.

Here are some examples:

The team has practiced for tonight’s big game for months.
sing. sing.
subject  verb
The singular subject team agrees with the singular verb has practiced because in this
instance, the team functions as one (singular) group.
The team have practiced for tonight’s big game for months.
plural plural
subject  verb

The subject team becomes plural because each member of the group is now being consid-
ered as an individual.

Indefinite pronouns, like collective nouns, can be singular or plural, depending on how
they are used in a sentence. Indefinite pronouns refer to people, places, objects, or things
without pointing to a specific one. Indefinite pronouns include words such as everyone, some-
one, all, and more.

o Singular indefinite pronouns take a singular verb.
e Plural indefinite pronouns take a plural verb.

The following chart shows singular and plural indefinite pronouns. The chart also shows
pronouns that can be either singular or plural, depending on how they are used in a sentence.

Singular Plural Singular or
Plural

another both all

anybody few any

anyone many more

anything others most

each several none

either some

everyone

everybody

everything

little

many a

Continues
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Singular Plural Singular or
Plural

much
neither
nobody
no one
nothing
one

other
somebody
someone
something

Look back at the chart. You will see that the following patterns emerge:

1. Indefinite pronouns that end in -body are always singular. These words include anybody,
somebody, nobody.

2. Indefinite pronouns that end in -one are always singular. These words include anyone,
everyone, someone, and one.

3. The indefinite pronouns both, few, many, others, and several are always plural.
4. The indefinite pronouns all, any, more, most, none, and some can be singular or plural,
depending on how they are used.

Here are some examples:

One of the gerbils is missing.

sing. sing.

subject verb

The singular subject one requires the singular verb is.

Both of the gerbils are missing.

plural plural
subject verb

The plural subject both requires the plural verb are.
All of the beef stew was devoured.

sing. sing.
subject verb
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In this instance, all is being used to indicate one unit. As a result, it requires the singular
verb was.
Many of the guests are sick of Tedious Ted’s endless chatter.

plural plural
subject verb

The plural subject many requires the plural verb are.

Special Problems in Agreement

The rules for agreement are straightforward, but some thorny problems do arise. Here are
the two most challenging issues: hard-to-find subjects and intervening phrases.

1. Identify hard-to-find subjects.
Some subjects can be harder to find than others. Subjects that come before the verb are
especially tricky. However, a subject must still agree in
number with its verb, as the following examples show:

In the bottom of the lake are two old cars.

plural plural
verb subject
The plural subject cars agrees with the plural verb are. Qlli ck Tip

There were still half a dozen tires in the lake, too.
plural plural The words there or

verb subject here at the beginning of
a sentence often signal

The plural subject # ires the plural verb were. .
e plural subject tires requires the plural verb were inverted word order.

2. Ignore intervening phrases.
Disregard words or phrases that come between the sub-
ject and the verb. A phrase or clause that comes between a subject and its verb does not
affect subject-verb agreement.

The strongest muscle  in the body is the tongue.
sing. prep. sing.
subject  phrase verb

The singular subject muscle agrees with the singular verb is. Ignore the intervening
prepositional phrase “in the body.”
The captain  of the guards stands at the door of Buckingham Palace.

sing. prep. sing.

subject  phrase verb

The singular subject captain agrees with the singular verb stands. Ignore the intervening
prepositional phrase “of the guards.”
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Agreement of Pronouns and Antecedents

Like subjects and verbs, pronouns and antecedents (the words to which they refer) must
agree. Follow these rules to make sure that your pronouns and antecedents match.

5.

A pronoun agrees (or matches) with its antecedent in number, person, and gender.
Hortense gave half her cupcake to Shirley.

Both the antecedent Hortense and the pronoun her are singular in number, in the third
person, and feminine in gender.

Errors often occur when there are incorrect shifts in person and gender.
Error: Hortense will eat her bran flakes and tofu, which you need to stay healthy.
Correct: Hortense will eat her bran flakes and tofu, which ske needs to stay healthy.

Use a singular personal pronoun with a singular indefinite pronoun.
If anyone questions the edict, refer him or her to the boss.
The singular pronouns him or her refer to the singular pronoun anyone.

Use a plural pronoun when the antecedents are joined by and. This is true even if the
antecedents are singular.

