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Preface

This handbook treats essential matters of grammar,
diction, spelling, mechanics; and develops with thorough-
ness the principles of sentence structure. Larger units of
composition it leaves to the texts in formal rhetoric.

The book is built on a decimal plan. Headings of the
articles are summarized by a chart inside the front cover.
Here the student can see at a glance the resources of
the volume, and the instructor can find immediately the
number he wishes to write in the margin of a theme. The
chart and the decimal scheme together make the rules
accessible for instant reference.

By another device the book throws upon the student the
responsibility of teaching himself. Each article begins with
a concise rule, which is illustrated by examples; then fol-
lows a short “parallel exercise” which the instructor may
assign by adding an x to the number he writes in the
margin of a theme. While correcting this exercise the
student will give attention to the rule and will acquire
theory and practice at the same time. Moreover, every
group of ten articles is followed by mixed exercises; these
may be used for review, or imposed in the margin of a
theme as a penalty for flagrant or repeated error. Thus
friendly counsel is backed by discipline, and the instructor
has the means of compelling the student to make rapid
progress toward good English.

Although a handbook of this nature is in some ways

v



PREFACE

arbitrary, the arbitrariness is always in the interest of sim-
plicity. The book does have simplicity, permits instant
reference, and provides an adequate drill which may be
assigned at the stroke of a pen.



Preface to the Fourth Edition

This Fourth Edition of the Century Handbook em-
bodies a complete overhauling of the Third. It provides
‘new exercises, It avoids lettered subdivisions in the first
half of the book, and reduces the number of subdivisions
in the last half. It adds new material and recombines the
old wherever change means improvement.
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COMPLETENESS OF THOUGHT

The first thing to make certain is that the thought of
a sentence is complete. A fragment which has no mean-
ing when read alone, or a sentence from which is omitted
a necessary element or idea, leaves unstated something

which the reader should be told.

FRAGMENTS WRONGLY USED
AS SENTENCES

1. Do not write part of a sentence as if it were a complete sen-
tence. Be sure that cach statement (@) contains a subject
and a verb ! and () makes sense when it stands alone.

DEeTACHED VERBAL PHRAsE: The glidér soared high over the field.
Riding a strong air current.

Rigut: The glider soared high over the field, riding a strong air
current, [Or] The glider soared high over the ficld. It was
riding a strong air current.

DeracHED ADVERB cLAUsE: We like being in the mountains. Al-
though the nights are cold.

Rigut: We like being 1n the mountains, although the nights are
cold.

DeTacHED aDJECTIVE cLAUSE: The hunter tried to move the stone.
Which he found very heavy.

RiGut: The hunter tried to move the stone, which he found very
heavy. [Or] The hunter wied to move the stone. He found it
very heavy.

DzTacHED APPoOsITIVE: I am studying the oboe. The hautboy of
Shakespeare's plays. [Use a comma, not a period.)

; 1 The parts of speech and terms of grammar are explained in §§ 57 and
8.
3



2 SENTENCE STRUCTURE

DeracHep 17EMs oF A semxs (especially noun clauses or infini-
tives): The council has voted that the library be enlarged.
That workshops be built. That the school be repainted from
top to bottom. [Use commas, not periods, to separate the
items.]

Nore—An incomplete sentence is sometimes used to gain em-
phasis‘or to show that a series of impressions is confused
or rapid. “He could not boast of his victory. Because he had
not won it.” “Little Conrad wants to drive a fire engine.
To have enough ice cream. And to own a five-and-ten for
one day.” Such a device is now and then effective, but its
use should be left to skilled, mature writers. The beginner,
whose mastery of the sentence has yet to be proved, should
not abandon grammar for uncertain ventures in style.

EXERCISE

1. It was Jones Beach. A recreation area maintained by the state,

2. The flag will be up. If there is any mail in the box.

3. The reporter told us that he had arrived late, That the game
was then in the second quarter. And that two touchdowns
had already been scored.

4. Miners seldom find pure minerals. Gold, for instance, often
being mixed with quartz.

5. He left Jowa in 1928. When Jane was only six.

NECESSARY WORDS OMITTED

2. De not omit a word or phrase which is necessary to an
< immediate understanding of a sentence.!

. AxTicLE oMrrTED: | consulted the secretary and president. [Did
the speaker consult onc man or two?]
Ricur: I consulted the secretary and the president. [Or] I con-
sulted the president, who is also the secretary.
4



COMPLETENESS OF THOUGHT

PrepostTioN oMrTTse: Water passes through the cement as well
as the bricks.

Rigur; Water passes through the cement as well as through the
bricks.

ConjuNcTioN oMrtTep: Lewis says that he will return to the
farm but he won't remain there. [How much has Lewis said?]

Ricut: Lewis says that he will return to the farm but that he
won’t remain there. [Or] Although Lewis says that he will re-
turn ‘to the farm, he won't remain there.

SIGN oF THE INFINITIVE oMITTED: We wish to join with those who
love freedom and justice, and end needless suffering.

Ricur: We wish to join with those who love freedom and justice,
and to end needless suffering.

AuxiLiary omitTep: Before a diving contest James would find
out what his opponent could do and practice with that in
mind.

Ricur: Befare a diving contest James would find out what his
opponent could do and would practice with that in mind.

ProNouN anp vere omiTTED: His name was Tony and a good
first baseman. [First baseman appears to refer to name.)

Rigut: His name was Tony. He was a good first baseman. [Or]
This boy, whose name was Tony, was a good first baseman.

TeLEGRAPHIC STYLE: Letter arrived today, Whll write, [The mean-
ing is clear, but the manner, which is suitable for telegrams,
headlines (“Dog Beats Cat™), and titles (“Boy Meets Girl"),

B I

1 Completeness and clearness generally go together. In conversation or
informal wriung, however, words hke those bracketed may be left out
because the histener’s or reader's thought can instantly supply them:

No {1 cannot come].

What [1s the] next [thing to do]?

No admittance [is allowed].

Here 1 the spool [that] I want,

She can swim as fast as you [can).

This 1s important of [1t is] true.

[Give me} A pound of sugar and a quarter’s worth of lard.
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SENTENCE STRUCTURE

should be avoided both in ordinary writing and in ordinary
speech.]
Berrex: Your letter arrived today. T will write soon.

Norz.—Do not use a verb, conjunction, preposition, or noun
in a double capacity when one of the uses 1s ungrammatical.

WroNG [verb]- He always has and will do it.
Rigut: He always has done it, and always will do it.

WRroNG [preposition]: Nora was fond and diligent in work.
Riir: Nora was fond of work and dibigent in it.

WroNG |conpunction]: Jenkins was as old, if not older, than
any other man in the community.

Ricur: Jenkins was as old as any other man in the community,
if not older.

Wrone [noun]: He is one of the most skillful, if not the most
skallful, tennus players 1n the state.

Ricrr: He is onc of the most skiflful tenns players in the state,
if not the most skillful. [Double capacity is especially awkward
when, as 1n the preceding examples, the first element is sus-
pended while the second is being introduced. If the first ele-
ment is completed before the second is mentioned, an omis-
sion from the second can often be supplied by the reader. Thus
in the right form of the last example it 1s unnecessary to add

player.]

EXERCISE

1. We shall cross one of the widest, if not the widest, river in
Canada.

2. Sandy likes to drive on roads which wind through back coun-
try and see what's off the highway.

3. She glanced at the watch which he removed but kept silent,

4. Niagara Falls is popular with thosc who enjoy unusual sights
and particularly newlyweds.
6



COMPLETENESS OF THOUGHT

5, Had soda and sandwich lunch and returned work in half
hour.

IDEAS UNDEVELOPED

}. Do not puzzle your reader with a half-expressed idea.
Place the complete meaning before him.*

INcompLETE: At matinecs it is always the children.

BerTer: At matinees most of the audience are children. [Or] At
matinces children are the ones who make nosse.

Incomprers: When Keats died, Byron said it was the critics,

Berrer: When Keats died, Byron said it was the enitics who had
lalied him.

Faurry: Oil caused the motor to backfire.
RicHT: An excess of oil caused the motor to backfire,

IncompreTE: Television will be as important an invention as the
airplane in man’s drama, [What sort of drama? Is the idea
worth developing?)

THE HALF-EXPRESSED IDEA oMITTED: Television will be as impor-
tant an invention as the airplane.

EXERCISE

1. In recent years scientists have made great advance in tubercu-
losis.

2. Coal is the way Saunders made his money.

3. What this town needs is sewage rather than a super-highway.

4. After its bill had passed, the Reform Club held ne grudge
against the senators. '

5. We all enjoy a snow storm, but it's the slush after the snow
melts.

1§ 2 deals broadly with omission; §§ 3-8 deal with special types of
amission,
7



4 SENTENCE STRUCTURR

INCOMPLETE CONSTRUCTIONS

4. Do not fail to carry through a construction which you have
begun.

IncompreTe: The typist was a girt such as, fresh from school,
knowing the theery of office practice, but lacking experience.
Rigur- The typist was a girl [or was like a girl] fresh from
school, knowing the theory of officc practice, but lacking ex-

perience.

INcompLETE: A few minutes later, after the rain had stopped.
[The introduction of after makes the whole clause dependent.]
Ricur: A few minutes later the rain had stopped. [Or] A few
munutes later, after the rain had stopped, the sun came out.
[Or] The sun came out a few minutes after the rain had

stopped

Incomerere: We shall buy one of those new trailers. [ Those sug-
gests a class of trailers about which we expect to be told, but
the information 1s not given.]

BerTER: We shall buy one of those new trailers that are air-
conditioned. [If, however, there is no intention of referring to
a class, the following is correct: We bought a new trailer.)

Norz.—If intensives are called for, use true ones—words like
much, very, and exceedingly which are complete in mean-
ing. Words like 00, so0, and such are false intensives; they
must be completed by an outside clement of thought, usu-
ally a result clause introduced by shat.

Faurry: Isn't her hat just too styhsh? We were so tired. It was
such a steep climb. [Such faults are less noticeable in spoken
language than in written; vocal emphasis helps conceal them.]

Riout: Isn’t her hat stylish? We were tired out. It was a steep
climb.

Avso xiauT: Isn’t her hat too stylish to be in style long? We were

]



COMPLETENESS OF YTHOUGHT

so tired we had to stop. It was such a steep climb that oaly 'two
of us made it.

EXERCISE

1. Mary wants one of those recorders for Christmas.

2, Williamsburg is such an interesting city.

3. Grandmother says that in her native town in Sweden, where
lace was manufactured.

4. Then at the-end when he is willing to take her back.

5. Even though laws are passed by the hundred, every citizen be-
ing expected to know them, for 1gnorance of the law is no
excuse.

UNCOMPLETED COMPARISONS

5. In making a comparison, name the elements that you are
matching.

CoMparisoN MERELY HINTED; These flowers grow more rapidly in
sand. [The second element is doubtful.}

ComparisoN sTaTED: These flowers grow more rapidly in sand
than in clay. {Or] These Bowers grow more rapidly than those
do 10 sand.

STANDARD OR coMPARISON oMiTTED: “Heads Up” is the best movie,
[!f no comparison is intended, this is a false superlative, re-
sembling a false intensive (see § 4 Note).]

Sranparp Given: “Heads Up” is the best movie in town. [Or]
“Heads Up" is an excellent movie.

EXERCISE

1. A Diescl engine will operate with greater economy.
2. Strachey is known for his more subtle use of unflattering de-
tails,
3. It was the hardest fall,
92



6 SENTENCE STRUCTURE

4. This mistake is just as natural,
5. Histories give less space now to military affairs.

ILLOGICAL COMPARISONS

6. In making a comparison, be sure to match the right ele-
ments. Do not carelessly compare one thing with a mere
part or quality of another thing.

Wrone: His speed was equal to a racehorse. [Speed is being
compared with racehorse.]

Ricur: His spepd was equal to that of a racehorse. [Speed is be-
ing compared with speed—referred to by that.]

Wrona: A child’s foolish fears are on a plane with a savage.

Richt: A child’s foolish fears are on a planc with a savage’s.
[The possessive savage’s is elliptical, meaning savage's fears.)

Wrong: Like all pioneers, Benton’s work is neglected.

RigHT: Like that of all pioneers, Benton's work 1s neglected,

Amsicuous: Habit grips a person 1n much the same way as an
octopus. | As habit grips an octopus?]

Berrer: Habit grips a person 1n much the same way as an octopus
does. [The comparison 1s now definite.]

Nore.~In matching one member of a group or class against
the remainder of that class, or against the class as a whole,
show the relationship. After a comparative form, the refer-
ence must be to any other member of the class; after a
superlative, to 4/l the members of the class (not just to any
other member or to the remainder of the class).

Chicago is larger than any city in Illinos.

Wrone:q 2 . N
one Chicago is the largest of any other city in Illinois.
Chicago is Jarger than any other city in Illinois, {Com-
Rient: parative]

Chicago is the largest of all the cities in Illinois. [Or]
Chicago is the largest city in Iilinois. [Superlative]
10



COMPLETENESS OF THOUGHT

Do not, by amitting other, imply a false contrast.

Rigut: He raises lemons, oranges, and other citrus fruit.

EXERCISE

L. The plot of the story is much like Poe’s “Gold Bug.”

2. In no city are there so many theaters as in New York.

3. I respect you more than John.

4, The first human skills are inferior to a monkey.

5. Ours will have the longest span of any other bridge in
America,

ILLOGICAL MATCHING OF OTHER
ELEMENTS

7. Do not omit a word or phrase which is needed in the sen-
tence to bring out the relationship of ideas.

Wseone: The little boy lacks compantonship, especially children
his own age. [Human beings (children) are matched with an
abstract quality (companionship).]

Rucnr: The little boy lacks companionship, especially #har of chil-
dren his own age. [Or] The little boy lacks compantons, espe-
cially children of his own age.

Wrona: His promotion was rapid, and soon he attained a vice-
president.

Ricur: His promotion was rapid, and soon he attained the posi-
tion of vice-president. [Or] His promotion was rapid, and
soon he attaned a vice-presidency. .

Waong: At the head of the subscription list is a well-known
name. He gave fifty dollars.

Ricrt: At the head of the subscription list is a well-known name.
Its owner gave fifty dollars. [Or] At the head of the subscrip-
tion list is the name of a well-known person. He gave fifty
dollars.

1



g SENTENCE STRUCTURE

Wrowne: Samuel Clemens, the real name of Mark Twain, spent
several years as a steamboat pilot.

Ricar: Samuel Clemens, whose pen name was Mark Twain,
spent several years as a steamboat pilot.

Note—In giving information about books, do not confuse
the title with the contents or some part of the contents.

Wrona: Arrowsmith deals with the difficulty of making medicine
a science. He is a young doctor.

Ricur: Arrowsmith deals with the difficulty of making medicine
a science. The hero, Arrowsmith, is a young doctor.

EXERCISE

1. Jane is quick to see faults—not her own, of course, but some-
body else.

2. The first test to be made is the carburetor.

3. Goodrich was appointed chairman, which he was glad to
accept.

4. You will presently hear a familar voice. He is approaching
the speaker's stand.

5. Footprints, particularly a fox, could be seen in the snow.

TRANSITIONS NOT SUPPLIED

8. In passing from one thought to another, make the connec-
tion clear. If necessary, insert a word, a phrase, or even a
seatence, to carry the reader safely across.

Cause TRansition Neeoep: The Romans built splendid roads.
They wished to maintain their empire.
Berrsr: The Romans built splendid roads, because they needed
means of moving troops quickly to maintain their empire,
12



COMPLETENESS OF THOUGHT

CAUSE TRANSITION NEEDED: As you were given a chance to defend
yourself, we conclude that you are guilty.

Berres: As you were given a chance to defend yourself uﬂd faded
to avail yourself of 1z, we conclude that you are guilty,

SPACE TRANSITION NEEDED; We were surprised to see a house in
the distance, but we went to the door and knocked.

BerrEr: We were surprised to see a house in the distance, but we
hastened toward 12, opened the garden gate, went up to the
door, and knocked.

GENERAL-TO-PARTICULAR TRANSITION NEEDED: In memory a long
experience may seem short. I went out to my uncle's farm,
Berrer: In memory a long experience may seem short, This truth
is borne our by something that happencd 1o me last [uly on my

uncle’s farm.

APPARENT CONTRADICTION TO BE BRIDGED: A penguin cannot fly.
Like other birds it has wings.

BerTEr: A penguin cannot fly, although, like other birds, it has
wings.

DisTursING ELEMENT To BE REMOVED: Leather for binding books
has always been imported from England and France, It Aas
been handled by New York importers. Now America is start-
ing to produce its own high grade leather. [Omit the italicized
sentence here. It may be introduced later.)

Nore.—The simplest means of securing smooth transitions is
by a liberal use of connectives: however, on the other hand,
equally important, another tateresting problem s, for this
reason, the remedy for this, so much for, it remans to be
said, of course I admst, finally. (For a longer list see § 38.)
Such phrases are useful not only n linking sentences, but
also in joining one paragraph to another. They are almost
always necessary when there is a turn, a reversal, or a repe-
tition of thought.

13
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EXERCISE

1. He lives in Nevada, His novels have 2 New England setting.

2. Inasmuch as Henry saw the accident, I believe that he is with-
holding information.

3, Selling magazines 1s supposed to be a way of getting to col-
lege. Last year 1 took a job with the Zenith News Company.

4. Deer hunters wear special coats. They want to avoid being
shot.

5. On our trip through the dry cleaning plant we saw a cen-
trifuge, This onc was made by the Consolidated Tool Com-
pany of Cleveland, Obio. Such a machine has many uses.

REVIEW OF COMPLETENESS
OF THOUGHT

A. FRAGMENTS MISUSED AS SENTENCES

Rewrite the following statements, letting no element
stand to itself unless 1t expresses a complete thought.

. We all joined sn the chorus. Singing lustily.
. No rain fell. Although the sky was dark.
. The bus goes on to Chicago. Which is the end of its run.
. A camper should know how to build a fire. And how to
open cans,
. Lucy smiled. A smile of satisfaction.
. He sat on the bench. Which had just been painted.
. [ have brought you a present. A plad tie.
. This machine 1s used for mowing the crop. Separating the
gram. And binding the straw.
. Meet my friend Helen. Who used to live in Cleveland.
. The gypsy prophesied that I would go on a journey. That 1
would suffer. That I would get rich.
14
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COMPLETENESS OF THOUGHT

11, Most golfers carry only two wooden clubs. A driver and a
brassie.

12. We shall study the sixth chapter tomorrow. The first five
baving already been mastered.

13. The laboratory is for technical men. Such as pathologists and
bacteriologists,

14. On a holiday the doctor likes to sleep late. To putter in the
garden. To read his magazines.

15. Jack London’s novels have had widé appeal. One reason be-
ing that they are full of adventure,

16. An experienced fisherman holds his rod lightly. So that he
may feel every nibble.

17. The driver was given a ticket. Not only because he was speed-
ing, but also because he crossed a double line.

18. There are two kinds of Swiss cheese: first, the imported kind.
And second, the domestic.

19. Ordinary flour has been bleached. Whereas our kind hasn't.

20. We were dog-tired. Having spent the afternoon at the fair.

B. NECESSARY WORDS OMITTED, IDEAS
UNDEVELOPED, AND CONSTRUCTIONS
NOT COMPLETED

Supply any words necessary to the meaning. State ideas
in full. See that constructions are completed.

1. Frogs catch insects during the day and toads at night.

2. We crossed one of those drawbridges.

3. The tariff commission disagreed about silk,

4. Little Margaret has learned to talk as quickly, if not more
quickly, than her brother.

5. Charles was one of those tyrants such as, having too much
pride and ambition, and thoroughly unscrupulous.

6. There have been complaints about the coffee serving.

7. The history of the early colonies is divided into the age of dis-
covery and settlement.

13
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8. Our new dog runs so fast.

9, Raising his voice whenever he gets angry.

10. A nurse should know something about sick foed. \

11, One of those miniature pianos would fit under the window,

12. I enjoy sleeping outdoors, but it’s the mosquitoes.

13. It always has and will be his custom to get up at dawn.

14. Maxwell is one of the best known, if not the best known,
builders in the county.

15. Unicorns were a medieval superstition.

C. UNCOMPLETED AND ILLOGICAL
COMPARISONS

Supply the words needed to name the elements being
compared. Bring the right elements into relation.

. Although he inhersted a fortune, he is just as natural.

. In some classes less time is given to spelling.

. Virginia is closer to her mother than her sister,

. The references to mythology make the poetry of Crane more

difficult than Sandburg.

. Our clock is the smallest of any other clock in the exhibition.

6. Natural sunlight may not be better for schoolrooms and fac-
tortes.

7. In Yellowstone Park Henry caught a trout bigger than any
trout taken there.

8. She gave him no more attention than a fly.

9. No state has the area of Texas.

10. This youngster’s intelligence 15 on a plane with an adult.

11. St. Augustine 15 much older than any city 1n Flonda.

12. This is more of a summer resort.

13. He can kill you as easily as a tiger.

14. I regret the loss of the wallet more than the money.

15. The way she walks is similar to a marionerte,

16
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COMPLETENESS OF THOUGHT

D, ILLOGICAL MATCHING OF OTHER
ELEMENTS, AND TRANSITIONS
NOT SUPPLIED

Supply the words needed to bring the right ideas into
relation. Where a smooth transition between statements
is lacking, supply it.

1. The boat was named *“The Seabird” and a sloop.

2. A childhood home will always seem large. When I was a
boy, I lived on Pine Street.

3. In Abe Lincoln mn llhinoss he is treated sympathetically.

4. A sportsman cnjoys competition, especially his close rivals,

5. Some knowledge of chemistry is useful to the housewife. We
were spending a fortune on soap.

6. On the hotel register is a famous Hollywood signature. She
is going to stop here until Monday.

7. The Metropolitan contains a room of English paintings, in-
cluding Reynolds.

8. Birds build nests out of twigs and grass. They will use
string and other man-made materials.

9. The last arrest the shenff attempted was Billy the Kid,

10. As a psychological study, Willa Cather stresses the reverie of
one character.

11. Geography, the United States in particular, is his main in-
terest.

12. From the hill we caught sight of a ranch at the other end
of the valley. We entered the barn and looked over the

cattle.
13" The contract had been burned and was ruining his chances
to collect N

14, The highest bid was a little old lady.
15. Novelists often build stories around events that have really
happened. Hawthorne's Scarlet Lester is well known.
V)
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UNITY OF THOUGHT

Unity means oneness. A sentence should contain one
thought.! It may contain two or more statements only
when these are closely related parts of a larger thought
or impression. A writer should make certain, first, that
his thought has unity; and second, that this unity will be
obvious to the reader.

RUN-TOGETHER SENTENCES

10. Do not run two or more sentences together with a comma or

no mark at all between them.

He wants to improve, he is not content with what he
already can do. [Two complete statements have
been spliced with a comma. This mistake is called

Waone: the comma sphce or comma fauit.?)

He wants to improve he is not content with what
he already can do. [Two complete statements have
been telescoped.}

Ricut: He wants to improve. He is not content with what he
already can do. |The grammatical independence of the two
complete statements is shown by the punctuation.]

Wrona: The pledge entered the darkened room there a surprise
awaited him.

Rieut: The pledge entered the darkened room. There a surprise
awaited him, .

1 When a fragment (see § 1) is tested by this principle, it will be found
wanting in oneness, not because it contains too much, but because it
contains too little.

2 The mustake is made oftenest when the second of two independent
mten;eanm begins with a word like Ae, they, sz, this, then, there, or thus.



UNITY OF THOUGHT

Wrone: History does not repeat itself exacty, the future is ever
uncertain.

Riour: History does not repeat itself exactly. The future is ever
uncertan.

Norz.~—The surest way of correcting this rudimentary error
of run-together sentences is to separate the fused statements
by means of a pertod (unless a question mark or an ex-
clamation point is required) and a capital, as was done in
the preceding examples. A writer whose sentence sense is
weak should use this method exclusively. But a writer
whose recognition of an independent statement is sure will
sometimes find it well to place two (or even more) state-
ments in one sentence. There are three ways of doing this
grammatically: (#) the first is to usc a comma and a con-
junction, (5) the second is to use a semicolon, and (c) the
third is to reduce one of the statements to a phrase or a sub-
ordinate clause.

(a) The winters are long and cold, and nothing can live with-
out shelter.

(#) The winters are long and cold; nothing can live without
shelter. .

(¢) Duning [or In or On account of] the long and cold winters
nothing can live without shelter. [The first statement is
reduced to a phrase.]

Because [or Since] the winters are long and cold nothing
can live without shelter. [The first statement is reduced
to a dependent clause.]

The winters are so long and cold that nothing can live
without shelter. [The second statement is reduced to a
dependent clause.]

Exczerion To RuLe 10—Thres or more (always three or
more—never two) short coordinate clauses which are par-
19



11 SENTENCE STRUCTURE

allel in structure and leave a unified impression may be
joined by commas, even though'no conjunction is used.

All was excitement. The ducks quacked, the pigs squealed, the
dogs barked. [The general idea excstement gives the three
clauses a certain unity. Semicolons, however, would be
equally correct.]

EXERCISE

1. Ladybugs are useful to us they kill parasites.

2. The plane takes off, the pilot waves.

3, Franklin started as an apprentice, then he bought a print shop
of his own.

4. I listened to the broadcast, however there was nothing new.

5. Hats off here comes the flag.

UNRELATED IDEAS

11. Do not combinc ideas which have no obvious relation. Do
not combine ideas which are related if each is important
enough to form a sentence by itself.

IDEAS HAVING No 0BVIOUs CONNEcTION: Charles Huxley was born
on a ship crossing the Atlantic, and his parents died when he
was only seven.

Rigut as Two senteNces: Charles Huxley was born on a ship
crossing the Atlantic. His parents died when he was only seven.

Wzrone: The Spartans did not care for literature and lived in the
southern part of Greece.

Rigur: The Spartans lived in the southern part of Greece. They
did not care for literature,

Wrone: The microphones are concealed, and the broadcast is

carried by all the major networks.
20
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Ricnt; The microphones arc concealed, The broadcast is carried
by all the major networks.

IDEAS IMPORTANT ENOUGH TO FORM SEPARATE SENTENCES: We lived
in Santa Fé for ten years; then my father died, so we moved
to El Paso, Texas. [There are three ideas: (1) ten years elapse;
(2) a man dies; (3) a family moves. These ideas are related,
but at least twa of them are important enough to form sepa-
rate sentences.}

Ricut [emphasizing 1deas 2 and 3]: After we had lived in Santa
Fé for ten years my father died. We then moved to El Paso,
Texas.

Ricur [emphasizing ideas 1 and 3): We lived in Santa Fé for
ten years. Upon the death of my father the family moved to
El Paso, Texas.

Norz~The thought of one sentence should not be allowed
to run over into a second sentence which introduces a new
idea. Either keep the detached part of the thought in the
first sentence, or embody it in a separate sentence.

Weone: Mr, Jeffries plays the piano. He also plays the violin, and
he composes very well,
Ricur: Mr. Jefiries plays the ptano and the violin. He also com-

poses very well.

EXERCISE

’

1. Venetian blinds are a great convenience, and you can obtain
them 1 any color.

2. An architect must be an artist as well as an engineer. He must
be a business man besides, and of course he must have pa-
tience.

3. Wild rice grows in Minnesota and has a distinctive flavor.

4. This knife may be used for peeling potatoes, It is also suitable
for coring apples and has a stainless steel blade.

a1
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12 , SENTENCE STRUCTURE

5. He spent twenty years in China as a missionary; then the war
closed his station, and six months later he became a student
at the University of Chicago.

RELATIONSHIP OF IDEAS
TO BE SHOWN

12, If the ideas in a sentence belong together, show what the
exact relationship is.

No osvious coNnecTIoN: She wore rags and was very rich.

ExPressING A coNTRAST: Although she wore rags, she was very
rich.

No osvious conngcrion: There is a legend that King Alfred let
some cakes burn, and he 1s important for having started Eng-
lish Irterary prose.

Berrer: King Alfred is remembered in a legend for having let
some cakes burn, but he is important for having started Eng-
lish literary prose.

FauLty: My camera is easy to operate and requires thirty-five
millimeter film. [Ease of operation and size of film may be
related, but how?]

Berrer: My camera is easy to operate, and the thirty-five milli-
meter film for it costs little, [Two equal points.}

EXERCISE

1. His ability to sce things at a distance is above average, and he
needs glasses.

2. Por a long time the valley was unsettled, and then it was again
desolate.

3. Test the patch and submerge the inflated tube in water.

4. The woods were full of quail, but we had our rifles with us.

5. To identify his clothes, the cadet should mark them with ink,
for indelible ink stains.
22
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-UNNECESSARY IDEAS OR DETAILS

13. Do not clutter a sentence with too many details; distribute
the details over several sentences or omit them.

OversurpeNep: In 1836, in Baltimore, Poc married Virginia
Clemm, his cousin, who was hardly more than a child, being
fourteen years old, while Poe himself was twenty-cight, and to
her Poe wrote much of his best verse.

Berrer: In 1836 Poe married Virginia Clemm. Poe was then
twenty-cight, and Virgmia was only fourteen. To this girl Poe
wrote much of hus best verse.

Favrry: In the yard outsade my window there 1s an enormous
pine tree, and last mght, just as [ had finished some candy and
a murder mystery and was about to fall asleep, the pine tree
began to talk in whispers.

BerrEr: Outside my window there is an enormous pine tree, Last
night just as I had finished a murder mystery and was about
to fall asleep, the tree began 10 talk in whispers.

UNNECEssARY DETAILS IN LONGER Passack: The architect brought
his sketch. It showed a front and a side elevation and con-
tained suggestions for landscaping, and these last were in water
colors that had been applied expertly, the greens looking like
fresh lettuce, the yellows hke corn. The swimmng pool was
sky blue. On the ground floor there were to be four rooms: a
living room, with a wood-burning fireplace; a dining room;
a kitchen, with three doors; and a maid's room, whick was to
face the garage, The dining room was to be sunken. On the
second floor . . . [The nalicized words are unnecessary here.
The next to last sentence obstructs the transition to the faéts
about the sccond floor. The dining room should have been
described at once as sunken.]
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EXERCISE

1. Vitamins are essential to health, and certain foods are particu-
larly rich in Vitamin D, certain others in Vitamin B,, and
others 1n Vitamin C, orange juice being a good source-of the
C.

2. A picmic will be held on Wednesday, July 11, at the Hillside
Country Club by the Ladies Auxihary of the Knights of
Zeus, a newly founded organization which 1s not to be con-
fused with the Ladies Auxiliary of the Knights of Jupiter.

3. One afternoon, wanting to wnte a theme about nylon and
being short of facts, Anne went to the library, where she
looked 1n the card catalogue for two minutes, and then,
after drinking some water, she went up to the librarian and
asked for help.

4. When I lived in the city, I used to walk a great deal, and on
one of my walks in the early morning I came upon a house
which had a brass plate on it, so I read the inscription,
which said: “George Washington slept here.”

5. The Indians employed many kinds of shelter, including caves,
where they were endangered by falling earth and rock, shel-
ters on stilts above lakes, tepees of redwood, wigwams, often
decorated with painted hides and being the kind usually
described in story books, and adobe apartments which had
ladders for reaching the roofs.

CHOPPY SENTENCES TO BE
COMBINED

14. Do not use two or three sentences to express ideas which

will make a more unified impression in one sentence,
Place subordinate ideas in subordinate constructions.

Excessive PREDICATION: Excavating is the first operation in street
paving. The excavating is usually done by a steam shovel. The
shovel scoops up the dirt and loads it directly into wagons.
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—

Ricur: Excavating, the first operation in street paving, is usually
doae by a shovel which loads the dirt directly into wagons.
Monotonous: The doe is wading along the shore. She is nibbling
the lily pads as she goes. Now she moves slowly around the
pont. She has a little spotted fawn with her. The fawn frolics

along at the heels of his mother.

BrrTER: Wading along the shore, the doe nibbles the lily pads by
the way, and moves slowly around the point, A spotred fawn
frolics at her heels.

PriMer sTyLE: Rooms are marked on the floor. These rooms are
about fourteen feet square.

Berrer: The floor is marked off into rooms about fourteen feet
square.

Norz—An occasional short sentence is permissible, even de-
sirable. Successtve short sentences may be used to express
rapid action, or emphatic assertion, or deliberate simplicity.
Otherwise, avoid them,

/

EXERCISE

1. Beethoven wrote nine symphonies. The fifth is the most often
played. The other eight also rank high.

2. Our bulldog will carry his own meat home. He will not try
to tear the package.

3. Once all the oceans were crossed by clipper ships. They were
faster than other boats.

4. The ude was coming in. Waves were breaking over the rocks.
The surf crept up the beack. It seethed closer to the board-
walk. The air smelled good.

5. Blimps and Zeppelins are dirigibles. These are lighter than air.
They can stay up with motors silent. Airplanes are heavier
than air. They cannot.

14
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AND OR SO SENTENCES TO BE
CURED BY DIVISION

15. Avoid stringy compound sentences. The crude, rambling
style which results from their use may be corrected by
separating the material into shorter sentences.

Faurty: I went to the cafeteria for lunch, and, after deliberating,
I chose some chicken soup and a vegetable plate and a dish of
chocolate ice cream, and then I found I had only ten cents in
my pocketbook.

Rigur: 1 went to the cafetera for lunch. After deliberating, 1
chose some chicken soup, a vegetable plate, and a dish of
chocolate ice cream. Then I found I had only ten cents in my
pocketbook.

Faurry: There are many stops on the organ which contro] the
tones of the different pipes and one has to learn how and when
to use these and this takes tume and practice.

Rigar: On the organ are many stops which control the tones of
the different pipes. To learn how and when to use these takes
time and practice,

Faurty: Reynard wished to catch Chanticleer, so he flattered the
cock and got him to sing with his eyes shut and seized hum, so
there the story might have ended, but Chanticleer persuaded
his captor to brag, and the fox opened his mouth, and so
Chanticleer escaped.

Rigur: Reynard wished to catch Chanticleer. He flattered the
cock into singing with his eyes shut and then seized him.
There the story might have ended, but Chanticleer persuaded
his captor to brag. The fox opened his mouth and Chanucleer

escaped.
EXERCISE

1. Mount Whitney is the highest peak in the Sierras, and it was
named by Clarence King, and he was the first to try to
26
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scale 1, but he was confused by storm clouds and climbed
Mount Langley by mistake.

2, This spring my neighbor spaded up his garden again, and he
mixed in a sack of fertihzer and planted some seeds he got
from Philadelphia, and in a few wecks he hopes to have
plenty of fresh vegetables.

3. I put a pillow on my chair and ate supper that way, and once
my father asked me why I was so far from the table, but
the telephone rang, so he was called back to the office.

4, Ballads have a long history, and many theories about their
ongin have been advanced, but nobody can be absolutely
sure of how they came into being, for no record has been
preserved.

5. It is said that canned food may now be left in an opened can
without danger, so some people leave it there, but our maid
has had ptomaine poisoning, and so she doesn’t take any
chances.

AND SENTENCES TO BE CURED
BY SUBORDINATION!

In structure a sentence may be

A. SiMprE: The rain fell,
B. Compounp: The rain continued, and the stream rose,
C. ComrrLex: When the rain ceased, the flood came.

In B the clauses are of almost equal importance, and the
first is coordinated with the second. In C the clauses are
not of equal importance, and the first is subordinated

L1t has been pointed out (§ 10, Note) that the error of running
statements together may be corrected by subordinating one statement to
the other. The same remedy will sometimes serve to clanfy an ambiguous
relanonship between 1deas (§ 12) or to combine choppy sentences (§ 14).
In fact, subordination is so important that it s also treated in §§ 16, 17,
and 18, and recurs elsewhere 1n this book.

z
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16 SENTENCE STRUCTURE

to the second. And is a coordinating conjunction. Whesn
is a subordinating conjunction. For further analysis of
coordinating and subordinating connectives see §37.

16. Do not use coordination when subordination will secure a
more clear and emphatic unit of thought. Especially do
not coordinate a main idea with an explanatory detail.
Place minor ideas in subordinate clauses and still less im-
portant ideas in participial or prepositional phrases; omit
trivial details altogether.

Cuivoisi: 1 went down town and saw a crowd standing in the
street, and wanted to know what was the matter, and so I went
up and asked a man.

Ricur: When [ went down town I saw a crowd standing in the
street, and since I wanted to know what was the matter [
asked a man. [Two clauses are subordinated by the use of
when and since. This change abolishes two ands. The words
went up and are struck out. One and remains, and deserves to
remain, for 1t joins two ideas which are truly coordinate.}

Main pEA NoT EMPHASIZED: | talked with an old man and his
name was Ned.

Berrer: I talked with an old man named Ned. [A participial
phrase replaces a clause. The name 1s now subordinated.]

Main EA NoT EMPHAsIZED: Developing is the next step in pre-
paring the film, and 1t is very important.

Berrer: Developing, the next step 1n preparing the film, is very
important. [An appositional phrase replaces the first predicate.]

Main 1oRA NoT EMPHasizep: They began their perilous journey,
and they had four horses.

Ricur [emphasizing perdlous journey]: With four horses they
began their perilous journey. [A prepositional phrasc replaces
a clause.]

Ricut [emphasizing having the horses]: When they began their
perilous journey they had four horses. [A subordinate clause
replaces a main clause,)
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CapABLE OF GREATER UNITY: The frog is a stupid animal, and may
be caught with a hook baited with red fannel. [Is the writer
+trying to tell us how fo catch frogs or merely that frogs are
stupid? Coordination makes the two ideas appear equally im-
portant.}

Ricur [emphasizing frogs are stuprd]: The fact that the frog
can be caught with a hook baited with red fannel proves his
stupidity.

Ricur [emphasizing how o catch frogs]: The frog, being stupid,
will bite a piece of red fannel.

EXERCISE

1. She likes to dance, and she has a good time.

2. Latimer was found murdered, and the bullet had entered his
chest.

3. Another material is bakelite, and it is a synthetic resin,

4. John Singer Sargent was a well known American painter, and
he did a mural for the Boston Public Library.

S. Ethyl chloride is highlv volatile, and it can be used to deaden

pain.

SUBORDINATION THWARTED BY
AND WHICH, OR AND WITH
PHRASES

17, Do not attach a relative clause to a main clause or a phrase
to a main clause by and or but. Use and which (or but
which), and who (or but who) only between relative
clauses similar in form.! The presence of and or but
thwarts subordination.?

1 As a general rule, do not use and whick unless you have already
used which in the sentence. An exception must be made, however, for
sentences like the following: “He told me what countries he had visited,
and which ones he liked most.”

% An excepuon must be made wherever a secand stage of thought is
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Whaone: This is an important problem, and which we shall not
find easy to solve.

Rigarr: This is an important problem, which we shall not find
casy to solve. [Or] This problem is one which is important
and which we cannot easily solve.

Whrone: Their chief opponent was Winter, a shrewd politician,
but who is now less popular than he was,

Ricur: Their chief opponent was Winter, a shrewd politician,
now less popular [or who is now less popular] than he was.

WroNG: Major went to bed, and leaving the work unfinished,

Rigut: Major went to bed, leaving the work unfinished.

Waone: He ran home and with coat tails flying.

Ricur: He ran home with coat tails flying.

EXERCISE .
1. The radio was a table model, and which could be operated by

remote control.

2. An ancient aqueduct crosses the plain, and bringing water to
the aty.

3. The actor 1n the role of King Lear, and who also plays Polo-
nius, reads blank verse admirably.

4. My roommate borrowed my skates, and without permission.

5. There is satre in Guiliver’s Travels, but which the young
reader does not notice.

UPSIDE-DOWN SUBORDINATION

18. Do not put the principal statement of a sentence in a sub-

ordinate clause or phrase (sce § 42).

Faurty: Qur clothes began to feel damp from the fog when we
decided to build a fire.

understood: “Joyce, however, stepped forward, and without a trace of
fear.” [The full sentence would be: “Joyce, however, stepped forward,
and he did so without a trace of fear."}
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UNITY OF THOUGHT

Rieur: When our clothes began to fee! damp from the fog we
decided to build a fire.

FavLry: Longstreet received orders to attack the Federal right
wing, which he did immediately.

RicuT: As soon as Longstreet reccived orders he attacked the Fed-
eral right wing,

Fauwry: T suspected that it would rain, although 1 did not take
an umbrella,

Ricur: Although I suspected that it would rain, I did not take an
umbrella.

EXERCISE

1. Although his parachute did not open, he tried to save him-
self.
2. The golf ball rolled around the cup, finally dropping.

3. This check was written on Sunday, a fact which 15 of no con-

sequence,

4. The tread is almost gone, with the result that the car skids
casily.

5. T was gazing out the window, when the idea came to me.

REVIEW OF UNITY OF THOUGHT
A. RUN-TOGETHER SENTENCES

Rewrite the following material in sentences each of
which is a unit of thought. Most of the sentences should
be summanly cut apart. If you decide that others taken
together have unity of thought, combine them (1) by a
comma plus a conjunction, (2) by a semicolon, or (3) by
reducing one of the sentences to a phrase or a subordi-
nate clause.

1. Anyone can raise zinnias they require little care,
2. Ted went to the garage, there he was building a ship model.
3
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—

SOV AW

. How is your appetite, are you hungry?
. 'The desk was neat it looked unused.

. He is a shark at algebra, in fact, he got an A plus.
Have you a screw driver this screw is loose?
The Pilgrims landed, then they koelt in prayer.

. 1shall be at home tomorrow can you come.
, “Sit down,” he said, “you are rocking the boat.”

. The boy brought back some tadpoles, however, they did not
hve long.

. We cut away the vines now they have grown back.

. Eskimos build an igloo, this is 2 one-room house made of ice.

. The birds begin to fly soon the rock is deserted.
. Will it rain, what do you think?
. The conductor leans from the rear platform of the car, he

shouts, “All aboard!”

. Raw milk is boiled, thus the germs are killed.
. Last night the hockey team won, however, it was a close

game,

. He left for Kansas, that is all I know.
. Boulder Dam is a federal project it supplies electricity at low

cost.

. What is insulin, Arthur takes it.

B. RUN-TOGETHER SENTENCES
Rewrite the following material in sentences each of

which is a unit of thought. Most of the sentences should
be summarily cut apart. If you decide that others taken
vogether have umity of thought, combine them (1) by a
comma plus a conjunction, (2) by a semicolon, or (3) by
reducing one of the sentences to a phrase or a subordi-
nate clause.

1. My brother went to Stanford, he majored in economics.
2. Pittsburgh i< located at the junction of two rivers it is a steel

town.
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3. A costume play will be given by the drama students, this is
an annual event.

4. Fluorescent lights burn but little electricity thus they are

cheaper to use than incandescent ones.

. Our names are the same are we related.

. Charles Lamb could not carry a tune at least he said be

couldn’t.

, Parking will not be allowed on Eighth Street that is a new

ruling.

8. The hammer clicked, the gun did not go off.

9. Rip Van Winkle woke up where was hep

10. Robert has grown a moustache, how John envies him.

11. On Saturday the store will be crowded, there's to be a sale.

12. Fig trees were planted, since they did not bear figs they had
to be uprooted.

13. Although glass blocks admit plenty of light they are not trans-
parent, therefore they make good building material,

14, Lake Hubbard is a shallow lake, thus the water is quickly
warmed by the sun, but no one swims there because of the
million weeds.

15. A cat will always be his own master he will seek affection
but he won't accept it unless he 1s in the mood.

N W

C. ONE THOUGHT IN A SENTENCE

By dividing, subordinating, or logically combining the
following statements, secure unity of thought.

1. The house is on Willard Avenue, and there are thirteen win-
dows in it.

2. My automobile is a blue sedan with green fenders. The up-
bholstery is gray, and'the motor has seventy-five horse-
power.

3. Coffer is raised in Guatemala, and the folk music makes you
want to dance.

4. Leonard, carrying a new brief case, which he had bought in

33
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5.
6.
7.

\D OO

10.
1L

12.
13.

14.

15.

Toledo, got off the elevator and entered the office of the
Richards Company, where he had a job in the advertising
department.

The Indans hive on a reservation, but they make jewelry and
baskets.

Try the temperature of the water and splash a few drops on
your wrist,

In 1912 Kelly opened a store on Front Street, and five years
later he moved to a larger building on Broadway; later he
added a suburban branch which did not succeed at first.

. Bryant was born in 1794, and he wrote “Thanatopsis.”
. The mill is run by water power, and the level of the water is

carefully gauged.

He 1s critical of conventions, and he wears a tie.,

The outdoor swimming pool was sixty feet long. It was
twelve feet deep at one end and three feet at the other, and
with white stripes painted on the bottom.

Our neighbors are very friendly, and they raise tomatoes.

Earth worms loosen up the soil, and some gardeners keep a
breeding ground for them.

Bryan, who lived 1n Nebraska and later prosecuted Scopes in
the “evolution trial,” became a national figure in 1896,
when he made his “cross of gold” speech and for the first
time became the Democratic candidate for president.

Pasadena, in which the California Institute of Technology is
located, has a rose parade.

D. EXCESSIVE PREDICATION

Reduce the number of independent statements by re-

writing the following sentences. Do not crowd too many
ideas together. Stringy sentences are worse than choppy
sentences.

L
2.

I subscribe to a magazine. Few newsstands carry it.
Two materials are necessary. They are sand and lime.
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3. At the beginning of the book a foreword may appear. This
will be brief.

4, Mexican foods are hot. The Mexicans use a great deal of
pepper.

5. In the school band there are two tuba players. There is also
a xylophomst.

6. Grandfather had a silver watch. It was thick and heavy. He
wotund 1t with a key.

7. My idea of hcaven is a yacht. I have never been on one.
Maybe that is why.

8. First, you step on the accelerator. In this way you inject a
Iittle gas into the cylinders. Then you trn on the igniton.

9. In the garden there is a fountain. Near the fountain stands a
bird bath. Across from that there’s a sundial. All are made
of marble.

10. She called the operator. She gave the number. It was hard
to get a line through. After ten munutes of waiting she
hung up.

11. George owns a tiny camera. In addition he owns a suitcase
full of gadgets. These include a range finder, a photometer,
lenses, and filters. There is also a tripod.

12, The sections of the book are sewed. The boards are put on.
Leather is glued to the boards. The lettering and decorating
follow.

13. The men 1n the family used to scorn vegetables. Now they
cat all the old varieties. They cat the new ones too. They
even ask for salads.

14. A dramatic monologue 1s like an excerpt from a play. One
character talks. He speaks to at least one other character.
Browning often used this technique.

15. Streamlined trains are made of aluminum. This cuts their
weight down. The cars are fitted close together. This cuts
down wind resistance.

35
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E. EXCESSIVE COORDINATION

The following sentences either () string together
loosely too many separate statements or (4) place subor-
dinate matter in a coordinate relation with the main
thought. Break up the sentences which should be broken
up. Recast the others, placing the subordinate matter in a
dependent clause, a phrase, or a modifying word.

1. Chickens are easily deceived, and they will lay eggs by arti-
ficial hght.

2, Slang often starts as a chance remark; then it is repeated by
everybody, and finally it is worn out.

3. Joseph Conrad was born 1n the Ukraine and lived as a child
with his exiled parents 1n Russta, and afterward he became
a sailor and fought a duel before he was twenty.

4, He is allergic to strawberries, and he ate some, and so he has
a rash.

5. There were mice in the pantry, and we kept a tin box for our
bread.

6. The ostrich is falsely accused, and he does not stick his head
in the sand when he 15 afraid.

7. 1 wanted an electric razor, and my father gave me 2 tennis
racket, but I did not say so.

8. The snow fell for nearly twenty-four hours, and so we had
to dig out.

9. The news 1s about Brazil, and it is on the third page.

10. Magnolia blossoms are white and they have a delicate per-

" fume, but, when picked, they do not last, so it is best not
to pick them.

11. The soldiers did not have a great deal of physical strength,
and it took ten days or two weeks for a slight cut or wound
to heal.

12. Plywood panels are light in weight, and they are used as in-
sulation,
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13. Many drivers do not know how to make repairs, and they are
at the mercy of garage men.

14. The baby cut some of the doll's hair off, and then she cut
a little more, but the scissors were dull, and so she stopped.

15. As mass production increases, monopoly develops, and this
has been true for fifty years, but what has been done
about it? ,

16. We sat up front, but the pictures were blurred, so we moved
back, and then we were able to enjoy the show.

17. At the class reunion a fund was raised, and it was for a
scholarship.

18. Vienna was a cultural center, and 1t was known for its music,

19. Eucalyptus trees grow rapidly, and they arc used for fire
wood, and they are aromatic and have medicinal proper-
ties, and also they are planted as windbreaks,

20. To prepare a linoleum block, reinforce the linoleum by gluing
it to a piece of wood, and transfer the design to the lino-
leumn by tracing or copying, as from a reflection in a mirror,
and, finally, carve the design in sharp relief.

F. THWARTED AND UPSIDE-DOWN
SUBORDINATION

In the following sentences (a) true subordination is
thwarted by attaching a relative clause or a phrase to a
main clause by.and or but, or else (4) the important idea
is buried in a subordinate clause or phrase. Link the rela-
tive clause or phrase properly. Put the main idea in the
main clause, and if possible subordinate the rest of the
sentence to it

1. The name of Paderewski, the pianist, and who also was once
premier of Poland, is famous.

2. He touched the hot potato, when he burned his fingers.

3. Chromium, a hard meta), and which resists corrosion, is used
in various alloys.
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4
5,
6.

1L
12.

13.

14,
15.

The Crock of Gold is a delightful tale, and which many
people have enjoyed.

Califorma’s votes went to Woodrow Wilson, who carried the
election.

The left fielder, and who also plays shortstop, leads the bat-
ting order.

. This stream can overflow its banks, and with terrifying speed.
. Canada and the United States have a common border, but

which is unfortified.

. Evelyn ran out of the house, and forgetting the key.
. The certificates are beautifully printed, although the stock is

worthless.

He shot a sixty-seven, thus lowering the course record.

I did not touch the high-tension wire, which fact saved my
Ife.

The ambassador made a suggestion, which was that all na-
tions disarm completely.

1 have a first cousin, but whom I have never met. -

Two social critics were Ida Tarbell, who wrote about Stand-
ard O1l, and Lincoln Steffens, and who wrote about poli-
tics in the cites.



CLEARNESS OF THOUGHT

Clearness is fundamental, The writer should be con-
tent, not when his meaning may be understood, but only
when his meaning cannot be misunderstood. He may
attain this entire clearness by giving attention to five
topics: Reference (§§ 20-21), Coherence (§§ 22-28), Par-
allel Structure (§§ 30-31), Consistency (§§ 32-35), Use of
Connectives (§§ 36-38).

Reference

A pronoun is a word which takes the place of a noun.
It must instantly connect itself in our thought with the
right noun, and must not connect itself with the wrong
one; that is, its reference to 1ts antecedent must be clear.

PRONOUN WITHOUT ANTECEDENT

20, Givea pronoun a definite antecedent. Do not let a prenoup
refer loosely to anything nat named or to the general
idea of a clause.

ANTECEDENT UNEXPRESSED: When the garden has been watered, it
should be disconnected and put away. [The writer may have
been thinking about the Aose, but he did not name it.)

Ricar: When the garden has been watered, the hose should be
disconnected and put away.

ANTECEDENT uNEXPRESSED: | always liked engineers, and I have
chosen that as my profession, [What 18 the profession? The sen-
tence does not mention it.}
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Rieut: I always liked engineers, and I have decided to become
one.

ANTECEDENT VAGUE: Street lamps used to be lighted by band,
which is no longer true

ABANDONING THE PRONOUN: Street lamps used to be lighted by
hand, but they are not now. [Or] It is no longer true that
street lamps are lighted by hand.

ANTECEDENT TOO BROAD AND INCLUSIVE: The cemetery is small but
very old. This accounts for the weathering of the tombstones,
ANTECEDENT sUPPLIED: The cemetery is small but very old. This
[or Its] age accounts for the weathering of the tombstones.
Faurry: It says 1n our history that Columbus was an Italian.

Ricur: Our history says that Columbus was an Italian.

NoTe—An entire statement may be the antecedent of rhis if
the reference is unmistakable: “Science and machinery were
more and more employed. This was one of the marks of
the nineteenth century.”

Impersonal constructions must be used with caution. “It
is raning” is correct, although 1 has no antecedent. We de-
sire that the antecedent shall be vague, impersonal. But
unnecessary use of the indefinite i, yow, oc they should be
avoided.