The dog and cat maintain their friendship by staying out of each other’s way.
sing.  sing. plural
subject subject pronoun

Since the two singular antecedents dog and cat are joined by and, use the plural pronoun
their. This is a case of 1 + 1 =2 (one dog + one cat = two pets).

Antecedents joined by or, nor, or correlative conjunctions such as either... or,
neither . . . nor agree with the antecedent closer to the pronoun.

Neither my baby sister or the twins sleep in their bed.
sing. plural plural
subject subject pronoun
Use the plural pronoun their to agree with the plural antecedent cats.
Neither the twins nor my baby sister sleeps in her bed.
plural sing. sing.
subject subject pronoun

Use the singular pronoun /er to agree with the singular antecedent sister.

Be sure that the pronoun refers directly to the noun.

Confusion occurs when the pronoun can refer to more than one antecedent. If you end up

with a confusing sentence, rewrite the sentence.

Confusing: Norman saw a coupon in last year’s newspaper, but he can’t find it.

What is it that Norman can’t find: the coupon or the newspaper?

Correct: Norman can’t find the coupon he saw in last year’s newspaper.
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W5 2 Wiy,

Test
Yourself

V Agreement means that sentence parts match.
V Subjects must agree with verbs, and pronouns must agree with antecedents.

V Find the sentence’s subject. Figure out if the subject is singular or plural.
Select the appropriate verb form to match the form of the subject.

QUESTIONS

True-False Questions

® N oW

10.
11.
12.
13.
14.
15.

16.
17.
18.

19.
20.

21.

1. A subject must agree with its verb in number. Number means singular or plural.

2. A plural subject names one person, place, thing, or idea.

3.

4. In English, the plural of most nouns is formed by adding -s or -es to the singular

A singular subject names more than one person, place, thing, or idea.

form.

Pronouns do not have singular and plural forms.

Verbs also show singular and plural forms.

The form of the verb changes only in the third-person singular form.

A plural subject must have a singular verb. A singular subject must have a plural
verb.

Two or more singular subjects joined by or or nor must have a singular verb.
Subjects that are singular in meaning but plural in form require a singular verb.
Plural subjects that function as a single unit take a plural verb.

Titles are always singular.

Two or more plural subjects joined by or or nor must have a plural verb.

A compound subject joined by and is singular and must have a singular verb.

If two or more singular and plural subjects are joined by or or nor, always use a
plural verb.

A collective noun names a group of people or things.
Collective nouns are always plural, no matter how they are used in a sentence.

Indefinite pronouns can be singular or plural, depending on how they are used in a
sentence.

Indefinite pronouns include words such as everyone, someone, all, and more.

When you are determining agreement, disregard words or phrases that come
between the subject and the verb.

A pronoun agrees (or matches) with its antecedent in number and person, but not
gender.
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22.
23.

24.

25.
26.
27.
28.
29.
30.
31
32.
33.
34.
35.
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Use a singular personal pronoun with a singular indefinite pronoun.

In general, use a plural pronoun when the antecedents are joined by and. This is not
true if the antecedents are singular.

Antecedents joined by or, nor, or correlative conjunctions such as either . . . or, nei-
ther . .. nor agree with the antecedent closer to the pronoun.

Agreement makes sentences sound smooth and logical.
The noun car is singular, but cars is plural.

The noun tomatoes is singular, but tomato is plural.

The noun women is singular, but woman is plural.

The pronoun [ is singular, but we is plural.

The verb stands is singular, but stand is plural.

The verb are is singular, but is is plural.

The verb was eating is singular, but were eating is plural.
The verb were is singular, but was is plural.

The verb grows is singular, but grow is plural.

The verb phrase have been watching is singular, but has been watching is plural.

Completion Questions
Select the word that best completes each sentence.

1.

NNk LN

@

10.

11.
12.
13.

The pop you get when you crack your knuckles (are, is) actually a bubble of gas
bursting.

Polar bears (is, are) left-handed.

The name of all the continents (ends, end) with the same letter that they start with.
No president of the United States (were, was) an only child.

Everyone (are, is) entitled to my opinion.

Here is some good advice: Don’t sneeze when someone (is, are) cutting your hair.