EXERCISE

1. After you have inserted the film, close it, and turn the wind-
ing knob.

2. Tt says 1n the paper that it will snow tomorrow.

3. He sat at the library table with his book open and fell asleep,
which was true of nobody else.

4. John Stuart Mill's father knew cconomics and wanted the boy
to be one.

S. The way to win at Russiap checkers is to lose all your men.
This is not true of ordinary games.
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PRONOUN WITH HALF-LOST
ANTECEDENT

21. Make a prononn refer to its antecedent and to that alone.

Be sure that the antecedent is a word central in the
reader’s thought and that the position of the pronoun
makes the reference unmistakable,

ANTECEDENT IN THE PossEssIVE case: When a poor woman came to
Jane Addams’ famous Hull House she always gave help. [Poor
woman and Huil House are the emphatic words, to which any
pronoun used later is referred by the reader.]

Rietir: When a poor woman came to Jane Addams’ famous Hull
House she always received help. [Or] When a poor woman
came to Hull House Jane Addams always gave help,

ANTECEDENT IN SUBORDINATE cLAUSE: In biology, which is the
study of plants and ammals, we find that they are made up
of unitary structures called cells. [Since the words plants and
amimals occur only in a parenthetical clause, the reader is sur-
prised to find them used as an antecedent.]

Ricur: In the study of biology we find that plants and animals
are made up of unitary cells. {The best remedy 15 to recast
the sentence.]

ReMoTE REFERENCE OF fhss: My fatlure in mathematics was seri-
ous. My grades in English, history, and Latin were good
enough. But this brought down my average. [Thss? What
this? Five nouns mtrude between the pronoun ks and its
proper antecedent farlure.]

Rigar: In Enghsh, history, and Latin I received fairly good

. grades. But in mathematics ] received a failure. This brought
down my average,

InTERCEPTED REFERENCE OF which: He dropped the bundle in the
mud which he was carrying to his mother, [The reader for a
moment refers the pronoun to the wrong noun. Bring which
nearer to its proper antecedent dunde.]

41
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Ricur: He dropped in the mud the bundle which he was carry-
ing to his mother.

INTERCEPTED REFERENCE OF which To A cravse: The hammer
strikes the bell, which continues as long as the push button is
pressed. [There are two errors. The writer intends which to
refer to the entire preceding clause, and 4ell intercepts even
that reference.]

AnrecepenT suppLIED; The hammer strikes the bell, a process
which continues as long as the push button is pressed. [Or,
abandoning the pronoun] The hammer strikes the bell as
long as the push button is pressed.

Drvipep rerereNce (4e): John spoke to the stranger, and he was
very surly.

Ricur: John spoke to the stranger, who was very surly. [Or]
John spoke 1n a surly manner to the stranger.

Nore—Ordinarily, do not refer to the title in the first line of
a piece of wniting. The reader expects you to assert some-
thing, and face forward, not to turn back to what you have
said in the title.

Color Photography
Faurry: I am interested in this new development of science,
For a long time I . ..

Taking pictures in color has long appealed to me as

Color Photography
Rigur:
an interesung . . .

EXERCISE

1. Mary likes her mother, and she is good to her.
2. He is wearing a new suit, which shows that he has plenty of
moncy.
3. Frozen desserts can be made in the refrigerator that will be
delicious.
42
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4. After reading Thackeray's Henry Esmond I've decided that
he’s my favorite novelist.

5. In the law of public utilities, which has to do with businesses
like selling electricity and hauling goods, we find them
hard to define.

6. As the steamer approaches the tugboat, it blows a warning.

7. At the zoo cages are provided for bears which have no bars.

8. I went in Chad's car to Phil’s graduauon, because he wanted
company.

9, Put the paper on the table, and it will stay clean.

10. Above the timber line the hikers made slow progress. The
ascent from the valley had been rapid, for the trail circled
the mountain and the grades were not steep. This irritated
those who wanted to be “on top of the world.”

4

21



Coherence

The verb cokere means to stick or hold firmly together.
As applied to writing, the noun coherence means a close
and natural sequence of parts. Clauses, phrases, and sin-
gle words should be related to one another in an orderly
way. The use of modifiers must be clear.

DANGLING PARTICIPLE

22. A participle should refer to a noun or pronoun named in
the sentence; otherwise the participle will dangle.

DaNcLING PARTICIPLE: Coming in on the train, the high-school
building 15 seen. [Is the building coming in? If not, who is?]
Ricur: Coming in on the train, one sees the high-school building.

A sentence containing a dangling participle may be
corrected (1) by supplying the missing noun or pronoun,
or (2) by replacing the participle by some other construc-
tion.

DancLiNG participLe: Having taken our seats, the umpire an-
nounced the batteries.

Ricur: Having taken our seats, we heard the umpire announce

, the batteries. [Or] When we had taken our seats, the umpire
announced the batieries.

AMBIGUOUS TRAILING PARTICIPLE: Not enough attention is de-
voted to oral English, giving talks only twice a year. [A weak
passive construction often gives trouble. See § 46.]

Rigur: Not enough attention is devoted to oral English, the stu-

1 The fault is similar to that of using a pronoun without an antecedent
(see § 4flo)-
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dents giving talks only twice a year. [Or] Not enough atten-
tion is devoted to oral English, for the students give talks only
twice a year.

SEMI-DANGLING pARTICIPLE: Having studied the problem, it looked
simple to James, [The noun Jzmes is present, but it is not re-
ferred to.]

Rieur: Having studied the problem, James thought it was sim-
ple. [Or] After the problem had been studied, 1t looked simple
to James.

Exceprion: Phrases and clauses which qualify the whole sen-
tence or which indicate general action do not dangle:
“Generally speaking, women live longer than men.”

EXERCISE

1. Entering the lobby, the visitor’s attention is attracted by the
rugs.

2. In a few months the bridge had to be condemned, started by
an earthquake.

3. Being a physician, his automobile carries a special license plate,

4. Having won a scholarship, 1t was easy for him to go to college.

5. Will bis election promises be kept, having been elected?

OTHER DANGLING ELEMENTS

23, Other modifiers (gerunds, infinitives, prepositional phrases,
and dependent clauses) should not refer to a noun or
pronoun unless it is named in the sentence.

DancLnG cerunp: The address was concluded by reciting a pas-
sage from Wordsworth,

Berrer: The speaker concluded his address by reciting a passage
from Wordsworth. [Or] The address was concluded by the
recitation of a passage from Wordsworth.

SEMI-DANGLING INFINITIVE PHRAsE: To learn golf, a good teacher
thould help you. [Who is w learn? The teacker? You?)
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Ricur: To learn golf, you should have the help of a good teacher.

DANGLING PREPOSITIONAL PHRAsE: At the age of nine, my parents
moved to New York.

RicHr: At the age of nine, I moved with my parents to New
York, [Or] When I was nine, we moved to New York,

DANGLING ELLIPTICAL cLAUSE (one from which words are
omitted) : My shoestring always breaks when hurrying to the

- office.

Ricnt: My shoestring always breaks when I am hurrying 1o the
office.

SEMI-DANGLING GERUND: In talking with Brown, he told me the
news.

Ricur: In talking with Brown, I learned the news. [Or] During
our talk, Brown told me the news.

EXERCISE

1. Always on time, his lateness today should be excused.

2. In winding the watch, the stem broke.

3. Your eyes should be on the road when driving.

4, To be safe from attack by sea, forts have been constructed on
islands in the Atlantic.

5. His concert begins by playing “The Moonlight Sonata.”

INTERCEPTED MODIFIER

24. A modifier should be placed near the word it modifies and

separated from words which it might falsely seem to

modify.!

ReLATED 1Eas separaTED: Little Helen stood beside the horse
wearing white stockings and slippers.

Ricar: Little Helen, wearing white stockings and slippers, stood
beside the horse.

1The problem is like that of placing a pronoun accurately (see §21).
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RELATED 1DEAs sEPARATED: The colors of purple and green are
pleasing to the eye as found in the thistle,

Ricur: The purple and green of the thistle are pleasing.

RevaTED bEAS sEPARATED: Washington Irving spent a good deal of
tume studying the Alhambra on 2 tour of Spain,

Rigut: On a tour of Span Washington Irving spent 2 good deal
of time studying the Alhambra.

Bunchep Mopirigss: 1 found a heap of snow on my bed 1n the
morning which had drified in through the window.

DistriBuTep MobiriERs: In the morning I found on my bed a heap
of snow which had drified 1n through the window,

EXERCISE

1. He got a 10b just out of college.

2. Take advantage of our low prices, for they will not be dupli-
cated during this sale.

3. The president started the dynamos by pressing a button scated
at hus desk.

4. The locomotive whistles outside the tunnel running at low
speed.

5. Oil is pumped from beneath the ocean by petroleum engineers
with slanted pipes.

L]

SQUINTING MODIFIER

25, Avmd the squinting construction. That is, do not place be-
tween two parts of a sentence a modifier that may attach
itself to either. Place the modificr where it cannot be mis-
understood.

Conrusing: | 1old him when the time came [ would do it.
[When the trme came is said to “squint” because the reader
cannot tell whether 1t looks farward to the end of the sentence,
or backward to the beginning.}

Rieur: When the time came ! told him I would do it. [Or] ] told
him I would do it when the ime came.

L7
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Conrusing: Some friends I knew would enjoy the play. {/ knew
squints.]

Ricut: Some friends would enjoy the play, I knew,

ConrusinG: The orator whom everyone was calling for enthusi-
astically hurried to the piaiform. [Enthussastically-squints.]

Ciear: The orator whom everyone was enthusiastically calling
for hurried to the platform.

EXERCISE

1. When rich food is eaten often 1t is hard to digest.

2. If you are with a scout you know you can count on him.

3. The neighbor whom 1 speak to occastonally smiles,

4. Bullding houses in many ways ought to be controlled by a
planning board.

5. When France offered Lowisiana to us much to our surprise the
price wasn't large.

MISPLACED ADVERB
OR DIRECTIVE EXPRESSION

'26. Such an adverb as only, ever, almost should be placed near
the word it modifies and separatcd from words which it
might falsely scem to modify. A directive, or summariz-
ing, expression like however or mevertheless should be
used at or near the turning point in the thought.

frrocieav: I only need a few dollars.
RigHT: I need only a tew dollars. |Or] I need a few dollars only.
Irrocicar: I don'’t ever intend 1o go there again.
Ricut: 1 don't intend ever to go there again. [Or] I intend never
to go there again.
ILrocicar: She has the sweetest voice 1 nearly ever heard.
Ricut: She has nearly |or almost] the sweetest voxe | ever
heard.
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CORERENCE

Tarpy USE oF however: 1 intend to try, I do not expect to accom-
phsh much, however.

Ruwrr: | intend to try, I do not, however, expect to accomplish
much,

EXERCISE

1. By working hard all day [ nearly earned four dollars.

2. The man on first base almost ran all the way to third on a foul
ball.

3. That's one movie I don't ever intend to se¢ a second time.

4. Fabrics would be stamped with labels that describe them accu-
rately, 1f only consumers inssted.

5. Bricks were once made entirely by hand. Now they are
machine-made, however.

AWKWARDLY SEPARATED
ELEMENTS

27, Elements that have a close grammatical connection should
not be separated awkwardly or carelessly. These elements
are (a) the subject and verb, or verb and object; (b) the
parts of a compound verb; and (c) the infinitive.

AWRWARD SEPARATION OF SUBJECT aND VERB: One 1n the struggle
for efficiency should not become a machine.

Berrer: In the struggle for efficiency one should not become a
machine,

AWKWARD SEPARATION OF VERB AND 08JkcT: When John arrives,
give hum, and tell him to take good care of, this medal.

Berrer: When John arrives, give him this medal and tell him to
take good care of 1t.

AWEWARDLY SEPARATED PARTS OF A vErB: What use of an educa-
tion could a girl who married a penniless rogue and afterward
knew nothing but hard labor, make?

Brrren: What use of an education could a girl make who mar-
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ried a penniless rogue and afterward knew nothing but hard
labor?
AWKWARDLY SEPARATED coORDINATEs: She looked up as he ap
proached and smoothed her hair.
Rigtt: She looked up and smoothed her hair as he approached.
[Or] As he approached, she looked up and smoothed her hair.
SpLim iNFinNtTIvE: He was unable fo even so much as siir a foot.
Berter: He was unable even to stir a foot.

Nore.—It is often desirable to separate the forms enumerated
under (a) and (5) above, either for emphasis (see § 40)
or to avoid a bunching of modifiers at the end of a sentence.
The whole point of this rule, § 27, is not to depart from a
natural order needlessly.

EXERCISE

1. A man ought throughout the year by one kind of exercise or
another to keep fit.

2. He wanted to continuously go on skating all day.

3. An airplane, if it has a supercharger and if it uses the proper
fuel, needs no carburetor,

4, Calvin Coolidge was, it will e remembered, at the time of the
Boston police strike, governor of Massachusetts.

5. This formula will bring anyone who knows enough mathe
matics to follow it and who is familiar with the language of
Wall Street success in predicting the market.

NATURAL SEQUENCE

28. Place first in the sentence the idea which naturally comes
first in thought or in the order of time. Do not begin one
idea, abandon it for a second, and then return to the first.

Complete one idea at a time.

FauLty: It a person dies without having made a will, his money
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COHERENCE

goes to the state if he leaves no relatives. [Condition—~—main
clause—condition.]

RicHT: If a person dies without having made a will and leaves
no relatives, his money goes to the state. [Condstion—condi-
tion—main clause.}

Favrry; We went to the station from the house after bidding
all goodby. [Action—completed action |

Ricut: We said goodby to all, and went from the house to the
station.

INCOHERENT PassaGE: Most automobiles are equipped with self-
starters, differentials, and hydraulic brakes, and some have
other improvements, perhaps an over-drive or an automatic
gearshift. All used to bave solid tires nstead of pneumatic ones,
and they had chain drives and mechanical brakes. People
rightly called them horseless carriages. They have gone through
a vast evolution. Now they resemble wingless airplanes. [Logse
and zime have been ignored. The transitions are feeble.]

Ricur: Automobiles kave gone through a vast evolution. In the
beginning they had solid tires. They were started by cranking,
they were chain-driven, and they were fitted with mechamcal
brakes. People rightly called them horseless carrages. But today
the automobile is equipped with pneumatic tires, a self-starter,
a differential, and hydraulic brakes. It 1s likely to have still
other improvements, perhaps an over-drive or an automatic
gearshift. What 1t now resembles 1s a wingless atrplane.

EXERCISE

1. The Thirteen Colonies declared their independence after mak-
ing demands that were not granted.

2. If be returns to the surface 100 suddenly, a diver may get “the
bends,” if he has been working at great depth.

3. Unless assets have been concealed, a bankrupt will be released
from his debts if the creditors accept part payment.

4. The house has been in the family for generations, from the
present occupants back to their Elizabethan ancestors.
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5.

A tenns court should have clear white lines. The fence around
it should be strong and high. To be sure, the surface of the
court should be smooth and the et should be adjustable. It
would be well, also, to have plenty of room behind the base
lines and beyond the alleys. Unless the drainage is good the
surface will be hard to keep 1 condition.

REVIEW OF REFERENCE
AND COHERENCE
A. REFERENCE OF PRONOUNS
In the following sentences make the reference of pro-

nouns exact and unmistakable.

L.
2

3.

Leave the dishes m the rack, and that will dry them.
It says in the advertisement that the lawn mower has four

blades.
If you sew those curtains on a sewing machine, t will go
faster.

. Our team had no reserve strength, which caused it to lose

the game.

. Philip asked Tom whether the penail being shown him was
his.

. We were so fascinated by the glass blowers that we bought
some.

. A chimney allows smoke to escape if it 1s properly con-
structed.

. The seeds should be removed 10 make good tomato butter

and this 1s done by straming,

. In Frost’s “Mending Wall" he uses blank verse.

. When the logs are 1n place, start 1t by touching a match to
the paper.

. The' bull-fighter tricks them with a red cloak.
. If a cat stes a2 mouse in a hole, it will play a waiting game.
. A bush should be watered atter it has been transplanted, for

the roots need this.
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CLEARNESS OF THOUGHT

14. The apartment house is being built of stucco instead of brick,

15,
16.
17.
18.
19.
20.
2L
2.
23.
24,
25.

which looks like rough plaster.

In the Montgomery Ward catalogue they have many illustra-
tions.

Color reproductions are hard to tell from originals when
they are well made.

The pilot safely landed the burning plane, which made him
a hero.

Stephen Crane’s The Red Badge of Courage is a war novel,
but he wrote it without having seen a battle.

Mabel's appetitc is dainty in the presence of other people,
which 1sn’t true when she is alone.

All the taxicab drivers have yellow ones.

The freighter left the dock, made for the channel, and in a2
few hours was far out at sca. This caused it to shrink to a
pin point.

In a course in anatomy, which has to do with the bones of
the body, 2 medical student must learn their names.

Martha heard from her mother that a party was being given
for her.

McKelvey's Door and Sash Company has had a good year
because he collected for everything he sold.

In the final tennis match Kelly won the first set. Then he
tired, and Barnes rallied to win the second and third. That
was all Kelly could do.

B. DANGLING OR SEMI-DANGLING ELEMENTS

Correct the following sentences by supplying the word
which the participle, gerund, infinitive, prepositional
phrase, or elliptical clause modifies, or by changing the
construction.

1. When at home, one's manners ought to be remembered.

2

Settled late, the population of Wyoming is still small.

3. Her sense of humor is not lost, though tired.
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4, Having been discovered in its laboratories, the University of
Wisconsin holds a patent for the production of Vitamin D.

5. The demonstration of how to use a miniature press ends by
printing souvenirs,

6. Although shaving, his Fat was on.

7. To keep thin, desserts are not allowed.

8. T. S. Eliot’s reputation grew, taking up residence in England.

9. In studying the lesson, it seemed to me very easy.

10. Crossing on the ferry, the skyhne may be seen,

11. The oration is halted by waiting for the applause.

12. Nlustrations are printed next to the arucles they fit, rather
than placing them at random.

13. No matter how warm, we drank the ginger ale,

14. To be free from interruptions, the door was closed.

Stirring 1ts contents, the retort 15 placed over a flame,

16. In arguing with Freda, she told me what she really thinks.

17. While towing the car, a ure went flat.

18. The term of office 1s two years, appointed by the governor.

19. Be sure to watch the children until called.

20. We ate the pork, having been barbecued.

—~
wm

C. MISPLACED MODIFIERS IN GENERAL

In each of the following sentences the position of a
word, phrase, or clause makes the meaning uncertain,
Correct the fault.

1. Bread s delivered by trucks hot from the oven.

2. You can only vote when you have registered.

3. Moncy spent on repairs 1n time is money saved.

4. “Ballad for Americans” is a favorite of my father, recorded
by Paul Robeson.

5. In the burcau drawer, she thought she heard a mouse,

6. Cotton Mather nearly wrote five hundred books and pam-
phlets.

7. In the dictionary I often see ong word looking for another,



CLEARNESS OF THOUGHT

8. The people he roomed with formerly were his friends.

9. Scientists don't ever expect to invent a perpetual motion ma-
chine.

10. A Pekingese will bark at a big dog showing no fear.

11. Words are only signs. It is a mistake to treat them as if they
were the things they signify, therefore.

12, The chameleon escapes its foes concealed by protective color-
ing.

13. Fountain pens are almost made entirely of plastics.

14. Some peaches are picked green instead of being allowed to
ripen so that they may reach the market unsporled.

15. Rangers are stationed to watch for forest fires on mountain
tops.

16. I would go skiing if only snow would fall.

17. Mistakes should be corrected by the siudents marked with
red 1nk.

18. Tramns will leave at 2:15 every Tuesday and Thursday after-
noon, This schedule is subject to change without notice,
however.

19. The farmer said when he was young he wanted to go west.

20. As we passed above the field a transport was waiing for a
signal.

D. COHERENCE IN GENERAL

Secure a clear, smooth, natural order for the following
sentences.

1. Anyone may as often as he wants to swim in the pool.

2. Lively editorials would help to considerably increase the pa-
per's circulation.

3. How tall ought a child tf she 1s a girl three years old and
wtighs thirty-one pounds to be?

4. We got out when the bus stopped and stretched our legs.

5. If your debtor is out of the state you may collect if he owas
property within the state.

6. One 1n using a textbook should learn its genera! plan.
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©.\0 oo

11
12.
13.

4.

15

16.
17.
18.

19.

20.

. Consumer cooperatves are a relatively new but may have a

splendid tuture American business.

. You are expected to satisfactonly complete your course.
. Dictaphones are in many offices in use.
. A snake if one ever put s tail in its mouth and rolled like

a hoop was never seen doing so.

Columbus discovered land after he had sailed from Spain
months before. )

If a house 1s well insulated 1t should be casy to heat provided
that 1t has a furnace of the right size.

Federal savings bonds for they can always be redeemed are
a sate 1pvestment

Broadway plays if they are hits are likely to interest Holly-
wood producers 1n most cases.

Unemployment has because of our failure to use the ma.
chines sensibly been held due to them.

Minaiure golf was 1n the late 20°'s a nation-wide tad but it
today so far as I know 15 almost extinet

She tried to sweetly smule before the camera.

Thomas Hardy published poetry after 1898. He had become
known before that time as a novelist. At the outset he was
an archaect.

A modern highway should have an sland between the two
main lanes of trafic. There should be glareless lights, no
signboards, and banked curves. Intersecing roads should
be on another level. The suriace should be concrete.

The coincidence upon which the whole play 15 bwlt of the
one man in the whole world whom Anna 1s to love's being
washed up by the sea on to her boat 15 miraculous.



Parallel Structure

A reader gives attention partly to the structure of a
sentence, and partly to the thought. He takes uniform
structure to be a sign of uniform ideas, and he expects
a departure from uniformity to be accompanied by a
change of thought.

PARALLEL STRUCTURE FOR
PARALLEL THOUGHTS

30. Give parallel structure to those parts of a sentence which
are parallel in thought. Do not needlessly interchange an
infinitive with a gerund, a phrase with a clause, a single
word with a phrase or clause, a main clause with a de-
pendent clause, one voice or mode of the verb with an-
other, etc.

Favrty: Swimming 1s sometimes better exercise than to walk.
Ricur: Swimming 15 sometimes better exercise than walking.
[Or] To swim is sometimes better exercise than to walk.  °

Favrrv: Scott had two desires, of which the first was money; in
the second place, he wanted fame.

Rigur: Scott had two desires, of which the first was for money
and the second for fame. [Or] Scott had two desires: in the
first place he wanted money, in the second, fame,

Favrry: His rival handled cigars of better quality and having a
higher selling price.

Rigur: His rival handled cigars of better quality and higher price.

Faurty: When you have mastered the operation of shifting gears
and after a little practice, you will be a good driver,
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Ricur: When you have mastered the operation of shifting gears
and have had a litde practice, you will be a good driver. [Or]
After you master the gears and have a hule practice, you will
be a good driver.

Fauvrty: These are the duties of the president of a literary society:
(2) To preside at regular meetings
(&) He calls special meetings
(c) Appointment of commutiees

Ricut: These are the duties of the president of a literary society:
(a) To preside at regular meeungs
() To call special mecungs
(¢) To appeint commuttees

Fauwry: Irenc 1s acuvely connected with the club, church, and
with several organized chanties. [Here parallelism 1s obscured
by the omission from the second phrase of both the preposition
and the artcle.]

RigHr: Irene 15 actively connected with the club, with the church,
and with scveral organized societies,

Fauvrty: He was red-faced, awkward, and had a disposition to
eat everything on the table.

Ricnr: He bad a red face, an awkward manner, and a disposition
to cat everything on the table. [O7] He was red-faced, awk-
ward, and voracious,

Crasses Nor PaRaLLEL: The city is famous for its musicians, its
science, and its architecture,

RicHT: The cnty 1s famous for its musicians, its scientists, and 1ts
architects.

Nore.—Avoid misleading parallelism. For ideas different in

~  kind do noz use parallel structure.

Wrong: He was hot, puffing, and evidently had run very hard.
| The third element is unlike the others 1n thought; hence the
and is misleading. ]

Ricer: He was hot and puffing; evidendy he kad run very hard,
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Awrwarp: Their diversion is bridge, radio, and it used to be
motion pictures,

Berrer: Their dwversion is bridge and radio; it vsed to be mo-
tion pictures,

EXERCISE

1. Dickens has ability to describe places, narrative power, and
portrays characters well,

2. The cowboy helped with rounding up the range cattle and to
brand the calves.

3. Peter started to collect stamps in order to learn about geogra-
phy and because he wants to please his father.

4, After he had won the hundred yard dash and no chance to
rest he entered the broad jump.

5. Wolf Larsen is a man who believes 1n the survival of the fit-
test, caring nolhing for the pain he causes others, and is
finally caught in his own net.

CORRELATIVES

Conjunctions that are used in pairs are called correla-

tives; for example:

not only . . . but (or but also) .. .,

both ...and ...,

either ...or ...,

nesther (no, never) ... mor ...,

not ...o0r ...,

whether .. .or. ...

31. Correlatives should be followed by elements parallel in
form; if a predicate follows one, a predicate should fol-
low the other; if a prepositional phrase follows one, a
prepositional phrase should follow the other; and so on.
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Favrry: He was not only courteous to rich customers but also
to poor ones. |Here the phrases intended to be balanced against
cach other are ¢o rich customers and to poor ones.]

Ricur: He was courteous not only to rich customers but also to
poor ones.

Faurry: She can neither make up her mind to go nor can she
decide to stay. ‘

Ricut: She can neither make up her mind to go nor decide to
stay. {Or] She cannot make up her mind either to go or to
stay.

Favrty: [ talked both with Brown and Mhller. [Here one con-
junction is followed by a preposition and the other by a noun.]

RicHr: I talked with both Brown and Muller. [Or] I talked with
Brown and with Miller.

EXERCISE

1. The library not only subscribes to Time but also to Newsweek.

2. When Franklin arrived 1n Philadelphia, he neither had friends
nor money.

3.1 do not know whether I should study French or to take a
course in Spamish.

4. Our tooth paste is both endorsed by dentists and doctors.

5, A submarine can either refuel at sea or it can return to its base,



Consistency

Writing cannot be clear if grammatical forms become

+  tangled. A construction must be orderly in itself and

must not be so related to other constructions as to con-
fuse the reader.

SHIFT IN SUBJECT OR VOICE

32. Do not needlessly shift the subject, voice, or mode in the
middle of a sentence. Keep one point of view until there
is a reason for change.

Faurry: Bell mnvented the telephone, and 1t was the invention by
which he influenced the whole world. [The change in subject
is uncalled for.]

Rignr: Bell invented the telephone and by it influenced the whole
world. [01] Bell's invention of the telephone has influenced the
whole world.

FauLty: When a problem in chemistry arises, or when we wish
to calculate certain formulas, we find that a knowledge of
mathematics 15 very useful. [The unnecessary change in sub
ject also alters the point of view from tmpersonal to personal,]

Rigur: When a problem in chemustry arises, or when certain
formulas require calculating, a knowledge of mathematics is
very uscful. [Or] When we face a problem in chemistry, or
wish to calculate certain formulas, we find that a knowledge of
mathematics s very useful.

Faurry: A careful driver can go eighteen miles on a gallon of
gasoline, and at the same time very little lubricating oil is used.
[The shift in subject involves an awkward shift from active to
passive.l]

Rigur: A careful driver can go cighteen miles on a gallon of gaso-
line and at the same time use very little lubricating oil.

1 The passive form generally is unemphatic, See § 46,
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Faurry: The ground should be harrowed, and then yon sow the®
wheat. [The change in subject from ground to you involves a
shift of mode: one verb cxplains what should be done, the other
what somebody does.]

Ricur: The ground is [or should be] harrowed, and then it is
[or should be] sown to wheat. [O1] You should harrow the
ground and then sow the wheat.

Faurty: Conferences start at mine and are ended at noon, [The
subject is the same, but there is an unnccessary shift from ac-
uve to passive. ]

Berrer: Conferences start at nine and end at noon.

AWKWARD CHANGE OF SUBJECT IN A NEW SENTENCE: You land at
Bombay. Many strange-looking people are in the streets.

Berrer: You land at Bombay. You see many strange-looking peo-
ple in the streets. [Or] When you land at Bombay, you see
many strange-looking people 1n the streets.

EXERCISE

1. The tires should be properly inflated and check the battery.

2. Tomorrow the marathon will start at the bridge but wall be
ended at the stadium,

3. The movie criticizes the newly rich, although publicity seek-
ers are also 1its targets.

4. Our examining committee sticks to required courses, and no
questions are asked on clectives.

5. If medicines are necessary or if we have to send telegrams, a
village is convemently near us. ;

SHIFT IN NUMBER, PERSON,
OR TENSE

'33. Do not needlessly change number, person, or tense.

Faurty caNGe 1IN NuMser: One should do their best.
RicuT: One should do his best. [Or] All should do their best,
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FAULTY cHANCE IN NUMBER: Take your umbrella with you. They
will be needed today.

Ricur: Take your umbrella with you. You will need it today.

FAULTY cHANGE IN PERsON: Place the seeds in water, and in a
few days a person can see that they have started to grow.

Ricut: Place the seeds in water, and in a few days you will see
that they have started to grow.

FAULTY CHANGE IN TENsE: Freedom implies that a man may con-
duct his affairs as he pleases so long as he did not injure any-
body clse.

RicHT: Freedom implies that 2 man may conduct his affairs as he
pleases so long as he does not injure anybody else.

FauLty cHaNGg IN TENSE: When he heard the news, he hurries
down town and buys a paper.

Ricur: When he heard the news, he hurried down town and
bought a paper.

Note.—A change of tense within a sentence is desirable and
necessary in certain instances, for which see § 55.

Sometimes, for the sake of vividness, past events are de-

scribed in the present tense, as if they were taking place

before our eyes. This usage 1s called the Aistorical presens.

A shift to the historical present should not be made abruptly,

or frequently, or for any subject except an important crisis.

EXERCISE

. School is over, and home we went.

. Dolores ofien wears her mantila. They are becoming to her.

. I think that if one dislikes a certain vocation, you won't be

happy in it. :

4. These redwoods have been standing so long that by compari-
son it makes the oldest buildings in America look very new.

5. A person who is tolerant will keep their mind open to new

ideas, .
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MIXED CONSTRUCTIONS

34. Do not make a2 compromise between two constructions.

Faurry: He tried, but of no avail.

Richr: He tried, but to no avail. [Or] He tried, but his effort was
of no avail.

Fauvrty: I cannot help but go.

Ricur: 1 cannot help going. [Or] I cannot but go. [Or] T can
but go.

Wrone: Are you more interested in his life rather than in his
art?

Ricur: Are you more interested in his life or in his art? [Or}]
Are you interested 1n his life rather than in his art?

Wrona: He played in three games, giving him the right to wear
the varsity letter, [He . . gizang him?]

Ricur: He played in three games and thus gained the right to
wear the varsity letter {Or| His playing in three games gave
him the right to wear the varsity letter.

Wrong: When Jane trumped her partner's ace was surprising.

Ricar: When Jane trumped her partner’s ace, we were surprised.
{Or] That Jane trumped her partner’s ace was surprising.

Wrone: Our orchard will bear no oranges, caused by [or due to]
the frost. [An adiective has been used to modify a clause. ]

Ricur: Our orchard will bear no oranges, because of [or on ac-
count of] the frost. [Or] The failure of our orchard to bear
oranges was caused by [or due to] the frost.

Nore.—Do not use a when or where clause as a predicate
noun: “I read in the newspaper tAat [not where] rubber is
being made from a plant grown in this country.” Guard
against the error particularly when making definitions. De-
fine 2 noun by another noun, a verb by another verb, ete.

. | Refraction 15 where a ray is bent.
Waone: { To exhale is when air is breathed out.
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Refraction is the beading of a ray. [Bending is a
Rienr: verbal noun.]
To exhale is to breathe air out.

A because clause is always adverbial. Do not use it where a
noun, or where a noun clause beginning with that, is called
for.! "
The reason 1 whistle is because [ am glad.
Because she was late made everybody late.

{ The reason I whstle is that I am glad.
RicHrT:

Weona:

Her lateness [or The fact that she was late] made
everybody late

EXERCISE

1. Born in a palace did not handicap him.

2. The college places more emphasis on intramural sports rather
than on “big games.”

3. Myopia is where one is nearsighted.

4. Aunt Sally is one of those persons who, if they get angry at
all, they stay angry.

5. When the conductor tapped his baton was a signal to the or-
chestra.

DOUBLE NEGATIVES

35, Do not use the double negative and similar expressions (not
hardly, not scarcely, etc.). These are gross forms of mixed
construction (see § 34).

Weong: He isn't no better now than he was then. [Logically,
not no better means better, The two negatives cancel each other
and leave an affirmative.]

Rient: He isn’t any better now than he was then. [Or] He is no
better now than he was then.

1 Such usage is less severely banned in colloquial speech.
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Waone: She couldn®t find her friend nowhere.
Ricur: She couldn't find her friend anywhere, [Or] She could
find her friend nowhere.

Wrone: We couldn’t hardly sce through the mist.
Riarrr: We could hardly see through the mist. [Or] We couldn't
see well through the mist.

EXERCISE

1. He won't say nothing.

2. The Smiths don’t ltve here no more.

3. Your offer cannot be accepted under no conditions.
4. The canoe went by without scarcely a ripple.

5. Rose couldn’t hardly be expected to forgive her.



Use of Connectives between Clauses

Connectives are the words that tell the relation of one
clement to another. They may join single words (day and
might, the lamp on the table), phrases (hearing the ques-
tion buz giving no answer), clauses (Although many try,
few succeed. This is the book whsch John used. I thought
that you agreed), a phrase and a clause (Instead of hur-
rying, they take their ume), or a sentence to a preceding
sentence (This is the main reason. Iz addtion there are
two others).

§§36 and 37 are restricted to connectives which join
clauses.

OMISSION OF CONNECTIVES

36. Do not omit a connective which is needed to make the rela-
tion between clauses clear.!

ReLATIVE PRONOUN oMiTTED: She is one of those students who
talk in order to get attention and thus become a nuisance.

Ricut: She 15 one of those students who talk in order to get at-
tention and who thus become a nutsance.

SuBORDINATING coNJuNcTIoN oMITTED: [ shall eat lunch now not
because I am hungry but it is being served.

Rieur: 1 shall cat lunch now not because I am hungry but be-
cause it is being served.

1For emission of connectives between other clements than clauses,

see §2.
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SIGN OF THE NOUN CLAUSE oMITTED: The reporter said that a fire
had broken out during the night when no one was in the
building and the damage was great.

Ricut: The reporter said that a fire had broken out during the
pight when no one was in the building and that the damage
was great.

Nore—Do not complicate thought by having a straggling
series of elements begin with that, which, for, or bat.

CoMPLICATED REPETITION OF that He gave a quarter to the boy
that brought the paper that printed the news that the war was
ended.

Ricur: He gave the boy a quarter for bringing him the paper
with the news that the war was ended.

COMPLICATED REPETITION oF bt He was undoubtedly a brave
man, but now he was somewhat alarmed, but he would not
turn back. [Guard against the but habit. Do not use but as a
pivot for constantly alternating thought.]

Ricut: He was undoubtedly a brave man; though now somewhat
alarmed, he would not turn back, [Or] He was undoubtedly a
brave man. He was now somewhat alarmed, but he would not
turn back.

EXERCISE

1. Have you known people who try to live beyond their means
and go bankrupt?

2. Our trip to Washington was very interesting, for we were able
to see the members of the Supreme Court, for they were in
session,

3. I think that she will go along when the time comes and she
will be good company.

4. Her first impression was that the stadium was packed because
a crowd stood outside and her trip was for nothing,

5. My watch has always kept good time, but now it is fast, but
it gains less than a minute a day.
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INEXACT CONNECTIVES

37, Use a connective which expresses the exact relation between
clauses, Errors arise (1) when a preposition (like, with-
out) is used instead of a conjunction (as, wnless), (2)
when a coordinating connective is used instead of a sub-
ordinating connective, or vice versa, and (3) when a co-
ordinating or subordinating connecuve is used loosely
(while instead of although, and, but, so nstead of more
accurate terms).!

PreposiTioN UsED INSTEAD OF coNjuNction: He thinks hard ltke
hus father did. [Use as.}

PreposiTion UsED INs1EAD OF coNjuncrion: They will be sorry
without they do this, {Use unless.]

TIME CONFUSED WITH CONCESSION: While he is sick, he is able to
walk. [Use thongh.)

TiME coNFused wiTH conpimioN: Work hard when you want to
succeed. {Use 1f.]

ADDITION INSTEAD OF CONTRAST. We arnived early, and they were
delayed. [Use whereas.)

INAGCURATE AND EXCESSIVE USE OF f0. So | went to call on Mrs.
Woods, and so she told me about Mrs. White's new gown; se
then I missed the car, and so of course our supper is late,
[Strike out every so ]

Nore.—Between clauses the following kinds of connective
may be used:

L Coordinating connectives
These join clauses grammatically equal (“He looked
bus he did not see.” “If he comes and 1f I meet him he
shall get your message”),

185ee E_i_svfor a classification of connectives of all types according
to 1des.
®
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IL.

A.

B.

C.

Simple coordinating conjunctions: and, but, or, nor,
for, yet. (For 1s also a preposition and yez an adverb.)

Carrelative conjunctions: not only . . . but dlso
e oo yete (see §31).

Conjunctive adverbs (certain adverbs which, when
used at or near the begmnming of a sentence or an
independent clause, have the force ot conjunctions):
accordingly, also, besides, consequently, further, fur-
thermore, hence, however, indeed, likewise, moie-
over, namely, neveitheless, notwithstanding (more
often a preposition), othei wise, so, sull, then, there-
fore, thus, too, and in colloquial use, anyhow, any-
way, and only (sce § 94a, Note 1 for punctuation).

Subordinating connectives

These join clauses grammatically unequal: (A) “After
they left, we left”; (B) “There was the bus, which we
took”; (C) “He explained z4at it would pass.”

A

Subordinating conjunctions (certain adverbs and
conjunctions used to introduce adverbial clauses):
after, although as, as 1f, as long | much, soon, well)
as, as though, because, before, even if, even though,
tf, in order that, lest, provided that, since, so that,
though, unless, unul, when, whence, whenever,
where, whereas, wherever, while, whither, why,

. Relative pronouns (introducing adjectival clauses):

who, which, that, what (= that ot those which), and
as. Who, which, and that are sometumes omitted:
“the man [that] I spoke of.”

. Signs of the noun clause: that or whether (for in-

direct statements), who, which, what, whatever,
whose, when, where, how much, why, etc. (for in-
direct questions).
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EXERCISE

1. While the trolley was connected, the streetcar would not go.

2. The pardon 1sn't vahid without the governor signs it.

3. He 1s fond of the water like dther boys are.

4, Use amber lights when you want to drive safely 1n the fog.

5. So Mark Twain learned the landmarhs alomg the Mississippi,
and so he got a job on a river boat; so then he made many
trips as pilot, and so he felt very proud.

LISTS OF CONNECTIVES

38. Add to your stock of connectives. Study good usage.

Connectives (of All Types)
Arranged According to Meaning

1. Addition: and, besides, furthermore, 1n addition, likewise,
moreover, nekt, now, again, i the second place, in like
manner, as well as, finally,

2. Contrast: but, yet, however, nor, sull, whereas, nevertheless,
1n contrast to, on the contrary, notwithstanding, rather, for
all that, instead of, in spite of.

3. Comparison; likewise, 1 the same way, similarly, in like
manner, equally . . ., much more . . ., of even greater

Jjustas ., ., rather than.

4. Alternative: or, nor, neither, otherwise, else, or on the other
hand, nstead of.

5. Explanation: for, for example, for instance, in particular,
more specifically, at that point.

6. Repetition or emphasis: 1n fact, in short, in truth, in other
words, that is to say, in particular, as I tave said, surely,
certainly, obviously, undoubtedly,

7. Time: after, before, when, whenever, while, until, where.
upon, so long as, so often as, as soon as, then, once, on one
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oceasion, now, at present, next, afterwards, immediately,
since then, at last, at length, meanwhile, temporarily.

8. Place: where, wherever, above, below, between, beyond,
farther, here and there, in the foreground, nearer, to the
right, northward, underneath, opposite to, 1n either place,
on the other side.

9. Manner: as, as if, as though, with, by, 1n spite of, fortunarely.

10. Concession: although, though, even if, while (if care is taken
not to suggest time), of course, perhaps, possibly, probably,
nawrally, 1o be sure, granted that.

11. Condition: 1, unless, whereas, provided that, 1n case that,
suppasing that.

12. Cause or reason: because, since, secing that, for this reason,
on that account.

13. Purpose or result: in order that, so that, that, lest, for this
purpose, so, therefore, thus, as a result, 1n this way, accord-
ingly, consequently, hence, the consequence 1s, under these
conditions.

Glossary of Faunlty Connectives

Also, Since also is an adverb, 1ts only use as a conjuncuon must
be between independent clauses. Do not use it loosely in place
of and or as well as. *For our picnic we had salad, potato
chips, ice cream, and [not also| cold drinks.”

And etc. And here is redundant; etc. is an abbreviation of ef
cetera, meaning and others,

As. (a) Weak and ambiguous in place of for, because, since, or
seeing that to express cause “The urc was flat decause (not as)
a nail had pierced it" (&) Incorrect in place of while or when
to express continuing action. “A man across the street is wash-
ing his car swhile [not as] his wife sits on the porch.” (¢) In-
correct when used for the preposition lige.r “Thé flying fish

1Do not be misled by the fact that a preposition may have an entire
dependent clause as 1ts obyect (see § 50d), or may take an object modified
by a participle (“The sparal nebula looks hke a grindstone srapped with
a whirling halo of sparks™).
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-

actually flics like [not as] a bird." Like here governs the noun
bird. Do not assume that a verb does is “understood.” (d) In-
correct when used alene to introduce an appositive. Use such as
or such . . . as. “The class studies many types of poctry, such
as [not as] the ballad, the epic, and the lyric.” (¢) Vulgar for
the relative pronoun who, which, or that, “This is the man
that [not as) I was telling you about.” (f) Vulgar for thaz or
whether to introduce a noun clause. 1 don’t know fhat [not
as] I understand you.” See Like,

As . .. as. Correlatives. Than must not replace the second as.
Whrone: “As good or better than his neighbors.” Ricut: “As
good as his neighbors, or better [than they].”

As long as. Not to be misused for since. Not cLear: “As long as
I have the money, I will pay for the gas” Is the speaker mak-
ing a long-term offer, or does he mean “Since I have the
money . . .7

As well as. A conjunction, not to be used for the preposition
besides. “This week I read two novels besides {not as well as]
doing all my bome work.”

Because. Do not use becawse for that or the fact that to introduce
a noun clause. Sec § 34 Note,

Being as, being as how, and being that. Vulgar for because, since,
or seeing that. “He thought the price was high, since [not be-
g as] he had so little to spend.” .

But what. Vulgar for that or but, After not imposaible, not im-
probable, cannot be doubted, no questton, and no doubt use
that. “It is not impossible zhat [not but swhat] he may yet be
found.” After verbs of knowing used with a negative, but is
required. Correct: “I don't know bur [or but that] you arc
right.”

Caused by. Incorrect when used for because of or on account of
to refer to a verb. See § 34,

Different than. See Than (5).

Directly. Vulgar for as soon as. Directly is an adverb, not a con-
junction, “As soon as [not directly] we reached the grounds,
we set about gathering wood.”
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Due to. Incorrect when used for becanse of or on account of to
refer to a verb. Sez § 34,

H. {a) Colloquial for whether in indirect questions and expres-
sions of doubt. Inpmecr questicn: “Mother did not say
whether [not if] she would writc.” Dousr: “We are not cer-
tawn awhether [not if] she will write.”” (5) Colloquial for even
though. “We have made up our nunds to go even though [col-
loqual #f] it does ramn.”

Immediately. Not to be used for as soon as. Immediately is an
adverb, not a conjunction.

Like. Not to be used for as, as if, or the way. Like, which is
essentially an udjective or adverb, has the force of a preposition,
but not of a conjunction. It must govern a noun, not a clause,
“It looks like rain.” [Like 15 a predicate adjective, and it also
governs rain ] “He has a bad temper like his jather” [Like
modifies he and governs father. I{ the sentence read “like his
father's,” kke would modify temper and govern father's.)
“The racing car fashed by like a rocket.” [Lske 1s an adverb
modifying flashed by and governs rocket |

If a noun which at first seems to be the object of ke proves
on closer scrutiny to be the subject of a predicate verb, use a
conjunction in place of like. “It looks as ¢f [not ltke] our for-
eign trade will soon be cut off.” “He does not think about
things as {not like] the manager does.” “Not many of us have
the perseverance to study the way [=1n the way that] schol-
ars do.” See As.

Nor. Nor is the negative of or, usually meaning and not.
(2) With the negative nesther use the negative nor. (See § 31.)
(4) Elsewhere it 1s harder to tell whether the negative must be
repeated. “She does not see or feel.” [Here the force of the
auxiliary does carries over to feel, carrying with it the negative
force of not.] “She does not see, nor does she feel.” [There is
nothing here to carry the negative of the first clause over to
the sccond; hence nor is required to make the second clause
negative.] “The teacher said that no papers would be returned
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or grades given out.” [The negative force of no is carried over
from papers to the parallel noun grades.) “The teacher said
that no papers would be returned nor anyone be permitted to
keep a copy of his paper.” [The second clause has no noun
parallel with papers to carry over the negative. )

No sooner . . . when. See When (2).

On account of. Not to be used for because. On account of is a
preposttion, not a conjunction. “1 feel groggy this morning be-
cause [not on account of] 1 couldn't sleep last night.” [Or]
“I feel groggy this morning on account of sleeplessness last
night.”

Only. Colloquial for det. “Today, at last, he was going to col-
lege, but [only would be colloquial] college no longer meant
the same to him.”

Or. With enther use or, not the negative nor. Sce Nor.

Providing. The correct form 1s the past paruciple prowded.

$o. (a) Incorrect for so that to express purpose. If the so is in-
tended to mean 17 order that, use so that or reduce the clause
to an infinitive phrase, with or without i# o1der. “He borrowed
a hundred dollars so that [not so] he could buy [or tn order
20 buy, or to buy] a better car.” (b) Abused as a coordinating
conjunction The excessive use of so is a characteristic of vulgar
and colloquial Fnghsh. Use 1t sparingly 1n narrative (see § 15);
try to avoid it altogether in expository writing, using cither the
stronger hence or therefore, or subordinating the preceding
clause.

Such. (a) To be completed by zhat, rather than by so thet,
when a result clause follows. “There was such a crowd that
[not so that] he did not find his friends.” () To be com-
pleted by as, rather than by that, who, or which, when a rela-
tive clause follows. “l will accept such arrangements as [not
that] may be made.” “He called upon such soldiers as [not
who] would volunteer for this service to step forward.”

Than, (e) Incorrect for when aftcr hardly or scarcely. “The
speaker had hardly begun to speak ewhen [not than] a man
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shouted, ‘Silencel’” (5) Incorrect for from after different.
“Their heavy adobe soil 15 different from [not than] the sandy
soil you are used to.”

That. Incorrect for when or where to introduce a relative clause.
When and where are the equivalent of at or 10 which. “The
time when [not that] he arrived was not disclosed.”

Then. (a) Primarily an adverb. Use it as a conjunctive adverb
only between independent clauses. When the parts to be joined
are not independent clauses, use and then “She swept the
room with an angry glance and then [not then alone] turned
to some one behind her.” (4) Not to be confused with zhan.
“He is taller than [not then] 1.”

Then too. A mincing connective, overused in both writing and
speaking. Moreover, besides, further, and in addition are
stronger and less conspicuous See Too.

*Til. There is no need for this abbreviation; uzsl and #l are in-
terchangeable.

Too. Weak when used for further, besides, etc,, as a conjunction
to begin a sentence or clause. See Then too.

When. (2) Unidiomatic for than after no sooner. “The ramn had
no sooner begun to fall than [not when] we lost our path.”
(5) Incorrect for that. “It was in the afternoon that [not
when) the races began.” (r) Incorrect as part of a clause [when
clause] used as a predicate noun, especially in definitions, See
§ 34 Note.

Where. Incorrect for that in noun clauses. See § 34 Note.

While, (2) Often misleading for and, but, or whereas. While has
as its primary meaning during the time when. Thus 1t should
not be used to express concession mn a context which implies
time. “John drives their V-8 at sixty miles, whereas [while would
be absurd] his father drives it at about thirty.” (b) Often mis-
leading for although. “Although [while might be misleading]
1 bought a season ticket, I had no tme to see the games.”

Without. Incorrect for unless. Wathout is a preposition, not a con-
junction. “T won't be able to keep the job I have now unless
[not without] I can get Saturdays off.”

76



CLEARNESS OF THOUGHT

EXERCISE

1. “Free” is a story tettered by awkward style wust like its lead-
ing character 1s tettered by conventions

2. The kettle did not boil as the fire was out.

3. John took a walk being as he was restless.

4. 1 read 10 a history of England where Sir Philip Sidney died
at Zutphen.

5, The bus started torward directly the light turned green.

6. While this garden is very young, it contains many founishing
plants.

7. I have heard him roar ay a hon.

8. It cannot be doubted but what good roads have been an ad-
vantage.

9. Father often speaks of the time that he lived on a farm.

10. The colonists needed tood and so John Smith bought corn
from the Indians so the colonists did not starve but soon
more was needed and so Smith agan had to bargain,

39. REVIEW OF CLEARNESS
A. PARALLEL STRUCTURE

Give parallel structure to elements which are parallel in
thought.

1. Farming is an older occupation than to teach.

2. When 1 feft home, 1 both forgot pen and pencil.

3. The meals are wholesome, appetizing, and cost very little.

4, Thus soap may etther be used for washing or for shaving.

5. Lefty 1s a young pitcher, but showing a great deal of promise.

6. The story deals with a man as he drives past a stop light and
his reactions thereatter,

7.1 asked at a book shop where old magazines are sold and
because prices are low, for a back copy of Fortune.

8. He had worked on a [reighter, passenger boat, and on a
yacht.
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9.
10,

11
12,
13.
15. The well neither produced o1l nor gas.
16.
17.
18.
19.
20.
21,
22,

23,
4.

25.

Thomas Jefferson knew a good deal about politics, education,
and how to plan buildings.

You have the following responsibilities:
() Keeping the books
(5) To do all the typing
(¢) You are to run the office.

The car is old, battered, and has probably been in several
collistons,

Cowley stayed in France because he could live there cheaply
and i order to study French.

He enjoyed dusting erasers and to wash the blackboard.

On the court Richards had the ability to last, speed, and
changed pace well,

Our dog is not only a favorite with us but with the neigh-
borhood.

After Wesley had preached in one town and its people being
deeply stirred he moved on to preach 1n another.

Some radios can either operate on alternating current or on
direct.

Charles was fat, easy-going, and made friends quickly.

These writers exposed such practices as the adullerating of
food, the unlicensed sale of narcotics, and those who use
the mails to defraud.

We are pestered by burros which were brought into Grand
Canyon by prospectors and having gone wild.

If you are dissatisfied, you may either exchange the lamp or
you may recetve your money back.

The army plane looks unlike the one from the navy.

The crowd was so great that we could neither go forward
nor could we go backward.

Taxes are 1o be ransed in three ways:
() A higher wax on luxuries
() By increasing the income tax
(c) A sales tax will be levied on all pecessities,
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B, SHIFT IN SUBJECT OK VOICE
Rewrite the following sentences, avoiding unnecessary

shift in construction.

1
2,

AN o

oo N O

10.
11
12.
13,
14,

15.
16.

17,

The department of highways ran a safety campaign, and
good results were had.

Lewis Carroll wrote Alice tn Wonderland, and it is the book
by which he 1s best known.

. The excrcises begin with an invocation and are ended with a

hymn,

. Be sure to see the show, and you should go early.
. If you want to understand the referendum, the way it works

in practice should be studied.

. Paul worked hard, and finally his record cabinet was finished,
. Next eggplant 1s sliced. Then you dip 1t into the batter.
. A good swimmer can kecp going for a long time, and not

much faugue will be evident.

. Prccard had the balloon ready, and the ascension was made by

him.

She returned to college. Many unfamiliar faces were to be
seen.

When we are tired or when some one challenges our beliefs,
our tempers are likely to be short.

First, the old glue is removed. Then you put on a fresh
coat.

The warehouse contains lamps and furniture, although bed-
ding is also stored there.

If you ever wish to play golf, or if tennis is desired, the
county park is the place for you to go.

The nail was driven into the wall, and he hung the picture.

Trout are raised at the hatchery, Then streams are stocked
with them.

Your goal is not just to be a doctor. You should place it
higher.

18. Vacuum sweepers operate by suction. Deep dirt can be re-

moved by them, and they can pick up lint.
' 79
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19, The nest was left. The young bird tried its wings, which

could hardly support it.

. 20. We entered the studio. Unfinished sketches were visible all

C.

around us.

SHIFT IN PERSON, NUMBER, OR TENSE

Rewrite the following sentences, removing all incon-

sistency in grammatical form.

[- S B VU S ]

o0 N\

. In a city like this your traffic problem is always with us,

. A person needs to watch therr language.

. Although the streetcar had started, Frank jumps on.

. All of us like puns, even if it is only the lowest form of wit.

. One spends more time caung and sleeping than they realize.

. Roofs should be made of fire-proof material, for it's cxposed
to sparks.

. Joe hears the score and got excited.

. After a flying boat has made a long trip, they require looking
over.

. One should learn to use your hands.

. The squad shows such good tcamwork that they ought to
win easily.

. Be sure to take your scarf. They may come in handy.

. If they don’t pay attention, a person can’t remember.

. The legal profession is not well organized although they have
bar associations.

. The picture was over, and they go to a soda fountain.

. If a person has good intentions, should you get some credit?

D.THE MIXED CONSTRUCTION AND
THE DOUBLE NEGATIVE

Some of the following sentences show a compromise

between two constructions. Some employ a double nega-
tive. Make all the sentences consistent and logical.
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NI\ W

O oo

10,

11
12.

13,
14.
15.
16.
17.
18
19.

20.
21,

1. I haven't had no success.
2.

The production of coffee exceeds the demand, resulting in
low prices.

. You scldom see & car with a left hand drive no more.

. There aren’t but two sides to a fence.

. To accelerate is when speed is increased.

. When one learns irregular verbs is good memory training.

. I believe that in the beginning poetry had musical accom-

paniment, so why not now?

. The light went out caused by a short circuit,
. Diplomacy is where a nation officially has dealings with an-

other.

At Montori's it is the custom that, if tea is served, for glasses
to be used instead of cups.

He may be in the wrong, but he can’t help but argue.

Because the gasoline supply was exhausted is the reason the
plane came down.

It is through practice that enables him to play out of sand
traps.

She took dictation at top speed, enabling her to compete in
the big contest.

I see in the contract where I am expected to pay the freight.

When locks have'been out of use makes oiling necessary.

Have you spent more time on civics rather than on history?

Pat is one of those horses that, if they run at all, they run for
the barn.

The reason Coleridge did not finish the poem is because he
was interrupted.

You couldn’t hardly blame the boy.

With all her practice she can’t typewrite no better than be-
fore.

. The bill was passed without scarcely a dissenting vote.
23.

2.

Descended from a military family did not influence him to
make the army his career.

The visitor had a suggestion which he wanted to send it to
the superintendent.
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25, It is after much study that qualifies a man to do research in
chemistry.

E. CONNECTIVES OMITTED OR
REPEATED

In the following sentences determine whether connec-
tives should be omutted or inserted, and make ail neces-
sary changes.

1. Who was 1t who asked who I am?

2. Paimne argued that the colomes would gain nothing if they
clung to England and they kad the right of revolution.

3. It 1s not that books are real but that they give the illusion of
being so that 1s the point that should be stressed.

4. They played bridge not because they liked it, but they were
expected to play.

5. Father’s illness is one of the cases which are hard to diag-
nose and delay weatment.

6. People drive miles for thus water, for it is very pure, for it is
piped from a mountain spring.

7. T have a job at that store that opened in that building that
was empty all winter,

8. If people talk while you are studying, as very well may hap-
pen, or the radio starts, can you concentrate?

9. Harvey 1s one of those persons who try hard to make friends
and lose them.

10. The spark ignites the gasoline, which explodes and which
causes the pistons to move, which motion affects the crank
shaft, which 1n turn causes the wheels to wra.

11. He does not like to give encores, but he gives them if the
audience inwsts, but he never gives more than two, but
these are not mere trifles.

12. The contractors had to start over because the foundations of
the house had slipped although they were concrete, and
there was danger that the walls might crack-
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13. When the pioneers chose a site when they wanted to setile,
when they had been travelling for months, they chose it
carefully.

14, Because he was energetic, although he was not a good speaker
and worked hard, he became president of the club.

15, It was the church in which the lantern was hung which gave
the signal which started Paul Revere.

F. THE EXACT CONNECTIVE

Rewrite the following sentences, replacing the faulty
connectives.

1. While heavy, Bill is a fast runner.

2. The baby played with the string just like a cat does.

3. Save your penmes when you want to have dollars.

4, The car is fitted with a clock, a radio, a heater, also with a
lighter.

5. My son never cuts the grass, only when he wants a favor.

6. An amphibian can “land” on water or land, and a seaplane
cannot “land” on land

7. Taxes can't be lowered without the budget is revised,

8. I want to learn Spanish, being as it is the principal language
of South America.

9. No sooner was the ink dry when the agreement was broken.

10. The house is different than most modern houses.

11. Our dairy produces milk, cream, butter, cheese, and etc.

12. As long as I am here, I shall stay a little longer. '

13. The discovery of gold had hardly been reported than the rush
was on.

14, Catherine spends her whole allowance directly she receives it.

15, He tends to exaggerate due to his enthusiosm.

16, The reason we couldn’t get Europe is because of static.

17. The English spelling is judgenent, and the American spelling
is judgmens.
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18,

19,
20.

21.

24
. So Lineoln studied law, and so he opened a partnership; and

SENTENCE STRUCTURE

McDonald lost the Indianapolis race on account of his car
broke down.

The hulls are green like a post card looks.

George Bellows, the painter, knew basgball, as he had played
on the Olio State team

There is no doubt but what new uses will be found for tele-
vision.

. Paganini composed music as well as playing the violin.
23.

During the summer vocational courses as printing, drafting,
and dic-casting are offered
I see in the paper where Fordham reports an earthquake.

so he became known, and so he was asked to run for office.



EMPHASIS

A writer’s ideas vary in importance. Some are primary,
some are secondary, and others are only incidental. To
[ make their relarve importance plain the writer must
| phrase and arrange them with proper emphasis.

EMPHASIS BY POSITION

10. Reserve the emphatic positions in a sentence for the words
which express the most important ideas.! (The emphatic
positions are the beginning and the end—especially the
end.)

Weak: I demand the release of the prisoners, in the first place.
Weak: This principle is one we cannot afford to accept, if my
understanding of the question 1s correct.

Place the important idea at the end. Secure, if possible,
an emphatic beginning. “Tuck in” unimportant modi-
fiers.

Empuaric: 1 demand, in the first place, the release of the pris-
oners.

EspuaTic. This principle, if my understanding of the question is
correct, 15 one we cannot afford to accept.

Weax enpinG REPEATED: | did not recognize the president in the
crowd. It was hardly possible to recognize anyone in the
crowd.

Mone empuatic: | did not recognize the president, It was hardly
possible, in the crowd, to recognize anyone,

1 This rule must be apphied wath caution. It must not cause a clear and
natural sequence of parts to be set ande clumsily (see §§ 27 and 28).
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EXERCISE

1. Apparently some children are born wise.

2. Tennyson was both near-sighted and far-sighted, it is said.

3. An avocation may become a vocation, if things go right.

4. Violins worth incredible sums were in his workshop.

5. “Chicago™ seems to be the poem that Sandburg is known best
for.

EMPHASIS BY SEPARATION

41. An idea which needs much emphasis should be detached

and allowed to stand in a sentence by itself. (See § 11.)

Faurty: The flames were by this time beyond control, and the
walls collapsed, and several firemen were hurt. [The 1deas here
are too important to be run together in one sentence.]

RicuT: By this time the flames were beyond control, and the walls
collapsed. Several firemen were hurt.

UnempHATIC: Getting a saddle on Jerry doesn’t count for much,
for many a person has tried to ride that mule.

Berren: Geting a saddle on Jerry doesn't count for much. Many
a person has tried to ride that mule. [The second statement
still explains the first but with a gain in emphasis. ]

UnempHaTIc: Mosher leaped to the stage and shouted defiantly,
“1 will never consent to that!™ and he looked as if he meant
what he said. [Direct discourse is more forceful if separated
from explanatory phrases, particularly from those which fol-
low.]

BerTER: Mosher leaped to the stage and shouted his deflance. “1
will never consent to that!”” And he looked as if he meant what
he said,
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' EXERCISE

1. The fertile lowlands were aircady taken up and the mountain
slopes were too rocky for farming and he had to push on.

2.1 like John and Mary and their children, and I can't say
enough about them.

3. There was a burst of applause as he repeated, “Give me liberty
or give me death!” and he scemed unaware of it.

4, The tunnel is dnlled, the road is down, the lights are in, and
the official opening will take place tomorrow.

5. In the prescnt plan there are too many elective courses and not
enough solid requirements, and therefore the whole cur-
riculum ought to be revised.

EMPHASIS BY SUBORDINATION

42, Place the important idea of a sentence in a main clause, If

possible, subordinate the rest of the sentence to it. (See
§§16and 18,)

FauLty RELATIVE cLause: He had a manner which made me
angry. {The unimportant idea (ke had @ manner) stands out;
the important 1dea (the manner made me angry) is half-lost
in a subordinate clause.]

UNIMPORTANT IDEA REDUCED T0 A MopIFIER: His manner made me
angry.

PauLty parTICIPIAL PHRASE: She fell, thereby breaking an arm.

UNIMPORTANT 1DEA REDUCED To A PHRASE: In falling, she broke an
arm.

Upsipe-nowN suorpINATION: | was walking down Broad Street,
as | saw a man on sults, [The important idea is in the de-
pendent clause.]

UNIMPORTANT IDEA REDUCED TO A DEPENDENT CLAUSE: As | was
walking down Broad Street, I saw a man on stilts.
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Excgssive coorniNatioN: The Allegheny County Court House
was designed by Richardson, and it is an impressive stone build-
ing, and it is considered one of his architectural triumphs. [No
one idea is made more important than the others.]

Rictr: The Allegheny County Court House, an impressive stone
building, is considered one of Richardson's architectural tri-
umphs,

EXERCISE

1, The mechanic heats the fender, and thus he is able to iron out
the dents.

2. Our chef wears a cap, which is white.

3. The pistol was fired, when the runners leaped forward,

4. My room faces west, and it gets the afternoon sun.

5. Tractors were used, thereby displacing horses.



The Periodic Sentence

When minor ideas in a sentence are properly subordi-
nated (§42) and the most important idea is placed last
(§40), the delay in completing the main thought creates
suspense. A sentence having this effect is called periodic.
Its opposite, the loose sentence, begins with the main idea.
Both kinds are usefu). Learn to write them both well. Do
not let a periodic sentence be stiff; do not Jet a loose sen-
tence be so loose as to kill interest.

Elements in a series should be arranged to show growth
in emphasis. If a trivial element is placed in the final posi-
tion, the effect will be weak and may be ridiculous.

EMPHASIS THROUGH SUSPENSE
AND CLIMAX

43. To give more emphasis to a loosely constructed sentence,

recast it so that the main thought will not come first. If
the sentence contains elements in a series, arrange them in
the order of their importance.

Looss: The pilot wrned his ship and swung by us with no room
to sparc when he saw our lights. [The main fact is followed by
less important information expressed through modifiers.]

Semi-periopic: The pilot, seeing our lights, wrned his ship and
swung by us with no room to spare. [The dependent clause,
converted into a phrase, has been placed between the subject
and the verbs of the main clause, Sce § 24 for awkward bunch-
ing of modifiers.]

Furry periovic: When he saw our lights, the pilot, turning his
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ship with no room to spare, swung by us. [The dependent
clause has been placed first, and twa phrases have been placed
between the subject and its main verb. ]

Loose: The talkies were not a success until “The Jazz Singer”
was produced by Warner Brothers, although sound had been
experimented with {requently,

Semi-pEriopIC: Although sound had been experimented with fre
quently, the talkies were not a success unttl Warner Brothers
produced “The Jazz Singer.”

FuLLy pErionic: Although frequent experiments had been made
with sound, not until Warner Brothers produced “The Jazz
Singer” were the talkies a success,

Loose: 1 saw two men fight a duel, many years ago, on a moonlit
summer night in' a bttle village in northern France. [What is
most important? [s it last?]

Pxriopic; Many years ago on a moonlit summer night i a little
village in northern France | saw two men fight a duel.

Loose: The river swept away the dam, and it had been swollen
with incescant rain. [Which is the important idea? Why not
make it appear more important by placing it last and by sub-
ordinating everything to it?]

Perionic: The river, swollen wth incessant ram, swept away the
dam. [A dependent phrase Las been placed between subject and
verb. ]

WEeAk oroer: As we listened to his story, we felt the sordid
misery and the per1] and fear of war.

Empuatic: As we listened to his story, we felt the fear, the peril,
the sordid misery of war.

EXERCISE

1. This dog will snap if he is teased.

2. He straddled the banister and slid down backwards, for he had
reached the top of the stairs.

3. Our word-borrowings from the Indians are few comparatively,
%0
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although Indian place names are common in modern
' America.
4, Education has become harder to define at every level since the
beginning of the last century, when it was first popularized.
5. The box contamed dimes, quarters, and nickels.’

EMPHASIS THROUGH BALANCE
OR CONTRAST

44, Two ideas similar or opposite in thought gain in emphasis
when set off, one against the other, in similar construc-
tions.

Wsak anp stracering: This paper, like many others, has many
bad features, but in some ways it is very good. The news arti-
cles are far better than the editorials, which are fecble.

Baranceo steuerure: This paper 1s in some respects good; in
ather respects very poor. The news articles are impressive; the
editonals are feeble. [The balancing of facts or ideas 1s made

more empbatic by the balancing of grammaucal forms (parak
lehsm—see §30).)

RameLiNg ENUMERATION: He was interested in people of all
kinds: the young, the gay, the serious, the old, the good, the
weak, the strong, the bad.

ContrasTED PaIRs: He was interested 1n pcople of all kinds: the
young and the old, the gay and the serious, the strong and the
weak, the good and the bad.

BALANCE PURPOSELY INTERRUPTED: John was a saint. Stephen was
a martyr. But Judas—what shall [ say of him? [The parallelism
of the first two sentences leads us to expect more. The inter-
ruption makes the contrast emphatic.]

Nore—~Although excessive use of balance is artificial, occa-
sional use of it strengthens writing. It can add either dignity
(as in an oration) or point (as in an epigram). Observe
how many proverbs are in balanced structure. “Seeing is
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believing—Nothing venture, nothing have.—An eye for
an eye, a tooth for a tooth.” Note the effective use of
balance in Emerson’s Essays, particularly in Compensation;
and in the Old Testament, particularly in Psalms and
Proverbs.

EXERCISE

1. We all have our preferences in food. Some like hot soup; cold
* consommé seems best to others.

2. In 1776 Washington was disliked by Englishmen, but a gen-
eration later they admired him.

3. To hear programs rustle and the sight of an orchestra’s indus-
try—these do not add to one’s enjoyment of music.

4. Shadows lengthening across the field; into the sea dropped the
sun; the moon grew bolder.

5. At the family reunion everybody gathered: father, aunts,
uncles, mother, sons, daughters, and all the cousins.

EMPHASIS THROUGH SPECIFIC
STATEMENTS AND CON-
CRETE DETAILS

45. When emphasis is called for, make statements specific and
concrete rather than general and abstract. (For specific
words as an aid to exactness see § 64.)

GeneraL: In the old days most books were produced in just a few
citics, [When? What? Where?]

SeeciFic: Betore 1800 nearly all American books were published
in Boston, Philadelphia, or New York. [The information is
definite and more emphatic. |

GENERAL AND aBsTRACT: Honesty is not objective, but subjective.
{Both vague and unemphatic.}

Moze sexcizic: Honesty is not obrective, but subjective. It con-
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sists, not in paying hard cash for one's meat or overcoat, but in
having the purpose to do right without thought of the police-
man’s club or the neighbors’ tongues.

GengraL: A “modernistic” radio looks like a parked car.

Spxciric anp concmere: Complete with stream-lined chassis, fluted
vents, and possibly a chromium bumper, 2 “modernistic” radio
looks like a parked car,

Generav: The story has interesting details.

Speciric aND coNcRete: In “The Devil and Daniel Webster”
Benét uses details imaginatively. Satan, for example, carries
under his arm a prison for snared souls. It 15 a black lacquered
box with tiny air holes punched in the lid. [The sensory details
are sharp.]

GeneraL: [ liked to watch the servant girl as she moved about
the kitchen, preparing our morning repast.

Spciric AND coNcreTe: | liked to watch Norah as she fried our
crisp breakfast bacon and browned our buckwheat cakes. [Con-
crete details are especially important when, as in narrative, the
purpose of writing is to recreate experience. They must in
every case, of course, be relevant details.]

-

EXERCISE

1. The population of our state is diversified.

2. A bird drew my attention.

3. Private means of transportation have changed.
4, The store window was full of footwear.

5. Anticipation differs from realization.

THE WEAK PASSIVE VOICE
46. Use the active voice unless there is a reason for doing other-

wise.

Waak: Your gift is appreciated by me. {Wordy and indirect.}
Beres: [ appreciate your gift.
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Weak: The train was seen speeding toward us. [Vague and indi-
rect. Who saw the train?)

Berrer: We saw the train speeding toward us.

Weak: The election was carried by Jackson, and sweeping new
appointments were made by him, and thus was begun the
“spoils system” complained of by so many people. [Everything
is left-handed.]

More vicorous: When Jackson had carried the election, he made
sweeping new appointments. Thus the notorious *'spoils system”
began.

SEM1-DANGLING PARTICIPLE: Having climbed the pole, a wire is at-
tached to the top by the linesman. [By changing to the weak
passive the writer has introduced a new subject and allowed the
participle to make a false connection. |

Correct: Having climbed the pole, the linesman atiaches a wire
to the top.

Nore.—The passive voice may be used deliberately to show
that the actors are vague (“A flare was sent up from the
distant ship”), or to show that a person or thing did not
act independently (“A newsboy entered the restaurant and
was ordered out”).

EXERCISE

1. His own way was earned by Jusuce Douglas.

2. Your letter has been answered by me.

3. When a successful engine had been made by Watt, it was imi-
tated by other inventors.

4. Before swimmung the channel, a coat of grease was applied
to her.

5. Called at night, his fees are very high,
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EFFECTIVE REPETITION

47, Repeat words or constructions when so doing makes expres-
sion natural or emphatic. Do not let fear of repetition
lead to the use of heavy or inexact synonyms. (For repe-
tition as an aid to clearness see §§ 2 and 36.)

NATURAL REPETITION OF A woRD; When she talks, she talks [not
speaks).

NATURAL REPETITION IN A CONTRAST: Leonardo has given a strange
smile to La Gioconda. In the whole history of painting what
other smile [not Aappy expresston] has provoked so much dis
cusston’?

NATURAL REPETITION OF A TECHNICAL TERM: [t used to be said
that poetry tn the eighteenth century was confined to one form,
the herotc couplet, but we now know that the rule of the
heraic couplet [not rhymed 1ambic pentameters| was not abso-
lute.

NATURAL REPETITION IN COORDINATING IDEAs: The siege of Liége
lasted three days; the siege of Verdun three years [not Verdun
was besieged for thice years|.

WEAK AVOIDANCE OF REPETITION: A penny saved is money made.
Empratic: A penny saved s a penny earned.

FAIRLY EMPHATIC REPEI1110N OF AN 1nEA: He works and toils and
labors, but he seems never 10 get anywhere.

VERY EMPHATIC REPETITION OF IDEA AND womrp: Work, work,
work, all he does is work, and sull he seems never to get any-
where.

EMPHATIC REPETITION OF A CONSTRUCTION: Living happily is very
much a matter of becoming uncritical about things and people,
2 matter of becoming used to them as they are.

EMPHATIC REPETITION OF A SENTENCE PATTERN: In 1859 Wagner
made public his views on art. In 1859 Darwin published what
was to be called the theory of evolution, In 1859 Marx prophe-
sied the class struggle, It was a red-letter year,
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Conrusep ANp unNeMpHATIC: Doberman pinschers are gentle with
people they know. Little children mav abuse them. They make
excellemt house dogs. With intruders they are fterocious. Any
burglar will get the scare of hus life

CLEAR AND EMPHATIC: Doberman pinschers makhe excellent house
dogs. Dobermans are gentle with people they know: they will
take abuse from lhttle children. Yet Dobermans are ferocious
with intruders; they will give a burglar the scare ot his life.
| By altering the order of the sentences and of the sentence ele-
ments, it has been possible to get transitions and balance through
repeution.]

EXERCISE

1. If he says he will do 2 thing, he will perform it.

2. 1 noticed her eyes, She had black hair and an olive complexion,
but her orbs were hght blue.

3. July 4 1s the day for celebrating American independence, the
French Revolution being commemorated on July 14,

4. The announcer would often repeat, “Calling all cars!™

5. The big airlines provide many services. The passenger is sup-
plied by them with something to read and something to eat,
and, if he needs it, medicine is given hum.

OFFENSIVE REPETITION

48. Do not repeat words or constructions carelessly. By appro-

priate use of sentence variety, give interest and point to
your writing,
1. Repetition of words cured by the use of pronouns ?

Bao: The Law Building, the Commerce Busldmg, and the
Science Building are close together. The Commerce Build-

In using this method, take care that the reference of ﬂl_e_p;w;w;
i5 clear.
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. ing is south of the Law Building, and the Science Building
is south of the Commerce Building, The Law Building s
old and dilapidated. The Commerce Building is a red brick
butlding, trimmed in terracotta. The Science Building re-
sembles the Commerce Bulding.

Ricur: The Law, Commerce, and Saence Buildings are close
together in a row. The firsz of these is old and dilapidated.
South of # stands the Commerce Building, which resembles
the Science Building because both are constructed of red
brick with terracotta trimmings.

2. Repetition of words cured by rearranging and condensing

Bap REPETITION OF NoUNs: The autumn is my favorite of all
the seasons. Although autumn in the ity is not such a pleas-
ant season as autumn in the country, yet even in the cizy my
preference will always be for the autuma.

Rrcti: My favorite scason is autumn. I like it best in the
country, but even in the city it is the best ume of the year,

3. Repetition of constructions cured by varying the length of
the sentences

Bap: The city of the future will be small. Its population will
not cxceed ninety thousand. There will be plenty of land.
Skyscrapers will be unnecessary. Business buildings and fac-
tories will not be crowded together. They will be well dis-
tributed throughout the city. They will be screened by parks
from the homes around them. There will be no traffic prob-
lem.

Rrcur: The city of the future will be small. Because its popu-
lation will not exceed ninety thousand and there will be
plenty of land, skyscrapers will be unnecessary. Instead of
being crowded together, business buildings and factories
will be well distributed throughout the city and screened
by parks from the homes around them. There will be no
traffic problem.
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4. Repetition of constructions cured by varying the hegin-

nings of sentences

Bao* The drive-in used to be a plain roadside stand. The
menu was hot dogs and pop. Patrons multiplied, “Specials”
and a parking system were added. The stand took the shape
of a merry-goround. An aimospherc of neon lights and
pretty girls was provided. The drive-in is now a complete
hamburger palace

Ricut: The drive-in used 10 be a plain roadside stand with a
menu of hot dogs and pop. When patrons muluplied, “spe-
cals” and a parking system were added. Inevitably the
stand took the shape of a merry-go-round. Now, complete
with neon lights and pretty girls, the drive-in is 2 ham-
burger palace.

. Repetition of constructions cured by avording similar com.

pound sentences

Bap: Ring was a sheep dog, and he tended the flocks with his
master. One day there came a deep snow, and the flock did
not return. They found the herder frozen stiff, and the dog
was shivering beside him. [Break up the monotonous struc.
tural pattern by introducing simple sentences, subordinate
clauses, and prepositional and verbal phrases. |

Rigut: Ring was a sheep dog, and tended the flock with his
master. One day there came a deep snow. When the flock
failed to return, the men became uneasy, and began a
search, They found the herder frozen stiff, with the dog
shivering beside tam.

6. Repetition of constructions cured by an occasional change

from loose to periodic or balanced structure (see §§ 43
and 44).

1 Do not allow too many sentences 1 close succession to begin with

the subject, or with a ime clausc, or with a participle. Occasionally use
a prepositional phrase or some other adverbial modifier before the sub-
ject. But beware of artificial word order.
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MoncTonous: I stood on the crest of Tunbridge Hill. I saw on

* the southern horizon a dense wood, which, in the evening
sunhght, was veiled in purple haze [Loose]. On the left was
the village, the houses appearing like specks in the distance
[Loose]. Nearer on the right was the creek, winding
through the willows |Loose]. The creck approached nearer
until 1t reached the dam, over which it rushed tumulously
[Loose|. Near by was a thicket of tall trees, through which
I could see the white tents of my fellow campers, and their
glowing camp fires [Loose]. .

Ricur: Far south from Tunbridge Hill, on the dim horizon,
I saw, veiled in the evening haze, a dense wood [Periodic,
long, conveying the idea of distance better than a loose sen-
tence]. On my left stood the village, the houses like specks;
on my right wound the creek, nearer and nearer through
the willows [Balanced]. The creck advanced by slow sinu-
ous turns, until, reaching the dam, it plunged over tumul-
tuously [Loose]. Through a thicket of tall trees, near at
hand, I could see the white tents of my fellow campers, and
their glowing camp fires [Periodic through the middle of
the sentence; then loose|.

7. Repetition of constructions cured by occasional use of
question, exclamation, or direct quotation .

Variep: There is no set length for a paragraph. It should be
extensive enough to convey the thought it is intended to
convey, and no more. Do you recall what Lincoln said
when he was asked how long 2 man’s legs should be?
“Long cnough to reach the ground!”

8. Repetition of constructions cured by shunning overuse of
adjectives and adverbs

Avyectives overoonE: The tall, stately poplars thrashed around
in the rough, wild wind. {Avoid the habit of using adjec-
tives in pairs or triplets.]
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Improven: The tall poplars thrashed around in the wind,
[Or] The wind thrashed the tall poplars,

9. Repetition of jingles, rhymes, or echoed sounds to be
avoided

SouNDS REPEATED UNPLEASANTLY: Please sec if these are the
seats we reserved.

Berter: Please find out whether the scats are the ones we re-
served.

SYLLABLES REPEATED AND RHYME INTRODUCED: The curtain ris-
ing slowly and the audience cheering loudly, the acrobats, in
dressing gowns, stepped out of the wings proudly. [The
participles in -#7g and the adverbs 1n -ly create a jingle. The
rhyme 1s more noticeable because Joudly and proudly have
prominent positions in the sentence.]

ImprovED: As the curtain rose and cheers rang out, the acro-
bats, in dressing gowns, stepped proudly from the wings.

EXERCISE

1. Jean poured half the bottle of milk from the quart bottle into
the pint bottle, leaving just enough mlk in the quart bottle
for tomorrow's needs.

2. The supenintendent has come up the hard way. He used to be
a hard coal mner.

3. The brand of tobacco used is responsible to some extent for
the taste of the tobacco, but the quality of the pipe used is
also responsible to some extent,

4, When he hurt himself, he did not realize that he had done
it or that he was badly hurt or he would have called a doc-
tor for himself.

5. The clean white table in the fresh, sunny room makes a
bright, appealing picture.

6. Suzanne heard the kitchen door slam. She hastily dressed.
The kitchen was warm when she entered. The huge black
kettle resisted her fingers. She tipped over the coffee pot.
She burned her hands in her attempt to right it.
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7, He seemed to happen to have no desire to work.
8. ‘This done, we grease the pan. This done, we cut out the
cookics.

9, Sometimes we sell refreshments at these dances. We hear the
music stop. Back to the counter we rush and begin selling.
For ten minutes we are busy. Then the music starts again.
We return to our partners,

10. Emerson read orsental philosophy, and he was in touch with
German philosophy. He read widely, but he did not read
methodically, His ideas were shaped when he was young,
and they were not essentially changed afterwards.

49, REVIEW OF EMPHASIS
A. LACK OF EMPHASIS IN GENERAL

Make the following sentences emphatic,

—

. The period is often musused, too.
2. I also noticed the grass, which was brown, but it will scon
turn green again.
3. There are millions of eggs in the sea, and few of them ever
become fish.
4. Hubert mounted the platform and waited for silence and be-
gan his address.
. We have arrived at a misunderstanding, it appears.
. I have finally achieved my ambition to own a good pipe, and
now I have a Dunbhill.
7. A “willing suspension of disbelief” is what one should prac-
tice in reading poetry, Coleridge says.
8. The town fell after a week of fighting,
9. If I may say so, the child labor cause needs all the help it
can get.
10. He stepped to the plate and the first ball was thrown, which
he knocked to the outfield.
11. At the heels of his mistress, the tiny but animated dog fol-
lowed on a leash.
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12.
13,

14.
15.
16.
17.
19. The cook beats the eggs, thus making the omelet very light,
20,

21

. He was a sour, irntable old man, and we were afraid 10 go
23.
24,

SENTENCE STRUCTURE

The book was not 10 be found, greatly to my disappointment.

He caught sight of a tall man with long, uncombed hair in
the mirror between the windows.

The caprain shouted, “Halt!” having noticed a suspicious
movement of the hedge. B

She saw onc of the twa planes tumbling to carth out of 2
clear sky, along with the other.

There are seventeen uses for the semicolon, in Barney's opin-
ion,

Aliens are allowed to sue and be sued, by the law of nations,

His voice became deep-sounding and authontative with but
shght modulation,

Receiving letters is not an unmixed blessing, for the more
we recetve the more we have to answer.

I was walking down Grand Avenue when I saw a parade,

near him,

However, we were able to stay afloat by clinging to the canoe
firmly.

Footbalt has changed much in the last few years because of the
adopuon of better rules, although there is still room for im-
provement.

. 1 went to the circus and the seat 1 had was good, yet | did not

like the performance, and I do not care to go again, but |
probably shall.

B. LACK OF SUSPENSE OR CLIMAX

Make the following sentences more emphatic by throw-

ing them into periodic form or the order of climax.

L
2.

3.

I'll come bark tomorrow, secing that you are busy now.
The navy had retired a cruiser, a battleship, and two de
stroyers.
Her smile perplexed him, contrasted with her words.
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4
5.

N

1L
12

13.
14,

15.
16.
17.

18.
19.

20.

The audience sighs with relief when the trapeze act is over.

,His account is so vivid that you feel the dog’s hot breath and

you are being pursued.

. The speech came to the point; it was not wordy.
. On sale you will find bath towels, hand towels, and face

cloths at half cost.

. One car is completely burned and the other is damaged.
. Mrs. Kearn shook Willy, while talking to him.
. During his political career he has held the office of state

senator, police magistrate, and member of congress.

A word does not call attention to itself when it is well used.

The expedtion discovered a priceless carving, which was un-
derneath a heap of rubbish.

Minois lost the game, although it outgained Michigan.

In writing a paper, take care to express your ideas clearly, to
collect all the facts, and to organize them well.

Although the airplane fabric was durable, light, and odorless,
it would not hold its shape.

The house is overgrown with vines, and there are weeds in
the garden.

O'Neill's one-act plays are dramatic, they have atmosphere,
and they are, therefore, interesting.

He has two hobbies—collecting firearms and growing roses.
Doctors have found that artficial fever is a cure for certain
infections, after a careful study. ’
He made a record trip around the world, starting from

LaGuardia Field.

C. LACK OF PARALLELISM OR OF
ACTIVE PREDICATION

Some of the following sentences are weak because simi-
lar elements within them lack similar structure. Some
are weak because they employ the passive rather than
the active voice. Make all sentences more emphatic.
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11,
12

. Unless the hogs are clean, a prize will not be won.
14,

15.

. Although he has few enemies, he is liked by a big majority.
. John relied on strength; strategy was William’s method.
. The clinic treats diseases of the nose and throat, and prefer-

ence 1s given to charity cases.

. Having been newly planted, plcase keep off the lawn.
. The reader of the directions must be enabled to understand

how the model can be built by him.

. Pine burns easily, but more heat comes from oak.
. A history has to stick to the facts, as 15 not the case with a

historical novel, which can alter them.

. The post office department 1ssues anniversary stamps, and the

invention of the steamboat will be honored by one.

. Having caught no fish. fresh bait 1s tried by the angler.
. Some people rate Yellowstone first among the national parks,

whereas to other people it belongs second or third.

They returned to the cabin, where provisions had already
been stored by them.

Having been caten, a boa digests its meal slowly.

A description may follow one of a number of plans. It may
go from near to far, from left to right, from center to cir-
cumference, from right to left, from far to near, from cir-
cumference to center

The health of a pohiceman must be excellent. A policeman
must know something about first aid. Criminology is an-
other subject which must be familiar to him.

D. LACK OF SPECIFIC STATEMENTS

OR CONCRETE DETAILS

The following sentences are too general or abstract,

Make them more emphatic by substituting or adding
specific statements or concrete details.

1L
2.

The vegetation seems ample,
People gather to observe a steam shovel in operation.
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3. On the counter were numerous toys.

4. Inattention contributes to trafic difficulties.

5. We had an unusual day.

6. Perseverance is essential to success.

7. The railroad employee perused the timetable.
8. Excitement reigned.

9, There are many fruits in season,

10. His egotism 1s evident,

E. THE PROBLEM OF REPETITION

Some of the following sentences would be more em-
phatic if they employed repetition. Others would be more
emphatic if they avoided it. Write each of the sentences
in 1ts most effective form.

1. The desert has a peculiar beauty—the loveliness of rocks and
dunes and sagebrush,
2. It was Vivian who said it was a mile from camp.
3. As the months pass, he gets more into debt.
4. The butcher sells chickens. He also sells rabbits. He has
relishes for sale, too.
5. I took great care in breaking in my pipe, and [ felt as though”
I bad lost an old friend when I broke 1t.
. He slipped and, falling, he fell to the ground.
. Nothing succeeds hike achievement.
. Holbein painted hands skillfully. Notice how well he has
done the extremities in the portrait of Erasmus,
9. Have you ever scen his house? There are books in the library,
in the bedroom, and in the dining room.
10. When I go away for a rest, I want inactivity.
11. She refused his first proposal of marriage, and his second
was also met with refusal.
12. In 1564 Michelangelo died. That was the year Shakespeare
was born, The date links two great masters,

[- T I~ Y
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13,
14

15.
16.

17.

18.

19.

20.

21.

2.

4.

25,

We could hear a bellboy say, up and down the lobby, “Paging
Mr. Burton!”

Before the invention of the microscope little was known
about bacteria. Men guessed, but in order to find the facts
they had to wait for this instrument.

She talks of nothing but bridge.

I keep a small amount of money at the First Savings Bank,
but my account does not amount to much,

A bumper jack s easy to work if it is placed with its stand
under 1t and 1t is vertical to uts stand.

Once monks spent hours to nscribe manuscripts and later
these same manuscripts were not treated as manuscripts but
were used to kindle fires.

The service station has six pumps, The hoses for water and
the hoses for air are alongside these pumps. The hydraulic
laft is behind the station.

Loretta had large brown eves and a small, smart nose. She
wore a starched white apron over a light blue frock.

Bowling has grown in popularity. Women and children bowl
now Bowling alleys, being air-conditioned, stay open in
summer. They bave been modernized for the bowler 1n
every way.

The factory keeps going many consecutive nights.

. In his imagining, he was again wearing a stocking cap and

shding and coasting and skaung,

Cooper wrote novels of adventure, and he also wrote novels
of manners. He used many different seitings, but the
“Amecrican wilderness” was his favorite. He gave ample
descriptions, and he did not neglect action.

The other campers had had fish for supper that night, and
no one wanted to do the dishes because everyone knew how
disagreeable the dishes would be to wash because of the
fish, Well, we four girls who had been rowing did the
dishes, but it was not because we wanted to do them.
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GRAMMAR

Grammar has to do with the forms and funcuons of
words related in sentences. A familiarity with grammar
helps us to select from the possible forms (case, number,
tense, etc.) of a word the form suitable to the context in
which the word is being used.

CASE

Case is the relation of a noun or pronoun to other
words in the sentence (whether subject, object, etc.) as
shown by inflectional form or position.

Father and 7 go hunting. [Nominative case, subject of go.]

It was only father and 7. [Nominative case, predicate pronoun.]

They invited father and me. [Objective case, object of inwvited.)

No one went except father and me. [Objecuve case, object of
except.| \

Father's suit and mune [or my suit] are new. [Possessive case.]

Note that the noun father is unchanged except in the pos-
sessive, whereas the pronoun I changes to me or mine.
Nouns show no change of form except in the possessive
(genitive), but pronouns may have different nominative
and objective forms, thus:

Nomuwamive: I we he she they who
Oprecive: me us him her them whom
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THE POSSESSIVE CASE OF
NOUNS AND PRONOUNS

50a. Personal pronouns form the possessive without an apos-
trophe.
his, hers, yours, ours, theirs, its owner [not ##'s], whose [not who’s
or who'se]
The machine does 1£s work well. [/¢'s would mean [ u.]

I met the man whose dog this is. [Who's would mean who is.
Who'se would be a misspelling of whose.]

Nouns naming inanimate objects gencrally show posses-
sion by of

the management of the farm [not the farm’s management]
the lining of the stomach [not the stomach’s hning)

except in idioms expressing time, measure, or personifi-

cation.

Time MEeasure PersoNIFICATION
the day’s work a dollar’s worth for mercy's sake
two years' wages two dollars’ worth  the heart’s desire
a month’s notice a cable’s length the world’s progress

Nouns naming persons (or other living things) generally
show possession by an apostrophe or an apostrophe and s.
Take three steps:

1. Find the base form—whatever does the possessing. (To do
this suppose the possessive to be an of phrase: hat of a
man, hats of men, of children, of ladies. Whether the word
is singular or plural makes no difference.)

2. Add an apostrophe to the base (man’, men’, children’,
ladies’).
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3. If the base already ends in s add nothing more; if not, add
s (man’s hat, men’s hats, boy's, boys', ones, children’s,
ladies’).

Nore 1.—The rule gives us Keats' poems, Dickens’ novels.
These forms are correct. But most persons prefer to add an
extra s to monosyllabic names, and to all other names when-
ever an extra sound is used in pronouncing the word
(Keats’s, Dickens’s, Jones's, Thomas’s),

Norz 2.—In tormal writing, a noun or pronoun introducing
a gerund’should regularly be in the possessive case.?

Is there any criticism of Arzhur’s going? [Not Arthur |

1 had not heard of 415 being sick. | Not A:m being sick.]

Have you heard of Edzell’s buying a rifle? [ Not Edzell.}

1 caught sight of Am buying a rifle. [ The objective is used when
the emphasis falls unmistakably upon the noun or pronoun
rather than upon the verbal. But when the emphasis falls thus,
the verbal modifies the noun or pronoun, and is a participle,
not a gerund.]

THE NOMINATIVE CASE OF
PRONOUNS

Nominative: I we he she they who

b. Subjects and predicate pronouns are in the nominative
case.?

1 In informal English the tendency is to use the objective case for nouns
and the possessive case for pronouns
2 Give an appositive pronoun the case of its antecedent.
We three boys, Harold and Jim and I, started for the store. [Both
pronouns are nominative. )
They gave dimes to the youngesr, Harold and me. [Objective.]
Let's you and me go. [Objective.]
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Susjrcr NoMmvaTive: He and / ate it. We boys ate it,
PREDICATE NOMINATIVE: It was Tom and [. It was we.
It was he. Was it she? Was it they?
The happiest people there were Ae and his mother.

Be never takes an object. In all its forms (is, are, was,
were, etc.) be takes the same case after it as before.

Nore | —The “assumed subject” of the infinitive 0 be is in
the objective case.
They were expecting me to write.
Whom did you take fim to be? [=You did take 4im to be
whom? Him 1s the “assumed subject” of the infinitive o be.
W hom agrees with Am.]
Note 2—In speech anticipatory who is usually allowable,
even where the correct grammatical form 1s whom, since we
cannot always know how our sentence is to end.

ALLOWABLE ON THE COLLOQUIAL LEVEL: Who did you see in New
York?

THE OBJECTIVE CASE OF
PRONOUNS

Objective: me us him her them whom

C. The object of a preposition or a verb or a verbal (partici-
ple, gerund, or infinitive) is in the objective case.
Some of us fellows went fishing. [Not Some of we fellows.]
Such conduct disgusts you and me. [Not disgusts you and 7.]
I heard of his leaving you and her a fortune. [Not you and she.}
Between you and me, I'm hungry. [Not Between you and 1.]

To determine the case of doubles try each word sepa-

rately.

They saw Brown and me. [Not Brown and /. Take the words
2
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separately: They saw Brown, They saw me. They saw Brown
and me.)
The election affects both them and ws, [Affects them. Affects us.)
All stayed except Tom and me. [Except Tom. Except me.]

The Case of a Pronoun in a
Subordinate Clause

d. Give every subordinate clause a subject in the nominative.
The case of a pronoun depends on its use as subject, ob-
ject, etc., in its own clause, and is independent of the case
of its antecedent.

Do not be misled by an elliptic clause after than or as.

He is taller than she [is]. [Not ker. After than or as use the pro-
noun which would be used if the clause were completed,]

Are they as old as we [are]? [Not us. Before judging the case
of a pronoun supply the understood verb.]

Do not be misled by a clause-object after a verb or a prepo-
sition.
Punish whoever is guilty. [Not whomever. The object of punish
is the entire clause whoever 15 guilty. The case of a pronoun de- ,
pends entirely upon 1ts use in its own clause.}
The mystery as to who had rendered him this service remained.
[Not whoem. Who must stand as the subject of kad rendered.

The obyect of the preposition #o is the clause who had rendered
hsm this servsce.]

Do not be misled by interrupters like he says or they be-
lieved. - -
The man who they believed was the cause of the trouble left

town. [Not whom. They believed is parenthetic. Who is the
subject of was.]
Who do you suppose made us a visit? [Not whom.]

13



501

GRAMMAR

Nore.—Sometimes a subordinate clause requires 2 pronoun

—

in the objective case.

It jolted Ben harder than me (= than it did me].

It's no more for them than us [=than it is for ws],

I'll punish you as much as A:m,

Notify whomever you see.

His uncertainty as to w4om he had spoken with was maddening,

EXERCISE
A. Insert apostrophes where they are needed.

. Can you tell yours from hers?

. In a years time he drove forty thousand miles.

In five years time the machine has paid for itself.

. Its not easy to decide whose fault it was,

. This newspaper is theirs, not ours,

. Vosss jump was higher than Halls,

. I am invited to my only brothers for dinner.

. Would you approve of all the Americas forming a union?
. The agent tested Black, the grocers, scales.

, “Yours truly” is a correct form in business letters.

S 000NNV AW N

B. Strike out the incorrect forms.

1. How shall I know that it is (he, him)?

2. 1f you hear people quarreling, it will be (they, them).
3. They supposed you to be (I, me).

4. You wanted (we, us) and his brother to go.

5. The best spellers were Louise and (she, her).

C. Strike out the incorrect forms,

1. It’s up to (we, us) three,

2. The puzzle was solved by Sam and (I, me).

3, 'The driver gave his brother and (he, him) a lift.
4. A few of (we, us) girls brought our lunch.

. 5. Nobody believed it except Jefferson and (he, him),
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6. This happened to Henry and (I, me).

7. He took the word of (they, them) who saw it.

8. The judges divided the prize between Jane and (she, her).
9, I've never met. the person (who, whom) you mention.
10. None of (we, us) sailors can swim.

D. Strike out the incorrect forms.

He did a little writing (hisself, himself),

. The friend (who, whom) I was to meet was late.

. (We, Us) sisters can sing a duet.

. The author gently prods (we, us) civilized people who toler-

ate injustice.

An argument took place as to (who, whom) was to bell the cat.

. Two of us, Tom and (I, me), were singled out.

. Have you any suggestions as to (who, whom) we should
elect?

. The man (who, whom) you believed, was trustworthy,

. The man (who, whom) you believed was trustworthy, really
was.

10. The man {who, whom) you believed 1 trusted, was trust-

worthy,

W=

N

© oo

E. Surike out the incorrect forms. Supply in brackets
the words that are “understood.”

. Be sure w bring (whoever, whomever) you want,

. 1 am just as sleepy as (he, him).

. A bonus will be given to (whoever, whomever) sells the most
cars,

. Martha seems taller than (she, her).

. He is friendly with (whoever, whomever) he meets.

. He is friendly with (whoever, whomever) meets him.

. The pew taxes are harder on you than (I, me).

. Speak to (whoever, whomever) you are placed next to.

. They are harder to please than (we, us).

. Only three stayed—Pauline, Mary, and (1, me).

W D e
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AGREEMENT OF A PRONOUN
WITH ITS ANTECEDENT

A pronoun is a word used in place of a noun. The noun
for which the pronoun stands is called the antecedent. A
pronoun agrees with its antecedent in gender, number,
and person.

51a. Each, any, every, no one, body, thing are singular. The
pronouns each and one are singular; cither and neither
(except when they refer to plural sets) are smgu]ar

Everybody did Azs best. [Not zhesr.}

Every one [Each one, No onc] raised %5 hand. [Not zkeir.]

Each [Every, Neither, No} person must pay Azs way. [Not their.]

A teacher must keep ks [not therr] temper, Otherwise ke [not
they] cannot control us pupils.

Neither {the Spanish nor the French] speak a Teutonic language.

[Not speaks.]

Nore.—The nouns knd and sort are singular; in formal
writing, the adjectives sbss and zhat must agree with them.,

1 like zhat kind of scissors. [Not the plural those.}
I hate thes sort of trousers. [Not the plural these.]
b. Both, few, many, others, several are plural. None, all,
more, most, such may be singular or plural,

Both [Few, Many, Others] know #heir business,
Most of this is mine. Most of zhese fade.

€. A collective noun regularly takes a singular pronoun.

The committee has given its report. [Acting as a unit.]
\ Our team has played o+ last game,
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Norz~If the persons or objects denoted by the collective
noun ate thought of as separate individuals, 2 plural pro-
noun is called for: “The jury disagree.” It is better, how-
ever, to substitute for the collective noun: “The jurors dis-
agree.”

EXERCISE

1, Every road has their wrning.

2. Neither of the boys are home.

3. 1 want a dozen of those kind of cookies.

4. Each case must be studied by themselves.

5. Everybody should mind their own business.

6. If either of you are interested, read the book,

7. A person will have their faults,

8. Any stranger could find their way,

9, Those sort of delivery trucks are used by dairies.
10. One has to keep their wats.

11. Do you believe that each should be for themselves?
12. There’s nobody that wouldn’t prefer their customary ways.
13. Neither James nor Stanley took their topcoat with them.
14. We expect to raise those kind of sheep.
15. The Supreme Court handed down their decision.

AGREEMENT OF A VERB WITH
ITS SUBJECT

52a. A verb agrees in number with its subject. Do not be mis-

led by (1) an intervening noun, (2) the adverb there, or

(3) a predicate noun or pronoun.

The size of the plantations varies. [Not wary.]

The prices of grain fluctuate in response to the demand. [Not
fluctuates.)

There are good grounds for the decision. [Do ot begin a sen-
tence with Tere 1¢ unless the subject (which follows) is sin-

gular.]
117



52

GRAMMAR

The weak point in the team was the fielders, [Not were.)

Nore.—~The number of the verb is not affected by the addi-
tion to the subject of words introduced by with, together
with, no less than, as well as, and the like. If such sentences
sound awkward in the correct form, recast them.

CoRRECT, BUT SOMEWHAT AWKWARD: The mayor of the city, as
well as several aldermen, Aas investigated the charges.

ImproveD: The mayor and several aldermen Aave investigated the
charges. [Or] The mayor, after having consulted several alder-
men, Aas 1nvestigated the charges.

b. Singular subjects joined by or or nor take a singular verb.

A car or a plane 15 required. Neither house nor lot 25 valuable.
Singular subjects joined by and take a plural verb

A car and a plane are needed. Both house and lot are lost.
unless they (1) are synonyms (the noise and shouting is
endless), (2) are a logical unit (the horse and cart is wait-

ing), or (3) are modified by each, every, no, many a
(many a man and woman fasls here).

C. A collective noun (family, crowd, army, etc.) regularly

takes a singular verb.!

The committee #s ready to give sts report.
A group of people :s standing outside.

a number of use the singular if the noun following is
singular, the plural if the noun following is plural,

1]f the persons or objects denoted by the collective noun are thought
of as separate individuals, a plural noun 1s called for. “The commuttee
are at odds and Zave disbanded and gone to therr lodgings.” “A group of
people are talking angrily among themseloes.”
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Some of their money was lost. [The noun after of is singular.)
Two thirds of the caitle were lost. [Plural.]

d. Some nouns with plural forms are singular in meaning:
economics, news. Some are either singular or plural: azk-
letics, politics. A designation of a quantity or sum, when
considered in itself or as a single thing, is singular.

Mathematics /s a bugbear to many students.
Five dollars #s the amount 1 owe you,

¢. Do not use don’t in the third person singular. Use doesn’t.
Don't is a contraction of do noz.

He doesn’t get up early on Sunday morning. [Not don’t.}

EXERCISE

Strike out the incorrect forms.

—
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. The content of the courses (i, are) not difficult.

. My face as well as my hands (1s, are) sooty.

. Robinson’s poctry and Sandburg’s (1s, are) easily contrasted.
, There (1s, are) buildings going up.

. Lamb’s collection of essays (shows, show) great variety,

. The upper part of the doors {(opens, open).

. Louisa dances well, (doesn’t, don't) she?

. Five years (is, are) a long time.

. Economics (15, are) a popular subject.

. To stand or to sit (is, are) impossible.

. Each novel centers around a tragic situation the outcome of

which (is, are) foreseen.

. Famibar or even stale (is, are) the story and the theme.
. Only in an atmosphere of responsibility (does, do) the young

learn.

. Physical characteristics, dress, mental habits—literally every

thing about the individual—(is, are) described.
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15. By this time the crew (was, were) too tired to encourage cach
other.

ADJECTIVE AND ADVERB
Misuse of Adjective for Adverb

53a. Do not use an adjective in place of an adverb.

He spoke clearly and carefully. [Not clear and careful.]
He surely did well 1n his classes. [Not sure and good.]
I'm very [or really] tired. [Not teal ured.]

We are almost there. [Not most.]

The train must be somewhat late. [Not some.}

He ate more heartily than the rest of us. [Not heartier.]

Nore 1.—Predicate adjectives show what kind of subject:
This term r is good. The captain stands firm. Adverbs
show the mdnaner of an act: This student writes well. The
captain braces his feet firmly.

Rieur: The sun' shines dr:ght on my ald Kentucky home, [Here
the thought is that the sun which shines is bright.]

Ricur: He worked dilsgently. [Here the modifier refers to the
manner of working rather than to the person who works. It
should therefore be an adverb.]

Ricur: It stood immovable. The shot rang, loud. He becomes
angry. The woods grow zhick. They remain obszinate, He seems
nrellsgent.

Nore 2.—In commands and in certain terse conversational
phrases the short form of the adverbs slow, quick, deep are
allowable; elsewhere use the common form ending in Jy.

Drive dow. We drove slowly along while the sun set,
Come quack. We got out as quickly as we could.
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Choosing between Adverb and Predicate
Adjective after Sensory Verbs

b. After a verb pertaining to the senses, look, sound, taste,
smell, feel, an adjective is used unless the verb expresses
action.

She looks beautiful. She looks at him crutscally.

The dinner éel! sounds good. He sounds the horn angrily.

My food tastes bad. He tastes the soup gingerly.

That flower smells bad. She sniffs the air suspicrously.

I feel good [1n good spsrts]. | feei the cloth carefully.

1 feel well [1n good health. An adjectival use of well].

1 feel bad [in bad health or spmits. 1 feel badly” is acceptable_ but
less desirable, It suggests the meaning “My sense of touch is
impaired”].

‘““Made’ Adjectives
¢C. Use “made” adjectives with caution,

An outline of socialism [nof a socialism outline], a knack for de-
veloping plots [#0# a plot-developing knack].

EXERCISE

Strike out the incorrect (or less satisfactory) forms.