If a man (are, is) wearing a striped suit, it’s against the law to throw a knife at him in
Natoma, Kansas.

In 1659, Massachusetts (mades, made) Christmas illegal.

Unless you have a doctor’s note, it (are, is) illegal to buy ice cream after 6 p.M. in
Newark, New Jersey.

It is a misdemeanor to show movies that (depicts, depict) acts of felonious crime in
Montana.

I (drives, drive) way too fast to worry about cholesterol.
If Barbie (are, is) so popular, why do you have to (buys, buy) her friends?
Many people (quits, quit) looking for work when they find a job.



Agreement: Matching Sentence Parts 73

14.
15.
16.
17.
18.
19.

20.
21.
22.

23.
24.
25.

A Rolling Stone (play, plays) the guitar.

It’s always darkest just before I (open, opens) my eyes.

The squeaking wheel (get, gets) annoying.

A journey of a thousand miles (begin, begins) with a blister.
Don’t count your chickens—it (take, takes) too long.

Donald Duck comics (was, were) banned from Finland because he doesn’t wear
pants.

Kemo Sabe (mean, means) “soggy shrub” in Navajo.
All porcupines (floats, float) in water.

The only nation whose name (begins, begin) with an A but doesn’t end in an A is
Afghanistan.

Emus cannot (walks, walk) backwards.
Most Americans’ car horns (beep, beeps) in the key of “F.”

No word in the English language (rhymes, rhyme) with month.

Multiple-Choice Questions

Choose the best answer to each question.

1.

2.

The American slogan for Salem cigarettes, “Salem-Feeling Free,” trans-
lated into the Japanese market as “When smoking Salem, you will feel so refreshed
that your mind to be free and empty.”

(a) Was, seems

(b) Was, seem

(c) Were, seem

(d) Were, seems
Frank Perdue’s chicken slogan, “It takes a strong man to make a tender chicken,”

translated into Spanish as “It an aroused man to make a
chicken affectionate.”

(a) Were, takes

(b) Were, take

(c) Was, takes

(d) Was, take

I had a linguistics professor who said that it’s man’s ability to use language that
him the dominant species on the planet. That may be. But I think

there’s one other thing that us from animals. We aren’t afraid of vac-
uum cleaners. —Jeff Stilson

(a) Make, separate

(b) Make, separates
(c) Makes, separate
(d) Makes, separates
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According to the national average: Once someone an elevator button, 58
seconds will pass before they will it again. In New York, it’s 11 seconds.

(a) Push, push
(b) Push, pushes
(c) Pushes, push
(d) Pushes, pushes

If police arrest a mime, do they him he the right to remain
silent?

(a) Tell, have
(b) Tell, has

(c) Tells, has
(d) Tells, have

I've learned that it years to build up trust and only seconds to
destroy

(a) Takes, them

(b) Takes, it

(c) Take, them

(d) Take, it

I’ve learned that either you your attitude or it you.

(a) Control, controls
(b) Control, control

(c) Controls, control
(d) Controls, controls

I’'ve learned that our background and circumstances may have influenced who
we , but we are responsible for who we

(a) Is, become

(b) TIs, becomes

(c) Are, becomes

(d) Are, become
I’ve learned that credentials on the wall do not you a decent human
being.

(a) Made

(b) Makes

(c) Make

(d) Making
Up to 3,000 species of trees been cataloged in one square mile of the
Amazon jungle.

(a) Is

(b) Was
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(c) Has
(d) Have

Further Exercises

1. Correct all errors in agreement in the following paragraph.

Two people left a 15-mile-long trail of doughnuts after they tooks a donut truck
from a parking lot and fled, police said Thursday. The truck were parked at a con-
venience store with its rear doors open and its engine running while a deliveryman
carried doughnuts inside, said a Slidell police spokesman. Two suspects hopped in
the truck and sped off to the nearby town of Lacombe, with doughnuts spilling out
along the way, he said. They abandoned the truck when they was spotted by police
responding to reports of a dangerous driver who were losing his doughnuts. A pas-
senger were captured, but the driver, whose name were not released, ran away.
Their motive for taking the truck filled with donuts were unclear.

“I don’t know if it were a need for transportation or if they just had the munchies,”
the police said.
2. Correct all errors in agreement in the following paragraph.