1. Be sure to drive (cautious, cautiously).
2. Doesn’t the hay smell (good, well)?
3. This boy is (real, really) bright.
4. As (near, nearly) as I can find out, dinner will be at six.
5. He did {correct, correctly) to refuse,
6. I feel (proud, proudly) of your record.
7. What do you think of the (education of the blind program,
program for educating the blind)?
8. He did (bad, badly) on the test.
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-

9. The ducks are (noisy, noisily) on the pond.

10. She blushed (easy, easily).

11, Hugh ran home as (rapid, rapidly) as possible.

12, How (sweet, sweetly) you look 1n that dress!

13. If these tomatoes are kept in the refrigerator, they will sty
(fresh, freshly).

14, He was (some, somewhat) surprised. .

15. The Grand Canvon (sure, surcly) is immense,

16. You look (eager, eagerly) to go.

17. He succeeded (moderate, moderately).

18, They fell (deep, deeply) in love.

19. During the tournament, Ronald played (good, well).

20. The ship sank (quick, quickly) out of sight.

21, How (tired, tiredly) 1 feel.

22. Her voice sounded (sweet, sweetly) to him.

23. There will be (real, really) competition.

24. Mother was {most, almost) overcome by surprise.

25. A debate was held on (a devaluation of the dollar plan, a
plan for devaluating the dollar).

26. He is doing (good, well) in his work at the factory.

27. The piano is (bad, badly) out of tune.

28. He will be mourned (deep, deeply) by his friends.

29. The stars appear (bright, brightly) because there’s no fog.

30. We approached as (near, nearly) as we could.

OTHER FUNCTIONAL MISFITS
Substitution

54a. Do not assign to one clement the functions of another.

PRONOUN MISUSED FOR #hcre; They was a dog on the porch.
RiguT: There was a dog on the porch.

VERB FORM SUBSTITUTED FOR NoUN: She gave me an invite to her

party.
RigrT: She gave me an invitation to her party. [Or] She invited
me to her party.
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INFINITIVE MisUSED YOR GERUND: There is no honor to be on this
committee.

Ricar: There is no honor in being on this committes. [Or] It is
no honor to be on this committee.

NouN FoRM SUBSTITUTED FoR VERB: I suspicioned him all along.

Ricur: I suspected him all along.

PREPOSITION MISUSED FOR CONTUNCTION: He pronounces his words
like an Englishman does.

Ricur: He pronounces his words as an Englishman does.

Prrase (other than a noun phrase) usep as A susject: Built of
concrete gave strength to the*house.

Rieur: Built of concrete, the house was strong. [Or] The con-
crete construction gave the house strength.

SusorpINATE crAuse (other than a noun clause) Usep as A sus-
jeCT: Because the weather was hot spotled the skating.

Ricur: Hot weather spoiled the skating. {Or] The fact that the
weather was hot spoiled the skating.

SuBORDINATE cLAUSE (other than a noun clause) USED AS A PREDI-
CATE NoUN: A car hop is where somebody brings food from a
lunch room to customers in their cars,

Ricur: A car hop is a person who brings food from a lunch room
to customers in their cars.

PREDICATION MISUSED FOR NOUN ForM: I stayed away on account of
I was sick.

Riaut: 1 stayed away on account of sickness. [Or] Being sick, I
stayed away.

Omission

b. Do not omit a word or phrase if the omission forces upon
er word or phrase an unnatural use (double ca-
pacity).
Prepdstrion: She is interested and considerate of others.

Riour: She is interested in others and considerate of them.
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ConyuncrioN: Arnold was as fast, if not faster, than any other
man on the team.

Ricur: Arnold was as fast as any other man on the team, if not
faster,

Noun: This is one of the largest, if not the largest, caves in the
world.

Riour: This is one of the largest caves in the world, if not the
largest.

Vers: The company has and will prosecute trespassers.

Ricur: The company has prosecuted trespassers and will prose-
cute them, [Or| The company has prosecuted trespassers and it
will,

Duplication

¢. Do not, in violation of grammar, repeat a term or insert
an cquivalent term after it. (An appositive of course does
not violate grammar. Ricur: Blake, our agent, will call.)

Dousre susjecr: George Landon Ae marched in front. [Omit

he)

Dousre oByecr: Whatever she tries to do, she does # well,
[Omit 22.]

DousLe mooirier: Hand me that zhere coat hanger. [Omit
there.)

DousLe conjuncrion: He resolved that when he could zhat he
would, [Omit ¢4as.]

DoUBLE PRONOUN AND DOUBLE PREPOSITION: [t was an agreement
to which all of them were parties o 22. [Omit 20 2.}

Dousre Nmcative: We couldn’s herdly see through the mist,
[Omit cither n't or herdly.)

EXERCISE

1. Did you get an invite to the dance?
2. Because she could cook is the reason he married her.
3, Flora sang like she had never sung before.
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4, The Swiss they have no navy.
5, We couldn’t find no muslin nowhere.

6
7

. They was a nail in the soup.
. Induction is where a general conclusion is derived from a
collection of facts.

8. Roland enthuses about his job.

S,

12.
13.

M.

15.

The book is in big print, making it easy to read.

10. Our sailing against the wind, we were delayed.
11

Father promused that if it doesn't rain that he will take us to
the beach,

He is one of the best, if not the best, speakers in the senate.

Raised on a farm cnables him to understand the farmer's
point of view.

The directors were acquainted and favorable toward the
plan.

Whatever you decide, decide it promptly.

16, Because of her sincerity Paula was a person in whom every-

17,

body confided in her,
This alloy is as hard, if not harder, than any other on the
market.

. His voice trembled on account of he was nervous.
. 1 have and will insist on equal rights.
. Have you read where newspapers are being printed on micro-

film?

TENSE AND MODE

55a. Keep to one tense unless there is a reason for changing,
The two boys built a raft. Then they loaded it with provisions.

[Not load. Prefer the past tense for telling a story; then you

will not be tempted to shift tense unnecessarily. Sce § 33.]

Use the tense that indicates relations in time exactly. In
dependent clauses and verbal phrases choose a tense
suited to the time expressed in the principal verb.
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Wrona: I intended to have gone. {The principal verb sntended
indicates a past time. In that past time I intended to do
something. What? Did | intend #o go, or fo have gone?]

Riour: | intended to go.

Wronc: We hoped that you would have come ta the party. [The
principal verb Aoped indicates a past time. In that past time our
hope was that you would come, not that you would have
come.]

Ricur: We hoped that you would come.

Present Time

L. Use the present tense for action taking place now, for
habitual action, and for an assertion true for all time.

He hurries to the office. She always wears silk.
He said that Venus 15 a planet. [Not was, 1t still is.]

Use the present perfect for an action completed before the
present (not to indicate a definite point in past time). The
auxiliary is Aave or has.

He has completed all the required courses.
He completed the courses last year. [Not has completed.]

Past Time

2, Use the past tense to place action in past time.
Use the past perfect to place one past action definitely
before another past action. The auxiliary is kad.

The artist had a cheerful studio which Aad been wused as a
garage,
In the parlor my cousin kept a collection of animals which he
had shot. {Not which he shot.]
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Future Time

3. Use the correct form of the future tense to place action
in future time. The auxiliaries are skall and will. Use the
future perfect to emphasize the idea of completeness be-
fore a future time. The auxiliaries are shall have and will
haye,

1 shall probably arrive on Monday. I shall have completed the
work by the first of June.

Shall and Will, Should and Would!?

To express simple futurity or mere expectation, use shall
with the first person (both singular and plural) and will
with the second and third.

1 shall go. We shall walk.
You will play. You w1/l hear.
He will sing, + They will reply.

To express determination (on the speaker’s part) reverse
the usage; that is, use will with the first person (both
singular and plural), and shall with the second and third.

1 wil, 1 tell you, 1 asl, We will not be excluded.
You shall do what I bid. You shail not delay us.
He sAall obey me. They shall pay the tribute.

To express willingness or determination of the person
acting use will with all persons.

You will play with fire, will you?
Do that? He simply w:ll not,

1Informal English tends to replace shall by will in all persons and

uses with the exception of the first person singular in questions. It em-
ploys should to express obligation and would to express willingness,
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In asking questions, use the form expected in the answer.

“Shall 1 go?” 1 asked myself. “Shall we take a walk?” “You
promise. But will you pay?” “Will it rain tomorrow?"

Should and would follow the rules given for shall and will.

Mere statement of a fact:

I [or We] skould like to go.
You {er He or They] would of course accept the offer,

Resolution or obligation or duty:

I [or We] would never go under terms so degrading.
You [ar He or They] should decline; honor demands it.

Should has also a special use in the subjunctive (in all
persons) to express a condition; and would has a special
use (in all persons) to express a wish or a customary ac-
tion.

If it should rain, I shall not go.

If I should reman, it would probably clear off.

Would that I could swim!
He [I, We, You, They] would often sit there by the hour.

b. Keep to one mode unless there is a reason for changing.!

Wrona: By giving strict obedience to commands, a soldier learns
discipline, and consequently would have steady nerves in time
of war. [Learns should be followed by will have.]

1Mode (often called mood) indicates the tone of an assertion—
whether affirming, commanding, supposing. The indicative mode asserts.
(Dogs bark. They are hstemng.) The unperative mode urges or com-
mands. (Gal Take your dog out of here.) The subjunctive mode sup-
poses a condition contrary to fact. (I wish | were a bird.) By the use of
such euxiliaries as may, can, must, might, could, wonld, should one can
build various modal forms or modal aspects, sometimes called collectively
the potential mode.
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Warone: An automobile showld be kept in good working order
50 ‘that its life 1 lengthened. [Showld be is properly followed

by may be.}
In telling how to do or make something, definitely as-
sume one of these three points of view and keep it con-
sistently:

(1) The Personal, Indicative Point of View. Tell what you
did (past tense) or what you customarily do (present
tense), using the pronoun I: “First I take . . . Next I pre-
pare . . . Finally I....”

(2) The Imperative, Commanding Point of View. Instruct
someone: “First take . . . Then prepare . . . Finally do
this . . .J*

(3) The Impersonal Point of View. Explain what is to be
done, what should be done, or what one should do: “The
first thing to do is to take . . , The next thing is to pre-
pare . . . Thelastthingisto . .'.”

Do not shift needlessly from one method to the other,
as is done in the following outline.

How 10 LEARN 10 Daive A Car

1. In teaching people to drive I first explain the controls . . .
1. Next you must . . .
III. The third stepis . . .

The Subjunctive Mode
Use the subjunctive to express a condition contrary to fact.!

If I swere president [contrary to fact], I'd veto the bill.
I wish I sere in his place. [Not the indicative was.)

11n informal English the subjunctive is often replaced by the indicative.
129
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Use the present subjunctive in parliamentary motions.

I move that the minutes be adopted as read.

To express command, necessity, or uncertainty the sub-
junctive is (ordinarily) used in the subordinate clause.

I command that this be [or shall b¢] done. [Command.]
It is necessary that the stock be [or should be] sold. [Necessity.]
If the report be true [or s true], we are ruined. [Uncertainty.]

EXERCISE
A. Tense

Strike out the incorrect forms.

1. I learned that rust (is, was) produced by oxidation.
2. We always intended to (call, have called) you.
3. A pilot has to (be, have been) acquainted with the channel in
order to avoid the shgllows.
4. He (has, had) been marking time unul he was able to buy
the equipment.
5. I apologize for (being, having been) late on Friday.
6. The spider knew it had only to wait for a chance to sting and
the battle (was, would be) over.
7. Everybody believed that the war would (end, have ended)
that summer, but it (is, was) continued,
8. The hostess served beans which she (raised, had raised) in
the garden.
9. His work 1s philosophical. His “Ode to Time" (is, was) a
poem of great depth.
10. When we were asked to help, we (agreed, had agreed).

B. Shall and Will, Should and Would

Strike out the incorrect fornts. If two forms are possible,
explain the meaning of each.
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. One dollar (shall, will) be enough, (shall, will) it not?
. (Should, Wonld) that we were homel

In my place, no doubt you (should, would) send a telegram.

. Do you think that he (shall, will) give usa test?

I (should, would) prefer a chocolate sundac,

. We (shall, will) take a vacation this August,

. “We (shall, will) defeat the enemy,” he said.

. “The enemy (shall, will) be defeated,” he said.

. You (should, would) take your time; there's no hurry.

. You (shall, will) contribute, (shall, will) you not?

. (Shall, Will) I bring my camera?

. The children (shall, will) ride in the back seat; otherwise I

(shall, will) not go.

. They (shall, will) have a good time just the same.
. If there (should, would) not be enough coal, use wood.
15.

I never (should, would) accept such treatment,

C. Mode

Make any change needed in the verb to give the correct
mode,

L
2
3.

b =,

© O oo

It was as though a ghost was in the room.

1 move that the question 15 to be put to a vote.

Whoever takes this course learns about banking laws and
would have a chance to be promoted.

. In umes of depression people may grow discontented and

they blame their troubles on a racial minority.

. In order that I might have the tickets in advance, I am writ-

ing you now.

. She looks at the stars as if she is a mystic.
. For the best results, add B;,. Then you should water fre-

quently.

. The rules require that you are to be in by ten o’clock.
. Was he but here, things would be different.
. We request that we are given a furlough,
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PRINCIPAL PARTS; COMPARISON OF
ADJECTIVES AND ADVERBS

56a. Use the correct form of the past tense and past partici

Never use come, done, bursted, knowed, says for the past
tense; or [had] eat, [had] froze, [have] ran, [has] went,
[has] wrote, [are] suppose for the past participle. Memo-
rize the principal parts of difficult verbs. The principal
parts are the present tense, the past tense, and the past
participle. A good way to recall these is to repeat the
formula: Today 1 sing; yesterday I samg; often in the
past I have sung. The principal parts of sing are sing,
sang, sung.

Forms often confused are lie and lay, st and sez, rise

and raise.

Intransitive T'ransitive

lee, lay, lan lay, laid, lard
Today 1 lie down. Today I lay the book here.

Yesterday I Jay down.
Often | Aave lan down.

sit, sat, sat

Today 1 sit on the couch.
Yesterday I saz on the couch.
Often 1 Aave sat on the couch.

132

Yesterday I Jaid it here.

Many times 1 have leid it here.

The book was laid away [pas-
sive].

set, ses, set

Today I set the lamp here,
Yesterday I sez the lamp here.
Often 1 have set the lamp here.
The lamp has been set here

[passive].
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, Intransitive Transitive
rise, rose, rsen ra:se, rau'ed, rassed
Today farmers nse carly. Today I raise the window.

Yesterday farmers rose early. Yesterday I raised the window.
Always farmers have ruwen Often I have ratsed the wine
carly. dow.
The window has been rawsed
[passive].

Other verbs which often cause confusion are these:
come, see, do, go, be, begin, break, drink, freeze, give,
lead, ring, run, show, shrink, sing, take, write.

Preseat  Past Past Present  Past Past
Tense Tense  Participle Tense Tense  Participle
am was been bring brought  brought
ask asked asked burn burned  burned
attack  attacked attacked burnt burnt
awake awaked awaked  burst burst burst
awoke  awoke catch caught  caught
bear bore borne choose  chose chosen
born come came come
begin began  begun deal dealt dealt
bend bent bent dive dived?  dived
bid bade bidden ' do did *  done
bid bid drag dragged dragged
bite bit bitten draw drew drawn
bit dream  dreamed dreamed
bleed bled bled dreamt  dreamt
blow blew blown drink drank drunk
break ° broke  broken  drive  drove  driven

1 Note that alternative forms cannot always be interchanged. “The
weight could pot be borne.” “A son was born.”
2 Doge 15 colioquial.
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Present  Past Past Present  Past Past
Teme  Tense  Participle, Tense ‘Tense  Participle

drown  drowned drowned lose lost lost
dwell dwelt dwelt mean meant  meant

dwelled dwelled  pay paid paid
eat ate caten prove proved  proved
fall fell fallen raise raised  raised
fight fought  fought read read read
flee fled fled rid rd nid
flow flowed  flowed ride rode ridden
fly Bew flown ring rang® rung
freeze  froze frozen rise rose risen
get got got* run ran run
give gave given say said said
go went gone see saw seen
grow grew grown set set set
hang hung hung sew sewed  sewed
hang hanged  hanged sewn

(execute) shake shook  shaken

hold held held shine shone  shone
kneel koelt knelt shined  shined

kneeled kneeled  show showed shown
know knew known showed
lay lad laid shrink  shrank ® shrunk
fead led led sing sang®  sung
lend lent lent sit sat sat
lie lay lain slink slunk  slunk

(recline) speak spoke  spoken

lic lied lied spend spent  spent
light lighted  lighted spit spat spat

lie lit spit spit

loose loosed  loosed spring  sprang® sprung

® Starred words have alternate forms: gotten, rung, shrunk, mng,

SPprang, swum.
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Present  Past Past Present  Past Past
Tease Tense  Participle Tense Tense  Participle

steal stole stolen tread trod trodden
swear swore sworn trod
sweep  swept  swept wake waked  waked
swim swam®  swum woke

take tack taken wear wore worn
tear tore torn weave  wove woven
throw threw thrown weaved  wove
thrust thrust  thrust weep wept wept

write wrote written

b. Use the correct form for the comparative and superlative

degree of adjectives and adverbs.

Ordinarily -er or -r is added to an adjective (especially
a monosyllable) in the positive degree to form the com-
parative, and st or -s¢ to the positive to form the superla-
tive (brave, braver, bravest). But most adverbs (since
they end in -ly), many adjectives of two syllables, and all
words of three or more syllables are compared by adding
to the positive stem more or less for the comparative and
most or least for the superlative.

A small number of words compare irregularly or do
not permit comparison (absolutes).!

In some words alternatives are allowable between -er,
-est, and more, most. The tendency today is to extend the
use of the latter forms.

1In informal Englsh the superlative form is sometimes used instead
of the comparative (“the best of two alternatives”), and absolutes are
compared (deader, deadest).
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Positive  Comparative Superiative
., old older oldest
§ able abler (more able) ablest (most able)
B ngid more rigid most rigid
% kindly  kindlier (more kindly) kindliest (most kindly)
~ beautsful  more beautiful most beautiful
ilt worse worst
unique
& soon sooner soonest
§ quickly? more quickly?! most quickly
8 rapidly  more rapidly most rapidly
N well better best
entirely
EXERCISE

Strike out the incorrect forms.
A. Lic and Lay

. Be sure to (lie, lay) down and rest.

. I am going to (he, lay) the book on the table,

. The leaf (lay, laid) where it had fallen.

. He (lics, lays) aslecp on the ground.

. Where have you (lain, laid) the keys?

. Please (lie, lay) in some supplies.

. For a week the boat (lay, laid) at anchor.

, 1 must have (mislain, mislaid) my watch.

. What silverware shall I (lie, lay) out?

10. Wherever the dog (lies, lays), he is comfortable.
11. The winter clothes had been (lain, laid) away.
12. You could not (lie, lay) another straw on the pile.
13. If I (lay, laid) still, I heard the mosquito.

O Q0 SITON W B N e

1 Alternate forms: quick, quicker, quickest.
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14, (Lain, Laid) away on a shelf was the tennis racket.
15, The cows are (lying, laying) down.

B. S_itandS_e_!

. Be careful when you (sit, set) on that chair.

. We used to (sit, set) watching the cars go by.

. 1 am going to (sit, set) the valise here.

. Everybody (sat, set) around the fire,

. (Stt, Set) the bundle down and come in.

. The benches in the stadium are hard to (sit, set) on.

. Have you ever (sat, set) in on a bridge game?

. The last time she (sat, set) the table, she forgot napkins.

. Leonard is ready to (ait, set) away his books.

10. I wish you would (sit, set) still.

H. The old sofa hasn’t been (sat, set) on for years.

12. The old sofa has been (sat, set) in the corner.

13, When children were naughty, they had to (sit, set) in the
corner.

14, We emoy (sitting, setting) where we can watch the con-
ductor.

15, Father (sat, set) his approval to it.

D00 ST OB BN e

C. Rise and Raise

. The water level is (rising, raising).

. Her biscuits (rose, raised) unevenly.

. A tower (rises, raises) high above the church,
. He 1s sure to (rise, raise) at dawn.

. The whole camp had (rose, risen, raised).

VA B W DD e

D. Miscellancous Verb Forms

. Our strength (begin, begun, began) to give out.

. Balboa was the first Spaniard who (saw, seen) the Pacific.
, 1'd like to know who (did, done) that.

. He (run, ran) away to join the circus.

. A stranger (ask, asked) me where you live,

Lo B TN
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6.
7

She (give, gave) some old clothes to the poor.
After lunch we (shown, showed) him the farm,

8. In the letter he (writ, wrote), he complained.

~ [ L Y [

@ \D oo

. At dinner last night everybody (ate, eat) too much.

. When I had it, I always (send, sent) some.

. Were you there when the glee club (sang, sung)?

. At last the cat (come, came) back.

. Hamilton was (born, borne) in the West Indies.

. Have you ever (drank, drunk) goat's milk?

. Because of the snow, the birds had alrcady (went, gone)

south.

. 'The enemy (attacked, attacted) at dawn.

. It was food which had been (stole, stolen).

. The big wave nearly (drowned, drownded) her,

. I (knew, knowed) him very well.

. A drum major (lead, led) the parade.

. The picturc was (hanged, hung) in a prominent place.
. The ballast had been (thrown, throwed) overboard.

. Wilbur quietly (sneaked, snuck) away.

. What have you (brought, brung) me?

. Last year we (grew, growed) alfalfa,

E. Comparisons

. A little knowledge may be (worse, more worse) than none.
. Compared with what we’ve had, this plan is (unique, more

unique).

. A pyramud is (thickest, most thick) at the bottom.

. This 1sland is the (farthermost, most farthermost) boundary.
. The arrival of the ship was (most little, least) expected.

. Because you made it, the gift will be (more deeply, deeplicr)

appreciated.

. Of all the swimmers on the team, Pauline is (most fast,

fastest).

. The second water color seems (more beautiful, beautifuler).
. Of the two offers yours is (more acceptable, most acceptable).
. Can you divide the apples (more evenly, evenlier)?
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THE PARTS OF SPEECH AND

THEIR USES
verb,
: noun, pronoun, [= substantives)
T‘:ff i‘ﬁf”“ adjective, adverb, [= modifiers]
P preposition, conjunction, = connectives]
interjection.

57. Know how to determine the part of speech of a word by the
work it does in a sentence; note what the word does in a
sentence before you classify it as a verb, a noun, etc.

Exampre;
I drsve ten miles to school. [Drive asserts; 1t is a verb.]
We began a drive for new members. [Drive names; it is a
noun.]
A drwe shaft hangs from the ceiling, [Drive describes; it is an
adjective.]

Verbs

A verb is a word or word-group which makes an assertion.
It usually expresses action (Winds blow), but it may express
being or mental state (It ss true. She seeps).

A transitive verb is one that requires a receiver of the act
(2rans means “across”; hence fransitive means “action carried
across”):

The donkey carries firewood,
An intransitive verb is one that does not require a completer:

The actors are rekearsing for the play.
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The full meaning of a verb depends on the inflectional
forms that show voice, mode, and tense.

Voice shows whether the subject performs or receives the
action expressed by the verb.

The active voice shows the subject as actor:

Eric hotsted the sail.
The passive voice shows the subject as acted upon:
The sails were hoisted before the race began.

Mode (also called mood) indicates the mood or manner in
which the speaker views the action of the verb.
The indicative mode states or questions a fact:

The bell %as not rung. Have you seen her?

The subjunctive mode expresses a wish or a condition con-
trary to fact:

I wish that I were there! If 1 were older, I'd be wiser.

The imperative mode expresses a command or an urgent
request:
Take notes. Save all your papers. Lez me alone.

Modal auxiliaries (may, can, must, mght, could, wouid,
should, etc.) are used with other verbs to form modal aspects
of the verb. There are as many different aspects as there are
auxiliaries. Aspects are sometimes spoken of as separate modes
or called collectively the “potential mode.”

Tense expresses the time of the action or existence. The
tenses arc the present, the past, the future (employing the aux-
iliaries shall and will), the present perfect (employing Aave),
the past perfect (employing ked), and the future perfect
(employing shall have and will have).
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CONJUGATION OF THE VERB SEE
INDICATIVE MODE

Acrive Voice Passtve Vorcg
Singular Plural Singular Plural
Present Tense
1.1 see we sec I amscen we are scen
2. yousee you see you are seen you are seen
3. he sees they see he is seen they are seen
Past Tense
1.1 saw we saw I was seen we were seen
2. you saw you saw you were seen you were seen
3. he saw they saw be was seen they were scen
Futare Tense

1.1  shall see we shall see I shallbescen we shall beseen
2. you will see you will see you will beseen  you will beseen
3. he will see  they will sce he will beseen  they wall beseen

Present Perfect Tense

1.1 haveseen we haveseen 1 havebeenscen we have beenseen
2. youhaveseen you havesecen  you have been seen you have been seen
3. he bas scen  theyhavescen  he has beenscen they have beenseen

Past Perfect Tense

LI badseen  we hadscen I bhadbeenseen we had been seen
2. youhadsecen  you had seen you had been scen  you had been seen
3. he hadscen  theyhadscen  he hadbeenseen they had been seen

Future Perfect Tense (seldom used)

1.1 shallhave we shallhave I sha!l havebeen we shall have been
seen seen seen
2. you will have you mll have yuumll have been you will have been

seen
3. he will have lheywifl have he wﬂl have been theywill have been
scen seen sen teen
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SUBJUNCTIVE MODRE

Active Voice Passtve Voice
Present if I, you, he see if I, you, he be seen
Tense | if we, you, they see if we, you, they be seen
Past ifI, you, he saw if I, you, he were seen
Tense | iof we, you, they saw if we, you, they were scen
Present if I, you, he have scen if 1, you, he have been seen

Perfect | i we, you, they have seen if we, you, they have been scen

Nouns and Pronouns (Substantives)
A noun is a name. The uses of a noun are these four: !

Susjecr oF A vers: The bank will close at one o'clock.
of A vErs: He closed the banks for a weck.
OsjyscT{ oF A PrEPosITION' | am going to the bank at noon.
or A verBaL: Closing the bank at noon inconveniences
many working people.
Prepicate NouN: This building is the bank.
Arrosrmive: He has an account at the County National, the lead-
ing bank of the tows.

* Classification. A noun may be proper (Philip Watkins), or
common. Common nouns may be concrete (man, windmill),
or abstract (gratitude, nearness). A noun applied to a group
is said to be collective (femily, race).

A common noun is cne that can be applied to any one of many
persons, places, things, acts, ideas: horse, city, car, war, hunger.

A proper noun is a highly specific name that fits one (and usu-
ally only onc) person, place, thing, act, idea: Frankiin D. Roose-

1 By a change of force a word which ordinarily does the work of a
noun may be made to do the work of an adjective (the drick sidewalk,
Josepk's coat), or an adverb (John went home), or an independent ele-
ment (Jehashaphat, what an ideal).
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velt, Ohio, a Ford, Interstate Commerce Act, Americans. A
proper noun is capitalized.

A concrete noun is a name of something that can be perceived
by the senses: paint, musician, vinegar, violets, velvet.

An abstract noun is the name of a quality, state, or general
idea: whiteness, smoothness, weight, courage, health, govern-
ment, peace.

A pronoun is a substitute for a noun. A noun for which a
pronoun stands is called the antecedent.

Poltticians promise much, but shey accomplish litle, [Polrtsctans
is the antecedent of rhey.]

PxRrsoNAL PRONOUNS: 1, you, ke, she, i, we, they.

RELATIVE prONOUNS: who, which, that.

INTERROGATIVE PRONOUNS: who, which, what.

DEMONSTRATIVE PRONOUNS: 2his, that, these, those,

INDBPINITE PRONOUNS: sonte, any, one, each, either, few, all, both,
etc.

REFLEXIVE or INTENSIVE PRONOUNS: | blamed myself. You your-
self are at fault,

The uses of pronouns are in general the same as those of
nouns.

In addition, relatives serve as connectives (the man who
spoke), interrogatives ask questions (Who is the man?), and
demonstratives point out (That is Van Lehr’s sccretary).

DECLENSION OF PERSONAL PRONOUNS

SinGurLaR PLurar
Per-1 Nomi-  Possessive  Objectsve | Noms»  Possessive  Objgective
son | native natwe
1 |1 my, mise me we our, ours us
a2 | you your, youss  you you your, yours  you
3 | he,she his, her,hers him, her | they their, theirs  them
it its it,
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Adjectives and Adverbs (Modifiers)
An adjective is a word used to modify a noun or pronoun.
rainy weather cool-headed adventurers red cherries

When an adjective is used in the predicate to complete the
meaning of the verb it is called a predicate adjective:

The weather is rainy. [Rany, though it stands in the predicate,
may still be said to modify and explain the subject weather.)

Adjectives are sometimes divided into two classes, descrip-
tive and limiting (the classification has no great functional
value).

Descriptive adjectives tell what kind: gay colors, handsome
fellow.

Limiting adjectives tell whas one: the girl, ten men, this car.
Limiting adjectives include articles (a, an, the), numerals
(ome, iwo, first, second), and pronominals. Pronominals in-

clude:

Possessives: my dog, Ais problems, her, its, our, your, ther.
DEMONSTRATIVES: this day, that page, these nuts, those pies.
INTERROGATIVES: whose dog! which car? what street?
ReraTives: one whose name I forgot, during which time.
InperFINITES: cach dog, any day, every, some, no.

Adjectives have three forms or degrees of comparison, (See
§ 58 under Comparison.)

POSITIVE DEGREE: bright, bad, grateful, careful
CoMPARATIVE DEGREE:brighter, worse, more grateful, less careful
SUPERLATIVE DEGREE. brightest, worst, mast grateful, least careful

An adverb is a word used to modify a verb or a modifier,

ADVERB MODIFYING A VERR: played well, almast won.
ADVERB MODIFYING AN ADJECTIVE: /00 clever, unusually handsome,
ADVERB MODIFYING AN ADVERB: gery sternly, foo eagesly, almost
there.
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More rarely, an adverb may modify a verbal (Walking fast
is good for the health), or a phrase (The ship drifted almost
into the breakers), or a subordinate clause (The messenger
came fust when we were starting ).

Adverbs answer the questions When? Where? How? How
much? On the basis of these “adverb questions” it is possible
to classify adverbs according to meaning thus: adverbs of
time (now, today, soon, afterward), place (here, there, out,
¢ndoors), manner (courageously, clearly, fast), degree (rather,
hardly, not, muck). The classification has not much functional
value, but it helps one to know what an adverb is.

Adverbs have three forms called degrees of comparison:
well, better, best; slowly, more slowly, most slowly. (See §58
under Comparsson.)

Pr.epositions and Conjunctions
(Connectives)

A preposition (literally pre = before + positus = placed) is
a connective that takes hold of a substantive and forms with it
a modifying phrase. There are about seventy prepositions in
the language. Here are the common ones:

of from before
with over across

by under beneath
for through beyond
like between beside

to among except

at above during

on below concerning
up since owing to
down about because of
in until in spite of
into after
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A prepositional phrase (a preposition plus its object, some-
times with modifiers) does the work of an adjective or an
adverb and never anything else.

2 man without fear }prcposltlonal phrase
differences between you and me fused as an adjective
runs toward the enemy | prepositional phrase
works Jor htm and her used as an adverb

A conjunction 15 2 word used to join elements of a sentence
and to show the relations between them A coordinating con-
junction joins elements of equal rank (words, phrases, or
clauses) A subordinating conjunction jomns a subordinate
clause to some other word in the sentence.

COORDINATING CONJUNCTIONS and, or, but, for*

SUBORDINATING CONJUNCTIONs {introducing adverb clauses)- after,
as, before, smce, ll, until, when whenever, while, where,
wherever, because, why, 1f, unless, than, although, though,
that, so that,

Interjections

An interjection 15 a word thiown snto speech to express
emotion It has no grammatical connecuion with other words.

Ok, 1s that st? Well, I'll do 1t
EXERCISE

1. Make each of the following words do the work of
more than one part of speech. Use complete sentences.

1To these four may be added s0 yet mor (negative form of or) So
and yet are adverbs which are rapidly becoming conjunctions. Adverbs
that frequently introduce a coordinate clause are sometimes called con-
yunctive adverbs then, besides, too, also, morecver, further, indeed, 1n
Jacs, neversheless, however, still, only, othersise, therefore, thus, hence,
comsequently, accordingly, as a result.
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fall pay ., down
white long doubt
stand little rattle
judge south visit
plan dark cut
iron back turn
blind own sink
forward will over
work row tune
ship notice some
ring across

2. Copy the ten sentences of §58, Exercise A (p. 159),
and over ecach word indicate its part of speech. For
example:

art. ady. noun  prep. noun verb adv.
The American girl in  business spends  nearly

noun  prep.  pro. noun prep. noun

baf of her wage for clothing.
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The Most Useful Terms of Grammar
The most useful terms of grammar arc those that name

the large elements [subject, predicate, completer,
of the sentence |modifier, phrase, clause,

verb,
noun, pronoun, [= substantives)
and the parts adjective, adverb, |= modifiers]
of speech preposition, conjunction, [=connectives]
interjechion,

You will know nine tenths of all that is important in gram-
mar when you are able to recognize these clements in any
ordigary sentence.

THE TERMS OF GRAMMAR

58. Be able to explain the construction of any part of an ordi-
nary sentence. That is, be able to answer the question
“What work does this word or word-group do in the

sentence?”
Examples:
1. We lost the trail, Dad.
What is the .
construction What work does it do?
of Jost? It asserts. It 1s a verb.
of We? It names the actor, It 1s the subject of Josz.
of tratl? It receives the action. It is the object of Jost.

of Dad? 1t is an extra, thrown in. It has no construction.
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2, At noon  near timberline we lost  the trail

which we had followed.
What is the .
construction What work does it do?
of At noon? It tells whea. It is an adverbial phrase

modifying Jost.
of near timber- Tt tells where. It is an adverbial phrase

hne? modifying lost.
of which we had It tells whatone. It is an adjectival clause
followed? modifying trasl.
3. When we reach timberline we are higher
than the clouds [verb understood].
What is the .
construction What work does it do?
of When we reach It tells when. It 15 an adverbial clause
smberline? modifying are. |
of higher? It completes the It s a predicate adjective
verb are. after are.
of than the clouds It tells how It is an adverbial clause
[verb]? much. modifying the adjec-

tive higher.

Any word or word-group in any sentence must do one
of these six kinds of work:

It may be a subject. It may be a modifier (phrase,
It may be a predicate (say verd clause, adjective, adverb).
if you prefer). It may be a connective (and,

It may be a complement or or, but).
completer (object, predicate It may be an independent ele-
noun, or predicate adjective). ment (interjection, ctc.).

A knowledge of six constructions will enable you to

explain any ordinary sentence, provided you box off each
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phrase or subordinate clause and treat it as if it were a
single big word (it will always do the work of a single
part of speech). This is the “first stage of grammatical
knowledge.”

Afterward you learn to go inside the phrase or clause
and to explain the construction of all the words within it.
This is the “second stage of grammatical knowledge.” To
attain it you need a knowledge of all of the parts of
speech.

Absolute expression. See Independent element.

Active voice, See Vesb under § 57.

Antecedent. An antecedent 1s a noun (or pronoun) to which
a pronoun refers.

The man who hesitates 1s lost; the woman who hesitates is
won. [Man is the antecedent of who. Woman is the ante-
cedent of the second who.]

Literally, antecedent means that which goes before; but
sometimes the antecedent follows the dependent word.

Appositive. An appositive 1s a noun (or its equivalent), often
with modifiers, set alongside another noun as a substitute
name or equivalent expression. The second name is said to
be in apposition with the first.

Ronald Custis, @ hard-riding polo player, bought my father's
favorite horse, Mornng Star. [Player 15 in apposition with
Ronald Custis, and Mornng Star is in apposition with
horse. The entre word-group, a hard-riding polo player,
is an apposttive.}

For the punctuation of appositives see §§ 90 al and 96.
Article. The adjectives a, an, the are called articles. 4 and an
are called indefinite articles. TAe is called the definite article.
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Auxiliary. Be, have, do, shall, will, oughs, may, can, muss,
might, could, would, should, etc., when used as helpers
with other verbs, are called auxilianes. A verb usually con-
sists of one of two words, but may consist of three or four;

sing, has sung, had been singing, should have been sung

Have and be are here the “helping verbs” or auxiliaries. Be
in its various forms (s, are, was, were) 15 used as an auxil-
1ary oftener than any other verb. (See also § 57 under Veré.)

Case. Case is the relation of a substanuve to other words in
the sentence as shown by inflectional form or position. The
subject of a verb, or a predicate noun or pronoun after a
finite form of the verb #o be, is 1n the nominative case. The
object of a verb or preposition, or the “assumed subject” of
an infinitive, is in the objective case. A noun or pronoun
which denotes possession is in the possessive case.

Clause. A clause is a part of a sentence that contamns a subject
and verb, perhaps with modifiers.

She is a rosy Irish girl who makes good cherry pics.
The sun tries to shine after the rain 15 ended.

Main (independent) Clause Subordinate (dependent) Clause

Comparison, Comparison of an adjective or an adverb is the
indication, by inflection or otherwise, of degrees of quality,
quantity, or manner. There are three degrees of comparison:

Pasitive Comparative Superlative

old older oldest
ApjxcTives {bcautiful more heautiful most beautiful

bard harder hardest
Aovexss { rapidly less rapidly least rapidly

Ordinarily er or 7 is added to the positive to form the
tomparative, and est or st to the positive to form the super-
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lative (brave, braver, bravest). But many words of two or
more syllables are compared by adding to the positive stem
more or less for the comparative and most or least for the
superlative. Some edjectives and adverbs express qualities
that do not permit comparison (dead, four-sided, unique).
Complement (also called completer), A complement is a word
or word-group in the predicate that completes the essential
meaning of the verb. There are three kinds of complements:

Osject: Trees mark the course of the river.
PrEptcATE NoUN: My sister is a teacher. That is she.
PrebicaTE apyECTiVE: The program was jolly.

Conjugation. Conjugation is a series of inflectional changes in
the verb to indicate person, number, tense, voice, mode.
(See § 57 under Verb.)

Construction (also called syntax). See p. 148.

Coordinate. The adjective coordinate means equal 1n rank:
Tom and Jerry . . . hop, sksp, and jump . . . quarterly or
semannually . . .

Copula. See Linking verb.

Declension. Declension is a series of changes in a noun, pro-
noun, or adjective to indicate person, number, or case.

Direct address or vocative. A “word in direct address” is a
noun or pronoun used parenthetically (set off by commas)
to show who is spoken to: George, will you hand me the
soup ladle? [Do not confuse direct address with direct quo-
tation, the exact words of another.]

Element. An clement is any word or word-group that has a
scparate grammatical function in a sentence. Semtence cle-
ment is a convenient general term because it spares us the
necessity of repeating the awkward series “word, phrase,
clause, or other word-group” when we are ducussmg punc-
tuation or grammar, \
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Ellipsis, elliptical expression. An ellipsis is an cxpression par-
tially incomplete, so that words have to be understood to
round out the meaning. An idea or relation corresponding
to the omitted words is present, at {east vagucly, in the
mind of the speaker. Elliptical sentences are usually justifi-
able except when the reader cannot instantly supply the
understood words.

I will go if you will [go]. You are as lazy as I [am lazy].
Is your sister coming? 1 think [my sister is] not {coming].

Gerund. A gerund is a verbal in ing used as a noun. (See
Verbal.)

I do not object to your zelling.
His having deserted us made little difference.

Independent element (also called interrupter). An independ-
ent element is a word or word-group that has no construc-
tion—no grammatical connection with other words in the
sentence.

INTERJECTION: Shucks, someone is coming.

NoOUN IN DIRECT ADDREsSS: Stster, stop talking.

DirecTive rxprEssiON. Her family, they say, is wealthy,

ABSOLUTE EXPRESSION: The wind hawnng died down, we took
to the oars. [ An absolute expression is regularty built upon
a noun and a participle. Sometimes it has almost the mean-
ing of an adverb clause (when the wind had dicd down).]

Infinitive. An infinitive is a verbal regularly introduced by fo
and used as a noun or a modifier. (See Verbal.)

{
Useb as A Noun: To err is human, I like 20 cat.
UsED As AN ADJECTIVE: house to rent, car to drive.
UsEb as AN apvERB: ready fo go, dressed fo attract attention.

153



GRAMMAR

After certain verbs (bid, dare, help, make, need) the sign 0
is omitted. Do you dare go? Please help peel potatoes.
Inflection is a series of changes in the form of a word to show
a modification or shade of meaning. Once our larfiguage
offered a separate form for nearly every modification.
Though separate forms arc now less numerous, nflection is
still a convenient general term to include the declension of
nouns, the comparison of adjectives and adverbs, and the

conjugation of verbs.

Linking verb (also called copula). A linking verb is a verb
used to express the relation between the subject and the
predicate noun or adjecuve. Linking verbs include be (15,

are, was, were), become, seem, etc., and
smell, sound, taste,

sometimes feel,

ABRIDGED CONJUGATION OF THE VERB be

Singular
Present Tam You are
Past I was You were
Future I shall be You will be
Pres, Perfect 1 have been You have been
Past Perfect 1 had been You had been
Future Perfect 1 shall have been  You will have been
Plural

Present Weare You are
Past We were You were
Putore We shall be You will be
Pres. Perfect  We have been You have been
Past Perfect  We had been You had been
Future Perfet We shallhave  You wll have

been been
Mode (also called Mood). See Verb,

Heis

He was

He will be

He has been

He had been

He will have been

They are

They were

They will be

They have been

They had been

They will have
been

Modifier. A modifier is a word or expression used to describe
or limit the ‘meaning of another word. Fraed rabbit means
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something different from rabber; hence fried is said to mod-

.ify or limit rabbit. Women 1n politics means sométhing
different from women; hence the phrase sw palics is said
to modify or limit women.

To modify is to be grammatically dependent; hence in
the garl 1 hike both ¢he and [2hat] | hike are dependent upon
prl. In a very intelligent girl the adijectives a and intelligent
modify girl and very modifies intelligent.

Modifiers may be words, phrases, or clauses. They may be
adjectival modifiers (modifying a noun) or adverbial mod-
ifiers (modifying a verb, an adjective, or an adverb).

Adsectival Modifier Adverbal Modsfier
Clause 1 who are healthy after you have rested
Phrase NN | 1y co0a health c°m°{altcr your rest

Word healthy chaildren come afterward

Object. An object is a noun (or the equivalent) that completes
the meaning of a preposition or a transitive verb,

OprjEcT oF A PREPOSITION: through the Aouse, between Aer
and me. .
OsjECT OF A VERB: broke a window, presented a new play.

Indirect Object is the term sometimes used to describe a’ noun
or pronoun that precedes the direct object, telling 20 whom
or for whom the verb-act is accomplished.

The cook baked me a gooseberry pie. [Here me is the in-
direct object, and pre is the direct object, The direct ob-
ject recaves the verb act, and the indirect object receives
the object.|

The modern tcndcnc;' is to abandon the term indirect object
and to explain the construction as an elliptical phrase from
which the preposition to or for has been omitted.
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Participle. A verbal in ing (and the past form ending in o4, 2,
en, or the like) when used as an adjective is called a parti-
ciple. (See Verhal.)

Sefora Gatcia, wearing the pearls, came to the footlights.
Having emptied the fish basket, he returned to the wharf,

Passive Voice. See Verb.

Phrase. A phrase is a word group used as a single part of
speech and not built around a verb and its subject.
A prepositional phrase is built around a preposition:

With a whistle and a roar the train arrived.

A verbal phrase is built around a participle, gerund, or in-
finitive:

Jack and Jill went up the hill #o fetch a pasl of water [infini-
tive phrase].

Predicate. A predicate is a word or word-group that makes an
assertion about the subject. We may use predicate or simple
predicate to mean the verb alone. We may use predicate or
(more accurately) complese predicate to mean the verb as-
sertion expanded by modifiers or completers. Two or more
verbs that are governed by the same subject form a com-
pound predicate:

Jerry can swim, but he never races or dives.

Predicate complement. A predicate complement is a noun (or
noun-cquivalent) or an adjective used in the predicate to
complete the meaning of the verb be or some other linking
verb.

Predicate noun (also called predicate nomimative), A predicate
noun is 2 noun (or pronoun) in the predicate that points
back to the subject, classifying it or explaining it. A pred-
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icate noun occurs only after ke (is, are, was, were) or some
ather linking, no-action verb. .

John is Aalfback. They became neighbors.

Predicate adjective, A predicate adjective is an adjective in the
predicate that points back to the subject, describing it or
limiting it. A predicate adjective occurs only after e (55,
are, was, were) or some other no-action verb like become,
appear, seem.

She is redheaded and Irish. She appears clever.

Predication. A predication is a related word group containing
a subject and a predicate; clauses and simple sentences are
both predications.

Sentence. A sentence is a group of words that contains a verb
and its subject and whatever else is necessary to complete
the thought. A part of a sentence built around a subject and
a verb is called a clause.

A main clause (also called independent clause) is an in-
dependent statement; 1t could stand alone and form a
sentence by itself,
A subordinate clause (also called dependent clause) is one
that does the work of a single part of speech (adjective,
adverb, or noun).

Two MAIN cLauses: The dog barked, and the thief ran.
SusoRDINATE cLAUsE: The thief runs when the dogs bark.

A sentence of one independent statement is called simple.

SIMPLE The dogs barked at the thief,
sextence | 1hieves and tramps fear dogs. [ Compound subject]
Dogs bark and how! at night. [Compound predicate]

A sentence of two or more independent statements (two or
more main clauses) is called compound.
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Comrpounp [ The thieves ran, and the dogs followed. .
senNTENGE | Dogs barked; thieves ran; excitement reigned.

A sentence containing a subordinate clause is called com-
plex.

When the dogs karked the thieves ran. The night is

CoMPLEX cold, and the dogs bark when the wind blows.

SENTENCE [ This sentence is both complex and compound; it
may be called a compound-complex sentence.]

Substantive is an inclusive term for a noun or for a word or
word-group that stands in the place of a noun (pronoun,
clause, infinitive, gerund).

A substantive phrase is a phrase used as a noun:

From Dan to Beersheba is a term for the whole of Israel.
A substantive clause is a clause used as a noun:

That he owed the money 1s certam.

Syntax (also called construction). Syntax is the grammatical
relation between words, phrases, and clauses in a sentence,
Always ‘ask “What work does this word or word-group do
in the sentence?” The answer is its syntax or construction.
Sec the first page of this article.

Verbal. A verbal is a form derived from a verb but used as a
noun or a modifier.

A participle does the work of an adjective:

. the drifstng snow, the new-fallen snow.
A gerund does the work of a noun:
Dnfung with the current is pleasant.

An infinitive does the work of 2 noun or a modifier:
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* To drifs is pleasant, but we have work fo do.
Those lily-pads look good enough to est.

A verbal is not 2 main verb; it cannot take a subject or be
used alone as a predicate. It cannot form a sentence. It does,
however, retain some of the functions of a verb: it may take
an object or be modified by an adverb. Hence it is no one
part of speech but an “in between.” Below are examples of
verbals that have objects or modifiers:

object adverb
IneNtTIvE: To shoe a horse well requires skill. {To shoe a horse
well is an infinttive phrase.)
object
Geruno: In shoemng a horse the careful trimmumg of the hoof is
important. [In shoeing a horse is a gerund phrase.)

adverb object t

Participre: The old gray, continually stamping his feet, is hard
to handle. [Continually stamping fus feet is a participial
phrase.]

SUMMARY OF VERBAL FORMS

Present Past
Infinitive [ ACTIVE:  to give to have given
itive | Passtve: to be given to have been given
Participle j Active: giving having given
and having been given
Gerund |Passive: being given { given (short form, participle
only)

Participle and gerund are identical in form (except that
the short past passive is used as a participle only). Some
grammarians do not usc the term gerund. The three impor-
tant forms are shown in boldfaced type.
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EXERCISE

A. Copy the subjects and verbs for each sentence (be
sure to get all the verb and nothing but the verb). Num-
ber your answers. Write also S (= Simple) or Cx (= Com-
plex) or C (= Compound) to indicate the type of sen-
tence.

1. The American girl in business spends nearly half of her wage

for clothing.

. The old man fondled the dog's ear and stroked its head.

. Once 1 had a tame owl, but he was a very stupid pet.

. She does not know what she will do.

. What you say 1s true enough.

. How an air brake works has always been a mystery to me.

. Painted walls can be washed; papered walls can rarely be

[washed].

. She was frying the potatoes when Fred came in.

. When the cat goes away the mce will play.

. George called loudly, and his chattering little friend ran to

the door of the cage.

11, Chemustry deals largely with the properties of different sub-
stances and with the changes which these substances un-
dergo.

12. In the afternoon the cattle go down to the river to drink and
to sleep in the sun.

13. Since glass is a poor conductor of electricity it is used for in-
sulators.

14. Al went from door to door in the villages mending for a few
pennies the pots and the kettles of housewives.

15. A water-power plant demands a larger initial investment of
capital 1n proportion to the amount of power obtained than
a steam-power plant [does]. [Words like does are said to
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be “understood”; they may sometiraes be inserted in brack-
ets to make the construction clear.]

B. Make a table like the following and supply the in-
formation called for about each phrase in each numbered

sentence.
The kind of The work The word
phrase done by the which the
The phrase (prepositional phrase (adjec- phrase
or verbal) tive or adverb) modifies
1. Having
ffty verbal adjective I
cents
2. inthe itronal dverb ibbled
orchar d preposttiona aaver n
from
the trees
1. Having fifty cents, I felt quite rich.
2. In the orchard the deer mbbled apples from the trees,
3. In mid-stream the current was swift, and our horses struggled

O\ A

against 1t,

. Yes, it will soon be time for lunch,

. Will you go to the concert with me, Miss Davis?

. Hearing a strange voice, [ ran into the hall.

. At sunset the shadows of the old tree stretch across the lawn

to our doorstep. .

. After dinner I like to loaf and to play with the dog.

. Before noon I was hungry enough to eat a crow.

. A man carrying a green umbrella climbed on the bus,

. Who ever heard of angels carrying wood or building fires?

[Carrying and building are participles that modify angels.]
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C. Make a table like the following. Supply the informa-
tion called for with regard to each italicized clause.

The work done

The kind of by the cl The word which
The clause clause (man (y:d”;:::” the clanse modifies
or subordinate) adver 5, or nons) (sf 12 does madsfy)
1. that we boys subordinate adjective crusts
threw away
2. that someone subordinate noun

was at home

DD

was at home.

et = WV B N VY]

ready.

. Who knows whete Helen went?
. Where she went and how she got there are secrets,
. You'll go :f you value my advice.
. 1 can’t understand you unless you speak more distinctly.

. I'll hide here, and you can ring the bell whenever you are

. The squirrels ate the crusts that we boys threw away.
. Smoke curled from the chimney, and we knew that someone

8. When a stranger comes toward the house Towser almost
snaps his chain.

9. I'll go where I am needed.

10. Wherzver you go I'll tag along.

D. Copy two hundred words of good prose from any
book. Then classify the phrases by means of a tablc like
that just given under B,

E. Copy two hundred words of good prose from any
book. Then classify the clauses by means of a table like
that just given under C.
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REVIEW OF GRAMMAR
A. CASE OF NOUNS AND PRONOUNS

Insert apostrophes where they are needed. Strike out
the incorrect forms,

1. Leo had not decided (who, whom) he would take,

2, The property is really theirs,

3. Is that (he, him) or his brother?

4. This novel is about a farmers struggle to survive.

5. They stayed home on account of mother and (I, me).

6. We saw two crows sitting on a barn.

7. I'm sure that I'm as old as (they, them).

8, The fantasy is like astronomers dreaming.

5, Both of us, my roommate and (I, me), like music,

0. The prize goes to (whoever, whomever) finds the longest
word.

11. She said that the comb was hers.

12, At that time 1 was just ten years old.

13, It's news to (we, us) hunters,

14, Everybody caught a fish except Mildred and (I, me).

15. After a weeks notice he quit.

16. The kitten follows (whoever, whomever) comes along.

17. (We, Us) friends never quarrel,

18. The best quarterbacks, Rex and (he, him), were hurt.

19, We shall ask her sister as well as (she, her).

20. Letters were sent to (we, us) students.

21. Who is that neighbor of yours?

22, Between you and (I, me), I'm glad of it.

23, No one else can play the cello as well as (he, him).

24. T went 1o the muscum with Stanley, (who, whom) you prob-

ably remember.

25, We still have five miles of bad road to travel,

26, Virginia told the story to (whoever, whomever) she saw.

27, The beach was a stones throw from the cottage,
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28.
29.

30

Ours is the house on the corner.

It won’t matter that you missed (whoever, whomevu') ic
was.

Those boys, Frank and (he, him}, should be spoken to.

B. CASE OF NOUNS AND PRONOUNS
Insert apostrophes where they are needed. Strike out

« the incorrect forms.

Do you know whose hat this is?

. The captain asked (we, us) and two others to row.
. Taylors handwriting 1s easter to read than Rosss,
. He is the man concerning (who, whom) the book was writ-

ten.

. They have lived on this strect longer than (we, us),

. The people (who, whom) you expected to arrive are here.
. The people (who, whom) you expected, are here.

. These are the desks, his and hers.

. I never imagined that 1t would be (he, him).

. Are you sure (who, whom) did it?

. After two weeks trial we returned the machine,

. Sally wishes it were anybody but (he, him).

. The first to leave were Ruth and (she, her).

. Did you take him to be (I, me)?

. (We, Us) Harleys are a proud race.

. The rest of (we, us) tourists remained ashore.

. Mother baked father and (he, him) a pie.

. There were no other golfers besides Sam and (I, me).

. I was introduced to the girl of (who, whom) you spoke.

. The job was left to Fisher and (he, him),

. This law affects (whoever, whomever) drives a car.

. She typewrites just as fast as (he, him).

. The decision has been left to (we, us) five.

. Tell the news to (whoever, whomever) you think will be in-

terested.
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25. Ours is easily distinguished from theirs.

26, He cultivares ‘five acres of his farm.

27. We'll welcome {(whoever, whomever) you bring.

28. Two players, Carver and (I, me), were picked.

29. Buy a quarters worth of bacon and twenty cents worth of
sausage.

30. Theres nobody (who, whom) I'd rather see elected.

C. AGREEMENT OF PRONOUN WITH
ANTECEDENT AND VERB WITH SUBJECT

In some of the following sentences there is lack of
agreement on the part of the pronoun or pronominal ad-
jective; make the necessary corrections. In some of the
sentences a choice between the singular and the plural
of the verb is to be made; strike out the incorrect form.

1. Each cow should have a stall to themselves,
2. A pound of feathers (weighs, weigh) as much as a pound of
iron.
3. Often ignored (is, are) the first and most important cause
of crime.
4. Neither (state, states) how the plan is to be adopted.
5. Where can you buy those kind of slippers?
6. Any petition (is, are) examined on their merits,
7. Another grain of sand (doesn’t, don't) matter.
8. Compare the advantages of the electric stove with that of the
gas stove.
9. He finds that economics (is, are) interesting,
10. In ume everybody (reccives, receive) their tickets.
11. Forsyte is downed by circumstances, but not kept down by it.
12, A million dollars (is, are) a big sum.
13. Either to advance or to retreat {was, were) not easy,
14, Patience in time of adwersity (i, are) a virtue,
15, A basket of fish (was, were) in the hold.
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16. Ties of famly affection (keeps, keep) her from leaving,

17. The corporation filed thesr appeal for a new hearing.

1B. Every golfer of the foursome (has, have) theéir pet club.

19. The cost of cotion and wool (has, have) risen.

20. Opportunity for thythmic expression through playing musical
instruments (is, are) extended to each student as a part of
his education.

D. AGREEMENT OF PRONOUN WITH
ANTECEDENT AND VERB WITH SUBJECT

In some of the following sentences there is lack of
agreement on the part of the pronoun or pronominal ad-
jective; make the necessary corrections. In some of the
sentences a choice between the singular and the plural of
the verb is to be made; strike out the incorrect form.

1. Possession (is, are) nine points of the law.

2. Scott makes you see each character and remember them,

3. I'm sure that mockingbird (doesn’t, don't) slecp a wink.

4. One should examine their change before leaving the box
office.

5. Nather the gas nor the electricity (is, are) on.

6. 1 wish that 1 had those kind of gloves.

7. The cause of the damage (was, were) the heavy rains.

8. Although a cat may not hasve nine lives, they have a way of
surviving,

9. The teacher together with the pupils (is, are) going to the
lecture.

10. Do you know what (is, are) the latest news?
11. A number of copies (gocs, go) to the Library of Congress. |
12. The complicated shades of meaning (make, makes) his book
hard to read.
13. Some of the ice on the pond (is, are) cracking.
14. A crowd (is, are) waiting for the game to begin.
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15, Cotton's awareness of his opportunities (accounts, account)
for hts efforts.

16. None of the building material (has, have) arrived.

17. Either to open the window or to turn off the radiator (was,
were) essential.

18. There (is, are) four rooms on the first floor.

19. The town council adjourned so that (it, they) could go home
for dinner.

20. Walton is an authonty on fishing, so that his use of details
(is, are) accurate.

E. ADJECTIVE AND ADVERB
Strike out the incorrect (or less satisfactory) forms.

. I'm (real, really) glad to meet you.

. Nothing smells so (sweet, sweetly) as clover.

, Those customers (sure, surely) ate bread and butter.

. Harriet can print (neater, more neatly) than ever.

. The patient was (some, somewhat) better.

. When he sulked, he stayed (sulky, sulkily) all day.

. He (sure, surely) can play baseball.

. T wonder why I feel so (gay, gayly)?

. Time passés less (rapid, rapidly} when you are alone.
10. This water tastes (pecuhar, peculiarly) at first.

11, He spoke (sharp, sharply).

12, McKinley treats his employees very (good, well).

13. Although she often looks (tired, uredly), she keeps going.
14, The train always arrives (punctual, punctually).

15. When his pet frog died, Bob felt (sad, sadly).

16. There was a (real, really) diamond ring in the window.
17. Please give us the idea of your plans (some, somewhat).
18. Can you bend (low, lowly) ?

19, He felt (uncasy, uneasily) in evening clothes.

20. This play is going to be a (sure, surely) success.

21. Her cyes appear (bright, brightly).
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22. So (clever, cleverly) he did it, that everyone was amazed.
23, The suit is (near, nearly) pressed.

24, How do you like the (book publication method, method of
publishing books) ?

25. She rushed (quick, quickly) to the telephone.

F. ADJECTIVE AND ADVERSB
Strike out the incorrect (or less satisfactory) forms.

. The plane vanished (sudden, suddenly) behind a cloud.
. If yow do not hear (good, well), sit up front.

. I'll return the pencil as (prompt, promptly) as [ can.

, The noon whistle sounded (good, well) to Alan.

. They eat (hearty, heartily) at breakfast.

. It 15 (hugh, highly) time something were attempted.

. The plot was worked out as (clever, cleverly) as could be,
. He spoke more (serious, seriously) than did she.

, That makes a (decided, decidedly) improvement,

. No one ever Jooked less (angry, angnly).

. The canary was (quick, quickly) out of reach.

. I am not doing so (bad, badly).

. Be (just, justly) as quiet as a mouse.

. How (wretched, wretchedly) I felt!

. They acted (rash, rashly) in sending the letter.

. Everybody says that she drives (careful, carefully).

. This bread tastes (fresher, more freshly) than that.

. He'll do it (ready, readily) if you ask him,

19. We looked (hasty, hastily) at the album.

. You've done very (good, well).

. (Real, Really) patriots don’t boast.

. This happens (disgusting, disgustingly) often.

. It's (most, almost) time for the show to begin.

24. He's (wonderful, wonderfully) kind to animals,

25. This is a device (for electric pad temperature control, to con-
trol the temperature of electric pads).
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25, A ficld goal is where the ball is kicked between the posts

without the team’s having to cross the goal line.

G. OTHER FUNCTIONAL MISFITS

Make the changes necessary to improve the grammar
the following sentences.

. That cocky manner it was annoying.

. I've yet to see her enthuse,

. Signed by Clay makes this letter valuable.

., The radiator steamed like a geyser does.

. Ralph was hoping for an invite.

. There wasn't scarcely any water in the stream.

. There is no hardship for him to give up smoking.

. She was one of the first, if not the first, white children born

in Arizona.

. Because the tracks had been doubled confused the dog.

. Don’t go nowhere without us.

. 'The accident happened on account of the driver fell asleep.

. We thought that since we needed a change that we ought to

go away for a week.

. Why do you suspicion the butler?
. This is as comfortable, if not more comfortable, than any

other chair in the house.

. ‘The plan was one everybody could accept it.

. I sec 1n the paper where the cost of living 15 going up.
. John he isn't hard to please.

. They was somcone here to see you.

. She couldn’t help but smile.

. The lawn slopes, making st hard to cut.

. He tripped over that there rug.

. The reason I called was because I've a question.

. He doesn’t know as he can attend the meeting.

. These plants have and will be easy to grow.
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H. TENSE AND MODE

Some of the following sentences offer a choice as to

tense; strike out the incorrect forms. Some of the sen-
tences confuse modes; make the necessary corrections.

O g0~ S\

1. We intended to (buy, have bought) gasoline.
2
3. She showed us a picture which she (painted, has painted, had

If this was a boat, the floors would be decks.

painted).

. Galileo believed that the earth (revolves, revolved) about the

sun.

. First sandpaper the wood unul the surface is smooth. Then

you should fill in all the cracks.

. Those who may dislike one type of music, like another.

. I (heard, have heard) that on the radio last night,

. If only you was going along!

. What is his reason for (1ignoring, having ignored) us yester-

day?

. The man who produces indestructible china would make a

fortune.

. Her poetry shows technical skill. One of her poems (is, was)

a superb sonnet.

. We sce what life at the factory is like. There would be hule

time for creative work,

. 1 never expected to (meet, have met) you here,
. Hilda moves that an appropriation is to be made.
. He (was, has been) admitted to the bar last year.

When [ received the offer, I (accepted, had accepted).

. Nobody supposed that our team would (win, have won) the

game.

. So that he might become a hfeguard, he 1s studying first aid,
, I am glad to (save, have aved) the receipt for the lost letter.
. At the end of the day we unrolled the sleeping bags that we

(brought, had brought).
170



REVIEW OF GRAMMAR

1. SHALL AND WILL, SHOULD
AND WOULD

Strike out the incorrect forms. If it appears to you that
¢ither form could be used, give reasons.
(Shall, Will) I travel by train?
If they (should, would) refuse, try once more.

1
2
3. They (shall, will) have to admit their mistake.
4. John (shall, will) probably be at school.
5
6

. (Should, Would) that I had my way!
. You (shall, will) serve on the committee, (shall, will) you
not?
7. We (shall, will) defend ourselves to the last.
8. 1 (shall, will) loaf on the beach until noon.
9. (Should, Would) you diet if vou were she?
10. Do you think that they (shall, will) expect us?
11. You (should, would) try to relax.
12, They (shall, will} not get the better of us.
13. (Shall, Whll) this wind ever stop?
14. The children (should, would) often stay for the second show.
15. 1 (shall, will) never give my consent.
16. One (should, would) speak the truth, (should, would) one
not?
17. You (shall, will) do as you are told.
18, ¥ you (should, would) change your mind, let us know.
19. What do you imagine they (shall, will) say?
20. You (shall, will) take a chance, (shall, will) you?

J. PRINCIPAL PARTS

Strike out the incorrect forms.
Lic and Lay
1. The book (lay, Jaxd) unopened.

2. I shall (lie, lay) my work aside,
17
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The sick man was (lying, laying) on a stretcher,

. Her costume had been (lain, laid) out.

. When one (lies, lays) awake at night, every sound is a noise.
. The supper table needs (lying, laying).

. Below us (lay, laid) the town.

. The farmer allowed the ficld to (lie, lay) fallow.

. See how the land (lies, lays).

. A wreath is being (lain, laid) on the grave,

Sit and Set

. Some people can (sit, set) by the hour without talking.
. A politician has to know how to (sit, set) on the fence.
. Who came in and (sat, set) his overshoes in the corner?
, We (sat, set) out the dance.

. (Sit, Set) the table, please.

. A tailor has his own way of (sitting, setting).
. I should not (sit, set) here in your light.

. She (sat, set) her cap for him.

. Little (sat, set) as judge 1n the case.

, Has a price been (sat, set) on that lot?

. We were all ready to (sit, set) down.

. An Enghsh saddle 1s easy to (sit, set) on.

. The decision has been (sat, set) aside.

. Did you ever try (sitting, setting) a car on blocks?
. The new chair had never been (sat, set) on.

Rise and Raise

26. At what time does the tide (s, raise) tomorrow?
27. One hill (rose, raised) higher than another.

28
29

. (Rising, Raising) the sunken barge was hard work,
, Sec how the cream (rises, raises) up to the top.

30. Paul had (rose, risen, raised) to his feet.
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K. PRINCIPAL PARTS—MISCELLANEOUS
. VERBS

Strike out the incorrect (or less satisfactory) forms.

. Nobody could say who (did, done) it

. Sam (give, gave) him a boost.

. It was a well (wrote, written) letter.

. For a week she (ate, cat) no solid food.

. The announcer (ask, asked) me my name.

. That year they (send, sent) Christmas cards.

. We were (attacked, attacted) by wasps.

. Has Uncle Louie (come, came) home?

. He soon (begin, begun, began) to laugh.

10. One of the guests (brought, brung) a friend.

11. Big loads are (born, borne) by camels,

12. When the canoe capsized, I nearly (drowned, drownded).
13, Pretty soon the baby had (went, gone) to sleep,
14. The decorations were (hanged, hung) from the ceiling.
15. It was the first time he had ever (saw, seen) snow.
16. The horse (ran, run) away with the wagon.

17. Our fingers were nearly (froze, frozen).

18. He was (drove, driven) to the barn.

19. The cat (slinked, slunk) away. -

20, They (threw, throwed) away their chances.

21. Our dog is only half (growed, grown).

22. He had (fell, fallen) from the tree,

23. What sort of hife have you (lead, led)?

24. One of the locomdtives (blew, blowed) up.

25. That pony has never been (rode, ridden).

26. The Indians (sneaked, snuck) up on them.

27. A full moon (shined, shone) that night.

28. The picce was well (spoke, spoken).

29. I would have (swore, swarn) that he was there,
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30. She had (sang, sung) the same song before,

31

32
3,

. Samewhere I've (looscd, Jost) a nickel.
My brother was (born, borned) in Missouri.
At the picnic we (drank, drunk) lemonade.

34. That river has yet to be (swam, swum).

3.
36.
37
3.
39.
40.

DY s
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Everybody in town (knew, knowed) Major.
The paper had been (tore, torn) to pieces,
He (weeped, wept) bitter tears,

The pipes had (burst, bursted).

She (chose, choosed) wisely.

He had (stole, stolen) quietly into the room.

L. COMPARISON OF ADJECTIVES
AND ADVERBS

Strike out the incorrect (or less satisfactory) forms.

. John is (taller, more tall) than Harry.
. We live in the (southernmost, most southernmost) part of

the state.

. The waves are (highest, most high) at the prow.

. The violin was (unique, most unique).

. She preferred to be (entirely, most entirely) without friends.

. On a (more little, littler) farm one could not live.

. You will have towvalk (mare quickly, quicklier).

. This is the (better, best) of the three views.
. The other story 1s (more imaginatively, imaginativelier)
written.

. It was the (loveliest, most lovely) time I've ever had.
.
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DICTION

Diction means choice of words—the choice of words
that are correct and effective. The main problems of dic-
tion are summarized here in the form of rules; for minor
problems you must consult a dictionary.

The dictionary is useful for many sorts of information
about words: spelling, pronunciation, grammar, deriva-
tion, meaning, besides comment on synonyms and ‘idio-
matic phrases. After some words (or after certain mean-
ings under some words) occur warnings (Collog., Dial,,
Tech., etc.) to tell you that the word or meaning is not in
good use for every purpose; it has only a limited use as a
colloquial, ot a dialectal, or a technical word. You can find
ain’t in Webster; but you are not justified in using asn’s
merely because “It’s in the dictionary.” Note that Webster
brands ain’s as Dralectal or llliterate. Under bunk Webster
marks one of the noun meanings Slang and one of the
verb meanings Collogusal; other meanings not so branded
are in good use. Under pep all meanings are marked
Collogusal,; under gritty one meaning is marked Col
logquial and another is not.

WORDINESS
10, Use words economically; strike out useless constructions.

RoUNDABOUT IMPERSONAL CONSTRUCTION: There are many interest.
ing things which may be seen in New York. {12 words.]
BetTEr: Many interesting things may be scen in New York.
{9 words.]
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CLAUSE TO BE REDUCED TO A PHRAsE: A skeleton stood in the office
of Dr. Willard, and it was terrifying to little Cecil. {16 words. )

Ricut: A skeleton in Dr. Willard's office was ternfying to litdle
Cecil. [11 words.}

CLAUSE AND PHRASE EACH TO BE REDUCED To A4 Worp: Men who
cared only for their individual interests were now in a state of
discouragement. [15 words.]

Ricur: Selfish men were now discouraged. [5 words.]

WasteruL overLAppING: That day | was shocking wheat behind
the binder. Shocking wheat behind the binder was my usual job
in harvest, That day while I was working at this job, I found a
nest full of parttidge eggs. [37 words.)

Ricut: That day, while shocking wheat behind the binder, my
usual job in harvest, I found z nest full of partridge eggs. [21
words.]

Saying a Thing Twice

The useless repetition of an idea in different words is
called tautology.

Tavtorocy: He had an entire monopoly on the whole fruit trade,
[This is like saying “black blackbird.”]

Redundant or Tautological Expressions
this here necessary requisite
where at total effect of all this
return back big in size
ascend up short in height
repeat again triangular in form
meet up with green in color
combined together perfectly all right
final result unexpected surprise
biography of his life quite round
good benefits many in number
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fellow playmates striét accuracy
Halloween evening absolutely annihilated
important essentials still continue to
endorse on the back absolutely new creation
EXERCISE
1. Thorean was a man who liked to spend much time alone in
the solitude of the woods.

2. Mrs, Brush was preparing to start to call the police for the
purpose of investigating the mystery.

3. There are the weekly and monthly periodicals which are
more reliable than the daily newspapers.

4, He was pursued by remorse for something he had done that
he was ashamed of afterward in later years.

5. In all important essentials the biography of his life is like any
other.

6. There was much good talk went on at the Sedgwick dinner
table, and the little girls learned a great deal from listening
to it.

7. Like so many talented geniuses he had difficulty in adapting
himseif to get along with his playmates, and this made him
unhappy.

8. There could be nothing plainer than to see how valuable this
sigmificant purchase was to the United States,

9, Perhaps 1 had better describe this particular dance that I saw -

when I went to see the Indian dances. It is called the “Sun
Dance.”

10. There were six teachers hired to teach the students, and they
stayed at their own homes and not with the stadents.

JARGON AND TRITENESS

b1. Avoid roundabout expressions, and empty abstract words,

and borrowed words that do not fit the sense.
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Jargon

Jargon is a pretentious way of saying something. It
shows itself in inappropriate technical language, unneces-
sary big words, and empty parroted phrases.

UnnNecessary 16 wors: The foregoing types of sweater all have
the property of reversibility.

JarcoN curep By caNcELING: All these sweaters are reversible.

Foncep synonyms: Draft horses weigh twice as much as steeds of
the saddle variety.

JarGoN CURED BY REPEATING: Draft horses weigh twice as much as
saddle horses. [Do not be afraid to repeat the word that fits.]

MISUSING A SPECIAL VOCABULARY: The man on the desk blue-
penciled me to half a stick and killed my by-line.

JancoN curep BY suBsTiTUTING: The city editor shortened my arti-
cle to a few inches and canceled my signature. [For an ordi-
nary audience use ordinary terms.]

Errcant varIaTiON: Long before Sarah Bernhardt passed away
she purchased a casket and planned the obsequies.

Jarcon curEp BY HONEST Womrps: Long before Sarah Bernhardt
died she bought a coffin and planned her funeral.

Humorous variatioN: The noble guardian of our portals received
his viands in the shape of the canine confection known in the
vernacular as dog biscuit. [Try this style once, and avoid it
thereafter.]

JarcoN curep BY spapriciTy: Our dog had a dinner of dog bis-
cuit.

EMPTY PARROTED PHRAsEs: In the case of the majority of the
farmers I have come into contact with it might be said that
their troubles in connection with agricultural matters were of
such a nature as to be overcome more easily than their diff-
culties with regard to financial matters,

JARGON cURED BY SUBSTITUTING, CANCRLING, AND REPRATING: Most
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of the farmers I have met could overcome their farming prob-
lems more easily than their money problems.

Before you use loose or roundabout expressions, think
what you really mean and try to say it in simpler or in
more specific words. Go straight, not roundabout.

Not Simple, Not Direct Direct
with whom they come in con-  whom they meet
tact
has an inferiority complex fecls inadequate
within the realm of possibility possible
after due consideration after thinking it over
according as to whether depending on
in respect of in
in connection with with
of a high order good
it might be said that [Simply say it.)

Triteness

Triteness is the use of stale borrowed phrases. An ex-
pression is trite not just because it has been used many
times but because it is insincere—not a true ﬁt—not
thought out for the occasion.

Words in themselves are not trite. Triteness comes
from (1) the use of invariable combinations (last bring-

ing in but not least) or from (2) the invariable use of the -

same words in certain situations (if it is a prne it is mur-
muring; if itis a cloud it is fleecy).

TAGS FROM EVERYDAY SPEECH: fsred but happy, had she time of my
kfe, home sweet home.
OVERWORKED QUOTATIONS: monarch of all 1 survey, footprints on
the sands of time.
181
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PARROTED FINE WRITING: fhe gentiemen of the fourth estate, reigns
supreme, the powers that be, foy was unconfined.

List of Trite Expressions

meets the eye

feathered songsters

a long-felt want

the last sad rites

launched into eternity

last but not least

doomed to disappointment
at one fell swoop

trees stood like sentinels
method in his madness
sun-kissed meadows

the worse for wear

hoping you are the same
nipped in the bud

the happy pair

seething mass of humanity
specimen of humanity
with bated breath

grden with envy

the third time is the charm
along these lines

in this instance

to such a degree that

of such a nature as to

of a character to

sadder but wiser

did yustice to a dinner

a goodly number

budding genius

beggars description

a dull thud

silence broken only by

wending their way

abreast of the times

the proud possessor

too full for utterance

a pugilisic encounter

conspicuous by its absence

exception proves the rule

as luck would have it

more casily imagined than de-
scribed

where ignorance is bliss

bring us a message

sca of faces

in the case of

this day and age

to the fullest extent

more or less

when all is said and done

EXERCISE

1. A sheep dog’s intelligence might be said to be of a high order.
2. It is not within the bounds of reason to expect to be liked by
everyone you come in contact with,
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3. In several instances the experiments are of such a nature as to
require the expenditure of two or three hours,

4. The defeat of our team today was not so disastrous as last
Saturday's massacre when our pigskin pushers met their
Waterloo at Centerville,

5. Before the hour of the evening repast they had made several
purchases in the furniture line and acquired an outstanding
cxample of the pictorial art to ornament the mantelpiece.

6. Each of these benighted beings 1s more than glad to be a
mere cog 1 the machine,

7. Another quality that shows what a great man he was was
tus sincenity.

8. Belicving that varicty is the spice of life the management has
provided recreational facilities for the horny-handed sons
of toil.

9. As we wended our weary way homeward our limbs ached 1o
such an extent that we thought we should never reach our
happy firesides,

10, Permit me to say as regards the delivery of your magazine
that to the best of my knowledge and belief it was made
on Tuesday.

SLANG

62. Use slang with caution; it is out of place in formal and
semi-formal writing for several reasons:

1. Slang is conspicuous and thercfore distracting to the reader.

2. A slang phrase may be meaningless to one outside a certain
group.

3. Some slang expressions satisfy a need and work their way
to & reputable position, but we can seldom predict which
these will be. The fresh and witty phrase of today is per-
haps worn out and stale tomorrow. The more popular it is
the faster it dien
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4. Slang is often an enemy to close reasoning; it substitutes
phonographic repetition for independent thinking.

Slang consists of popular terms which are abnormal or
conspicuous because of some new or vivid or humorous
twist in meaning or emphasis. To know whether a cer-
tain word or expression is slang consult the dictionary. If
the word is not shown it is not in good use. If it is shown,
find the meaning you want and see whether or not that
meaning is labeled slang. Often one meaning of a word
is acceptable whereas another is slang, since a slang ex-
pression is frequently created by a conscious distortion or
misapplication of a word.

The least desirable types of slang are these:

ExpREssioNs oF VULGAR orIGIN (from criminal classes, the prize
ring, cheap radio programs, ctc.): dope, a joint, ten grand,
kayo, down for the count, take st on the lam, hep, pscklepuss,
hot dog.

LANGUAGE STRAINED OR DISTORTED FOR NOVEL EFFECT: bingled a tall
drwe that sent the horsehide rambling out mto center garden.

BLANKET EXPRESSIONS USED AS SUBSTITUTES FOR THINKING: swell,
lousy, keen, nuts, st's a honey.

EXERCISE

1. The critics declared that the troupe was nothing but a bunch
of hams and that their whole program was corny.
2. Lincoln's wife was rather a sourpuss, who secemed to enjoy
putting him in the doghouse.
3. If people were hep to the importance of good housing we
could make swell progress.
4. Hydrogen sulphide has an awful smell and knocks you for a
loop if you get too mugh.
5. In his second administration the president’s cabinet was a
lousy outfit, always getting in his hair.
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IDIOMS

3. Make your expression conform to English idiom.

A faulty idiom is an expression which, though correct
in grammar and general meaning, combines words in a
manner contrary to usage. “I enjoy to read” is wrong, not
because the words offend logic or grammar, but merely
because people do not customarily make that combination
of words. “I like to read” and “I enjoy reading” are good

idioms,
Faulty Idioms

in the year of 1950
different than
enamored with

the Rev. Hopkins
possessed with ability
stay to home

listen at

independent from
comply to

Correct Idioms
in the year 1950
different from
enamored of
the Reverend Mr. Hopkins
possessed of ability
stay at home
listen to
independent of
comply with

Prepositional Idioms

Observe that in many idioms the meaning is controlled
by a preposition. Make sure that a verb, adjective, or
phrase is accompanied by the right preposition, Study the
following list of correct idioms:

accused of (a theft)
accused by (a person)
agree with (a person)

agree to (a proposal)
agrecable to

correspond to (things)
correspond with (persons)

in accordance with
according to
accord with
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angry at (a cohdition) in search of

angry with (a person) the search for

charge for (a purchase) part from (a person)
charge with (a crime) part with (a thing)
convenient to (a person) the position of
convenient for (a purpose) a position a3

with regard | not regards] to
as regards (a matter)
with kind regards to (a person)

Practice. Use each correct idiom in a sentence.

Mixed Idioms

Do not mix two idioms. That is, do not use the fisst
half of one and the second half of another.

Wreone: Hitler bad no Aesitatson to use force.
Riout: Hitler had no Aesitation in using force.
Avso ricHT: Hitler did not Aesitate to use force.

Idiomatic Use of Articles

Nore 1.—Use articles idiomatically. Do not allow newspaper
headlines to influence ordinary writing.
AITICLB NECESSARY FOR THE SAKE OF IDIOM:
Wrone: Many political refugees came to Umtcd States in
nineteenth century.
Rigur: Many political refugees came to thc United States in
the nineteenth century.
ARTICLE NoOT REQUIRED BY IDIOM:

Whronag: Any such a person , . . That kind of a man ...
A half an hour ...

Rieur: Any such person ... That kind of man... A
balf bour [or] Half an hour ..,
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Notz 2.~Alert reading is the easiest road to a natural use of
idiom. Repeating aloud, writing, and visualizing are useful
for memorizing specific expressions that give you trouble.
Reference to 3 dictionary will help you to the proper idiom
when you are in doubt. For example, Webster's Collegiate
Dictionary gives “agree . . , usually followed by 70 (for
things), with (for persons); as, to agree ta a proposal.” Be
sure to choose the meaning you really want.

EXERCISE

1. For 2 half an hour I was waiting on Mary to meet me,

2. In accordance to the President’s proclamation a day is set off
for Thanksgiving every year in United States.

3, By the year of 1947 I shall be capable to support myself, and
then I shall be independent from my family.

4, We have replaced the opinions of nineteenth century for the
knowledge that there is no such thing as a pure race.

5. Charlotte stayed to home to nurse Branwell and her sisters
and to comply to her father’s wish.

THE EXACT WORD

64. Find the exact word. Do not be content with a loose ar ap-
proximate expression of your thought. Come to grips
with your idea, Often the exact word may be one that is
more specific ! or more concrete # than the one you have
used,

1 A specific word is one that points ost o partscular sort or kind. The
opposite of specific is general; a general word has a broad meaning. See
§§ 45 and 65.

2 A concrete word is ove that appesls directly to the senses, it makes vs
see, hear, feel, etc. The opposite of concrete 15 abstract; an abitract word
expresses an 1dea rather than a particular object that can readily be
grasped by the senses,
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Asussp Nouns: One factor of these Dutch homes.is cleanliness.
[Use charactenistic or astraction or charm.)

Promptness is an #em which a manager should possess. [Use
virtue.)

Looss ApyEcrivEs or aoverss: He looked awfully funny when 1
told him he had made a mistake. [Use sheepish or chagrined.)
Apple pie is fine with Devonshire cream. [Use delicious.)
That song is perfectly absurd. [Strike out perfectly.]

UnbpiscrRIMINATING vERBS: We fixed the old barn into a garage.
[Use made over.]

He bad not sufficiently reparded the difficulties of the task.
[Use considered or weighed.] .

OvsrwoRrkED PHRAsE: Pythagoras studied mathematics and made
valuable discoveries along that Ine. [Say exactly what you
mean: 1n grithmetiz, geometry, astronomy, and music.]

Synonyms and the Dictionary

Note.—Study a good dictionary, preferably unabridged, to
sharpen your choice of words. Often a word of vague gen-
eral meaning will have many definitions from which you
may select a word that makes your meaning exact and force-
ful. Take the overworked word mice.

Janice is a a1ce child.

Nice is not an exact fit for the idea you have in mind. You
therefore seek a specific synonym in, for example, Webster’s
New International Dictionary. First you must discriminate,
Of the ten definitions given for mice only the eighth and
ninth suggest the idea of approval that you want to express,
8. Pleasing, agreeable, appetizing, delightful, good, kind,
considerate, or the like; as a nice day, letter, etc,
9. Properly modest; well-behaved; well-mannered.

+ You select the onc word that most nearly expresses your
meaning.
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Janice is a considerate child.

Often a word-finding list will stimulate your own men-
tal file of synonyms.

There's a nice position open for someone.

Having sharpened your wits in discovering that the dic-
tionary lists no synonym for nice that corresponds with what
you really intend you search your brain and bring forth

There's a profitable position open.

Proposition and sad, like nice, are both vague and over-
worked. Consider the gain in definiteness made possible by
substitutes.

SuBsTITUTES FOR proposition (NOUN): framsaction, undertaking,
venture, suggeshon, overture, proposal, proffer, convemence,
difficulty, thesss, or doctrine.

Susstrrutes ¥or said (VERB): declared, related, insisted, ex-
claimed, added, repeated, replied, admutted, commented, cos-
rected, protested, explamned, besought; interrupted, inquired,
stammered. sighed, murmured, or thundercd.

EXERCISE .

1. T expected the game to be terribly unexciting.

2 It was certainly nice of you to remember me so nicely at
Christmas.

3. He's always saying things along that line,

4. One thing about the house is the fine view of the river.

5. Your attitude has been simply swell.

6. 1 intend to be an explorer and | am planning my courses
along that line. .

7. Across the lawn were tennis courts and other pleasantries.

8, The Japanese tackled a tough proposition when they started
to conquer China.

9. He said the element of cold wouldn’t be a factor on this trip,

10. A featurc of the play is Mona's saying she will never marry,
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ALIVENESS, CONCRETENESS

65. Visualize as you write, Use picture-making expressions.
Use concrete details.

Use the words that have real meaning for you and the
reader. Words of everyday speech, derived for the most
part from Anglo-Saxon, are richer and warmer than the
Latin derivations of scientific language and convey more
meaning to the ordinary reader. Simple constructions bear
the reader along faster than claborate ones. This does not
mean that we should carry into writing slovenly, slangy
speech habits or tie ourselves to the primer sentence. Nor
does it mean that we must throw away all our long words
and shun complex sentences. No, for precise statement
3nd closely reasoned discussion, exact shades of meaning
and fine distinctions, we need our Latin abstractions and
periodic sentences.

CoLorLEss: composing his article
ALve: hammering out his thousand words

Lirecess: expressed her indignation
Picturesque: sputtered like a string of firecrackers

THIN: examine the equipment
Sorm; look over the tools, ropes, and ladders

Dar: He exaggerates every prospect.
Ricu: All his geese are swans,

FLAT, NOT READILY visuarizen: The first inhabitants overcame the
barriers to settlement about a century ago.
Concrere: Rough backwoodsmen cleared the underbrush and
swamp-land a hundred years ago.
19
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Make an abstract idea easy to grasp by restating it in
concrete words and by giving a concrete example.

Asstract: Human beings can adapt themselves to varying climatic
conditions, but are inclined to establish themselves where some
aspects are familiar.

RESTATED CONCRETELY: A man from the snows of the north can
learn to live in a tropical jungle, and onc from the warm south
can learn to endure northern cold; but the northerner is more
likely to build his home in the north and the southerner in the
south, Farmers from the cold plains of one country are likely
to settle on the cold plains of another country; fisherfolk from
a warm seashore will seek another warm seashore.

FoLrowep BY AN ExaMPLE: In the snowy Dakotas, Montana, Min-
nesota, Nebraska trees were felled and the sod was broken by
lumbermen and farmers from Norway, Sweden, Finland; in
the vineyards of California Italians and Spaniards tend the
grapes.

EXERCISE
A. Improve the following sentences.

1. We passed over a depression in the pavement.

2, She had always been protected.

3. He was disagreeable in appearance, personality, and character.

4. In conservauon of natural resources America has been ex-
tremely negligent.

5. In many areas housing conditions are defective,

B. Collect from magazines, books, or from your own
head twelve or fifteen living, concrete expressions. Ana-°
lyze them to find what gives them their life—strong verbs,
colorful nouns, or imagery by other means.
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RHYTHM AND SOUND,
NATURALNESS, EASE

66, Listen as you write. Listen again as you revise.
Choose words that fit well with surrounding words.
Make one sentence follow another smoothly—but not
monotonously. Try to adapt sound to sense. Listen to
your writing and revise for effective rhythms,? changing

jerky or monotonous or clashing sentences.®

* RepgriTioN oF sounp: He was an exceedingly orderly secretary.
Finally he became an efficient vice-president.
ImproveD: As a secretary he kept things in order; as a vice-
president he is very efficient.

Do not put obstacles in your path by hit'ching an adjec-
tive to every noun and an adverb to every verb. Try to
find a noun or a verb that conveys the full meaning.

FLUENCY HAMPERED BY EXCESSIVE MODIFICATION: The man on the
horse got quickly off his mount and went hurriedly into the
aforesaid patch of brush.

FLUENCY GAINED BY SPECIFIC NOUNs AND VERBs: The rider dis-
mounted and darted into the thicket.

Do not let thythm conflict with sense.

RHYTHM NOT ADAPTED ToO SENsE: Advancing into the strect, he
stooped over the child and lifted it out of the way of the ap-
proaching car,

Tempo INCREASED TO sUIT THE acTioN: He dashed out and

« snatched the child from the path of the car.

1 To gamn a fechng for prose rhythms read, preferably aloud, from the
work of good wnters. Notice that prose rhythms must be varied, must
not fall 1nto the regular beat of verse.

2To help you fit words to sense and to rhythms study word-lists like
those i;z Roget's Thesaurus of English Words and Phrases.
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RHYTHM AND SOUND

Do not trip your reader by apologies or by unnecessary
qualifications. If you have made an over-statement do not
make your reader backtrack; revise to say what you mean
—no more, no less.

FLUENCY HAMPERED BY AN INTERRUPTIVE STYLE AND BY CONFLICT
oF Wokbs WITH seNse: Qutside the snow was coming down as
fast, as it could, the wind blowing from every direction, so it
seemed. The supply of snow in the clouds seemed never-ending,
for it kept on falling until Friday noon. ‘

FLUENCY GAINED BY MORE SKILLFUL CHOICE oF Worps: Outside, the
snow was falling fast; the wind swirled. Ceaselessly the snow
fell, all night, all day, and on into the next, until at last on
Friday noon there came a break in the clouds.

EXERCISE

A. Improve the following sentences.

1. When you revise strive for effective rhythms. Sense depends
extensively on sound.

2. Pouring kerosene into the mixture while it is on the stove is
inadvisable, since kerosene ignites readily. [Would short,

. sharp commands fit the sense better?]

3. A ground swell does not have the short choppy action of wave
crests, but it bas a force that white caps lack. [Find some
long, slow, rolhng words. Even one at the right spot would
slow the senten® down and strengthen it.)

4. Everybody in town was there, or at least it seemed so. Every
seat in the hall was occupied half an hour before the meet-
ing was to begin, except for a few under the balcony. There
was standing room only by the time the speakers arrived,
extra chairs having been placed on the platform.

5. That was not the only thing the group demanded. Dedication
immediately of a special site was insisted on,

B. Collect from books or magazines half a dozen pas-
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sages wherein rhythms vary pleasantly or wherein sound
helps to convey meaning. Radio programs offer examples
by the hundred, if you are quick enough to seize and re-
cord them.

A CONSISTENT STYLE

67. Choose your style for a given picce of writing and stick to it.
Do not jar your reader by breaking a formal style with
conspicuous colloquialisms or by growing suddenly for-
mal in the middle of a colloquial essay.

In formal writing avoid contractions and expressions
labeled collogusal by the dictionaries. Even in informal
writing avoid colloquialisms which are informal to the
point of giving offense. ‘

CONSPICUOUSLY COLLOQUIAL, NOT PROPER IN MOST WRITING: It
was plenty cold, but the wind had kind of quit blowing.

COLLOQUIAL, APPROPRIATE IN INFORMAL WRITING: It was a cold
day, but there wasn’t any wind blowing. [Loose constructions
are permissible in informal writng.}

Formar: The day, though cold, was windless. [Notice that formal
writing uses greater teasion and subordination.]

JarrinNg BREAK IN sTYLE: Brilliant and undeviating in intellect, he
was a tircless worker and took a shot at writing as well as law.

CoNsisTENTLY FORMAL: Brlliant and undc\.riating in intellect, he
walsa a tireless worker and tried hus talents at wniting as well

as law, .

Mixed Imagery
Norz 1.—Avoid phrases which may call up conflicting mental
4mages. When using metaphor, simile, etc., carry one figure

of speech through instead of shifting to another or dropping
suddenly back into literal speech,
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Crupk: The Republicans have gained a foothold in the beart of
the cotton belt

Riaur: The Republicans have gained a foothold in the South.

Caupe: A key-note of sincerity should be the mainspring of a
welkbuilt specch, [Key-note suggests music; mamspring sug-
gests mechanics; well-budt suggests carpentry. ]

Ricrr: A key-note of sincerity runs through a good speech. [Or]
Sincerity should be the mainspring and motive of a speech.
[Or] Sincenty is the foundation of a well-built speech.

Caupg: He traveled a rough road and climbed with his burden
the ladder of success, where he is a glowing example and guide
to other men. [The suggestion conveyed to a reader prone to
visualize is that 2 man starts out as a traveler, suddenly takes
to hod-carrying, and then bursts into flame as a beacon light-
house. ]

Riout: He traveled a rough road, but found success. Other men
follow in his steps.

InconGruous: Spring came scattering flowers, and there was rain
a great per cent of the time. [This sentence mingles the lan-
guage of poetry with the language of science. It should, be
fanciful, or else literal, throughout.]

Rieur: Spring came scattering flowers and rain, [Or] Spring
came with much rain and many flowers.

Dialectal Words, Barbarisms,
Illiteracies

Nore 2.—Avoid dialectal words; words which the dictionaries
label vulgar, disterate, low, or the like; and words and ex-
pressions that the dictionary does not print.

Dialectal words (sometimes called provincialisms) are
words restricted to the speech of a district, with local pecu-
liarities. Though it is unjust and unkind to regard them as
illiterate blunders, they are so often used by illiterate per-
sons that the social prejudice against them is strong.
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all the further complected scairt

awful (=very)  nowheres without (= unless)

bursted reckon (=suppose)  undoubtably
EXERCISE

[y

. She was snappy in dress and stately in her walk.
2. At school he never caught on to his lessons ahd didn’t make
much of a hit with his teachers.
3. With his eye on future votes he kept a finger in every pie.
4, Burns’' poetry most always makes me wonder whether he got
a square deal,
5. The word “liberal” has meant a lot of different things, and
so it doesn’t make much sense until we define it.
6. Presently his folks were ushered into the warden's office.
7. Though a few of his enemies smelt a rat no one let the cat
out of the bag and he died in the odor of sanctity.
8. Hitherto he hadn't run up against anyone of that type.
9. The shepherd stood wool-gathering while his flock grazed
about him.
10. Let’s have a rising vote, and then we'll know how everybody
stands on the question.

GLOSSARY OF FAULTY DICTION

68. Use words intelligently and avoid faulty diction.
The following list includes

1. Words often confused, as accept-except or affecs-effecs

2. Words never correct, as ain's, bursted, drownded

3. Dialectal words (see § 67), as right smart, somewheres

4. Slang, as 10 contact

5. Words conspicuously colloquial (see § 67), as blame
on, edthuse, & ways
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Accept and except. Accept means 0 wecetve; except as a3 verb
means fo exclude and as a preposition means with the excep-
tion of.

Affect and effect. Affecz is not used as a noun; effect as a noun
means result. As verbs, affect means to influence in ‘part, effect
means fo accomplish totally. “The sound affected them
strangely.” “The medicine man effected a cure.” Affect also
has a special meaning, fo fergn. “She had an affected way of
greeting people.”

Ain't. Never cotrect, Say I'm not, you [we, they) aren't, he [she,
1] sn'e,

All the farther, all the faster. Dialectal. Use as far as, as fast as
in such sentences as “It was all the farther he could swim.”
Allusion and illusion. Alluston means a reference, tllusion means
a deceptive appearance. “A Biblical allusion.” “An optical illu-

sion."

Already and all ready. Already means by this time or beforchand;
all ready means wholly ready or everyone 1s ready. “She has
already solved the problem.” “We are all ready to start re-
hearsals.”

Alright. Not in good use. Use all right.

Altogether and all together, Altogether means wholly, entirely;
all together means collectively, 1n a group. “He was altogether
unthappy.” “She was altogether too self-conscious.” “They went
all together to the theatre.”

And which. Do not use and wluch unless you have alrady used
which 1n the sentence.?

Wrong: This 1s a vital problem and which we cannot study too
closely.

Ricarr: This 18 a vital problem, which we cannot study too closcly.

Avso ricHr, This 15 a prublem which is vstal and which we cannot
study too closcly.

1 An exception must be made for sentences tike the following. Con-
xect: He told me what countries he had visited, and which ones he
hiked most.
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Any place, anyplace. Colloquial when used for the adverb any-
where or the adverbial phrase m any place,

As. (a) Incorrect in the sense of that or whether. “1 don't know
whether [not as] I can tell you.” “Not that [not as] 1 know."
(8) As ... as are correlatives. Than must not replace the sec-
ond as.

WronG: He is as swift or swifter than his brother,

RicHr: He is as swift as his brother, or swifter than he [is].

ALso RIGHT, BUT cLumMsy: He 15 as swift as or swifter than his brother.

WronG: He was as timid, or more timid than his sister.

Ricrr: He was as timud as hus sister, or more tumid [than his sister
was),

Avrso riGHT: He was as tmud as or more timid than his sister.

Awful. Mcans filling with awe or filled with awe. Awful is slang
when used in the sense of unciuil, serious, or ludicrous, or (in
the adverbial form) in the sense of very, extremely.

Balance. Colloquial when used in the sense of remarnder.

Because. Not to be used for the fact that. “The fact that [not
Because] he is absent 1s no reason why we should nat pro-
md."

Between. Ordinanly used of two persons or things, in distinction
to among, which is used of more than two.!

Blame on. Colloquial for put the blame on or blame.

FauLty: Don’t blame 1t on me.
BerTER: Don’t blame me.

Barn. Say “I was born [not borned) in 1917.°
Borst, The past tense of durst is the same as the present.

1o certain collectve relationships among does not convey the idea
intended and desween should be employed MoLTiPLE coNTRAST: There
are marked temperamental differences between Slavs, Teutons, and
Latins. EACH ITEM CONSIDERED $EVERALLY IN RELATION TO EACH OF THS
orxEens: Conferences between Ordway, Cantwell, and Leaman clarified
all uncertainues as to their respecuve claims. RecirrocaL acrion: An
alliance was effected between Germany, ftaly, and Japan.
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Bust or busted. Vulgar for bursz.
RicHT: Yesterday the water pipe burst, Last week the bank failed.

But what. Thaz is often preferable, “I do not doubt that [not bus
what] he is honest.”

Can and may. Car means o be able; may means to have permis-
ston, Can for may has a certain colloquial standing.

Cannot help but. A confusion of can but and cannor help. “I can
but believe you™; or “I cannot help belicving you™; nos +°1 can-
not help but believe you.”

Caused by. Not to be used to refer to a verb or to the diffused
idea of a clause (see Dangling Participle).

Whrone: He was disappointed, caused by the lateness of the train.
Rigur: His disappointment was caused by the lateness of the train.

Claim, Means o demand as a right. Colloquial for marmtan or
assert.

Complected. Dialectal. Lightcomplexioned and dark-complex-
foned, though correct, are in certain instances long and awk-
ward. Prefer farr and dargk.

Considerable. Colloquial when used as an adverb, “He talked
considerably [not considerable) about it.”

To contact. Slang for interview, talk to, discuss with, get in touch
with, see. .

Could of. An illiterate form arising from slovenly pronunciation.
Use could have. Avoud also may of, must of, would of.

Credible and creditable. Credible means cepable of belief or
worthy of belief; creditable means meritorious.

Different than. Different from is correct. Than is a conjunction.
The idea of scparation implied in different calls for a preposi-
tion, rather than a word of comparison,

Disremember. Not in good use.

Done. A gross error when used as the past tense of do, or as an
adverb meaning already. “1 did it [not I done i2].” “I've &b
ready got [not done got] my lessons.”
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Don’t. A contraction for do not, never to be used for does not.
The contraction of does not is doesn't.

Drownded. Vulgar for drowned.

Due to. To be used only when it refers definitely to a noun.

FauLty: He refused the offer, due to his father’s opposition,
Ricur: His refusal of the offer was due to his father’s opposition,

The noun refusal should be used instead of the verb refused.
Then due will have a definite reference.

Avso cornect: He refused the offer because of [or on account of] his
father's opposition.

Emigrate and immigrate. Emsgrate means o go out from a coun-
2ry, smmugratc means fo eater into a country, The same man
may be an emigrant when he leaves Europe and an immigrant
when he enters America,

Eanthuse. Colloquial. Not 1n good use in formal writing.

Etc. An abbreviation for the Latin 2 cetera, meaning and other
[things). Ez means and; therefore avoid end etc. Do not mis-
spell the abbreviation by transposing ¢ and .

+ Etc. should be followed (as well as preceded) by a comma,
even when inserted after a single word. “You will find sta-
tionery, etc., in the observation car.”

Expect. Means o look forward to. Hardly correct in the sense of
suppose.

Fine. Use cautiously as an adjective, and not at all as an adverb.
Seck a more exact word.

Fix. Overused and often abused. Choose a more exact word when
you can,

Formes. Mcans the first or first named of two. Not to be used
when more than two have been named. The corresponding
word is latter,

For to. Incorrect for 2o0. “] want you [not for you] to listen care-
fully.”” “He made up his mind 70 [not for to] accept.”

Gent, A vulgar abbreviation of gentieman.

Good. An adjective, not an adverb.
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Wrong: He did good 1n mathematics.
Rmm:l-ledidw:llmmath‘emaﬁcs.ﬂcdidgoodworkinxieme.

Gotten. An old form now usually replaced by goz except in such
expressions as sil-gotten gans.

Guess. Expresses conjecture. Colloquial for t4ink, suppose, or
expect unless implying uncertainty.

Had of. Illiterate. “I wish 1 Ahad known [not had of known]
about it.”

Had ought. Illiterate. “He ought [not had ought] to have re-
signed.” “We oughen’t [not hadn’t ought] to make this error.”

Hanged and hung. Henged is the correct past tense of Aang in
the sense put to death, hanged on the gallows; hung is the cor-
rect past tease for the general mcanmg suspended. s

Hardly, Not to be used with a negative. See § 35.

Healthy and healthful. Healthy means hanng health; Imdtl:ful
means groing kealth. “Milk is healthful.” “The climate of Colo-
rado is healthful.” “The boy is healthy.” In colloquial usage the
distinction is not always observed.

Hygienic and sanitary. Both words mean pertaining to health.
Hygeme is used when the condition 15 a matter of personal
habits or rules; samtary is used when the condition is a matter
of surroundings (water supply, food supply, sewage disposal,
etc.) or the relations of numbers of people.

In. Often misused for mnto. “He jumped miéo [not 2] the pond.”

Instants and instance, Instants means small portions of time; in-
siance means an cxample.

Intensives. Good writers do not ordinanly use 0o, 5o, or such by
itself as an intensive. Instead they do one of three things:
(1) omit the intensive altogether (probably the best treat-
ment); (2) employ an intensive like very, much, extremely, or
indeed, or (3) complete the thought of 200 with a following
pbrase, or the thought of s0 or such with a following zhas
clause.

InFormaL: The story was too absurd.—Coal whined so piteousty.,
Widberforce is such a fast walker.
201



DICTION

Berren (method 1 or 2): The story was absurd.—Coal whined pite-
ously.—Wilberforce is an exceedingly fast walker.

Bertea (method 3): The story was too absurd for belief.—Coal
whined so piteously that I let him in.—Wilberforce is such a fast
walker that he almost meets himself coming back,

It’s. Means s s5, not to be written for the possessive 725,

Kind of. (a) Colloquial when used to modify adjectives or verbs.
“He was somewhat [not kind of] lean.” “She half suspected
[not She Aind of suspected] what was going on,” (4) When
using with a noun, do not follow by 2. “That kind of man,”
not “That kind of a man.”

Lady. A genteclism in many uses. Prefer woman in such expres-

,‘sions as these: “A woman I know"; “The woman in blue";
“A saleswoman [not saleslady, washlady).”

Later and latter, Later means more late, latter means the second
1n a sertes of two. The latter is used in conjunction with the
phrase zhe former.

Lead and led. Led is the past tense of the verb 20 lead. Lead is the
present tense,

Learn and teach, Learn means to get knowledge of; teach means
to give knowledge of or to. “The instructor seaches [not
learns] me physics.” *He Jearns his lessons easily.”

Leave and let. Leave means fo abandon, let means fo permut.

Less and fewer, Legs refers to quantity; fewer refers to number.
“He has fewer [not less] horses than he needs.”

Liable, likely, apt. Likely merely predicts; hiable conveys the addi-
tional idea of harm or responsibility. Apt applies usually to per-
sons, in the sense of having natural capabilsty, and sometimes
to things, in the sensc of fitting, appropraate. “It is likely to be
a pleasant day.” *[ fear it is Lable to rain" “He is liable for
damages.” “He is an apt lad at his books.” “That is an apt
phrnx"l

Lic and lay. Lay, a transitive verb, means fo cause to le. “1 lay
the book on the table and it lies there.” A source of confusion
between the two words is that the past tease of /e is lay.
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1 lie down to sleep. I lay the book on the table,
I lay there yesterday, I laid 1t there yesterday,
I have lain here for bours, T have laid it there many times,

Like, as, as if. Lske is not in good use as a conjunction; it may be
followed by a noun. 4s is in good use as a conjunction; it may
be followed by a clause. “He is tall like his father.” “He is tall,
as his father 1s.” “It looks as ¢f [not kke] it were going to
rain.”

Literally. Do not use where you plainly do not mean it, as in the
sentence, I was literally tickled to death.”

Locate, Colloguial for settle or establish oneself.

Lose and loose. Lose means fo cease having, loose as a verb means
to set free, and as an adjective, free, not bound.

Lose out. Not used in formal writing. Say lose.

Lots of. A mercantile term which has a dubious colloquial stand-
ing. Not in good hterary use for many or muckh,

Might of. A vulgarism for meght have.