A wife are complaining about her husband spending all his time at the local tavern,
so one night he take her along with him.

“What’ll ya have?” he ask.

“Oh, I don’t know. The same as you, I suppose,” she reply.

So the husband order a couple of Jack Daniels and gulp his down in one go.

His wife watch him, then take a sip from her glass and immediately spit it out.
“Yuck, it tastes awful, worse than awful!” she splutter. “I don’t know how you can
drink this stuff!”

“Well, there you goes,” cry the husband. “And you thinks I'm out enjoying myself
every night!”

ANSWERS

True-False Questions

1. T 2F 3F 4T 5F 6T 7.T &8&F 9T 10T 11.F 12T
13.T 14F 15.F 16.T 17.F 18T 19.T 20.T 21.F 22.T 23.F
24T 25T 26.T 27.F 28.T 29.T 30.T 31.F 32T 33 F 34T
35.F

Completion Questions

l.is 2.are 3.ends 4.was S.is 6.is 7.is 8. made 9.is 10.depict
11.drive  12.is,buy  13.quit 14.plays 15.open 16.gets 17.begins
18.takes  19.were 20.means 21.float 22.begins 23.walk 24.beep
25. thymes
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Multiple-Choice Questions
l.a 2.¢ 3.d 4c 5b 6.b 7.a 8d 9c 10.d

Further Exercises

1. Two people left a 15-mile-long-trail of doughnuts after they took a donut truck from
a parking lot and fled, police said Thursday. The truck was parked at a convenience
store with its rear doors open and its engine running while a deliveryman carried
doughnuts inside, said a Slidell police spokesman. Two suspects hopped in the truck
and sped off to the nearby town of Lacombe, with doughnuts spilling out along the
way, he said. They abandoned the truck when they were spotted by police respond-
ing to reports of a dangerous driver who was losing his doughnuts. A passenger was
captured, but the driver, whose name was not released, ran away.

Their motive for taking the truck filled with donuts was unclear.

“I don’t know if it was a need for transportation or if they just had the munchies,”
the police said.

2. A wife is complaining about her husband spending all his time at the local tavern, so
one night he takes her along with him.

“What’ll ya have?” he asks.
“Oh, I don’t know. The same as you, I suppose,” she replies.
So the husband orders a couple of Jack Daniels and gulps his down in one go.

His wife watches him, then takes a sip from her glass and immediately spits it out.
“Yuck, it tastes awful, worse than awful!” she splutters. “I don’t know how you can
drink this stuff!”

“Well, there you go,” cries the husband. “And you think I’m out enjoying myself
every night!”



CHAPTER 6

The 25 Most Common
Usage Problems

You should read this chapter if you need to review or learn about

Do | Negy
1o Reaq —) The most common writing errors

.

s Lhap,
«‘(\\ fe/;,: Q Finding errors in your own writing

e Correcting these errors

Get Started

More than ever before, good writing is essential for success. Simple, straight-
fﬁ/ forward, and correct writing saves time, creates good faith, and prevents mis-
“ understandings. In this chapter, we'll concentrate on the correct part of this

equation so your writing will be “letter perfect.”

77

Copyright 2003 by The McGraw-Hill Companies, Inc. Click Here for Terms of Use.



78 ENGLISH GRAMMAR FOR THE UTTERLY CONFUSED

Top Trouble Spots in Writing

When someone complains that a person “can’t write,” they are most often referring to errors
that person makes in grammar and usage. Below are the top 25 writing hot spots.

The 25 Top Writing Errors
Grammar and Usage

. Lack of clarity

. Redundancy (unnecessary words)

. Problems with subject-verb agreement
. Lack of parallel structure

. Wrong verb tense

. Mixed metaphors

. Dangling modifiers

. Misplaced modifiers

O 0 N N AW

. Incorrect idioms

—_
=)

. Biased language

[
—_

. Incorrect voice (active versus passive voice)

Sentences

12. Fragments (incomplete sentences)

13. Run-ons (two sentences run together)
Spelling

14. Missing letters
15. Extra letters

16. Transposed letters
17. Incorrect plurals

18. Errors in confusing word pairs (such as weather/whether)

Punctuation

19. Missing commas or extra commas
20. Missing or misused apostrophes
21. Misused exclamation marks

22. Misused semicolons
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Capitalization

23. Proper nouns not capitalized

24. Errors in titles
Proofreading

25. Missing words

Now, we will review each of these problem places so that you can have writing that is letter
perfect.