Most. Colloquial for almos:. ““Almost [not most] all.”

Neither. Used with nor, and not with or. “Neither the man
whom his associates had suspected nor [not or] the one whom
the police had arrested was the criminal.” “She could neither
paint a good picture nor [not or] play the violin well.”

Nice. Mcans delicate or precise. Nice 1s used 1n a loose colloquial
way to indicate general approval, but should not be so used in
formal wnung.

Ricrr: He displayed nice judgment. We had a pleasant [not nice)
time.

Noplace. Dialectal for nowhere.

Not . . . no, not never, not hardly. In early English the double
negative was 1n good use. In modern English the notion has
gained ground that “two negatives cancel each other,” or make
an affirmative. Thus not nobody means somebody, and not
rowkhere suggests somewhere,

Nowhere near, Archaic and dialectal for nos nearly.
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Nowheres. Dialectal or vulgar. .

0, Oh. O is ordinarily used with a noun in direct address; it is
not separated from the noun by any marks of punctuation. Ok
is ordinarily used as an interjection; it is followed by a comma
or an exclamaton point. O4 is sometimes used informatly in
direct address; it is followed by a comma. “Hear, O King,
what thy servants would say.” “Oh, he’s falling!” “Oh, Mr.
Blake, James wants you,”

Of. Do not use for have in such combinations as showld have, may
have, ought to have.

OFF of. Use off alone. “He jumped off [not off of] the platform.”

On account of. Do not use as a conjunction, “He is feeble on
account of his age [not on account of he 1s old].”

One, one’s; he, his. The interchanging of e and Ais with one and
one’s is condemned by the older rhetorics, but allowed by mod-
ern usage. “One can only do one’s best” is right, but formal.
“One can only do his best” 15 informal, and correct.

Only. Place only where it cannot appear to modify the wrong
word.

Wrong: He only spent ten dollars,
Ricrr: He spent only ten dollars.

Do not combine only with 7o or not.

Weone: He isn’s only three years old.
RicHr: He 15 only three years old.

Do not use only in place of but.

Wrone: He would like to go only he hasn't time.
RiceT: . . . but he hasn't time.

Ought to of. A vulgarism for ought ro have.

Over with. Colloquial for over.

Pants. Trousers is the approved term in polite usage. Pants (from
pantaloons) has found some degree of colloquial and commer-
cial acceptance.

Pﬂrtyz.oS‘hng when used for @ persan, except in legal phrases.
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Phenomena. Plural. “Tt was an interesting phenomenon [not phe-
nomena).”

Phone. A contraction not employed in forma! writing. Say fele-
phone.

Plenty. A noun; not in good use as an adjective ot an adverb. “He
had plenty of [not plenty] resources.” “He had resources in
plenty [not resources plenty].”

Practical and practicable. Practical means not theoretical; practica-
ble means capable of being put into practice. “A practical man.”
“The arrangement is practicable.”

Principal and principle. Principal as an adjective means chsef or
leading, principle as a noun means a general truth or rule.
Principal as a noun means a sum of money, or the chicf officsal
of a school.

Proof and evidence. In a law court, proof 1s evidence sufficient to
establish a fact; ewsdence s whatever 15 brought Jorward in an
attempt 1o establish a fact. “The evidence against the prisoner
was extensive but hardly proof of his gwlt” In colloquial
speech, proof is sometimes loosely used as a synonym for evs-
dence.

Propesition. Means a thing proposed. Colloqmal in the sense of
transaction. venture, commodsty, convenience, difficuity, thess,
or doctrine *'1 will make this proposition [correct use}; he may

. accept it or not.” “It 1s sure to be a paying venture [or transac-
fton or enterprise, not proposition].”

Quict and quite. Quter is an adjective meaning calm, not nossy;
quate is an adverb meaning entirely (avoid using as a synonym
for rather). ,

Quite a. Colloquial in such expressions as quite a while, quste a
few, quste a number.

Raise. Many persons feel that rear or bring up is preferable in
speaking of children. “She rassed sheep and brought up her
seven children without help.”

Rarely ever. Crude for rarely, hardly ever.

Real. Crude for very or really. “She was very [not real] intelli-
geot.” “He was really [not real] brave,”
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Remember of. Not to be used for remember.

Respectfully and respectively. Respectfully means in a courteous
manner, respectsvely means i @ way proper to each. “Yours
respectfully [not respectively].”” “He handed the commissions
to Gray and Hodgins respectsvely.”

Right smart and right smart of. Dialectal.

Rise and raise. Rise is an intransitive verb, rarse is a transitive
verb. “] rise to go home.” *] raise vegetables.” *[ raisc the stone
from the ground.”

Said meaning before-mentioned, alveady referred to. Good use in
legal language only.

Same, No langer used as a pronoun except in legal documents.
*He saw her drop the purse and restored # [not rhe seme] to
her.”

Scarcely. Not to be used with a negative.

Seldom ever. Illiterate for seldom hardly ever.

Shall. Do not confuse with wnll. See §55.

Sight. A sight or a sight of is colloquial for many, much, a grea
deal of. “A great many {not @ sight] of cthem.”

Sit and set. Sez, a transitive verb, means o cause to sz, “He sets
it in the corner and 1t sits there.”” The past tense of s is sat.

1 sit down. I always set it 1n uts place.
He sat in this very chair. I set it 1n sts place yesterday.
He has sat there an hour I have always set it just here.

So. Not incorrect, but loose, vague, and often unnecessary.
{a) As an intensive, s0 has been christened “the feminine de-
monstrative,”

Hacxneyep: | was so surprised.
BeTTER: | Was much surprised. [Or) T was surprised.

() The frequent use of so as a connective 15 a mark of ama-

teurishness. So 15 an elastic word that covers a multitude of

vague meanings. Language has need of such a word, and in

many instances (especiaily when the relation between clauses

is obvious and does not need to be pointed out) so serves well
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enough. Use it, but not as a substitute for more exact connec-
tives. Beware of falling into the so habit.

ABRUSE OF 50 AS A VAGUE COORDINATING CONNECTIVE: So I went to call
on Mrs. Woods, and so she told me about Mrs. White's new gown;
so then I mussed the car, and so of course our supper i late. {Strike
out cvery so. ]

ALLOWABLE ON THE COLLOQUIAL LEVEL | was excited, so I missed the
target.

In expressing reason or result do not always begin with a
main clause and follow it with a trailing so clause. It is better to
strike out so and subordinate the first clause, thus:

RicHr: In my excitement I mussed the target.
Ricut. Because I was exated I mussed the target.
RicHT: Being excited, [ missed the target

In expressing degree or manner prefer the form so . . . zhas:
Ricur: I was so exated that I missed the target,

Some. Not to be used as an adverb. “She was somewhas [not
some] better the next day.”

Wrona: He studied some that night.
Rigur: He did some studying that night.

Some place, someplace. Colloquial when used for the adverb
somewhere or for the adverbial phrase i any place or 1n some
place. Some place is two words, not one.

Somewheres. Dialectal. Use somewhere.

Species. Has the same form in singular and plural. “He discov-
ered a new spectes [not specie] of sunflower.”

Stationary and stationery. Sratzonary 1s an adjective meaning
fixed; stationery 1s a noun meaning writing matersals.

Statue, stature, statute. Staruc means a carved or molded figure;
staturc means Aeight, statute means a law,

Such. (@) To be completed by #Aaz, rather than by so z4at, when
a result clause follows. “There was such a crowd thae [not so
that] he did not find his friends.” () To be completed by as,
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rather than by zhat, who, or which, when a relative clause fol-
lows. “I will accept such arrangements a5 [not that] may be
made.” “He called upon such soldiers as [not who] would
volunteer for this service to step forward.”

Superlatives should not be used as intensives. When they are used
1n making comparisons, the basis of the comparison should be
supplied,

InrormaL. This 1s the best fudgel She is the cleverest catl

BerTER- This 1s dehcious fudge! She 15 a clever cat! [or @ remark-
ably clever cat]

Avso BETTER: Of all the fudge [ have ever tasted, this 1s the best.

Superior than. Not 1n good use for superior to.

Sure. Sure has a long and honorable history as an adverb, but in
recent years sure as an adverb meaning certamnly, indeed 1s re-
garded as slang. “It surely [not sure] was pleasant.” In answer
to the question, “Will you go?” surely 1s preferred. “[1 will}
surely |go}.”

Suspicion. A noun, Dialecial when used as a verb.

Take and. Often unnecessary, sometimes crude.

Repuvpant: He took the ax and sharpened it
BerTER' He sharpened the ax.

Crupe: He took and nailed up the box.
BeTTER. He nailed up the box.

Tend. In the sense to look after, takes a direct object without an
interposed o, Attend, however, 15 followed by fo. “The milli-
ner's assistant zends |not tends ro] the shop.” “I shall @tend 20
your wants 1n a2 moment.”

That as an intensive.

COLLOQUIAL WITH WORDS OF DEGREE OR EXTENT: He caught a fish zAar
long.

DIALECTAL WITH WORDE DENOTING QUALITY OR ACTION: Your mother
was that disturbed. .

Berrer: Your mother was greatly disturbed. [Or] Your mother was
so disturbed that she couldn't rest.
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That there, [lliterate for rAaz. “T-want that [not thas there] box of
berries.”

Them. Not to be used as an adjective. “Those [not them) boys.”

‘There were or there was. Avoid the unnecessary use.

Czupe: There were sevetiteen senators voted for the bill.
BETTER Seventeen senators voted for the bill.

‘These kind (or sort) and those kind (or sort) are colloquial forms
loosely used for this kind, that kind. Kind and sort are singular
nouns and regularly take the singular adjectives 2hss, thar—not
plural these, those. “Why do you buy this kind of shoes?” 1
hate that sort of trousers.”

This. Do not use #Azs so loosely and vaguely that the reader fails
to see what word or idea 1s referred to. See § 21.

Favrry: The managers told lum they would increase his salary if be
would represent them 1n South America, He refused ths.
BerTEr: He refused this offer.

This here. Dialectal for zhss.
‘Those. Do not carelessly omit a relative clause after zhose,

Faurty: He is onc of those talcbearers.
BETTER. He 15 a talebearcr, [Or] He is one of those talebearers whom
everybody dishkes,

Those kind, those sort. Ungrammatical.

Till. Do not carelessly misuse for when. “1 had scarcely surapped
on my skates when [not 21/i] Henry fell through an air hole.”

‘Transpire. Means fo giwe forth ot to become known.

RigrT: The secret transpired.
Many authorities object to the use of transprre for occur,

Rieur: The sale of the property occurred [not tramsprred] last
Thursday.

Try. Colloquial when used as a noun.
Unique. Means alone of izs kind, not odd or unusual.
209
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United States. Ordinarily preceded by zhe. “The United States
raised a large army.” [Not “United States raised a large
army.”) ]

Up. Do not needlessly insert after such verbs as end, rest, confess,
settle.

Used to could. Very crude. Say used to be able to or once could.

Very. Should be accompanied by much when used with the past
participle, “He was very much |not very] pleased with his re-
ception.” “We were much [not very| inconvenienced by her
visit.”

Want to, Not to be used 1n the sense of showuld, had better. “You
should [not want to] keep m good physical condiuon.”

Way. Dialectal or colloquial when used for away. “Awsy [not
way)] below the average.”

Ways. Colloguial for way in referring to distance. “A little way
[not evays).”

When. (2) Not to be used for thar 1n such a sentence as “It was
in the afternoon that the races began.” () A when clause is
not to be used as a predicate noun. See § 54a.

Where. (2) Not to be used tor 24at in such a sentence as “1 see
in the paper that our team lost the game."” (#) A where clause
is not to be used as a predicate noun. Sece § 54a.

Where at, [lliterate. “Where 1s he?™ [Not “Where 1s he at?”]

Which. Do not use for who or that in referring to persons. “The
friends who [not which} had loved hum in his boyhood were
stll faithful to him.”

Who. Do not use unnecessarily for which or that in referring to
animals or things.

Will. Do not confuse with shall, Sec § 55.

Win out. Not used 1n formal writing or speaking,

Woods. The singular form should ordinanly be preferred. “A4
wood [not 4 woods].”

Would have, Do not use for 4ad in sf clauses. “If you kad |not
would have] spoken boldly, he would have granted your re-
quest.” -

Would of, A vulgarism for would have.
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Yourself. Intensive or reflexive; do not use when the personal
pronoun would suffice. “You [not Yourself] and your family
must come.”

You was, Illiterate. Use You were in both singular and plural.

EXERCISE
Strike out the incorrect forms.

1. Has each girl (all ready, already) packed her lunch?

2. Doesn't she (teach, learn) you to speak distinctly?

3. I am willing to (accept, except) the position.

4. (May, Can) I usc the car this afternoon, father?

Yes, you (may, can) use the car if you can get 1t started.

5. The chickens were put (all together, altogether) 1n one pen.

6. They (ought, had vught) 1o tell her before she makes the
chorce.

7. If the rope is too (loose, lose) the bedroll will (loose, lose)
its contents.

8. The (principal, principle) went to Chicago, where he was the
(principal, principle) speaker at a convention.

9. It (must of, must have) been a wonderful game,

10. They can come (most, almost) any time.

69, REVIEW OF DICTION
A. WORDINESS, JARGON

Strike out all that is superfluous or trite, and make the
following sentences simple and exact.

1. Harry is an attractive boy, and he is the same age that I am.
2. There was much merry talk went on around the table.
3. The next point 2 pilot should try and make certain of is to
have plenty of fuel.
4. I went and called my father and told him how he had a new
calf, just born, in a straw stack.
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10.
1L
12,

13.

. Owing to the fact that the owner wishes to move to a warmer
15,
16.
17.
18.

19.

20,

DICTION

. When all is said and done their mistake in this instance was

to a considerable extent forgivable.

, His face showed indications of having come in contact with

someone's fist,

, Cows need plenty of water; in fact a cow should have about

seven gallons a day. As regards temperature it cannot be
absorbed until it reaches body temperature more or less, so
it should be warmed to such a degree that it can be ab-
sorbed.

. One should do nothing he might be ashamed of afterward

in later years.

. He was a man who was able to learn a great deal of life and

God by being by himself, alone in the open country.

In the hall waited a string of young men, composed of forty
or fifty in number.

The trio of three thieves conspired to form several plats to-
gether.

It was the next morning, and I started out carly to go and
visit my relatives.

The play was a farce throughout from beginning to end.

climate, he has listed his home for sale.

I spent the time in wondering what sort of a person Miss
Cothrew would be hke.

This critic is not afraid to state the attitude, favorable or un-
favorable, which he feels toward a writer, or a speaker or
anyone.

The tramp is constantly hounded by the mintons of the law.

Mysclf and my wife were the objects of much interest on the
part of the employees.

As a consequence of the fact that Carl had suffered an injury
to his ankle, it was deemed advisable by the medical men
that he warm the substitutes’ bench for the remainder of the
pigskin brawl.

In the case of a 50-pound shell fired at a velocity of 3000 feet
a second it might be said that it would represent less in re-
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[=-1

spect of momentum than a 3500 pound automobile travel-
ing 15 miles an hour.
B. THE EXACT WORD

Get rid of all inaccurate words or expressions. Phrase
ch statement as accurately as you can.

1. I make application for the position of watching your ware-

house and mill, the salary to be as usual.

2. 1 have never been released from a position because of ill

3
4.

5.

10.

11.

12.

treatment to customers.

She looked nice 1n most any kind of clathing.

I have never seen a group of men where they impressed me
as looking so much alike.

She is not overly enthused about becoming acquainted with
him.

. If the snow had lasted one more day, the park would have

been minus half its trees,

. If there 1s money to be raised for an athletic proposition, the

Boostet’s Club puts it over.

. This sale at the Koke Drug Store offers a great opportunity

to save finances,

. His conscience of what was right and what was wrong was
only half developed.

Finally, however, fortune awarded the men’s patience, and
the Jost children came into view playing on an old hay-
stack.

Each time it would lighten I would be able to negotiate fif-
teen fect of the trail, and if the flashes came often I could
navigate about two miles an hour,

The African Methodist Church was demolished by the late
hurricane so that 1t was condemned by the building in-

spector.

13. Thousands of casualties were had in the first World War

through the use of gas.
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14. A peculiar thing about the building is the stone from which
it 1s made and which 1s very nice.

15. Cleanliness is a noticeable thing about these Swedish towns,

16. Can you feature anything $o easy to do as finding fault is for
the habitual fault-finder?

17. The bright lights and excitement of the city activities took in
all her interests.

18. Farther on down the way a grading gang of convicts had
been working and had succeeded in disarranging the road
until it could hardly be gone over at a low rate of speed.

19. Distance from market is an important thing to be consid-
ered in choosing a truck farm.

20. On looking for a place on the flagstaff on which to carve your
inmials, you find that 1t 15 almost an impossibility without
defacing the miuals of someone else.

C. WORDS SOMETIMES CONFUSED IN
MEANING

Strike out the incorrect forms.

1. The poor people were endangered by the (unhealthy, un-

healthful) surroundings of the factories.

2. Events of earliest childhood often profoundly (affect, effect)
onc’s later hfe.

. (Almost, most) everybody 1s glad to see spring come.

. I was forced to crawl (in, into) a hollow log to escape the
rain.

. They (hanged, hung) his clothes just out of reach.

. Doctor Harvey or Doctor Harris can see you; the (later, lat-
ter) cannot make an appointment (later, latter) than three
o'clock, -

7. He dislikes politics; he would not (accept, except) the nomi-

nation.

8. Please make the belt tighter; it is too (lose, loose) for com-

fort.
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9.
10.
11
12.
13.
14.
15.

16.
17,

18.

19.
20.

2.

3.
4.
5.

‘The aristocrats wrote on (stationery, stationary) that was em-
bossed in gold.

The (statue, statute, stature) at the entrance to the park was
broken by a falling tree.

Pleasc keep your dog (quiet, quite), or the neighbors will
complain,

Clouds are gathering; we are (liable, likely, apt) to have a
cooling shower this afternoon.

Alvin wanted his father to (teach, learn) him to drive the
family car.

Mr. Crosby was the (principal, principle) speaker at the
luncheon.

If you will (rase, rise) the shade I can see to thread this
needle.

Are you girls (all ready, already) for a three-mile spin?

To travel five hundred miles a day is (altogether, all to-
gether) too tiring.

During the recent flood the (hygienic, sanitary) conditions in
the city were very bad.

Will you sit quietly if T (let, leave) you hold the baby?

Albert has (fewer, less) magazines to distribute than Melvin.

D. DICTION IN GENERAL

Give each sentence in clear and correct form.
1

In the South Seca Islands I came to a different world (than,
from) the one 1 had left behind in the States.

Our grandparents (formerly, formally) lived in a sparsely
populated country where they could do almost as they
pleased.

We might as well (of, have) talked all night, because it was
so cold we couldn’t sleep.

There are many types of girks, (like, just as) there are numer-
ous types of everything else.

I might (of, have) done differently; I am not sure.
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. He never wore a coat, but he (most, almost) always wore an
old vest.

., On a sweltering hot day (myself and my friend, a friend
and I) started off on a thirty mule hike.

, It looked (like, as if) an old hen had stuck her feet in the
mkwell and walked all over the paper.

9. He thought that hus latest plan was a fallure (like the others
had been, as the others had been).

10. You can imagine how quickly I took my hand (off of, off)
the doorknob.

11. 1 get more kick out of athletics than studies.

12, Whether or not a kid acquires an education is entirely up to
that kid.

13. The first thing the bear noticed was the meat, and he sure
started right wn on 1t.

14. We saw two guys fixing a fence.

15. My business was gomng good, and I was all set to rake in a
fortune.

16. The guys all think that it 1s awfully funny that 1 can’t go
anyplace.

17. 1t is up to nature to do her stuff and reclaim this dust-bowl
area.

18. If you become real interested in the game the time passes

real fast.

19. He snagged a coal car near the engine so if a brakey threw

him off he could hop on again at the back end.

20. 1 got through the examination fine, though I didn’t hurt

myself burning the midnight oil.
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SPELLING

Anyone who wishes can become a good spelier if he
goes to work in the right way. Many poor spellers give
up the struggle because the problem seems too big for
them to solve. But the problem is not really so big as it
seems.

First, a small number of common words is accountable
for most of the errors. Second, mastery of one hundred
forms breeds power to master other words; a sabit of good
spelling can be established. Third, the one or two particu-
lar faults that make a certain person spell badly can be
analyzed and cured. Fourth, four simple rules control
thousands of words.

Do not expect an overnight miracle; but do believe that
a few minutes a day of well-directed digging can in a few
months uproot bad spelling habits and make you a good
speller. When you are writing, put a question mark over
any word you have doubts about, and verify the spelling
before handing in the work.

Use a dictionary for new or difficult words, but do not
lean on it too heavily. When you look up a word impress
it in some way on your mind. Link it to something you
already know; notice its derivation. Pronounce it in syl-
lables. Picture it. Do not just copy it thoughtlessly into
your work and then erase it from your mind. Make it

stick.
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STUDYING YOUR OWN ERRORS

70. Write in a notebook the correct spelling of every word you
misspell. Keep two lists—one for Stray Errors (words you
seldom use or rarely misspell) and one for Common
Words Repeatedly Misspelled. The act of recording the
correct form may be enough treatment for the stray er-
rors; the others will require drastic measures. Always
put a mark after a word for each time you misspell it. If
a word often recurs devote some very special attention to
it. It has evidently formed a deep habit groove that will
take hard grinding to efface. Make the handwriting your
best, for two purposes: one, to help the right form to
register through your eyes as well as through your hand;
two, to prevent a hasty look from giving you a wrong
form.

Do not make such recording a mere mechanical jotting
down. Try to discover why you misspell a word. Focus
your whole mind on it. Perhaps one fault accounts for
all your trouble; perhaps a combination of faults. Apply
the appropriate remedy.

Do you distort syllables or omit letters? Practice with
ear and tongue (see §71).

Have you a wobbly eye? Do you misspell many com-
mon words? Do you stumble in reading aloud, read one
word for another? Teach yourself to see what is really
there, to see every letter, to picture words in your mind.
Do you stumble over the trouble-spots that have tripped
countless poor spellers? Focus your attention on those
spots. Write them in bold letters, or work out some mem-
ory aids for them (see §72).
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Do you confuse one word with another something like
it? Learn to connect spelling and meaning (sce §73).

Do you have trouble with ie words, plurals, prefixes
and suffixes, compounds? Learn to apply the rules (see
§74-78). )

Perhaps your difficulty is none of these. Set yourself to
find out just what causes your trouble. Persist with the
remedy until you know how to spell.

Dictionaries

Notz 1~No one is able to spell all unusual words on de-
mand, but everyone must spell correctly even usnusual
words tn formal writing. Yoy have time or must take time
to consult a dictionary. The best dictionaries are Webster's
New International Dictionary, the New Standard Diction-
ary (less conservative than Webster’s), the Century Dic-
sionary and Cyclopedia, and Muriay's New English Dic-
tionary (also called the Oxford Dictionary; very thorough,
each word being 1llustrated with numerous quotations to
show historical development). A small dictionary (the price
is two to five dollars) should be accesstble to each student
who cannot buy the larger volumes. The best are the
Thorndike Century Semior Dictionary, Webster's Collegiate
Dictionary, the New Century Dictionary, the Winston Sim-
plified Dictonary, the College Standard Dictionary, and
the Concise Oxford Dictionary.

Simplified Spelling
Nore 2.—The Simplified Spelling Board recommends such

forms as tho, thru, enuf, quartes, caralog, program. If you

employ these forms you must use them consistently. Many

writers oppose simplified spelling; many advocate it; many

compromise. Others desire to supplant our present alphabet
21
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with one more nearly phonetic, and prefer, until this fun-
damental reform takes place, to preserve our present spell-
ing as it 1s.

EXERCISE

’

1. With the help of the questions in this article analyze both your
Common Words hst and your Stray Errors list. Group the
words undcr the numbers of the articles which yon think
will give you the greatest help with them. Arrange your
lists alphabetically.

2. Whenever you misspell 2 word analyze your misspelling and
insert the word in the proper classification in your list.

3. Whenever your instructor writes 70 x on one of your papers,
do the exerase that your classified list shows as the most
promusing cure for your present error.

SPELLING BY EAR AND BY
CAREFUL PRONUNCIATION

71. Let car and voice help you to spell. The car-minded in par-
ticular, but others too, may gain accuracy by oral spelling
—both speaking add listening. See Exercise 1 below for
a useful method.

All students may get help with some words by exag-
geratedly careful pronunciation and by speaking the
words in syllables. The list below contains words in
which slovenly pronunciation may cause errors. Add
others from your own list.

Omitted Sounds Extra Sounds Transposed Sounds
(Be surc to put in (Be surc not toadd  (Be surc not to

all the sounds.) any sounds.) switch the sounds.)
candidate athletics cavalry
considetable casualty children
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Omitted Sounds Extra Sounds ‘Transposed Sounds
curfosity disastrous hundred
everybody drowned irrelevant
generally entrance perform
going grievous perspiration
government height prefer
history jealous prepudice
laboratory hightning prescription
length mischievous tragedy
ligble momentous
literature original
quantity problem
represensative remembrance
sophomore similar
suffrage
umbrella

Logical Kinship in Words

Nore.—Learn where the trouble-spot is in words that you mis-
spell. Find help in spelling a difficult word by thinking of
related words. Often the trouble-spot is in the vowel of an
unaccented syllable, and you can find help in thinkingof a
related word in which the troublesome syllable is accented.
To think of ridiculous will prevent your writing 4 for the
second i of ridicule; to think of ridicule will prevent your
writing ¢ for the first : of ridiculous. To think of prepare
will help you to write preparation; to think of preparation
will help you to write preparatory. To think of busy will
save you from switching 1 and s in business. To think of the
prefixes re- (meaning agasn) and dis- (meaning not), and
the verbs commend and appoint, will prevent your writing
recommend or disappoint with a double ¢ or s.
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Cavrion.—The relationship between words is not always a
safe guide to spelling. Observe four, forty; nime, mnth;
maintain, maintenance; please, pleasant; speak, speech; pre-
vail, prevalens, Sce the list of pairs of words under § 73.

EXERCISE

1. Get a partner, preferably an ear-minded student with a list
similar to your own. Pool your lists, making sure that every
word 1s correctly spelled; or use the book list. While both
look attentively at a word, let one pronounce and spell it,
the other bsten. Now let the listener look away while the
partner spells the word again from the list. Now spell in
unison, the listener sull looking away. Change duties and
repeat.

AvrTErNATIVE: Apply the general method just described to
all words in the list given above.

2. Copy the following words slowly, pronouncing the syllables
as you write:

accidentally defer finally
accommodate definite further
accurately description goddess
arctic despair government
artistically different grammar
athletics dining room grievous
benefit dinned hundred
boundary disappoint hurrying
burst divide instinct
candidate divine laboratory
casualty cighth length
cavalry emphatically library
cigarette entirely lightning
color everybody literature
commission excellent might have (nos
curiosity February might of)
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mischievous prescription . sophomore
naturally primitive specialty
necessary privilege strictly
occasionally probably superintendent
omission quantity surprise
opinion realize temperament
opportunity really temperance
optimist recognize temperature
organize recommend tragedy
partner reverence usually
perform scenery varieties
perhaps separate ventilate
perspiration should have (noz whether
physiology should of)

3. Spell syllable by syllable the words 1 the list that give you
trouble, pronouncing after each syllable the sound of that
syllable and the sound of the entre word to that point. (See
§ 83 for a treatment of syllabication.) Example:

a-, ac-

c-0-m, com, accom-

m-0, Mo, accommo-

d-a, da, accommoda-

t-4-0-n, tion, accommodation

4. Write the nouns corresponding to the following verbs:
prepare, dllude, govern, represent, incline, know, prefer.

5. Wnite the adjectives corresponding to the following nouns and
the nouns corresponding to the following adjectives:
desperation, ridiculous, miraculous, grammatical, arithmet-
ical, busy, academy, ongmn.

SPELLING BY EYE AND BY
VISUALIZING

72, Make full use of the eye in learning to spell. Teach yourself

to observe written or printed words so accurately that a
25
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false spelling or misprint will stand out like a deformity.
Learn to visualize. Practice looking attentively at a word,
then looking away (or closing your eyes) and trying to
see the word before you 1n the air, or to picture the page
with the word on it. Look back at the word for verifica-
tion. Be sure your eyes do not play tricks with you and
show you an arrangement that is not there. Get used to
the look of words correctly spelled in your own hand-
writing, so that when you proofread your papers errors
will jump at you,

Learn where the trouble-spot is; write the word several
times with the trouble-spot emphasized in capitals or in
boldfaced letters. The picture of the word, so written, will
impress itself on your memory.

Learn to divide words into syllables; then problems like
the doubling of consonants (sce § 75) will be more clear.
As special traiming, copy the following words, noting
carefully whether the consonant sound at the junction of
syllables is given once or twice.

ac com mo date  com mit tee im ag in a tion

ad dress com nus sion im me di ate

be gin ning o mis swon mis  spell

de fer oc ca sion writ ing

dif fer oc cur rence writ  ten
EXERCISE

Read a sentence until you know it without the book.
Close your eyes and try to see cach word before you.
Then write it (without looking at the bock) trying to
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picture the words as they were on the page. Then com-

pare and analyze any mistake.

1. It's necessary to stretch the cellophane really tight.

2, They're all right, but we should have preferred separate tables,

3. Neither plane accommodates mnety passengers.

4. Ther car was losing its polish and their equipment was no-
ticeably shahby.

5. Formerly your preparations were made too hurriedly; nowa-
days you're always ready beforeband.

Ask someone else to check your work. Note carefully
the type of error you are most inclined to make. What
does it tell you about your power of observation?

MISLEADING RESEMBLANCES
BETWEEN WORDS

73. Guard against misspelling a word because it bears a super-
ficial resemblance, in sound or appearance, to some other
word. When a likeness between two words causes you to
misspell one or the other or to use one in place of the
other, notice where the error occurs and then focus your
attention on one of the words. Learn it and its use thor-
oughly, inventing a memory device to impress it on your
mind. It does not matter how silly the device may be if it
does the work. If you confuse piece with peace, “a piece
of pre” will help you to remember which is which.

Do not confuse the following prefixes, which have no
logical connection:
ante- (before) antr- (against, opposite)
de- (from, about) dis- (apart, away, not)
per- (through, entirely) pre- (before)
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List of Words Often Confused

accept (1o take)
except (to exclude,
with exclusion of)

advice (noun)
advise (verb)

affect (to influence)
effect (to accomplish)

aisle (a passage)
isle (an sland)

allusion (a reference)
illusion (a decewving
appearance)

all right
almost
already
altogether
always

alley (a narrow way)
ally (a helper)

altar (for worship)
alter (to change)

angel (a celestial be-
ing)

angle (a corner)

baring (making bare)

barring (obstructing)

bearing (carrying)

born (brought into
being)
borne (cartied)
28

. breath (noun)

breathe (verb)

canvas (a cloth)
canvass {to solicit)

capital (a city)
capitol (a building)

clothes (garments)
cloths (pieces of cloth)

coarse (not fine)
course (route, method
of behavior)

conscience {an inner
moral sense)

conscious (aware)

dairy

diary

desert (a barren

country)
dessert (food)

device (noun)
devise (verb)

dining room
dinning

disappear
disappoint
disavowal
dissatisfaction
dissimilar
dissipate
dissuade

decent (adjective)

descent (downward
slope or motion)

dissent (a disagree
ment)

dual (adjective)

duel (noun)

formally (in a formal
way)

formerly (in time
past)

forth

forty

four
fourth

freshman (noun and
adjective)
freshmen (never adj.)

gambling (wagering)
gamboling (frisking)
guard

regard !
hear

here

hinder
hindrance

holly (a tree)

holy (hallowed, sa-
cred)

wholly (3ltogether)
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hoping (from hope)
hopping
instance (an example)

instants (periods of
time)

its (possessive pro-
noun)

it's (contraction of
1 15)

later (comparative of
late)
fatter (the second)

lead (present tense)
led (past tense)

lessen (verb)
lesson (noun)

loose (free, not
bound)

lose (to suffer the loss
of)

maintain
maintenance

nineteenth
ninetieth
ninety
mnth

past (adj., adv., prep.)
passed (past tense)

peace (a state of
calm)
piece (a fragment)

perceive
perform
persevere
persuade
purchase
pursue

personal (private, in-
dividual)

personnel (the body
of persons engaged
in some activity)

Philippines
Filipino

plain (clear; adjec
tive)

plain (flat region;
noun)

plane (flat; adjective)

planc (geometnical
term; noun)

planed (past tense of
plane)

planned (past tense
of plan)

pleasant

please

precede

proceed these three

succeed ;a,:; the

exceed oub}'e ¢
group

concede

intercede

recede
supersede

pre c¢’ dence (act or
right of preceding)
prec’ e dents (things
said or done before,
now used as au-

thonty or modelY

presence (state of be-
ing present)
presents (gifts)

prevail
prevalent

principal (chief, lead-
ing, the leading of-
fioal of a school,
a sum of money)

principle (a general
truth)

quiet (still)
quite (completely)

respectfully  (*Yours
respectfully”)

respectively (in a
way proper to each
~should never be
used to close a let-
ter)

right
rite (ceremony)
write

seize
siege
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shone (past tense of
shine)

shown (past partici-
ple of show)

sight (view, specta-
cle)

site (situation, a plot
of ground rescrved
for some use)

cite (to bring for-
ward as evidence)

speak

speech

stationary (not mov-
ing)

stationery (writing
materials)

statue (a sculptured
likeness)

stature (height,
figure)
statute (a2 law)

steal (to take by
theft)
steel (a metal)

than
then

their (belonging to
them)

there (1n that place)

they're (they are)

till
unul
to

too
two

village
villain

wandering
wondering

weak (not strong)
week (seven days)

weather
whether

whole (entire)
hole (an opening)

who’s (who is)
whose (the possessive
of wko)

your (indicates pos-
session)

you're (contraction
of you are)

Suggestion for Practice

Select from the list above five pairs that trouble you.
(If none of these bother yau, think of five pairs that do.)
Create devices for memorizing them. Make sensible sen-
tences, using each troublesome word.,

EXERCISE

1. The scene was laid in a cathedral where we could see (altar,
alter) boys (baring, bearing, bareing) candles up the (aisle,

isle).

2. He was (too, two, to) (weak, week) to travel. They had to
alter (their, they're, there) plans and sleep on the (dessert,

desert) sand.
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3. The (forth, fourth) (coarse, course) consisted of a (piece,
peace) of melon which was {quite, quiet) green.

4, The (clothes, cloths) which he wore to school were made of
a (plane, plasn), (course, coarse) material,

5. We should (accept, except) his (advice, advise) and pay the
full amount of the (principal, principle).

WORDS IN EI OR IE

Write i before ¢
When the sound is long ee—
Except after c.

Exampyrzs: .

i before e except after ¢
achieve field niece cethng deceit
aptece fiend retrieve concetve  receipt
believe grieve  shield conceit perceive
chief lien shnek decerve receive

Excerrions; Neither financier seized cither species of weird lei-
sure.l

EXERCISE '
Write the following words, supplying e/ or ie:
bel__ve br__f conc.._t perc._ve shr__k
gr__ve 1__sure ¢__ling f_.nd w_.rd
y-.Id s__ze dec ve n__ce ap_ ce

£ 1d bel __f ch__f retr__ve th__f

! Wesrd and seige are the only exceptions that students have much
trouble with, A few uncommon exceptions Like seignior, invesgle, plebe-
san, shetk may be disregarded.
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, DOUBLING A FINAL CONS'ONANT

75. Monosyllables and words accented on the final syllable, if
they end in a single consonant preceded by a single
vowel, -double the consonant before a suffix beginning

with 2 vowel,

Examples:

(a) Words derived from monosyllables:
pen-ned rid-dance
plan-ned fit-test
situng lug-gage
thin-ming sad-dest
fat-ter hop-ped

(b) Words derived from words accented on the final syllable:
occur-rence omit-ted
commit-tee admit-tance
rebut-ta excel-lent
compel-ling begin-ning

Nore 1.—The primary word must first be found. To decide
whether begging contains two g’s, we must first think of
beg. Then there are three distinct steps in applying the rule.
(1) The primary word must be a monosyllable or 2 word
accented on the final syllable, Hi and allor meet this test;
open doces not. Deferred and differed, preferred and proj-
fered, commatted (or commattee) and proksbited double or
refrain from doubling the final consonant of the primary
word according to the position of the accent. The seeming
discrepancy between preferred and preferable, between
conferred and conference, is due to a shifting of the accent
to the first syllable in preferable and conference. (2) The
primary word must end in one consonant. Trace, oppose,
interfere, help, reach, and perform fail to mect this test, and
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therefore in derivatives do not double the last consonant.
Assurance has one 7, as it should have; ocenrrence has two
#'s, a5 it should have. (3) The final consonant of the primary
word must be preceded by a single vowel. This principle
excludes the extra consonant from needy, daubed, and pro-
ceeding, and gives it to running.

Nore 2.—After ¢, u has the force of w. Hence quitting,
quizzes, squatter, acqustted, equipped, and similar words
are rtot really exceptions to the rule.

EXERCISE

1. Write the present participle (in -ng) of pan, shin (not shine),
dim, run, rnid (compare ride), bet, benefit, ship, chat, fan,
hat, pad.

2. Write the past tense (it -¢d) of rob (not robe), prefer, occur
(compare assure), char (compare share), bar (compare are),
plug (compare plunge), omat, admst (corpare admre), pin
(not psne).

DROPPING FINAL E BEFORE A
SUFFIX BEGINNING WITH
A VOWEL
76. Words that end in silent e drop the ¢ before a suffix begin-
ning with a vowel, but retain the ¢ before a suffix be-
ginning with a consonant, Examples:

admire, admiring allure, alluring pure, purely
double, doubling inspire, wnspiration  hire, hireling
note, notable insure, insurance care, careful
fame, famous use, usage use, useful
grieve, grievance serve, servant state, statement

Exceprion 1.—Of the exceptions some retain the e to prevent
confusion with other words. Examples: dyeing, singeing,
233
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muleage, acreage, hoemng, shoeng, agreesng. The exceptions
cause comparatively little trouble. One rarely sces hoing
or shosng; one often sces hopeing and ivsteing.

Exceprion 2—After ¢ or g, the ¢ is retained before a sufhix
beginning with 2 or o or 4. The purpose of this retention
is to preserve the soft sound of the ¢ or g. (Observe that
¢ and g have the hard sound in cable, gable, cold, go.)
Examples: peaceable, changeable, notsceable, serviceable,
outrageous, courageous, advantageous.

ImporTANT EXCEPTION 3.—~Argument, judgment, truly.

EXERCISE

1. Write the present participle of the following words: grope, suf-
fice, lwe, save, stiwe, serve, use, come, hope, 1nvite, tmsure,

Place, change, have, shake.

2. Wnite the adjectives which correspond to the following nouns:
hygiene, force, love, hope, nerve.

3. Wrte the nouns which correspond to the following verbs:
achieve, please, admire, insure, use, gurde, serve, insprve.

4. Write the present participle of the following words: dye, shoe.

5. Write the -ous or ~able form of the following words: note,
move, fame, service, insure, love, trace, advantage, advise,

courage.
PLURALS
77a. Most nouns add s or ¢s to form the plural:

Singular Plural Singular
book. books mosquito
river rivers potato
pencil pencils domtno
handful handfuls hero
cupful cupfuls echo
armful armfuls Negro
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Singular Plaral Singular Plural
cameo cameos Adams Adamses
auto autos Jones Joneses
piano pianos shelf shelves?
Eskimo Eskimos half halves t
solo solos quiz quizzes?

b. Nouns ending in y preceded by a consonant (or by u as w)
change the y to i and add ¢s to form the plural:

Singular Plural Singular Plural
fly flies lady ladies
sky skies party parties
soliloquy  solloquies lily lilies
Other nouns in y form the plural in the usual way:
Singular Plural Singular Plural
alley alleys donkey donkeys
key keys day days
boy boys guy guys

6. Compound nouns usually form the plural by adding s or
es to the principal word. Examples:

Singular Plural Singular Plural
son-in-law  sons-in-law stand-by stand-bys
passer-by  passers-by leave-taking  leave-takings

d. Letters, signs, and sometimes figures, add s to form the
plural:

ExamrLzs: Cross your t's and dot your i's; ?'s; $'s; 3's or 3s.

1 f changes to ¢ for the sake of cuphony.
2 Nouns ending 1n a sibalant sound like s, sk, x, or 5 form the plural
1 es. .
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" €. A few nouns follow old declensions:

Singular Plural Singular Plural
ox oxen man men
child children woman women
goose geese sheep sheep
foot feet deer deer

mice swine

f. Words from foreign languages usually retain the foreign

plural:
Singular Plural Singular Plural
alumnus alumni analysis analyses
alumna alumnae basis bases
focus foci (or focuses) crisis crises
fungus fungi (or funguses) oasis oases
radws radii (or raduses)  parenthesis parentheses
datum data thesis theses
medium media (or mediums) tablean tableaux (or
phenomenon  phenomena tableaus)
Mr. Messrs. (Messieurs) Mrs, Mmes.
{Mesdames)
EXERCISE

Write the singular and plural of the following words
key ladies halves sheep  parenthesis
toy loaf quiz feet Mr.
day selves Adams swine  Mrs,
boy armfuls daughterin-law  man datum
party cupful pass thesis  oasis



COMPOUNDS

COMPOUNDS
Compound Adjectives

78a. Use a hyphen between two or more words which serve as
a single adjective before a noun: well-kept lawn, up-to-
date methods, rwelveanch main, normal-school teacher,
iron-bound bucket, twentieth-century ideas, a devil-may-
care expression, a twenty-dollar-a-week clerk.
Similar words placed affer the noun are not com-
pounded:

The lawn 1s well kept. Methods up to date in every way.
Adverbs in -fy are not compounded:
nicely kept lawn, securely guarded treasure.

Use a hyphen in compound numbers from twenty-one
to ninety-nine:
Twenty-second Street Twenty-third Psalm

thuty-five cents mnety-eight dollars
one hundred and one men

Nore 1—The two parts of a fraction are hyphenated only
when the two parts are used as a single adjective before a
noun:

a three-fourths part a one-third share

A hyphen is not necessary when the parts are read sep-
arately as adjective plus noun:

three fourths of my life one third of his fortune
thirty hundredths thirty-one hundredths
one thirty-second of an inch
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Words Written Separate

b. Write separate the following words:

' all right in order to post office high school
en route in spite of post card no one
¢t cetera in fact parcel post some day

Words Written Solid
Write solid (without a hyphen) the following words:

anywhere almighty overlook nowadays
everywhere almost overrun tomorrow
nowhere already overtake indeed
somewhere although overthrow someone
altogether airport
wherever outdoors newspaper
whenever anybody outcome classroom
whoever everybody outcry textbook
whichever nobody semicolon
whatever somebody upon workshop
however nto foreman
anyhow within blueprint
myself somchow thereupon typewritten
yourself throughout horsepower
herself anything moreover a blowout
himself everything inasmuch a knockout
itself nothing nevertheless a touchdown
ourselves something a windup

Use of a Dictiona-y
€. Consult a dictionary for all words that do not follow the
simpler rules. Study the following list:

mother-in-law  self<onfidence  allAmerican  Veshaped
sons-in-law self-educated anti-Masonic  ex-president
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jack-o~lantern  sclf-made non-Arvan pre-war
men-of-war scli-governed  pro-Briush’ ulira-violet
EXERCISE

Copy the following expressions, inserting hyphens where they
are necessary: half baked pancakes, two dollar gloves, a hand me
down suwst a twenty dollar a week clerk, a touch me not expres-
ston, faces much wrinkled, umping off place, two headed calves,
mght blooming lly, an out at elbows coat, a coat out at tlbows,
twenty five feet of one mch prpe, the Jortunate president elect,
his prospective son 1n law, twenty five aollar bills 1s the came as
one half of two hundrea dollars, a self made man, a well
hghted workshop, this workshop 1s well lighted, high hecled
boots, boots with high heels.

SPELLING LIST

79, Study until you are able to spell accurately in tests the two
hundred boldfaced words of the following list.
Study the not-boldfaced words until you reach a degree
of accuracy that satisfies your instructor (in many schools
upper classmen are held to an accuracy of go per cent).

absurd affects always arctic
academy aggravate amateur argument
accept airplane among arising
accidentally  alley analogous arithmetic
accommodate  allotted analysis arrange
accumulate  all right angel arnval
accustom ally angle ascend
acquainted  already annual asks
acquitted altar anxiety athletic
across alter apparatus audience
addressed altagether appearance  auxiliary
sdviser alumnus appropriate  awkward
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balance
barbarous
baring
barring
baseball
based
bearing
becoming
before
beggar
begging
beginning
belicving
benefited
biscuit
boundaries
brilliant
Britain
Britannica
buoyant
bureau
business
busy

calendar
candidate
can’t
cemetery
certain
changeable
changing
characteristic
chauffeur
choose
chase
chosen
240

clothes
codrse
column
coming
commission
committee
comparative
compel
compelled
competent
concede
conceivable
conferred
conquer
conqueror
conscience
conscientious
considered
continuous
control
controlied
cooperate
countries
course
courteous
courtesy
cruelty
cyhinder

deglt
debater
deceitful
decide
decision s
deferred
definite

derived -
descend
describe
description
despair
desperate
destroy
device
devise
dictionary
difference
digging
dilemma
dining room
dinning
disappear
disappoint
disavowal
discipline
disease
dissatisfied
dissipate
distinction
distribute
divide
divine
doctor
don’t
dormitories
drudgery
dying

ecstasy

effects
cighth
eliminate

embarram
eminent
encouraging
enemy
equipped
especially
ctc.
everybody
exaggerate
exceed
excellent
except
exceptional
cxhaust
exhilarate
existence
expense
experience
explanauon

familiar
fascinate
February
fiery

fifth
finally
financier
forcign
forfeit
formally
formerly
forth
forty
fourth
frantically
fraternity
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freshman (adj.)
friend

furniture

gallant
gambling
generally
goddess
government
governor
grammar
grandeur
gricvous
guard
guess
guidance

harass
haut
having
height
hesitancy
holy
hoping
huge
humorous
hundredths
hurriedly
hygienic

imitative
immedsately
immigration
imminent
impromptu

incidentally
incidents
incredulous
independence
indispensable
induce
infinite
infuence
instance
instant
intellectual
intelligence
intentionally
intercede
invitation
irresistible

its

it’s

itself

knew
knowledge

laboratory
Iadies
Laid

later
latter
lead

led

hable
library
lightning
likely
literature
loneliness

manufacturer
many
marriage
Massachusetts
material
mathematics
mattress
meant
messenger
miniature
minutes
mischievous
Mississippi
misspelled
momentous
month
murmur
muscle
mysterious

necessary
Negroes
neither
nickel
ninetesnth
ninetieth
ninety
ninth

» noticeahle
nowadays

oblige
obstacle
occasion
occasionally
occur
occurred
occurrence
occurring
o'clock
officers
omission
omitted
opinion
opportunity
optimistic
original
outrageous
overrun

paid
pantomime
parallel
parliament
particularly
Pﬂﬂ-}'ﬂ'
pastime
peaceable
perceive
perception
peremptory
perform
peshaps
permissible
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perseverance
per’sonal
personnel’
perspiration
persuade
pertain
pervade
physical
picnic
pienicking
planned
pleasant
politician
politics
possession
possible
practically
prairie
precede
preced’ence
prec’edents
preference
preferred
prejudice
preparation
primitive
principal
principle
prisoner
privilege
probably
proceed
prodigy
profession
professor
proffered
242

prohibition
promissory
prove
purchase
pursue
putting

quantity
quiet
quite
quizzes

raptd

ready
really
recede
receive
recognize
recommend
reference
referred
regard
region
religion
religious
repetition
replies
representative
restaurant
rheumatism
ridiculous

sacrilegious
safety
sandwich
schedule

, science
scream
screech
seems
scize
sense
sentence
separate
sergeant
several
shiftless
shining
shone
shown
shriek
siege
similar
since
smooth
soliloquy
sophomore
speak
specimen
speech
statement
stationary
stationery
statue
stature
statute
steal
steel
stopped
stopping
stops
stories

stretch
strictly
succeeds
successful
summarize
superintendent
supersede
sure
surprise
syllable
symmetrical

temperament
tendency
than

their

there
therefore
they're
thorough
thousandths
till

to

together
too

track

tract
tragedy
transferred
translate
treacherous
treasurer
tries
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two
typical
tyranny

universally *
until

using
usually

vacancy
vengeance

vigilance
village
villain

weak

wear
weather
Wednesday
week
weird
welfare

where
wherever
whether
which
whole
wholly
who's
whose
wintry
wiry
within

without
woman
women
world

writing
written

your
you're
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MANUSCRIPT USAGE AND
CONSISTENCY

80, Make your manuscript accurate in form, and consistent.

a. Consistency

Be consistent as to form. Though different styles may
be acceptable, stick to one throughout an entire manu-
script.

Sexrrinc: Nol “catalog” on page 1 and “catalogue” on page 2

Caritars: Not “the governor” and later “the Governor”

Apsreviations: Not “Chalmers Ave.” and then “Tenth Street”

Numsess: Not “planted ten acres of wheat and 12 of oats”

Puncruation: Not ‘Tom, Dick, and Harry” and then “bread,
cakes and piey”

InvenTION: Not half an inch for the first paragraph, two for the
second, and one for the third

Itavics, QuoTaTion Marxs: Not Mary Ellen Chase's This Eng-
land and Adams's “Empire on the Seven Seas™ '

OurtLines: For subdivisions of the same rank use the same capi-
talization, the same indention, the same grammaical form.

b. Paper, Ink, and Endorsement

Use the kind and size of paper the instructor prescribes.
If he issues no instructions, use unruled sheets eight and
a half inches wide by eleven inches long.

Always either type your themes or write them in black
or blue-black ink. Never use pencil. Write on only one
side of the sheet.

Unless otherwise instructed, fold the written paper ver-
tically and place on the outside your name, the course
and section numbers, your theme subject, and the date.
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c. Title

Center a title on the page. Capitalize the first word
and all important words. It is undesirable to place'a
period after a title, but a question mark or exclamation
point should be used when one is appropriate. Do not
underscore the title! or unnecessarily place it in quota-
tion marks. Leave a blank line (in typescript an extra
double space) under the title before beginning the body
of the writing. Do not allow your first sentence to de-
pend for its meaning on the title. Do not repeat the title
on succeeding pages.

d. Spacing

Careful spacing is as necessary as punctuation. Place
writing on a page as you would frame a picture, crowd-
ing ittoward neither the top nor the bottom. Leave liberal
margins, Indent approximately one inch at the begin-
ning of cach paragraph. Keep blank any portion of the
last line of a paragraph which the material of that para-
graph does not cover, but permit no long gaps at the
end of other lines. Leave a space after a word and a dou-
ble space after a sentence. In typewriting, use a single
space after a2 comma or a semicolon, a double or triple
space after an end mark, and double spacing between
lines except in footnotes and in quoted passages. In
handwritten pages, leave room between successive lines,
and do not let the loops of letters run into the lines above

1In manuscript a horizontal line drawn under a letter or word is a
sign for the printer to use italic type.
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or below. Keep footnotes clearly separated from the text
by a horizontal line or by a belt of white space.

e. Handwriting

Write a clear, legible hand. Connect all the letters of a
word. Form a, o, u, n, e, : properly. Write out and hori-
zontally. Avoid unnecessary flourishes in capitals, and
curlicues at the end of words. Dot your 7 and j and cross
your ¢ and x, not with circles or long eccentric strokes but
simply and accurately.

If you use a typewriter, keep the type clean and the
ribbon fresh. Never strike one letter on top of another.
Use a quality of paper that allows you to make clean
erasures.

f. Alterations

To cancel a word draw a horizontal line through it
(never use parentheses to indicate deletion). To insert a
word place a caret A below the hine and insert the
word over it above the line. To close a space place a
link ™ across the top of the space. To separate words
use a slanting bar /. To transpose letters or words
hook the printer’s sign A, around them, a loop to each.
Make all erasures and corrections neatly. If more than
three alterations are necessary on a page, rewrite the page.

g- Reference to Sources

To give credit for borrowed material place an asterisk
* (or a superior number * if more than one source is
credited on the page) at the point in your paper where
you use the material.
299



8t

MANUSCRIPT STYLE

According to John Gunther? the Communists in
China . . . . But Edgar Snow 2 thinks . , . . Other
writers * who have studied the question say + « o »

1John Gunther, Inade Asa, p. 243.