Most Common Grammar and Usage Errors

1. Lack of clarity
Incorrect: Prehistoric people used many inorganic substances difficult to find at archae-
ological sites, which included clay and rock.
Correct: Prehistoric people used many inorganic substances, including clay and rock,
which are difficult to find at archaeological sites.
Sentences can be confusing for many different reasons. In the previous example, too
many phrases come between the pronoun and its antecedent. As a result, the pronoun
reference gets confusing. This can happen even if the intervening material is logically
related to the rest of the sentence, as is the case here.
Sentence construction is so important that it’s covered in four chapters: Chapters 7, 8, 9,
and 13. If you’re having trouble constructing logical and cohesive sentences, review all
these chapters. Here’s the quick and dirty lowdown:
e One sentence = one complete thought. Don’t cram too much into one sentence.
o The more complex your ideas, the shorter and more simple your sentences should be.
o Check that all parts of the sentence are logically related. Are they in the same tense,
for example?
e Reread your sentences to make sure all pronouns refer to their antecedents and are
placed as close as possible to them.
e Check that you have punctuated your sentences correctly.

2. Redundancy (unnecessary words)

Incorrect: If you reread your work, you will find upon serious reconsideration that a
great deal of repetition can be avoided by careful editing and revising and attentive
reevaluation. Scrupulous editing can also help you make your writing less wordy.
Correct: If you reread your work, you will find that a great deal of repetition can be
avoided by careful editing.

Long-winded writing may sound educated and impressive, but it actually turns off your

audience because it wastes their time. Say what you need to say concisely. Since your

writing will be more intelligible, it will communicate its message directly.
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. Problems with subject-verb agreement

Incorrect: Verbs has to agree with their subjects.

Correct: Verbs have to agree with their subjects.
Agreement means that sentence parts match, singular to singular and plural to plural.
Since the subject verbs is plural, it takes a plural verb, agree.
This is confusing because we add -s or -es to make the third-person singular form of most
verbs but add -s or -es to make the plural form of most nouns. For example, ke starts is sin-
gular, but six papers is plural. Both end in s. Agreement is covered in detail in Chapter 5.

. Lack of parallel structure

Not parallel: To avoid getting hit by lightning, never seek protection under a tree, lying
down on wet ground, or staying on a bike.

Parallel: To avoid getting hit by lightning, never seek protection under a tree, lie down
on wet ground, or stay on a bike.

Parallel structure means putting ideas of the same rank in the same grammatical struc-

ture. Your writing (and speech) should have parallel words, phrases, and clauses.

e Parallel words share the same part of speech (such as nouns, adjectives, or verbs) and
tense (if the words are verbs).

o Parallel phrases create an underlying rhythm in your speech and writing.

o Parallel clauses also give your writing balance.

Parallel structure is covered in detail in Chapter 9.

. Wrong verb tense

Incorrect: President John Quincy Adams owns a pet alligator, which he kept in the East
Room of the White House.

Correct: President John Quincy Adams owned a pet alligator, which he kept in the
East Room of the White House.

The tense of a verb shows its time. English has six verb tenses. Each of the six tenses has
two forms: basic and progressive (also known as “perfect”). In the example here, the
action takes place in the past, so the past tense must be used. Verb tense is the subject of
Chapter 3.

. Mixed metaphors

Incorrect: Take the bull by the toe.
Correct: Take the bull by the horns.

Metaphors are figures of speech that compare two unlike things to explain the less-
familiar object. When used correctly, metaphors make your writing more descriptive and
precise. In most instances, metaphors use words for more than their literal meaning.
Here, for example, we’re not literally talking about grabbing a bull by the horns; rather,
we’re figuratively talking about seizing an opportunity.

For a metaphor to be effective, it must compare images or objects that go together. Here,
for instance, we would grab a bull’s horns, not its toes. When two clashing images are
combined in one comparison, we get a mixed metaphor, which confuses readers.

. Dangling modifiers

Incorrect: Flying over the countryside, cars and houses looked like toys.
Co