2 Edgar Snow, Red Star aver China, p. 325.

 Bruce Bliven, “For a Declaration of War," The New Republc,
Vol. 105, No. 8, p. 235; Pearl S. Buck, “Dragon Seed,” Asua, Vol, XLI,
No. g, p. 463.

In a footnote give the name of the author, the title
of the book you are referring to, and the page or pages
where the material may be found. For a magazine article
give in addition to the author and title the name of the
magazine, volume and number (or month and year),
and page.

At the end of your paper give a list of your sources, in-
cluding author, title, publisher, and date of publication;
or author, article, periodical, volume (or month and

year).

Note—If you use the phrasing of the source quote word for
word, enclosing the passage in quotation marks, indicating
any omussions, even of a single word, by dots . . ., and
setting off in brackets [ ] any explanatory word that you
may insert. If you borrow only the idea, restate 1t in your
own words and do not use quotation marks.

CAPITAL LETTERS

81. Capitalize the first word of a sentence or a quoted sentence:

The captain barked out a command, “Guide right!™ 2

1If only a fragment of a scntence is quoted, the capital should normally
be omitted. RicHT: They said they would “not take na for an answer.”
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Capitalize the first word and all important words in
the title of a book or theme (all words except preposi-
tions, conjunctions, articles):

Green's 4 Short History of the Enghsh People, Chapter 5,
page 12. [Capuabze words like Chapter, Part, Act, and
Scene, but not words like page or line }

the Natronal Geographtc Magazne [A magazine. Do not capi-
talize the or magazime unless 1t is a part of the tile.]

the New York Times |A newspaper. Do not capitalize te.]

In poetry each line ordinanly begins with a captal.
In an outline each new entry begins with a capital.

Proper Names
4. Capitalize all proper names (individual identifying names):

Congress, Republican, Charles, Shorty, Mexico, Catholics, Masons,
Europe, God, Chnistian, Christ, the Bible.

Capitahize names of

1. DeriniTE REGIONS: the South, the East, the Onent,

Burt Not points of the compass: turn south, a south wind,

2. Days, monTHs, E1C.; Tuesday, February, Christmas, Easter,
Fourth ot July, June tenth,

Bur not names of the seasons: fall, spring, winter (unless
personified—O wayward, fickle Spring!).

3. Races anp Lancuaces (and adjectives derived from them):
Indian, Japanese, Negro, Laun, Enghsh, Spanish,

But Not school studies (except languages): history, art.

4. TiTees TuAT precEnE A NaME; Uncle Nat, Major Lee, Mr.
Bell, Dr. Gray, President Daniels, the Reverend Mr.
Harris,

Bur wor a title after a word like my, ¢, 2he: my aunt May,
my father, a doctor, the lawyer.
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Words Regularly Added to Place Names
and Organizations

b. Capitalize general words only when they are regularly
added to place names and organizations:

Prace Names: Twenty-first Street, New York City, Cook County,
Gem Lake, Missouri River, Red Mountain, Lake Superior, Mt.
Everest, Gulf of Mexico,

Bur a river west of town, a mountain behind the lake,

OrcaNizaTions: Jefferson School, the Unitarian Church, the Penn-
sylvania Railroad, the Bell Telephone Company, the University
Club, Marietta College, the University of Wisconsin,

Bur our high school, a church, a prosperous telephone com-
pany, 2 railroad crossing, a service club, coeducational colleges.

MaNUFAcTURED sTRuctures: the Exchange Building, Macy's Store,
Tucker's Shop, Brooklyn Bridge., Apartment 10, the Circle
Theatre,

Bur a new office building, a department store, a hat shop, an
apartment house, a neighborhood theatre.

Trade Names
¢. Capitalize only the specific part of trade names:

‘Waterman’s ink, Palmolive soap, Del Monte pineapple, Silver-
town tires [There are many Silvertown #res, but there is only
one Brooklyn Bridge].

Divided Usage

Nore 1.—Since newspapers deal mainly with trade names like
Goodyear tires, Colgate's soothpaste they often extend their
trade-name practice to place names thus: Tenth avenue,
Ozark mountains. (They never use a small letter when the
general term comes before the proper name: Lake Louise,
Mt. Shasta. They seldom have courage to use a small letter
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L

for the name of a store or mdusu'y Jordano Brothers’ Gro-
cery.)

Since book publishers deal with place names oftener than
with trade names like Manhattan shirts, they usually print
Fifth Avenue, Rocky Mountains. This “literary usage” is
preferred usage at the present time.

I, O, and Abbreviations

Narz 2.—Capitalize I and O and abbreviations of words used
as part of a proper name: Dr., Mr., Mz., St

Titles Used in Place of Names

Note 3.—Do not capitalize titles used in place of names ex-
cept for officrals of very high rank. Write the mayor, the
chief of police, the sophomore class.

A school publication would be justified in printing ke
Faculsy, the College, the Dean, the Freshman Class provided
those terms had specific reference for local readers in general.

Within a business organization one would be justified
in writing she Home Office, the Board of Directors, the
General Manager, the Chicf, the Boss provided these terms
had a specific reference for local readers.

Father and Mother may be written with capitals or with-
out. Capitals are preferable when the word falls alongside
proper names (Marian, Uncle Joe, and Father).

Words Derived from Proper Names

Nore 4.—A few words which were once capitalized because
their derivation from a proper noun was clearly remem-
bered are now written with a small letter because their
meaning has become generalized: isalic type, pullman car,
pasteurized milk.
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EXERLISE

Insert a capital wherever one is necessary. Be able to
give a reason for each decision,

1. she lives on forty-cighth street at the corner of slauson avenue.

2. have you ever lived in the south 1n the winter?

3. our belgian gardener speaks very little english.

4. the bible is the source book for all chrisuans.

5. we stopped at an nn in new mexico where indians were sell-
ing blankets.

. his aunt jane works 1n the patent office in washington, d.c.

mr. james k. knowles, principal of central high school, will

speak to freshman bdys at eight o’clock tonight.

8. her vacation last summer ncluded a teip to the onent.

9. mother told him to bring a can of libby’s pincapple, a pound
of hills bros. coffee, a quart of pasteurized nulk, and a
package of knox's gelatn,

10. in one day last spring I saw brooklyn bridge, niagara falls,
and the capitol building in albany.

~3 N

ITALICS, ABBREVIATIONS,
NUMBERS

'82. Use italics, abbreviations, and numbers systematically,

Italics
a. Underscore (to indicate italics) words that for clearness
need to be set off or emphasized.

1. The name of a book, of a periodical, and (usually) of a
shup.

Ricur: Surely everybody admires Hamlee. [ltalics show that
the writer means Hamlet the play, not Hamlet the man.}
RiehT: In Miss Millay's volume The Buck in the Snow I like
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best the title poem “The Buck in the Snow.” [Quotation
marks set off a subdivision frum a larger work.}

RicnT: I read Clarence Streit's “For Mutual Advantage” in the
Atlantic Monthly.

Ricut: The Epirus, loaded with Red Cross supplics, was sunk
in mid-Atlantic.

2. Worps or LETTERs As sucH Do not sound the first £ in
chestnut.

3. ForeiGN woRrDs NOT YET ANGLICIZED: The Germans were
demanding Lebensraum.

4, Worps REQUIRING sPECIAL EMPHASIS: The Greeks laid our
cultural foundations; the Romans did not.
It 1s better, however, to depend for emphasis on sentence
structure: The Greeks, not the Romans, laid our cultural
foundations.

Abbreviations

b. In ordinary writing avoid abbreviations. Spell out

1. And, m the mormmng, this afternoon |not &, i the a.m.,
thes p.nn.)

2. Tutles except Mr., Mrs., Messrs., Dr 3z Professor, Captan [not
Prof., Cap.|

3. Names of months and days: Sepeenrber, Tuesday [not Sept.,
Tues.}

4. Names of states, countries: Utah, England |not U., Eng.|

5. Chrisuan names, unless imtials are used instead: Charles [not
Chas.]

6. Strect, Avenue, Road, Raslroad, Park, Fort, Mountain, Com
pany, Brothers, Manufacturing, etc.

Note—In business correspondence, technical writing, tabu-
lations, footnotes, and bibliographies use whatever abbrevi-

1 'I'hese—abbremuons may not be used apart from names: My degr Dr.
Foster or My dear Doctor (not My dear Dr.).
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ations are really needed. Guard against abbreviations that
make the reader do unnecessary work.

Numbers

€. Use figures for dates, for street numbers, for reference to
pages, for numbers that cannot be expressed in a few
words, and for complicated sums of money. Write out
other numbers.

Ricur: June 16, 1943 [not 6/16/43]. 804 Chalmers Street. See
Chapter 4, especially page 79.

Ricur: The farm comprised 3,260 acres. In 1940 the population
of Kansas was 1,801,008 He carned $437 while attending
school. The cost of the improvement was $1,940.25.

Ricur: The box weighs two hundred pounds. Xerxes had an
army of three million men. I enclose seventy-five cents. He
owed twelve hundred dollars, Grandfather Toland is eighty-
seven years old. The train 1s due at a quarter past three.

In a long series of numbers use all figures or all words.
Prefer figures if any of the numbers are complicated.

Ricur: Three thousand men and four hundred mules.
RiGHT: 3,643 men and 421 mules.

EXERCISE

1. MacDuff seems to me one of the best characters in Macbeth,

2. Rough, dough, cough, through, and bough look as if they
should rhyme.

3, He wrote for the Herald-Tribune and for the Atlantic
Monthly.

4. The white oak, quercus alba, has a seven-lobed leaf.

5. In Racing Days, a chapter of Life on the Mississippi, Mark
Twain discusses the record runs of the R. E. Lee and the
Echpse.
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6. Last Apr. I took a R, R, trip.

7. I remain Yrs. respy, Wm. K, Barton.

8. In Salt Lake City, U, is a famous Mormon temple, and ete.

9. A no. of us contributed; we gave not less than a § apiece.

10, Saml F. B. Morse, Alex. Graham Bell, and Thos. A. Edison
were noted inventors,

11, The price has been reduced from $1.00 to $0.67 a Ib.

12, The package will go at the $0.14 rate if you limit the valua-
tion to $10.00.

13. At 10 o'clock we shall give the signal for firing 3 guns.

14. We take 1 daily paper and 3 magazines.

15. Dykes sold the property for onc thousand two hundred and
thirty-one dollars and eighty-six cents.

SYLLABICATION

83. If 2 word must be broken at the end of a line, use a hyphen
there (not at the beginning of the second line). Divide
between syilables only: depart-ment, dis-charge, ab-surd,
univer-sity, pro-fessor (not depa-rtment, disc-harge, abs-
urd, unmive-rsity, prof-essor). The parts must be pro-
nounceable,

2. Monosyllabic Words, Short Syllablél

Monosyllabic words are never divided: which, through,
dipped, speak (not whck, through, dip-ped, spe-sk; di-
vided syllables are either unpronounceable or mislead-
ing).

A single letter should never be separated from the rest
of the word: achieve-ment, enor-mous, dyspep-ssa (not a-
chievement, e-normous, dyspepa-a). Two letters should
seldom be set off, though printers sometimes make an
exception in favor of prefixes like un or suffixes like ly.
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b. Consonants at the Junction
of Syllables

One consonant at the junction of two syllables goes
with the second syllable: recipro-cate, ordi-nance, inti-
mate (not reciproc-ate, ordin-ance, intim-gtc).

Exceprion~—The consonant goes with the first of the two
syllables if that syllable 1s short and stressed: dil’-atory,
el'-cgant, ac’-a-dem-ic, a-cad'-emy, ath-let'-sc, dis-sat’isfy.

Two consonants at the junction of syllables are usually
divided: en-ter-prise, com-mus-sary, in-car-nate (not ent-
erpr-ise, comm-iss-ary, inc-arn-ate).

Exceprion.—Two consonants like ph, 2k, sk, ch which have
a single sound are treated like a single letter: ca-the'-dral,
fal'di-ble (not cat-hed-ral, fal-ib-le).

¢. Prefixes, Suffixes, Compounds

A prefix or a suffix is the proper part to break off re-
gardless of the rule for consonants between sylables:
ex-cmpt, dis-appoine, ssng-tng. But when a final consonant
is doubled before a suffix the additional consonant goes
with the suffix: trip-ping, permat-ted, omis-sion.

Compound words are divided between the parts: old-
fashsoned, runner-up (not oldfash-oned, run-nerup).

Note—The different dictioparies use different methods of
indicating syllabication. Each explains its own method in
the early pages of the volume. Webster indicates the end
of a syllable by a centered period (-), or by a heavy ac-
Cﬂ; ("), or by a light accent ('). In hyphened words the
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hyphen marks the end of a syllable: bib'lrog’ra-phy, half-

wit'tedness. |

The Standard indicates the end of a syllable by a single
hyphen, or by a single accent (), or by a double accent
("). In hyphened words a double hyphen (=) marks the
end of a syllable: 218" l-0g'ra-phy, half"=wit' ted-ness.

EXERCISE

The following words are all taken from the spelling
list in §79. Place a hyphen between each pair of syllables

in each word of more than one syllable.

absurd argument candidate
academy arithmelic can't
accidenially athletic certain
accommodate  based changing
acquitted becoming choose
aggravate beginning clothes
allotted believing coarse
altogether benefited coming
amateur Britain commuttee
appearance Britannica compel
LETTERS

84, Make your letters correct, attractive, clear.

definite
describe
disappear
dissausfied
divide
dwvine
dormitories
cighth
embarrass
existence

a. The Heading, the Inside Address,

and the Greeting

The heading of a letter should give the full address of
the writer and the date of writing, The inside address
should be the same as the outside address.! The greeting

% For omitung the inside address, or for placing it at the end of the

letter, see Nate 3.
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(also called the salutation) should be separated by a blank
space from the inside address. Do not abbreviate short
words, or omit Street or Avenue.

OsjecrioNasLe: # 15 Hickory, Omaha

Ricut: 15 Hickory Strect
Omaha, Nebraska

OsjEcTioNABLE: 4/12/42; 10~28~43

Ricut: April 12, 1942; Qctober 28, 19431

When a strect address is not necessary, the address and
date may be placed in one line thus:

Prescott, Arizona, June 1, 1942

The usual practice is to give the street address and to
make the heading a well-balanced block of three lines.

CORRECT HEADING, INSIDE ADDRESS,
AND GREETING, INDENTED FORM

935 Lawrence Avenue
Portland, Oregon
July 6, 1943
Mr. Joseph N. Kellog
1411 Lake Street
Cleveland, Ohio

Dear Mr. Kellog:

INDENTED ADDRESS AND ‘‘CLOSED”’
PUNCTUATION

Notz 1.—In the model just given the first six lines are left
“open” at the ends (the open space takes the place of

1 October 28, 1943, 1s slightly preferable to October 28¢h, 1943, Both
October 28 and October 28th (when not followed by the year) are in
good use.
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punctuation). It is also correct to place commas after the first
two lines, and a period after the third, thus:

1105 South Street,
Piedmont, Maryland,
June 18; 1942,
Mr. John Reynolds,
320 Orchard Avenue,
Utica, New York.

Dear Mr. Reynolds:

CORRECT HEADING AND INSIDE
ADDRESS, BLOCK FORM

106 East Race Street
Red Oak, Iowa
May 7, 1943

Mr. Joseph N. Kellog

1411 Lake Street

Cléveland, Ohio

Dear Mr. Kellog:

The inside address and the greeting begin at the left mas-
gin. °

b. The Body
The body of a letter should be correct in form.

1. Begin the body of the letter on the line below the greeting.
Indent that line as much as the first line in an ordinary
paragraph, onc half inch or one inch (except in the ex-
treme block form, when you should begin all paragraphs
at the left margin),

2. Do not omit pronouns, or write a “telegraphic style.”
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WhronG: Just received yours of the 21st, and n reply would
say your order was filled and shipped on the next day.

Ricur: In accordance with your letier of March 21 we
promptly filled your order and sent the consignment by
American Railway Express, charges collect, on March 22.

3. The idea that it is conceted to use [ 15 a superstition.
Undue repetition of  1s of course awkward; but entire
avoidance of 1t 1s silly.

4. Use simple language. Say your letter, not “your kind
favor” or “yours duly received” or “yours of the 21st at
hand.”

5. Avoid “begging” expressions which you obviously do
not mean, especially the hackneyed “beg to advise.”

Whrone. Received yours of the 3rd instant, and beg to advise
we are out of stock.

Ricut: We received your order of March 3. We find that we
have no dining-room chairs B 2-4-6 1n stock.

Wrone: I beg to enclose a booklet.

RicHr: 1 enclose a booklet.

Faurry: Permit us to say that prices have been advanced.

Rieur: The prices on our goods have been advanced.

6. Avoid the formula “please find enclosed.” The reader will
find what is enclosed; if you use please, let it refer to
what the reader shall do with what 15 enclosed.

Whrone: Enclosed please find 10 cents, for which send me
Bulletin 58.

Ricut: 1 enclose ten cents, for which please send me Bulle-
tin 58.

7. Avoid unnecessary commercial slang: “On the job,” “A-1
service,” “OK.,” “your ad,” “popular-priced line,” “this
party,” “as per schedule.”

8. Get to the important idea quickly. In applying for a posi-
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tion, do not beat around the bush, or say you “wish to
apply” or “would apply.” Begin I make application
for . .., Kindly consider my application for . .., or
Lapply . . .

9. Group your ideas logically. Do not scatter information,
A letter applying for a position might consist of three
paragraphs: personal qualifications (age, health, educa-
tion, etc.); experience (nature of positions, dates, etc.);
references {names, business or profession, exact street ad-
dress). Finish one group of ideas before passing to the
next,

10. Do not monotonously close all letters with a sentence
beginning with a participle: “Hoping to hear from
you . .. ,” “Asking your cooperation . . . ,” “Awaiting
your further favors . . .,” “Trusung this will be sat-
isfactory . . .,” “Wishing you...,” “Thanking
you .~ .” The independent form of a verb is more em-
phatic: “I hope to hear from you . . . )" “We await fur-
ther orders . . . ,” “We ask cooperation. . . .”

¢. The Greeting, the Close, and
the Signature

The greeting and the close should be consistent in tone:
if one is formal the other should be formal, etc. Each
should occupy a separate line and should begin with a
capital.

The gresting should begin at the left margin and
should be followed by a comma (especially in short
notes) or a colon (especially in long or business letters).

The close should begin in mid-line and be followed by
a comma. ‘
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OPEN PUNCTUATION

Nore 2.—Punctuation may be omitted after greeting and
close when the heading and inside address are similarly
treated (see a). But many persons reason that since greet-
ing and close belong somewhat intimately with the body of
the letter, they should be followed by punctuation even
when the heading and inside address are “open.”

Greetings used in business letters include the following:

Dear Mr, Smith: Dear Sir: Dear Madam:
Dear Mrs, Green: Sir: My dear Madam:
Dear Miss Alden: Gentlemen: Ladies:

Greetings used in personal letters include the follow-
ing:
Dear Miss Brown: Dear Jones,

Dear Professor Ward: Dear Olive,
Dear Mrs. Vincent, Dear Bob,!

Closing phrases used in business letters include the fol-
lowing:
Yours truly, Very truly yours,
Yours very truly, Yours respectfully,
In personal letters the following phrases are used:

Yours sincerely, Sincerely yours,
Yours truly, Cordially yours,

Preceding expressions like “I am,” “I remain,” “As
ever” (if they are used at all) belong in the body of the
letter,

1 As a rulg, the more famuliar the letter, the shorter the greeting.
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Rrcurt: 1 thank you for your courtesy. and remain
Yours sincerely,
Robere Blar

Rigur: 1 shall be grateful tor any further information you
can give me.

Yours truly,
Florence Mitchell

The signature should be written; it should be clear and
simple.! A man never gives himself a title or degree (Mr,,
Dr., MD,, Ph.D.) cither before or after his signature. It
is unnecessary, though permissible, for an unmarried
woman to put (Miss) 1n parenthesis before her signature.
A married woman should add below her own name her
martied name in parenthesis (Mrs. Jonathan Deane).

Wrone: Yours sincerely,
Allen Jenkins, M.D.

RicHT: Yours sincerely,
Allen Jenkins

RicuT: Very truly yours,
Sylvia Brown
(Mrs. Norman E. Brown)

The signature is regularly open (not followed by punc-
tuation).

d. The Outside Address

The outside address should follow one of the forms
given here:

1 A typed signature may, and often should, follow the written one to
confirm and clarify it
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R. E. Stearns
512 Chapel Hill Street
Durham, N. C,

Mr. Donald Kemp
3314 Salem Street
Baltimore
Maryland

Bentley Davis
906 Park Street
Ogden, Utah

Rogers, Mead, and Company
2401 Eighth Avenue
Los Angeles
California

A married woman is ordinarily addressed thus: Mrs.
George H. Turner (rather than Mrs. Grace Turner). But
a title belonging to the husband should not be transferred
to the wife.

Wrone: Mrs. Dr, Jenkins, Mrs. Professor Ward
Rigur: Mrs, Alien Jenkins, Mrs. Arthur N. Ward

If a title of respect is placed before a name (Professor,
Dr., Honorable), it is not desirable to place another title
after the name (Secretary, MD., Ph.D,, Principal, Esq.).

Weong: Dr. A. Bruce Steele, M.D.

Rigut: Dr. A. Bruce Steele, or A. Bruce Steele, M.D.
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A minister is referred to as “The Reverend Mr.
Beecher” or “Reverend Charles K. Beecher,” not “Rev-
erend Beecher.”

¢. Miscellancous Directions, Models

Writing should be centered on the page, not crowded
against the top, or against one sidc. Letter paper so folded
that each sheet is a little book of four pages is best for
personal correspondence. Both sides of such paper may
be written on. The pages may be written on in any order
which will be convenient to the reader. An order like
that of the pages in a printed book (1, 2, 3) is best.

Business letters are usually written on only one side of
sheets 8% by 11 inches in size. The sheet is folded once
horizontally in the middle, and twice in the other direc-
tion, for insertion 1 the ordinary envelope.

MODEL BUSINESS LETTER

526 North Vermont Avenue
Los Angeles, California
May 14, 1942

Mr. Carl Griffith, Manager
The Acme Garage
6001 Sunset Boulevard
Los Angeles, California

Dear Sir:
I apply for a position as mechanic’s assistant in your garage.
I am nineteen years old, and in good physical condition. On
June 6 I shall complete my first year's work in engineering at
California Institute of Technology, and after that date I can
begin work immedsately.
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I have had practical experience in garage work. For two years
I have made a special study of auto mechanics, in and out of
school. 1 worked last summer in Taylor and Brown's Wilshire
Service Station. In addition, 1 have become familiar with tools in
my workshop at home, so that I both know and like machinery.
For statements as to my character and ability I refer to
Mr. Eugene M. Brown, of Taylor and Brown’s Wilshire Service
Station (Fairfax 2357)
Mr. George Knight, lawyer, 2145 Kingsley Road (Oxford 7612)
Mr. Louis Vieth, banker (Garfield 27785)
Mr. H. W. Holt, Principal of Franklin High School (Garfield
22825)
These men can be reached by the local telephone, and they have
given me permission to use their names.
Respectfully yours,

Howard Rolfe

MODEL PERSONAL LETTER

1204 Highland Avenue
Albany, New York
April 26, 1942
Dear Cynthia:

At last I can write definitely that preparations are complete.
I shall Jeave Albany day after tomorrow, Friday afterncon, at
5 o’clock, on the New York Central, tramn 21. I should reach
Hampton at 8:25 in the evening. I shall have to return home
Sunday night.

Have you heard that Morris 1s working his way through school
at Syracuse? And that the Wellses have a new car? And of
Marie’s marriage? I have another bit of news that [ am saving
for a surprise. It will be pleasant to meet your mother again; it is
good of her to invite me,

Cordially yours,
Rita
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Note 3.—A personal letter always contains a greeting, but
may omit the inside address or may place it after the sig-
natute in the lower left-hand corner. It may even begin
informally with the greeting, leaving both heading and
inside address to fall at the end.

f. Formal Notes (Invitations)

Formal notes and replies are written in the third per-
son (avoiding I, my, me, we, us, you, your). They em-
ploy no abbreviations except Mr., Mrs,, Dr. and no nu-
merals except street numbers.

Mr. and Mrs. Clarence King
request the company of
Mr. Charles Eliot
at dinner on Friday, the tenth of May,
at six o’clock
514 Poplar Street

Replies to Formal Invitations

Acceptances follow the same form as the invitation, re-
peating the day and the hour so as to avoid misunder-
standing. The verb used in the reply should be in the
present tense.

Weone: will be pleased to accept
RigHT: is pleased to accept

Wrona: regrets that he will be unable to accept
RicHr: regrets that he is unable to

Mr. Charles Eliot accepts with pleasure
the kind invitation of Mr. and Mrs. King
to dinner on Friday, the tenth of May,
at six o’clock.
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EXERCISE

Write out in correct letter form, fully punctuated, each
of the numbered passages below, just as the items would
appear in a letter, In place of the body of the letter in-
sert one horizontal row of dots. Use “closed punctuation”
(sec a) and indented form in the first five letters (be
careful to indent uniformly). In the other five use any
form you choose, provided it 1s uniform and consistent.

. 102 Maple Street  Council Bluffs lowa  June 1 1942

Mr. Everctt Newton  St. Paul Minnesota Dear Mr
Newton  Sincerely yours  Helen Jameson

. Syracuse New York  December 4 1943  David Sykes

and Co Indianapolis Indiana Gentlemen Yours
truly A G Milliken for Smith Brothers

6 Dover Road Cincinnati  Ohio February 20 1942
Southeby and Company Lid 18 Old Bond Street Lon-
don W  England Sirs Very truly yours James
Gustavson

. 1001 Exchange Building  Madison Wisconsin  Apnil 10

1942 Mr James W Lamb  Civil Engincer  Denver
Colorado  Dear Mr Lamb  Yourstruly  Norris Mont-
gomery

66 North Avenue  Cleveland Ohio  February 1 1943
To the Secretary of the School Board  District Number 4
Cumberland Kentucky Dear Sir Respectfully yours
(Miss) Jesste M Davis

., Edgemont Court Des Moines lowa April 10 1943

Mesdames McCann and Bucll  Bendix Building  Sioux
Cny lowa  Ladies  Very sincerely yours  Phoebe M
Wilcox (Mrs C W Wilcox)

. Morning News Building  Richmond Virginia  May 26

1941 Senator James K Webster  State Capitol Building
270 .
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Hartford Connecticut  Sir  Respectfully yours P B
Ashworth Assemblyman

8. 1054 Kingsley Avenue  Kansas City Missouri  July 20
1943  Reverend Mr Charles A Curtis  Flint Michigan
Dear Sir  Yours very truly  Henry M Lynch

9. 55 Springdale Road  Puttsburgh Pennsylvania ~ October
251943  Miss Celia Maddox  Principal  Reading School
for Girls Reading Penasylvania  Dear Miss Maddox
Very respectiully yours Alma K Harris (Mrs Philip
Simpson)

10. 1011 Gramercy Ruad  Denver Colorado  February 10
1944 Mr Simon W Broome  Secretary of the Kiwams Club
956 Myrtle Strect  Decatur llinois  Dear Mr Broome
Yours sinccrely  Peter E Jackson

PARAGRAPHS
Paragraph Length, Dialogue, etec.

{5a. Indent paragraphs uniformly (in manuscript, about one
inch). In dialogue, indicate each change of speaker by be-
ginning a new paragraph. In all writing begin a new
paragraph for each natural division of the thought.

DETERMINING PARAGRAPH LENGTH

The length of a paragraph is ordinarily from fifty to
three hundred words, depending on the importance or
complexity of the thought. In exposition, the paragraphs
should be long enough to develop every idea thoroughly.
Scrappy expository paragraphs do not give the reader a
clear and complete idea; they suggest that the writer has
not given sufficient thought to the subject.
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Nore—Short paragraphs are permissible, and even desirable,
in the tollowing circumstances:

1. In a formal mntroduction to the main body of a discourse,
or in the formal conclusion. (The paragraph may consist
of a single sentence.)

2. In the body of a composition, when a brief logical transi-
tion between two longer paragraphs is necessary.

3. In newspapers, where brevity and emphasis are required.
(But the student should not take the journalistic style as
a model.)

4, In description or narration meant to be vivid, vigorous,
or rapad.

5. In dialogue.

PARAGRAPHING DIALOGUE
Rieur: '

“Listen!” he said. "There was a noisc outside. Didn't you
bear it?”

*“No,” I whispered. It was dark in the room, execpt for a faint
light at the window; and I felt my way cautiously to his side.
“What 15 1t? Burglars?”

“1 believe it is™

“I can’t hear anything.”

“Listen! There it is again.”

“Pshaw!” I had to laugh aloud. “Thompson’s cow has got into
the garden agamn.”

Note that a slight amount of descriptive matter may be
included in a paragraph with the direct discourse, the
only requirement being that a change of speaker shall be
indicated by a new paragraph.!

1In exceptional cases a long, rapvd-fire dialogue or the remarks of
many speakers all talking at once may be placed in one paragraph, Each
speech is, of course, enclosed in its own quotation marks, Dashes may be
used be7f;re successive quotations to indicaie a change of speaker.
2
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Omissions from a dialogue (as when only one side of a
telephone conversation is reported), long pauses, and the
unfinished part of interrupted statements, may be repre-
sented by a short row of dots. . . .

Paragraph Unity

b. In exposition secure unity by building each paragraph
about one central topic or thought. In narration or de-
scription build about one event, impression, or effect.
Strike out elements that ramble from the point. Fill up
gaps in the thought.

As a special means of securing unity, condense the cen-
tral thought of your paragraph into a topic sentence. Use
this topic sentence as your controlling idea, and let the
remainder of the paragraph develop or expand the
thought of your topic sentence. The method of building
a paragraph around a topic is of special value in exposi-
tion. If your paragraphs tend to be loose or rambling,
give yourself practice 1n announcing your main idea in a
topic sentence and then developing your announced
topic into a paragraph.!

THE UNIFYING EFFECT OF A TOPIC
SENTENCE

A topic sentence is a sentence that states in a clear and
compact way the subject that is dealt with in a composi-

1 An expository paragraph usually explains a rterm like armustice,
plastics. radso beam, pressure cookers or a prorosiTION hike A pressure
cooker repays its cost 1n six months,” Paragraphs that develop a prorost-
TioN nearly always have a topic sentence, and those that develop a TEan
may well have a topic sentence, but often do not.
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tion or a paragraph. Placed at the beginning, it starts the
reader in the right direction by answering the question
What is the purpose of this paragraph? Placed at the end,
it draws together the matter presented by answering the
question What has this paragraph said? Used at both the
bcgmnmg and the end it says This i&s where we are go-
ing . . . We have arrwed there.

LackiNG IN UNITY:

The mean-spinted fellow may rise to noble conceptions when
the national safety is endangered. The quet, unassertive chap
may prove a daredevil on the field of battle. The boor who pushes
past you through the door you have opened may give you his
place 1n the last boat lowered from the sinking ship. The thuef or
the cheater may be the volunteer when only a transfusion of
blood can save a child’s hife. [ The items are, as they stand, un-
related; yet they are plainly meant to develop a single thought or
purpose. Something is required to bind them together and to
give them point. The missing element is a topic sentence, prefer-
ably at the beginning: “Emergencies bring out unsuspected quali-
ties.” ]

Paragraph Coherence’

C. Secure coherence in the paragraph by a clear arrangement

of sentences and by clear connection—clear use of refer-
ence wards, repetition of key words, parallel structure,

" clear use of transitional expressions, (See § 37.)

’
COHERENCE BY CLEAR ORDER

(Marking progress by a straightforward sequence of time, of
space, or of importance)
LACKING IN COHERENCE:
Esther was a beautiful girl who had been brought up by Morde-
cai, a nephew of her father. She had lost her father and her
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mother. She was raised to the throne of the empire by Ahasuerus,
from a lowly, quiet life in the home. She was a Jewess.
ORDERLY SEQUENCE OF SENTENCES!

Esther was a beautiful Jewish girl who had lost her father and
mother. She was brought up by Mordecai, a ncphew of her father,
in a simple, quiet home. From this low estate she was suddenly
raised by King Ahasuerus to a place beside him on the throne of
the empire.

COHERENCE BY CLEAR CONNECTION

(Marking progress by relating the parts)
CLEAR USE OF REFERENCE WORDS:

Jefferson did not believe that the United States government had
the Consututional right to acquirc territory. But an exigency
arose which caused him to set his theory aside. Louisiana had
lang been in the possession of Spain. Now Spain had disposed of
it to France, and thus the vast terntory that bordered on ours
had fallen into the hands of Napoleon, builder of empires.
One possibility was to_take no action regarding this menace to
our fuwre safety as a nation. The other possibility, springing from
Napoleon’s temporary witlingness to sell, was to buy Louisiana
outright. Jefferson supported the American commissioners abroad
in preferring the latter course. His career affords many proofs of
his practical statesmanship, but none more convincing than this
far-seeing act. [Each of the underscored expressions refers to a
preceding or a following clement in the paragraph. The expres-
sions bind the paragraph together and make the progress of the
thought easy to follow.|

PARALLEL sTRUCTURE (sentences tied together by repeating, in a
large and not narrowly rhetorical way, the same pattern):

Summers were always thrilling to us children. Some years

we would go to the beach. Other years we would go to the

mountains. Once we even packed into the woods on foot, hiking
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for nearly a month. Always we were out of doors—a delightful
contrast to our winters cooped up in a small apartment.
CLEAR USE OF SIGNALS (transitional expressions):

Why is a diet of potatoes not satisfactory? It is not satisfactory
because it lacks balance. Though the middle layer of a potato
gives us mineral salts, the central part gives us starch and very
litle else. Now starch is something most of us get too much of
as it is, In cereals, also, starch is the principal ingredient. Proteins
build up the ussues of the body, whereas siarch gives us heat
and energy. In the potato we get this heat and energy, but very
little of the ussue-buslding material, Therefore it is not a good
diet to eat only potatoes. We must eat potatoes with meat or cggs,
or we must cook potatoes with a2 milk sauce. Then we get the
needed protein from the meat, the eggs, and the milk, as well
as the starch from the potatoes.

Nore—A transitional sentence may be necessary to indicate
the relationship of one paragraph to another, or to indi-
cate to the reader what progress has been made and what
new turn of thought is to be encountered. Ordinarily the
right place for a transitional sentence is the beginning of a
paragraph.

TRANSITIONAL SENTENCE POINTING FORWARD: Let us turn to the

advantages of the hot-water system of heating . . .
TRANSITIONAL SENTENCES POINTING BACKWARD AND FORWARD:

We have considered the advantages of the hot-air system of heat-

ing. Let us now turn to those of the hot-water system . . , [Or]

Having considered the advantages of the hot-air system . ..

Methods of Developing a Paragraph

d. Develop cach paragraph into a well-rounded unit of
thought. Employ any method or any combination of
methods that fits your topic and your purpose. The most

useful methods are (1) enumeration and (2) comparison,
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1. ENUMERATION OF DETAILS (PARTS,
KINDS, TYPES, QUALITIES, CHARAC-
TERISTICS, CAUSES, USES, ETC.)

Begin with a general statement and build it up with
details; or begin with details and draw them together at
the end with a general statement of the main idea, Ex-
ample:

How 10 CLEAN A RooM

Cleaning a room goes best if you take it in three steps: the pre-
hmuinanes, the main work, and the finishing off. First, place the
small chairs and tables in the hall, and move the bed and
bureaus out from the wall. If the bed s covered with a dark
spread, place a sheet over it to keep the dust off. Remove dresser
sets. Take all the shoes out of the closet, so that the floor can be
casily cleaned. Open the windows (unless the wind blows oppo-
site to the direction in which you arc sweeping!). Second, get
down to the real work, Sweep the rug thoroughly and remove it
to an adjoining room. Then sweep the floor. Brush the closet first,
being careful not to let the dust fly upon the clothes. Decide upon
a certain corner toward which, to sweep the dirt, and sweep in
the same general direction. After every inch has been cleaned,
gather the dirt in 2 pan, deposit it carefully in a paper, and burn
it. If you wish the flocr to look bright, go over it with an oiled
mop. Third, dust everything, using an oiled cloth if possible to
prevent dust from flying from one object to another. Replace the
furniture. Put the rug on the Aoor. Straighten up the dresser, the
table, and all books and pictures.

2. COMPARISON OR CONTRAST

Place ideas or objects alongside each other, and enu-

merate the points of difference or similarity. Example:
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CasH versus CrepiT

Many men will tell you that a person should always pay cash
for his purchases. But I have heard it contended that he does
more wisely to buy on credit, especially if he has gone to live
in a city where he is not yet well known. There are advantages in
both methods. If a person pays cash, he buys less, Every time he
makes a purchase he sces the actual money leaving his hands, and
the sight has a psychological effect upon him; rather than part
with the money he will dispense with the article. Thus at the end
of the year he not only has a fuller purse, but has made frugality
a habit. If a person buys on credit, though of course he buys
more, he finds compensation for his monetary loss. His name
comes to the attention of the proprictor of the store, who never
waits on him personally and might never hear of him were his
account not carried in the books. Thus if he buys at the right
places, and makes prompt scttlement at the end of the month, he
forms valuable acquaintances, and soon becomes known as a man
to be trusted.

3. DEFINITION (EXPLAINING A TERM)

Give a definition at or near the beginning, and elabo-
rate it, or illustrate it, or explain any of its terms that
might be misunderstood, in the remainder of the para-
graph. Example:

Car SkALs

Car seals arc fastenings placed on doors, windows, or other
parts of freight cars, so that employees of the railroad can deter-
mine whether or not a car has been tampered with in transit,
One of the most common forms of seal consists of a picce of wire
that is passed through a door bolt or other fastener in such a
way that the bolt cannot be opened while the wire is in place,
The ends of the wire are then fastened together by a piece of
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lead that is pressed over them so that the wires cannot be re-
moved without breaking them or the lead. In order that the seals
may indicale the point where the cars are sealed, or the person
who seals them, the press with which the lead is attached to the
ends of the wire 1s made to imprint in the lead certain distinctive
numbers, letters, or other identifying marks. Of course, the wires
commonly used could easily be cut with ordinary phers; the reli-
ance of the ratlroad 15 mainly upon the law, which provides heavy
penalties for unlawful breaking of seals.

4. ILLUSTRATIQN OR EXAMPLE (EX-
PLAINING A PROPOSITION)

Make clear the meaning of an abstract term or a gen-
eral statement by showing how it applies to actual things
or in specific instances. Example:

Mowvigs anp SociaL ProBLEMS

“Do Films Take Sides?” This is the title of Chapter Three in
Rose R. Terhin's You and 1 and the Movtes in which the author
says that motion pictures do take sides. Among her many illus-
trauons 1s this comment upon three parucular pictures: “In all
three films based on strikes in industries there is explained po
cause for a strike except personal animosities or someone’s per-
sonal ambition. The employer 1s the victim of these weaknesses
of his men, and therefore yustified in hiring strike-breakers and
the like. Never are there presented the issues with which most
strikes are concerned: wages, hours, the right to organize.” I have
myself seen.two other films which dealt with industrial strife,
and my observation corresponds closely to that of Miss Terlin.
I think I am justified in saying that motton pictures do not give
an adequate account of social problems. To be exact, I wilt put
my motion before the house in mathematical* terms: motion pic-
tures do not handle social problems half so deeply or honestly as
literature does.
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5. OBVERSE STATEMENT, OR
ELIMINATION

By rejecting, one after the other, successive alternatives,
make clear what an idea or proposition is not; afterward
state definitely what it is. Example:

Wuar Is Liegr?

Just what does constitute a libel published in a newspaper is
often hard to determine, It is not criticism of the government or
of governmental offictals, for the Constitution provides for free-
dom of speech and of the press. It is not denunciation of political
policies, for such denunciation 1s the normal procedure in every
political campaign. It is not the printing of news that is false or
only partially true, for errors are made unavoidably every day.
Libel 1s the malicious defamation of a person, made public by
writing, and tending to provoke him to anger or to expose him
to public contempt or ridicule.

6. REPETITION

Clarify a statement by repeating it in other words or
from new angles of approach, Example:

BussLes

The fertility of Barbara’s brain is amazing. She bubbles over
with good ideas, tossing them off almost without a thought, As a
matter of fact, she might not have so many ideas if she took
time for sober consideration. She is generous with her ideas, too,
glad to share them with all, knowing that tomorrow she will
have many others just as good, She gives off ideas as a bottle of
soda pop gives off bubbles, effervescing any time you shake
her up.
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7. COMBINATION OF METHODS

Use the foregoing methods in combination, at need.
Example:
Nor Jusr Anv ILLUSTRATION

An illustration in advertising should not be “just another
pretty picture.” [Obverse statement] An illustration should im-
plement and make clearer the idea the copy wishes to convey,
and 1t should carry conviction. [Enumerat:ion] For instance, the
face of a pretty girl might attract attention, but it would be unre-
lated to an advertisement for acetylene lamps. [Example] An ap-
peal of this sort may even defeat itself, for the picture is irrelevant
to the commodity. |[Repetition] [Mlustrations are of two sorts,
those in which the picture is the main argument, and those in
which it is not. [Enumeration] The first type is exemplified by
the travel poster, where the picture is the main interest and the
copy 1s secondary. [Example] The second type is exemphfied by
the book advertisement, where the picture shows perhaps only
the cover while the copy stresses the important matter—the con-
tents. [Contrasted example] In all advertising the illustrations
should suggest dignity and refinement, so that the reader may
desire the article that scems to produce that happy state, As a
rule, all features of copy and picture should be combined with
the aim of creating a pleasant atmosphere, and all should har-
monize logically with the central item of interest. {Repetstzon
and summary}

Nore—In most of the foregoing examples, as in most ex-
pository writing in general, a topic sentence is employed to
insure clearness. The topic sentence occurs normally at or
near the beginning of the paragraph; it may be repeated,.
wholly or in part, at the end (especially if the paragraph is
one that stands alone as a little composition in itself), Most
expository paragraphs that stand alone are the better for
some sort of clincher at the end.
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EXERCISE
1. Arrange in paragraphs and insert quotation marks,

Hello, people. Sorry I'm late, called Dot, bursting into the
room. There isn’t much food left, was Bill's comment as he
helped himself to the last of the potatoes. Where've you been?
To the Old People’s Home. Saturday is old Mr. Parks’ birthday,
answered the girl, pulling up a chair beside her brother. He's such
a dear, Well, said Bill, giving his plate a last unmannerly scrape,
if you're so keen about him, why don't you make him a birth-
day cake? That would be grand! she exclamed. We'll get red
candles and trim it with crimson ramblers.

2. How many topics are discussed in the following
sclection? How many paragraphs should it make?
Should the topic sentence stand at the beginning of each
paragraph, or at the end, or both?

Theodore Roosevelt had a wide range of interests. He was
really an authonty 1 a vanety of subjects, and accomplished in
many fields. He was a sporisman, a naturalst, a scholar, an
author, and a statesman. His interest in animal life, botany, and
woodcraft is well known. The fact that he could absorb balf a
page of a book at a glance shows the kind of scholar he was. As
a tribute to his statesmanship the people elected him president,
No one denies that Roosevelt had a magnetic personality, and a
natural gift for leadership. Men trusted him and followed him
with enthusiasm. He associated with many different classes of
people, and he adapted himse)f to all. In Europe he was on an
equal footing with monarchs. In America he hobnobbed with
the Rough Riders and became one of them. His strength of per-
sonality is the more remarkable if we consider that as a boy he
had been a weakling, under necessity of taking exercises to in-
crease his stamina. Although Roosevelt had many admirable
qualities, he had others not at all commendable, He often used
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wer in a dictatorial way, He was not always consistent, and
sometimes let himself be ruled by impulse or unworthy feeling,
For example, he opposed the league 10 enforce peace, not so
much becavse he disapproved of the idea as because he disliked
President Wilson, who sponsored the idea. Two years carlier
Roosevelt had supported an international organization which had
a similar aim. Also, when circumstances persuaded President Wil-
son that it was no longer possible to keep the country out of
war, Roosevelt, who had previously derided him for not going
to war, censured him for going to war. Nevertheless, Roosevelt's
good qualities far outweigh hs inconsistencies and faults. I never
try to excuse his faults; I even like him better for human frailties
such as we all have.

OUTLINES

Two kinds of outlines are illustrated in this article:
(a) the Topic Outline, and (&) the Sentence Outline.

The Topic Outline

86a. For a topic outline use noun-headings (or noun-equiva-
lents, with modifiers if necessary) which indicate the im-
portant ideas in a composition, and their relation to each
other. Conform to the following model:

Tue Lumeer ProRLEM

Tueme: The decline of our lumber supply requires us to take
steps toward reforestation, conservation, and the use of substitutes
for wood.

L The causes of the depletion of our forests
A. Great demand
B. Wastcful methods of forestry
1. The remedy
A. Reforestation
1. Planting by individuals
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2, Planting by the states
3. Extension of the present National Forest Re-
serves
B. The prevention of waste
C. The usc of substitutes for wood {concrete, steel, brick,
stone, plastics, etc.)

The Sentence Outline

b. For a sentence outline use complete sentences, punctu-
ated as in ordinary discourse. Conform to the following
model:

Tue Lumeer ProBrEm

1. Our forests are being depleted by the great demand and by
wasteful methods of forestry,

A. Wood is in great demand for building, for industrial
expansion, for fuel and other minor uses.

B. Wasteful methods of forestry are employed.

II. The remedies for the depletion are reforestation, the preven-
tion of waste, and the use of substitutes for wood.

A. Reforestation may be carried on by individuals, by
the states, and by the federal government.

B. Waste may be prevented by controlling fire and in-
sects, and by abolishing wasteful methods (for ex-
ample, by abolishing the use of the “skidder”).

C. Concrete, steel, etc., may be used in place of wood.

Indention, Numbering

C. Indent and number all headings properly. Indent head-
ings that are coordinate (that is, of equal value) an equal
distance from the margin. One inch to the right is a good
distance for successive subordinate headings. Use Roman
numerals, capital letters, Arabic numerals, and small let-
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ters to indicate the comparative rank of ideas. When a
heading runs over one line, use hanging indention; that
is, do not allow the second line to run back to the left-
hand margin, but indent it. Make the numerals and let-
ters (I, 4, etc.) stand out prominently. Do not give the
titlc‘ of a theme a numeral or letter,
FAULTY INDENTION:
Sources of energy which may be utilized when the coal, supply
is exhausted are
1. Ruvers and streams, especially in
mountain districts
1. The tides
III. The heat of the sun
CORRECT HANGING INDENTION?
Sources of energy which may be utilized when the coal supply
is exhausted are
L Ruvers and streams, especially in
mountain districts
1. The tudes
III. The heat of the sun

Parallelism

d. Express in parallel form all ideas that are parallel in
thought. The nature of the thought may call for a series
of nouns, noun phrases, noun clauses, etc. Forms differ-
ing widely in grammatical rank should not be placed in a
series, unless defect in language makes parallelism impos-
sible. Corresponding items should be alike in their use
of capitals, end marks, etc.

FAULTY BECAUSE LACKING IN PARALLELISM!

Advantages of a garden
1. Profitable



86 MANUSCRIPT STYLE

2. It affords good exercise
3. Guves pleasure

Ricur {Using nouns]: Rieut [Using phrases):
Advantages of a garden A garden is valuable

1. Profit 1. For profit

2. Exercise 2. For excrcise

3. Pleasure 3. For pleasure )

Ricrr [Using verbs]: Rieut [Using sentences):

A garden is valuable because it A garden is valuable for sev-

1. Yaclds profit eral reasons.

2. Provides exercise 1. It yields profit.

3. Gives pleasure 2. It affords exercise,

3. It gives pleasure.

Coordination and Subordination

€. Avoid faulty coordination (giving two ideas equal rank,
when one should be subordinated to the other) and vice
versa, avoid faulty subordination,

How SkEDs ScarTer

1. By wind
1. Some seeds provided with parachutes
Faurty: < 11 Others light, and easily blown about
le By water
V. By animals

How Sezos Scarrer

I. By wind
A. Some seeds provided with parachutes
RicHT: B. Others light, and easily blown about
I1. By water
| I1L. By animals
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Nore.—Topics as they first present themselves to the mind
are scldom phrased or arranged perfectly. They have to
be reworded and regrouped 1n order that their relationships
among themselves and their bearing on the subject as a
whole may be recognized. Subordinate topics must be com-
bined, not necessarily under large topics which are already
at hand, but perhaps under large topics which the student’s
own thought must supply.

FAULTY PHRASING AND GROUPING?
AovaNTaces or THE FounTaiN PEN

1. To refill it, wherever you happen to be, is casy.
II. Anywhere you go you can take 1t along.
1L The point rarely has to be changed.
1V. Rust on the point does not spoil the writing.
V. In carrying the pen you do not have to carry the
ink separately.

The first, second, and fifth topics have an idea in common
—namely, that the pen may be carried anywhere without
losing its usefulness. The key-idea to this group of topics is
portability. The third and fourth topics have an idea in
common-—namely, that the pen rendess just as good service
at onc time as at another. The key-idea to this group is
uniformity of service. The outline is now easily rearranged:

RicHT:
ApvanTAGEs OF THE Founrtain PEN

L It is portable.
A. The pen may be carried anywhere, without difficulty.
B. Ink does not have to be carried separately.
C. The pen may be refilled anywhere, without difficulty.
IL 1t gives uniformity of service.
A. The point rarely has to be changed.
B. The point is never rusty.
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Excessive Subordit\ution, the
Unmated Subtopic

f. Avoid detailed subordination. Especially avoid a single
subheading; it can be joined to the preceding line or
omitted.

A. The McCleltan Orchard
1. Situation
(z) On a northern slope
2. Nature of so1l
(a) Sandy
3. Kind of fruit
(a) Apple
(6) Cherry
A. The McClellan Orchard
1. Situation: a northern slope
2. Nature of soil: sandy
3. Kind of fruit: apple and cherry

Too bETAILED:

RicHT:

EXERCISE

1. Place in order the headings of the following outline
on “Tennis as an All-round Sport.” Subordinate some of
the headings to others. If necessary, change the wording,
or introduce new headings.

A game that can be played anywhere

A game that can be made either strenuous or easy

A game that can be played by old or young

A game (unlike football, golf, rowing, etc.) independent of
special facilities not likely to be had in ordinary towns

A game that can be played by men or women

A game that can be played by the skilled or the unskilled

One of the most healthful games

A game that can be played by anybody
288
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2, Give a title to the following outline, Place the sen-
tences in order, subordinating some to others, Introduce
headings or subheadings of your own, if you find that
such are necessary.

A dictaphone is an instrument into which one dictates letters.

The instrument later reproduces the words for an operator, who
types them.

The dictator does not have to wait until a stenographer is ready.

The operator may turn back a record several times if she fails
to understand at first.

The records soon become worn and the sounds of the words in-
distinct; thus a combination of poor dictator and poor operator
wastes the ume of both.

The dictator who so chooses may compose his letters before or
after office hours without requiring the stenographer to put in
extra tune,

In disputes as 10 what the dictator said, the record furnishes the
means for an accurate settlement.

Many dictators are ignorant, careless, and mcﬂicncnt, and their
dictation is very trying to operators, [n offices where large num-
bers do each a lile dictating, some are sure to be slovenly.

Good operators are hard to procure.

The operator may do other work if the machine does not require
her whole time,

HOW TO STUDY
87. Read with understanding. Take notes sclectively. Be able to
paraphrase or to summarize what you hear or read.
2. How to Read

Make use of the table of contents of books. Keep in
mind the large goals of each chapter as you read; do not
289
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become so immersed in details that you cannot sec the
forest for the trees.

Make a mental outline of the writer's main points.
Then you will know the goal of each division, know
when you have made progress toward it, and know
when you have reached it.

In your own books you can underscore the big ideas
so that you can see at a glance the main points of a para-
graph and of a chapter. From borrowed books you can
write down the main points as notes.

Try to grasp not only the main ideas but also the im-
portant detasls—not only the what of each passage, but
also 7o what extent and how. Make your reading answer
questions.

b. How to Take Notes

Write down in rough outline form the main points
of an article or a talk, together with enough details to en-
able you to give the gist {roughly but accurately) with-
out further reference to the original. Use your own words
as much as possible. Do not write complete sentences;
take only enough to hold the thought. Prefer ink to
pencil.

Notes for study are best kept in a notebook, each new
subject beginning a new page. Notes on material to be
used in composition are best made on cards (3 by 5 inches
or larger). Put each topic on a separate card, so that the
material may be easily rearranged and reorganized. Note

all details (author’s name, book title, page reference, pub-
29 .
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lisher, and date of publication) so clearly and completely
that the material is available for use in an article or bib-
liography without your going back to the original. Avoid
making yourself do the work twice over.

In taking notes on a lecture you should record the
speaker’s name and subject, headings, dates, and books
mentioned. Follow the speaker’s divisions; a well-
organized talk may be readily outlined by an alert lis-
tener. Omit prehminaries and details; try to give the gist
of what 1s said. Leave yourself space to go back and fill
in if your lecturer backtracks, and to “point up” your
notes by underlining and inserting clarifying headings.
For a carelessly orgamzed talk the best you can do is to
take down everything that seems important and head it
up afterward, crossing out, inserting, and otherwise as-
signing weight.

Copy word for word within quotation marks particu-
larly stimulating remarks or illustrations. Give the quoted
passage a label which will recall the whole instantly to
your mind. Note below it your own comments.

Save yourself time and labor by such generous spacing
and clear handwriting that your original notes are all you
need. Copying notes is sheer waste.

c. How to Paraphrase

To paraphrase is to give in your own words the essen-
tial meaning of a passage. It is a way of making sure that
you understand the ideas expressed and helps you to con-

nect them with ideas already in your mind. It is useful
291
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in adapting to your own purpose material from several
sources. It is one way to honest borrowing.!

In your writing you should ordinarily try to express in
your natural language the ideas you take from other
sources. The style of an encyclopedia, for example, is not
your own natural style. You should wesve m ideas you
borrow, so that they go along naturally, in meaning and
tone, with what you have to say.

Source MATERIAL: The height ot lunar mountains cannot be
stated with the same definiteness that we can achieve 1n assign-
ing heights to our terrestrial mountains, because there is no
fixed sea level on the moon to which elevations can be referred.
The only determination that can be made on the moon is that
of the height above some neighboring hollow crater or plain.

Parapurasz: We are unable to state the height of the mountains
on the moon as accurately as we can those on the earth because
the moon has no fixed sea level from which to begin. Moun-
tains on the moon can be measured only in terms of the num-
ber of fect they rise above some neighboring plain or crater.

1. First put down in simple language of your own what the
passage seems to mean. Translate long abstractions or
technical terms to the simplest equivalents you can find.
If necessary, take more words than the original to convey
an idea. Quite often an author will have compressed to
ot word an idea’ that put into other surroundings needs
a sentence,

2. Make sure you have added nothing and left out nothing

11f you borrow an idea that is unmistakably the property of one man
give him credit even though you are not using his very words, Say “The
opinion of James K. Rhades is that so-and-s0"; or “Hugh McHugh re-
ports that so-and-10.”
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vital. Be wary of jumping at conclusions; do not let one
word lead you on a false scent.

3. Finish your paraphrase in the clearest English you can
command. It is not necessary to find synonyms for every
word in the original. Simply say it as you would naturally
say it if the idea were your own.

d. How tb Summarize

To summarize a passage give the main points only,
omitting details and non-vital matter. The essential mean-
ing of a paragraph may usually be condensed to a single
sentence. The topic sentence (if there is one) of the
paragraph will usually give you the subject of your sum-
marizing sentence, and the latter part of the paragraph
will usually give you the predicate. Sometimes the essen-
tial meaning must be pulled out of the paragraph, here
and there, bit by bit.

EXAMPLE OF A PARAGRAPH REDUCED
TO A SUMMARIZING SENTENCE

New Steers ror New Usks

Time was, not so long ago, when steel was just steel. You
bought one kind of steel for every purpose. In 1911 only 11 kinds
of steel were used in making automobiles; today 83 kinds are
so used. There is a particular advantage in each kind. Some alloys
give greater strength for equal weight and bulk. Others will not
carrode on exposure to acids or hot gases. Some alloys show no
wear after long use. Others cut freely under tools and so can
be more casily stamped into elaborate shapes. The operator knows
just what use each batch of steel is intended for. “This batch is
for brake drums on automobiies,” said an operator 10 me. “Next
is a batch for rifle barrels, quite different steel. After that 2
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couple of hundred tons of screw stock—steel that's casy to work
in automatic machines. Special? Everything's special pow.”

SUMMARIZING SENTENCE

Whereas all steel used to be alike, today each batch is prepared
for a speaific purpose.

Summarizing puts our thmkmg to a test. It shows us
how other men have organized good paragraphs; it
trains us to build good paragraphs of our own. When
we cary compress the thought of several pages into a few
sentences, using our own words, we have taken a long
step in the directiont of systematic thinking.

e. How to Write a Précis

To write a précis of a passage summarize each para-
graph and unite the rcsultmg sentences in an orderly and
continuous whole. A précis is a cutdown substitute for
the original passage. It should be intelligible to persons
who have not seen the original.!

1. Read the fnaterial several times. Grasp the central idea.
Underscore the main points or make notes of them.

2. Express the central idea briefly in your own language,
making every word count. Try to reduce the thought of
each paragraph to a single sentence.

3. Tie these summarizing sentences together (using parallel
structure, transition phrases, or whatever is necessary) un-
til they give the connecied thought of the original passage.

1 The word précis 1s pronounced pray-sec. By most persons the words
summarizing and précss drting are used as synonyms. The word sum-
mary is used oftenest 1n treating a paragraph or a short passage; the word
précis is used oftenest 1n treating a longer passage where the summarizing
sentences must be closely woven together.
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‘EXAMPLE OF AN EXTENDED PASSAGE
AND PRECIS

Our WasteruL County GOVERNMENTS

Just as another new hat 15 woman's greatest extravagance, so
are county governments the greatest waste in our cconomy. In
many states two thirds of all governmental expense goes for the
maintenance of local units (county and city) Much of this ex-
pense 1s waste because of duplication or overlapping of functions.

County boundarncs today are as anuquated as the horse-and-
buggy traffic that men used when counnes were first laid out
These boundartes were designed to meet ptoneer conditions of
distance and slow transportation. In an age when a taxpayer can
cross the state in his car in less time than it took his grandfather
to drive to the county seat, the old county lines are ndiculous.
They are an absurd vestige of slower transportation, a jigsaw
puzzle of tny counties, each working ndependently, each pay-
ing its own staff, conducting 1ts own elections, providing its own
buildings, but not having enough work to keep its employees
busy. The result is that often the expense of a small county gov-
ernment is the same as the expense of maintaining another caunty
many tumes its size. In Mississippi, for example, the combined
expenditure of four small counties 15 just four times as great as
the expenditure of the single large county of Sunflower, whose
arca is the same as that of the small counues together.

In stll another way counties are a waste. Many cities have
grown larger than the counties 10 which they originally belonged.
Many hold jurisdiction over the same area as their counties. Serv-
ices and offices are almout exactly duplicated, until the idea of a
pyramidal government from federal down through state, county,
and city organizations becomes a farce.

Unequal population, small size, and the overlapping of city
and county are not the only causes of waste. Even in the large
units there is extravagance because the average county has no
recognized head. No one person is responsible for the honest,



MANUSCRIPT STYLE

efficient conduct of county officials. As a result there is dupli-
cation oh one hand and neglect on the other. It is often impossible
for citizens to fix responsibility for cither good work or bad. In
most counties a large group of officials—district attorney, sheriff,
constable, and grand jury—have law enforcing functions which
80 criss-cross that dodging responsibility (“passing the buck,” it is
familiarly called) is almost inevitable. The citizens become accus-
tomed to seeing crime go unpunished and wonder what sort of
value they are receiving for their lavish taxes.

SUMMARIZING SENTENCES

County governments are one of our greatest national extrava-
gances.

Duplication exists among counties because the areas are small,
with county seats closcr together than is necessary under present
facilities for transporiation.

Cities and counties duphcate each other's activities because
cities often grow to overspread counties in size and population,

Having no recognized head responsible for the whole unit,
county officials often duplicate each other’s activities.

In joining the summarizing sentences use parallel struc-
ture, transition phrases, or whatever 1s necessary to give
the connected thought of the original passage. The final
result should be a continuous runmng summary.

Pafcts

County governments are one of our greatest national extrava.
gances because of wasteful duplication of cffort. Counties dupli-
cate each other’s acuvities because they are small and because
county seats are closer together than is necessary under present
facilities for transportation. Counties often duplicate city adminis-
trative functions because cities have grown to rival counties in
size and population. A county government often duplicates activi-
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ties within its own departments because the county has no recog-
nized head responsible for the whole unit.

10.

EXERCISE IN PARAPHRASING

. Great as is the commercial ruin of war, it is perhaps exceeded

in importance by the moral evils which war entails.

, What an incubus we males carry with us in the dull and

solemn monatony of our clothes!

. The world has been learning to discriminate more carefully

between the degrees of crime.

, Men want most to count among their fellows for what they

are worth. i

. The expectation of war and the war itself brought about a

diversion to other uscs of resources which in normal times
would have been devoted to the improvement of the situa-
tion of children.

. The immensely large capital now required for the conduct of

a daily newspaper in a great city has made the newspaper
more of an institution, less of a personal organ.

. The value of money as an ¢lement of happiness diminishes

rapidly in proportion to its amount.

. If ever we had to meet defeat at the hands of a foreign foe,

or had to submit tamely to wrong or insult, every mmn
among us worthy of the name of American would feel
dishonored and debased.

. Realization is growing in the United States that despite ad-

vances made, many children cannot be given adequate food
and care because of family poverty, and many community
services arc available only in a limited number of com-
munities,

The Fair Labor Standards Act of 1938, by establishing nation-
wide standards higher than those operative under most
State child-labor laws, marked a very significant advance in
the protection of children from industrial exploitation.
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HOW TO FIND INFORMATION
IN A LIBRARY

88. Learn how to make general use of a library. Learn also how
to find information on a given topic.

THE BOOKS, PAMPHLETS, ETC., IN
YOUR LIBRARY

The books, pamphlets, etc., in your library fall into two
classes—general works and reference works.

In small public school libraries general works are kept
in open shelves or stacks. You may browse through the
books on a given subject simply by going tb the appro-
priate section. Browsing after consulting the card cata-
logue (see b) is perhaps the most satisfactory way of se-
lecting material. The card catalogue tells you what books
the library owns on the subject; browsing tells you not
only what is immediately available but how valuable a
given book may be to you.

In large libraries general works are likely to be kept in
closed stacks. To obtain the use of a general work you
must, by consulting the card catalogue, make sure that
the library has it. You must then fill out a call slip for it
(see )2

The reference works are kept in the reference room.
Most of them stand on open shelves; you may have ac-
cess to the others through the help of an attendant. (For
instructions in using them see d.)

1]f a book is reserved for the use of a class you may consult it in the
collateral room, but not (ordinanly) take it from the building.
298 .



USING THE LIBRARY

THE PERIODICALS IN YOUR LIBRARY

The current periodicals in your library are sure to be
kept where you can get at them without trouble, though
you may not take them from the building.

Back files of periodicals are usually kept in closed
stacks, and are catalogued differently in different libraries,
When the need arises you should have an attendant ex-
plain the system employed in your library.

a. How to Pursue a Topic
Take four steps in looking up a subject.

1. From what you already know about the subject make
mentally or on paper a tentative outline as best you can, to
help you know what to look for. If you write it, leave
space to nsert subdivisions or to make changes. Your ten.
tative outline might, well be as simple as one of these:

Background Possible Advan- Early Period  First Step

Recent Develop-  tages Middle Period Second Step
ments Possible Disad  Final Period  Third Step
Application vantages

On another sheet list as many key words as you can think
of: names of subjects, places, or persons connected with
your topic. For example, if your topic is “The Economic
Situation # Japan and China” key wards would be Japan,
China, Asia, the Far East, agriculture, industry, foreign
trade, working classes, etc.

Consult an encyclopedia for a concise general treatment,
taking notes only on the parts that bear directly on your
subject, Be alert to note more key words and suggestions
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for further reading. At this point you may revise your
working outline if the information you have gained sug-
gests a better or fuller division. Do not, however, let an
abundance of material on one point throw the subject out
of proportion.

3. Consult books which are wholly or in part about your
topic.! Build up a list from the titles suggested in the en-
cyclopedia, from selected reading lists, and, by using your
list of key words, from the card catalogue of the library.
To find what you need in a specific book look through the
table of contents and the index for your key words. Leaf
through the book, looking at headings and sub-heads, at
chapter beginnings, and at the topic sentences of para-
graphs.

4. On recent happenings consult magazines. Find useful ar-
ticles by reference to the Readers’ Guide to Periodical Lit-
erature or to the specialized indexes.

b. Consulting the Card Catalogue

To learn whether the library contains a given book,
look in the alphabetically arranged card catalogue under

1. The name of the author or editor (the surname is printed
first), or
2. The title of the book (an initial 4, en, or the is disregarded).

Perhaps you do not know the names of authors or vol-
umes dealing with a subject you wish to ingestigate. Try
looking in the card catalogue under the subject itself and
under the key words you have assembled.? There, if you

L Tty to select books which give their subject an honest, workmanlike
treatment; avoid the flashy and superficial.
2 Some libraries do not have a subject catalogue; most do.
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are fortunate, you will find authors and volumes listed.
The last card under the subject may name related subject
headings for you to consult. Often the analysis of con-
tents on a card devoted to an individual volume will sug-
gest still further headings.

c. Making Out a Call Slip

To take a volume from the library, find the card for it
in the card catalogue and copy on the call slip

1. The call number (usually printed in the upper left corner),
2. The name of the author or editor,

3. The tule of the book,

4. The volume number (if the book is one of a series).

The attendant at the loan desk will then procure the
volume for you.

d. Consulting Reference Works

Some reference works, such as dictionaries and year-
books, supply information direct. Some list sources of
information.! Encyclopedias, in limited degree, do both.
That is one reason why an encyclopedia is often the best
place to begin your investigation of a subject.?

The other reference works are so numerous that you

1 A book or other source thus listed may or may not be owned by
the library, and may or may not be at once avajlable. In any case you
know that it exists somewhere. If your need for 1t 15 great or your study
is meant to be exhaustve, you may have to obtain it from some other
library. .

2 As a rule the main article on a subject is only 2 part of what the en-
cyclopedia offers you. To find further material consult the index valume.
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may have difficulty finding those helpful to your particu-
lar need. If so, ask an attendant for suggestions or consult
Isadore G. Mudge's Guide 2o Reference Books. For ordi-
nary purposes the following works suffice:

DicTioNARIES

Webster's New Internattonal Dictionary (Second Edition)

New Censury Dictionary

New Standard Dictionary

Murray’s New Englich Dictionary. Also called the Oxford Dic-
ttonary. (This dictionary is very thorough, illustrating each word
with numerous quotations to show historical development.)

Works SUPPLEMENTARY TO DicTioNARIES

Crabb's English Synonyms

Fernald's English Synonyms and Antonyms
Roget's Thesaurus of English Words and Phrases
Bartlett’s Famdar Quotations

ENcycLOPRDIAS

Encyclopaedia Britanmza (Fourteenth Edition)

New International Encyclopacdia

Encyclopedsa Amerscana

Columbia Encyclopedsa

Century Dictionary of Proper Names (Volume XI of the original
Century Dictionary and Cyclopedia)

Dictronary of Natronal Biography (British men and women)

Dictsonary of American Brography

BioerarHicar Dara on Living Prrsons

National Cyclopacdia of American Biography
Who's Who
Who's Who 1n America
Kunitz's Living Authors
Kunitz's Authors, Today and Yesterday
302



USING THE LIBRARY

Innexss 1o Pusrisuep Booxs

Unsted States Catalog

Cumulstive Book Index

A(merican) L(ibrary) A(ssociation) Booklist
A(merican) L(ibrary) A(ssociation) Catalog
Book Review Digest

INPEAES TO PERIODICALS

Readers' Guide to Periodical Literarure
International Index to Perrodicals
Annwal Magazine Subject Index

New York Times Index

Agricultural Index /
Art Index

Dramatic Index

Education Index

Engineerning Index

Index to Legal Perrodicals

Industrial Arts Index

Public Afjairs Information Service

MisceLLANEOUs REFERENCE WoORKS

World Almanac
Whitaker’s Almanac
Swanton's Guide to United States Government Publications
U. S. Department of Agriculture Year Book
U. S. Department of Commerce Year Book
Amenican Year Book
Statesman’s Year Book
Political Handbook of the World
Encyclopacd:a of the Social Sciences
The |Debater's| Handbook Series
New Larned History for Ready Reference
Cambridge Ancicnt History
Cambridge Medicval History
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Cambridge Modern History

Rand, McNally's Commercial Atlas

Nature Library

Gayley's Classc Myths 1n English Literature and Art

Gray’s Mythology of All Races

Harper's Dictsonary of Classical Literature and Antiquttses
Hastings’ Dictronary of the Bible

Catholic Encyclopedia

New Jewssh Encyclopedia

The New Schaff-Herzog Encyclopedia of Religsous Knowledge
Reinach's Apollo an lllustrated Manual of the History of Art
Grove's Dictionary of Music and Musicians

Harvey's Oxford Companton to English Literature
Cambridge History of Enghsh Literature

Cambridge History of American Literature

EXERCISE ON USING A LIBRARY

1. From the card catalogue learn the title and the author of
three books on travel by airplane.

2. From the index volume of an encyclopedia list the topics dis-
cussed under the heading “Radio.” In how many volumes
would you have to look in order to read all those discus-
sions?

3. By consulting the Unsted States Catalog, the Book Review Di-
gest, and Readers’ Guide to Persodical Luterature find the
carliest publication, the latest publication, and three other
publications of your favorite living author,

4, Find the names of two books, two plays, and two articles deal-
ing with Abraham Lincoln.

5. List six authoritative books or articles on American history,
naming the authors, giving the dates, and (for the articles)
identifying the periodicals.
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89, REVIEW OF MANUSCRIPT HABITS

MANUSCRIPT FORM, ABBREVIATIONS,
NUMBERS, ETC.

. From Broadway at Union Square it is 3 blks. to 7th Ave,

. On Feb. 1 the snow stood 2 ft. deep on the sts. of Chicago.

3. One a.m. in Dec. the thermometer stood at 10 below 0 for
3 hrs.

, The Dr. told me 1 should weigh only 120 Ibs.

. At Xmas & New Year's we suddenly remember people we
never thought of for years.

. Agreement O.K.; please sign recpt. & return,

. The Smith bros. Mfg. plant adjoins the Penna. R.R. station,

. In the Reader’s Digest 1 read a review of a book called This
Is London.

9. Yrs. recd. & in reply would say have no cedar chests 3 ft.

long but have very good one 2'-6” long x 20" wide.
10. For the enclosed $0.10 please send to me at #1115 S. 2 St,,
Omaha, Nebr., your pamphlet on How to Feed a Dog,

W b [

QO N O
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PUNCTUATION

Punctuation is used in writing as gestures, pauses, and
changes of voice are used in speaking—to add force or
to reveal the precise relationship of thoughts.

In ordinary writing three fourths of your problems will
concern the comma. The four principal uses of the
comma can be learned by mastering four rules—§90a,

b, ¢, d
THE COMMA

Commas to Enclose Interrupters
(Parenthetic Elements)

90a. Use commas to set off an interrupter. An interrupter is a
parenthetic clement thrown snto a sentence, usually to
confirm or explain something. To sez off means to en-
close—to punctuate on both sides.

1. APPOSITIVES

The Misses Jane and Helen Murphy, members of the Riding
Club, are spending a weck-end at Clear Lake.

On Labor Day, which was September 1, we reached Lansing,
the caputal of Michigan, and on Scptember 3, the followng
Wednesday, we were back in St. Paul again.

From Palm Springs, a winter resort m Calsforna, we took a
plane to Burbank, a suburé of Los Angeles.

In the last example an appositive falls at the end of a sen-
tence, where the period makes a fina] comma unnecessary.
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In mid-sentence two commas are required to enclose an in-
terrupter—one before and one after.

Variants.—Dashes may be used to sct off an appositive that
is very emphatic or one that is complicated by internal
commas:

Her favorite colors—green, gold, and brown—make the room
cheerful.

Nore 1.—Familiar name-tags like the following are not set
off:

Peter the Great my sister Jane
my friend Robert  the poet Gray

The poet Gray is almost a single name, like Doctor
Gray; and my sister Jane is almost a single name, hike
Miss Jane.

Short quoted or italicized expressions like the following
need not be set off:

the expression “that's fine” the word am’t

2. ITEMS CONFIRMING TIME OR PLACE

In Hollywood, Caltfornia, we worked for a motion picture studio
from November 20, 7944, until Christmas. After Monday, Fed-
ruary 15, my address will be 105 Green Sueeet, Urbana, Ulinoss.

3. CONVERSATIONAL EXTRAS, DIREC.
TIVE EXPRESSIONS

Your last letter, John, is a prize.
D
TRECT Mr. Chatrman, | move that we adj
T will, szr, Watch your step, Mary.

AnnDEee
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IntEa- They were, alas, my only trousers.
JECTIONS It cost, oA, two dollars and a half,
Pshaw, let’s turn back. Well, what's the use?

REsPONSIVE {Yﬂ‘. 1 will. No, no, please don't.

apverss, { I will, certarnly. But no, the cupboard was bare.

ETC. They plan 10 go, do they? [echo question]
SPEECH “Tust why,” Joe asked, “ate we waiting?”

TAGS Jane lifted her nose. “What a boy,” she sasd.
SIGNALS First, vou take . . . Second, you add . . .

Your next point, owever, is o;zly half true.

That is (or the abbreviation 1.¢.) is regarded as a di-
rective expression and is regularly followed by a comma.
If it introduces an appositive, it is preceded by a dash:

His latest proposal—that 15, that the street be widened—will be
discussed at the next meeting.

If it introduces a main clause it is preceded by a semi-
colon:

He is a pagan; that is, he is neither Christian, Mohammedan,
nor Jew.

If it introduces a smaller element it is preceded by a
comma:

He is a pagan, that is, neither Christian, Mohammedan, nor Jew.

Namely (viz.) or for example (e.g.) when used as a
directive expression is ordinarily followed by 2 comma. If
it introduces an appositive it is preceded by a dash or a
comma.

Coraect: You have three duties to perform—namely, keep the
files, answer the telephone, and type letters.

Avso correcT: If we wish to save our business we may choose one
3
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of two plans, namely a merger with the Westcott people or the
expansion of our own territory.

Such as or as when used to introduce examples is fol-
lowed by no mark. It is preceded by a comma if the ex-
amples are nonrestrictive.

Correcr: She likes all “warm” colors, such as red, orange, yel
low, and brown.

ONE OF A PAIR WORSE THAN NO
MARK AT ALL

Note 2.—Enclosing commas are used in pasrs. To set off one
end of a parenthetic element and leave the other end open
is a stupid blunder—worse than using no comma at all.

Wrong: She 1s, I imagine very little. [Use a comma after 1m-
agine.]
Wrona: 1 saw you, sir at the station. [After sr.]

Two commas make a bridge across a parenthetic element
which interrupts for a moment the forward progress of the
thought.

An interrupter is always st off by two marks:
I sec, madam, what you mean, [,-----]

If the interrupter falls at the end of a sentence a stronger
mark (usually the period) replaces one of the pair of
commas:

Interrupter last
y Me-vn,

Interrupter first
M

}You are right. I sec what you mean, madam.

}I see. Mrs. Brown, will you excuse me?
"""" 2
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L
2

EXERCISE
Which sentences require commas? Where?

My roommate Celia Holt will speak over radio station XYZ
on Sunday October 20.

After Saturday May 18 this market will remain open until
seven o'clock.

. Phoebe Hilton daughter of Mr. and Mrs, Charles Hilton will

be hostess at a bridge luncheon on Wednesday Novem-
ber 15.

. Our Boston terrier Blitz likes to chase squirrels and birds.
. The Pandora my brother’s fishing schooner has been tied up

at the dock in Gloucester Massachusetts for two weeks.

. In Gloucester Massachusetts my brother Max tied up his fish.

ing schooner the Pandora.

. They were married on St. Valentine’s day 1943 in a church

1n Charleston South Carolina.

. Our local newspaper the Gazette carries very little news from

foreign countries.
Their oldest son Philip is studying law at Harvard Univer-
sity.

. At Tonopah a desert town in Nevada we went through an

old silver mine.

. The yucca the state flower of New Mexico has large white

bell-shaped blossoms.

. They will I think stop here on their way to school.

. The rivegthey say overflows its banks in the June run-off.

. Come along my boy to the police court.

. “Drive on” she said “to the next stop sign.”

. “Harry you certainly have a way of making people like you”

said Mrs. Bell.

. His fractured wrist will however take some time to heal.
, Two of our neighbors the Pierces and the Browns have just

returned from Pawtucket Rhode Island.

19. At Gainesville 2 town halfway between Cklahoma City and
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Fort Worth we changed cars for Wichita Falls Texas.
20. From Atlanta the capital of Georgia we drove in one day to
Frankfort Kentucky.

Commas to Enclose Non-restrictive
Modifiers

b. Use commas to set off non-restrictive modifiers. Do not set
off restrictive modifiers.

A non-restrictive modifier is detachable; if it is re-
moved the rest of the sentence still means what the writer
intended. A restrictive modifier is no¢ detachable; if it is
removed the rest of the sentence does not mean what the
writer intended. A restrictive modifier tdentifies or limits
the word to which it refers; it points out 2kat particular
one, kind, sort, or group that is meant.

1. Relative Clauses (Adjective Clauses)

Restrictive: First prize goes to the pupil whose chart is most
accurate.

Non-restricTive: Isabel, whose chart is most accurate, wins first
prize.

Non-restricrive: Thomas Carlyle, who wrote forty volumes, was
of peasant origin. [The name Thomas Carlyle tells us what
man is beng talked about. There is no need to,identify him
further. The who clause adds “cxtra” informanon about him,
This information is not essential to the main thought, that
Thomas Carlyle was of peasant origin. If the clause were struck
out the main thought would still mean what 1t was intended
to mean.]

RestricTIVE: Students who are lazy do not deserve to pass. [The
who clause points out what particular students do not deserve

passing grades. If the clause were set off by commas, the sen-
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tence would mean that all s\tudcnts are lazy and that none of
them deserve to pass.]

Restrictive: Where is the house that Jack built?

Non-resTricTIVE: | went to Jack’s house, which is across the
street.

Restricrive: The building to which this sign was attached was a
slate-roofed tavern 1n Cornwall,

Non-restrictive: They waited at the cove, to which the strange
ship cautiously drew near.

Nore.—Sometimes the wording of a sentence permits a clause
to be either restrictive or non-testrictive. In such instances
the writer should decide which of the two possible mean-
ings he wishes to convey.

Ricur: The man who had a cold last week s sneezing again
today. [The who clause 1s restrictive. It identifies the man.}

Avso rieHT: The man, who had a cold last week, is sneezing
again today. [The who clause 1s non-restrictive. The reader is
supposed to know already who the man 1s.]

2. Participial Phrases

Non-restaicrive: Opening the throttle unde, the pilot lifted the
plane over the willows and across the stream. [A participial
phrase at the beginning of a sentence is practically always set
off.]

RestricTive: Books dealing aith aviation are in great demand.

Non-restricTve: Emily dismounted in haste, trembling all over.

ResTricTive: A man trembling all over is in no condition to drive
a car,

Non-restricTivE: Our country, [which 1s] made up of democratic
people, must be lacking in centralized power.

Restricrive: A country [which is] made up of democratsc people
must be lacking in centralized power. [Note that a phrase be-
ginning with the past participle made is much like a subordi-
nate clause that begins which is made.]
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3. Adverb Clauses

Non-rEsTRICTIVE while cLausE: You have every luxury, while I
slave to earn a bare living, [Whte in the sense of buz is always
non-restrictive.)

RestricTive while cLausk: You can use the car while I am doing
shop work.

NoON-RESTRICTIVE aféer ok when crauss: They reached the summit
at seven o'clock, after [or when] the sun had been up for an
hour.

ResTrICTIVE 4fter crause: In his ignorance of parliamentary law
Crabb tried to introduce a motion after the meeting was de-
clared adjourned.

Non-resTRICTIVE $hough cLause: The council ordered the boule-
vard paved, though there were no funds in the treasury.
[Though and although clauses are always non-restrictive.]

NoN-RESTRICTIVE since crausk: He may be 1ll, since we have not
had a letter 1n months,

RestricTive since crausk: The fields have looked greener since
the rain fell.

Non-restricTive 7f cLausk: I'll take lemon pie, if you please. [The
#f clause is added loosely, from politeness. ]
ResrricTive sf cLause: I shall be angry if you tell that story.

Now-zesThicTive a5 crause: The piston broke, as you said it
would.

RestricTIVE @5 cLausk. Janet watched eagerly as the train drew
into the station.

NoN-rEsTRICTIVE because cLause: The building should be painted,
because unprotected wood admits moisture. [The becouse clause
is thrown in as an explanation. It is not strictly necessary to
the main thought.)

RestricTive because crausk: 1 do not paint the bouse because
paint will improve its looks. [Probably the paint does improve
the looks. But it is not for this particular reason that I do the
painting.]
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NoN-_esTRICTIVE 50 2hit cLAUSE oF xEsULT: The roof caved in, so
that the tunneling was interrupted. [So zhat clauses of result
arc always non-restrictive.]

ResTRICTIVE S0 that cLAusE oF PURPosE: He wore colored glasses
so that the sun would not blind him.

In all the preceding examples the adverb clause follows
the main clause. An adverb clause which precedes the
main clause is punctuated by the same rule; that is, a
non-restrictive clause is set off, a restrictive clause is not.
For example, most of the sentences above may be inverted
so that the adverb clause comes first, thus:

While I am doing shop work you can use the car.
Though there were no funds, the council ordered . . .
Since the rain fell the fields have looked greener.

EXERCISE
Which sentences require commas? Why?

1. My brother Harry who likes to ride and to fish is seldom on
time for meals,

2. Any husband who is late for meals should be severely pun-
ished.

3. My poor nose which stopped his fist has never been the same.

4. Any cowboy that tries to stop an angry bull is looking for
trouble.

5. Old Jerry Johnson who gambles away his wages does not de-
serve to have a family.

6. Any man who gambles away his wages does not deserve to
have a family.

7. At last Grant defeated Lee's army which was worn out and
desperate,

8. Any army which goes through what Lee’s army went
through may be forgiven for surrendering.
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9. Uncle’s long beard which stuck out in the breeze was the
subject of many jokes.

10. A beard that sticks out like a crow’s nest may be expected to
be the subject of jokes.

11. Our camp stove which was made of sheet iron always smoked
when the wind blew.

12, That last house yonder which looks deserted is the home of a
hermit.

13. Can you remember the house where you were born? ~

14. We were in Joe's law office which is upstairs over the post-
office. .

15, I don’t care for an apartment which is upstairs over a noisy
shop or store.

The Comma to Separate a Broken Series

€. Use commas between nnless and or or
items in a series is used throughout.
a dark, mysterious forest a dark and dismal swamp
we run, shout, and dance run and shout and dance
John, Joe, or Jerry John or Joe or Jerry

green, gold, black, or orange green or gold or black or orange

EXERCISE

Should the following series be punctuated? Answer
Yes or No.
Two ITEMs (USE ONE COMMA OR NONE)

1. acold and rockbound coast
2. a stormy rockbound coast

L A series is a succession of elements of the same grammatical con-
struction-—two or more words harnessed together like a team, doing the
same work 1 a sentence. They may be linked by a connective (and, or,
bus) or not linked. When they are ot linked (when the smooth for-
ward movement of thought is broken) we use commas.
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3. a quiet musical voice
4. new or rebuilt typewriters
5. a healthful well-balanced diet

Turee ITEMs (USE TWO COMMAS OR NONE)

6. the Misses Haley and Robinson and Jenkins

7. from Maine New Hampshire Vermont

8. a sleeck powerful smooth-running automobile
9. she will clean and press and mend your suit

0. a damp cold foggy morning

Four ITEMs (USE THREE COMMAS OR NONE)

11. blue white green yellow

12. bread and butter and sugar and flour

13. horses and cattle—brown ones black ones thin ones fat
ones |

14. roses sweet peas violets jonquils—all her favorite flowers

15. birds and flowers and green meadows and cooling
streams

1. BROKEN SERIES OF ADJECTIVES

Adjoining adjectives are separated by commas only
when they describe the same noun in exactly the same
manner.

a tall, swarthy stranger  a tall and swarthy stranger

a hot, sultry evening 2 hot and sultry evening

a cold, cindery waiting room [No comma follows cindery be-
causc waiting room has almost the force of a single noun like
storeroom. |

an ingenious, swift-moving short story {No comma is required
befare short, because short story is a special grouping having
almost the force of a compound noun like shortstop, short-
cake.]

a quarrelsome, discontented old fellow [Here we wish to
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show that discontented and quarrelsome describe old fellow
in exactly the same way. Old fellow is a special grouping.]

white flannel trousers [ W hite flannel is a special grouping. We
do not mean that flannel and white describe trousers in
exactly the same way. ]

Explain why the following are correctly punctuated.

sparkling, fun-loving eyes dark blue eyes

noisy, smelly trucks the new lumber wagon
a smug, sclf-satisfied grin a queer old fellow
fragrant, fresh-baked bread wild blackberry jam

sun-splashed, white-painted walls  an old stone wall

2, BROKEN SERIES OF NOUNS HAVING
THE FORM A, B, AND C

hoes, picks, and shovels }This first form is preferred,
hoes, picks and shovels | This second form is also correct.

In the following examples the preferred form (A, B,
and C) is somewhat more clear than the second form
(A,Band C):

Conrusing: For breakfast we had oatmeal, bacon and honey.
[Omission of the comma before bacon suggests a mixture.] !
ConrusinG: In our state the principal ratiroads are the New York
Central, Pennsylvania and Baltimore and Ohio, [The reader
might surmise that the words Pennsylvansa and Baltimore and
Ohio represent a single line or even three different lines.)

Rigut: In our state the principal railroads are the New York
Central, Pennsylvania, and Baltimore and Ohio.

T Uhless the writer intends that a combination like sce cream and cake
shall be taken as one item: McDuff ordered ham and eggs, bread and
milk, and ice cream and cake.
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The Comma between Main Clauses
Joined by a Conjunction

d. Main clauses joined by a conjunction (but, or, and) may

be separated by a comma. If a conjunction is lacking nse
a semicolon.

The passengers got off the train, but Jack was not among them.

We must hang together, or we may all hang seperately.

Alex and his brother rode the horse, and the colt trotted along
beside them.

Caution: But, or, and and do not always link clauses; they
may join words or phrases:
silver and gold . . . run and jump ...
Mother or Jane will serve coffee or chocolate.

VARIANTS:

1, Short main clauses may omit the comma: We ate and we
drank.

2. A semicolon may be used if one clause alrcady has a comma
near the intersection: She is quiet, certainly; but it is the
quietness of the cat that watches the mouse.

3. A semicolon may be used to balance one main clause. against
two others: Miss Carter types well, and she takes shorthand
rapidly; but she spells too badly to be trusted with my
letters.

EXERCISE
Which sentences call for a comma? Where?

1. T ordered vegetable soup and the waiter brought me clam
chowder,

2. Stephen and Jerry saved their thoney but Philip spent his for
a second-hand motoreycle.
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3. They were tired and hungry but they did not rest until they
bad crossed the border. .

4. Frank or Marian or Ellen will go to the concert with you.

5. We will repair and clean and o1l your watch for three dol-
lars or we will sell you a new one like it for five dollars.

6. This car is the best but it costs a small fortune.

7. Dogs and cats are forbidden in most apartment houses.

8.-We tugged and pulled but the stubborn donkey would not
move.

9. The car drew up to the curb and a man in uniform jumped
out.

10. The officer ordered them to stop but the car sped on,

Misleading Combination of Words

€. Usc a comma to separate parts of a sentence which might
erroncously be read together. Better still, recast the sen-
tence. Makeshift uses of the comma to brace weak sen-
tences are not to be encouraged.

ConrusiNG: Long after her marriage was announced in the news-
papers. [Insert a comma alter sfter.]

Mabe cLEAR BY PUNCTUATION: Long after, her marriage was an-
nounced in the ncwspapers.

MabE cLEAR BY RevisiNG: Long afterward her marriage was an-
nounced in the newspapers.

Avso cear: Her marriage was announced long afterward,

CONFPUSION CAUSED BY A CARELESS ADVERBIAL CLAUSE: If we could
induce him to cat the gopher might make an unusual pet.
[Insert a comma to prevent a running together of the words
10 cat the gopher. Better still, recast the sentence.]

Manz cLEar BY PUNCTUATION: If we could induce him to eat, the
gopher might make an unusval pet.

Mabx cLEAR BY REVISING: The gopher might make an unusual pet
if we could only induce him to eat.
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Nore—A part of a sentence that is out of its normal position
is often set off by commas as an aid to clearness.

Normavr avyecive: The completely happy child spoke not a
word.

Aprosep abjecTIvE: The child, completely happy, spoke not a
word.

NorMavL crause moprrier: When I had finished it my painting
lIooked worse than before.

ALso IN NoRMAL orDER: My painting looked worse when I had
finished it.

MODIFIER OUT OF NORMAL ORDER: My painting, when I had fin-
ished 1t, looked worse than before.

Conrusineg: For a dime you can buy two picces of pie or cake and
ice cream. [Insert a comma after pie.]

Crear: For a dime you can buy two pieces of pie. For the same
amount you can buy ice cream and cake.

Conrusine: In San Francisco we saw the great bridges and people
rushing everywhere. [The phrase rushing everywhere is in-
tended to modify the last noun people; a comma after bridges
may help to prevent plural modifying.]

Recast: In San Francisco we saw the great bridges, and saw
crowds of people rushing everywhere.

VERY CONFUSING EVEN IF COMMAS ARE INSERTED: The hooked rugs
are made by the patients of old clothes or discarded blankets
costing from two to ten dollars each.

Recast: These hooked rugs, costing from two to ten dollars each,
are made by the pauents from old clothes and discarded blan-
kets.

In any important piece of writing try to make your sen-
tences so clear that they could not be misunderstood even
if the punctuation were removed.
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EXERCISE

Which sentences would be improved by a comma?
Where?

L Upon the pooy millionaires, sometimes look with wondering
contempt, sometimes with a vague pity.

2. In a letter to William Henry admitted that he was not succeed-
ing as he had hoped.

3. Although Grandfather cannot hear visitors never suspect the
fact for he is a clever lip-reader.

4. When [ finally saw nobody could have been more astonished
than I was.

5. Near the front seats were arranged around small wables.

EXERCISE ON THE FOUR PRINCIPAL
USES OF THE COMMA

Insert commas where they are needed.

1. Pack mules horses and dromcdarics were used to carry sup-
plies to the regiment.
2, We reached Portland Oregon and changed trains for Boise
Idaho.
3. I might enjoy oatmeal if I were a Scotchman but I am not
a Scotchman,
In the dingy musty-smelling basement we liked to play
when the weather was hot.
Think madam what a bargain it is.
Mr. and Mrs. Anthony Prescott residents of Ohio are at the
Clark Hotel with their niece Miss Sue Whitfield.
Her birthday you know is June 22.
. Aunt May's high-pitched wheezy voice 15 sometimes irrie
tating.
9. For lunch we had vegetable soup fruit salad cinnamon toast
and milk.
324
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10.
11

From December 20 1942 until March 1943 we were in Ha-
vana Cuba.

Leo Fitzpatrick a popular young member of the Ski Club will
take part in the winter sports at Sun Vafley Idaho on De-
cember 19.

. The anvil rings and sparks fly up to the smoky ceiling.
. Mr. Reynolds who is our treasurer makes us write vouchers

in duplicate.

. Any man who savés money is pretty sure to succeed.
. Mr. Wilkins is generous but Mr. Hayes can pinch three cents

out of every dime.

. Pshaw let's go back home and wait until it stops raining.
. His latest novel the one describing the pioneers is full of rich

humor.

. They are returning Friday aren’t they?
, It is I belteve too late in the season to buy a straw hat.
. The suit that you just tried on is expensive but it is far more

practical than this one of mine that wrinkles if you look
hard at it,

THE APOSTROPHE

Contractions

91a. Use an apostrophe in a contraction at the exact point
where a part of a word is omitted.

he doesn't, we don't, she’ll, we'd, they're, I'd, let’s, shouldn’t,
its [=it is]
Isn’t yours the class of '45?

In

friendly letters and other familiar writing use con-

tractions when a colloquial tone is appropriate. Above all,
make your use of contractions consistent; for example, do
not shift for no reason from Ae would to Ae'd.

Kyad
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Possessives

b. Personal pronouns form the possessive without an apos-
trophe.
ours, yours, theirs, whose, his, hers, its
The cat washes its face. Whose is it? Yours? Theirs?
[{¢s is used only for the contraction meaning i 15: It's an
Angora cat.]

Nouns not ending insadd ’s  (men +’s = men’s suits)
Nouns ending in 5 add ’ (boys +’ = boys’ suits)

HOW TO APPLY THE RULE FOR NOUNS

= whatever does the possessing. To find

. . the base, turn the possessive into an
1. Find the base word: of phrase: boys’ hats = hats of boys.

g Boys is the base word.

2. Add an apostrophe:  boys’ ladies’

3. If the base ends in s ladies’ hats
add nothing more;{ two boys' suits
if not, add s: men’s or children’s

NOUNS NAMING INANIMATE OBJECTS

Except in certain idioms, nouns naming inanimate ob-
jects show possession by of (see § 50a).

PROPER NAMES ENDING IN §

Note 1.—The rule gives us Kearts’ poems, Dickens’ novels.
These forms are correct. But many persons prefer to add
an extra 5 to names of one syllable, and to all other names

whenever an extra sound is pised in pronouncing the word
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(Keats's, Dickens’s, Jones’s, Thomas's). Never split a name

with an apostrophe.

Very Bap: Dicken's novels, Jone's store {There is probably no
such person as Dicken or Jone|, ladie's hats.

Ricur: Dickens’ [or Dickens’s] novels, Jones’ [or Jones’s) store,
ladies’ hats. the Harrises® car.

If you have a possessive plural to write, follow the rule.
Find the base word that would be used after of: the house
of the Joneses, the car of the Harrises, Add an apostrophe:
We rode 1n the Harrises’ car to the Joneses’ house,

JOINT POSSESSION

Nore 2.—To show joint possession, use the apostrophe with
only the last name in the series; to show separate possession,
with each name 1n the series.

Joint possession- Bell and Townsend's shop has an annual sale.
SEPARATE POssessioN: Jane's, Helen's, and Phyllis’s escorts were
late.

A POSSESSIVE WITH A GERUND
Notz 3.—A noun or pronoun introducing a gerund should
regularly be in the possessive case (see §50a).

1 am afraid of Harold’s failing. [Lxss coon: Harold.)
1 bate the idea of your going. [Nor you going.)

PLURALS OF LETTERS OR FIGURES

Norz 4.—Add ’s to form the plural of letters of the alphabet,
and usually of numbers and of words spoken of as words,
But do not form the regular plural of a word by adding ’s.

Ricur: His B's and 8’s (or 8s) look much alike.
Ricur: You use too many and’s (or ands) and so's (or sos).
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EXERCISE
Insert apostrophes where they are needed.

. Ladies handkerchiefs are on the first floor, madam.
. We saw a light in the Adamses house and knew someone

was at home.

. If he doesnt come soon hell miss the first act.
. Roberts shoes are muddy, but yours are almost as clean as

when you started out.

. Its time for the puppy to have its bath.
. We could see only the horses heads above the water as our

enemies swam for the opposite shore.

. ‘The days work was fimished; so we grabbed our hats and

ran for the bus.

. His first months wages went for a suit of clothes.
. Then he spent two months wages for a secondhand car.
. Theyre wearing their sweaters. Wheres yours?

. Theirs are old and ragged, but yours is almost new, isnt it?
. We shall ask Lucys and Sylvias mothers to be chaperons.

. Farley and Shelbys store is being remodeled.
. If youll buy a dollars worth of sugar Ill can these strawber-

ries.

. Well wait until seven odock; if he doesnt come then shell

have to go without him.

. Mens hats will be reduced to one dollar for Saturdays sale.
. If you buy two dollars worth of groceries they will be de-

livered free.

. We stopped at Robinsons Inn and asked for a nights lodging.
. Do you think Dicks speedboat can travel faster than ours?
. Are those Davids ice skates, or are they yours?



QUOTATION MARKS

QUOTATION MARKS
Ordinary Direct Discourse

92a, Each separate speech of a dialogue is enclosed in quotation
marks. Every change of speaker is indicated by a new
paragraph. Quotation marks enclose direct quotations
(the exact words) :

Direct quoranion: He said, “We're tired”
InoecT quoTaTioN: She said that rhey were tired [no quofa-
tion marks].
MoneL Diavrocue

(1) “What's up? Why so silent? Anything wrong, Dorry?”
asked Letitia, the fair-haired cousin, reading under the lamp,

(2) Doris straightened up, but the pucker in her forehead
stayed. “I've been thinking about him, Letty.”

(3) *‘Thinking about him,’ did you say? About whom—the
grocer's boy?"

Note these points:

1. An unbroken speech of several sentences should have only
one sct of quotation marks.

2, Outside comment may be included in a paragraph with
dialogue, but it is not included within the quotation marks.

3. A quotation within a guotation is enclosed by single marks.

Never use single quotation marks unless double quota-
tion marks already enclose the passage in which the new
quotation appears.

When a speech tag like ke said or other outside com-
ment interrupts a quotation, extra quotation marks are
used to exclude the interruptive words from the quota-
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. tion. The speech tag is normally set off by two commas,

“We soon learn,” he explained, “not to stick our necks out.”
“You'll find out,” she answered, “soon enough.”

A stronger mark (? | ;) may replace one of the pair
of commas if the stronger mark would be called for
were the speech tag omitted:

“Don't shoot!” Ae exclaimed. “It isn’t a deer!”

“I like fudge.” He licked his lips. “May 1 have a piece?”

“I admit it," ke sad; “it is true.” [The semicolon follows ke
sad,)

COMBINATION WITH OTHER MARKS

Nore.—Commas and periods stand inside a closing quota-
tion mark.!

“The overdrive,” the salesman declared, “saves fuel.”™

Other marks stand inside if they apply to the quotation
alone; otherwise outside,

He shouted but one command, “Forward, march!” [The ex-
clamation point applies to the quotation only.]

We'll show the brute that we're “weaklings”] [The exclama-
tion point applies to the main sentence.)

Did Savonarola say, “I recant"? [The question mark applies
to the main sentence. To place 1t inside the quotation mark
would indicate that Savonarola made an inquiry rather than
a statement.]

1 The Oxford University Press has only one rule for all marks. Any
mark 1s placed 1nside if 1t belongs to the quotation; otherwise outside,
This rule 15 sutable n scholarly works where utmost accuracy s re-
quired in making quotations. For ordinary wnting, American usage is
better.
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Other Uses of Quotation Marks

b. Quotation marks are used to set off borrowed material
and words used in a special sense.
Borrowed material from printed sources (the exact
words):

On page 248 of Eugene Scott’s New Republic we found the
statement, “Government. like 2 business, should be conducted
by a board of directors.” [Always name the source of borrow-
ings, so that you may be free from all suspicion of dishonesty.]

Words used in a special sense (technical terms, slang,
nicknames) which might otherwise not be understood:

PermissisLe: The rhyme is called a “feminine rhyme.”
The weavers call this tool a “mule.”
She's a “panhandler,” in beauty shop parlance.
Their name for my friend was “Sissy.”

Italics are preferable to quotation marks to set off the
titles of books or periodicals, names of ships, and foreign
words.

When books or periodicals are shown in italics, quota-
tion marks are sometimes uscful to set off articles, chap-
ters, or other incomplete parts of whole works (see § 82a).
In handwritten or typewritten manuscript quotation
marks are often substituted for italics.

1 An omision from a quotation 15 indicated by dots. Words snserted
by the person quoting are included within brackets.
Amos E. Neyhart says, “Sixty-five per cent of automebile fatalities
« + .+ are caused by dnvers’ mistakes: driving too fast [for weather
and road conditions], delayed braking, cutting in, falure to sig-
ml; . .."
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Needless Use of Quotation Marks

€. Do not use quotation marks needlessly. Do not use them
as a label for humor if your reader is capable of detecting
the humor for himself. Do not use them to enclose slo-
gans, proverbs, technical terms, slang, or nicknames if
these are such as will be readily recognized by your
reader.

EXERCISE

Insert quotation marks and any other punctuation that

is needed.

1. Mary smiled sweetly at the conceited fellow Did you ever
see a cactus garden she asked
2, Mrs. Brown said the maid 1 must have Thursday after-
noons off
3. Did the maid say she wanted to have the afternocon off
4, Is it true sad Mr. Barton that you have been awarded the
contract
5. I'll have my hair fixed in a minute Ellen called from the top
of the stairs
6. Did the doctor say he would take the bandage off before
Saturday’s game
7. We all like sauerkraut he said Will you cook some for supper
8. Father this 1s Richard Hendrick said Nancy He is.in my sci-
ence class at school
9. He began his speech as follows: When I wasa boy . . .
10. They all shouted When do we eat

END MARKS

93. End questions with question marks, and other sentences
with periods (unlmemphunreqmmanexchmaﬁon
point instead).
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Why? Where? What next? [A question need not always be a
grammatically complete sentence.]

You saw the planes dive? [A question may sometimes consist of
words arranged in the normal declarative order.}

She asked whether I was coming, {An indirect question—not the’

exact words spoken—does not require a question mark. The
main sentence is declarative.]
Did she inquire whether I was coming? [Though it ends in an
indirect question, the sentence as a whole is interrogative.]
Listen! It sounds like fire crackling. Give us a light, ho!

Nore 1.—Excessive use of the exclamation point is undesir-
able. Unless the emotion to be conveyed is strong and gen-
uine, use a comma within the sentence, a period at the end.

Note 2—A question mark or an exclamation point is often
used within a sentence, but should not be followed by a
comma, semicolon, or period.

Where are the stocks? the bonds? the evidences of prosperity?
{Do not place commas or semucolons after the first two
question marks.]

“Hit this onel” yelled the pitcher, [Do not place a comma or
a period after the exclamation point.}

A question mark within parentheses may be used to show
uncertainty as to the correctness of some item in a statement.

Shakespeare was born April 23(?), 1564.

Nore 3.—The use of a question mark or exclamation point
as a label for humor or sarcasm is childish.

Immediately the social lion rose to his feet. [Do not place 2
question mark in parentheses after 2he socsal lion.)
The generous Mr. Crabb refused to give anything. [Do not
place an exclamation point in parentheses after generows.}
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EXERCISE
Insert the correct end mark, according to rule.

. Halt Drop that gun
. Did she say when she would arrive

. He asked whether 1 would be there

. “Hold fast” shouted the captain

. Who told him to polish the car

. Did you tell Jane you would call her at six o'clock

. Where did you go What did you see When did you return

. Am I my little brother’s nurse, do you think

. Where are the peaches the plums the grapes Where is all the
fruit that we brought with us

10. “Put it down Put it down” he shouted

11. She wanted to know if we were going to Atlantic City or to

Daytona Beach

12. Is the applicant cfiicient ambitious trustworthy

13. Can your cousin sing dance play the piano

14. Did you notice the hat she wore Wasn't it a sight

15. If you pass the meat market will you bring me a pound of

bacon

O 00 N ON UYL e

THE SEMICOLON
The semicolon represents a separation in thought some-

what greater than that represented by a comma and

somewhat smaller than that represented by a period.
HMa. A semicolon is used between independent clauses of a

compound sentence which are not joined by a conjunc-

tion (but, or, and).

The clouds dropped below; the plane droned along in a blue sky,

His face was pale; his lips were drawn tight,

Notz 1.—A semicolon is used between independent clauses
which are joined by a conjunctive adverb (see § 37, Note):
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then besides furthermore also  nevertheless how-
ever still otherwise hehce therefore thus  cop-
sequently

The door popped open; then the smell of hot mince pies
flooded the room.

He never pays reat; besides, he cats ike a wolf.

We have failed in this; therefore let's try something clse.
[Punctuation before therefore is required, A comma would
be insufficient.]

CHOICE BETWEEN SEMICOLON AND
PERIOD

Nore 2.—Often the writer may choose freely between the
semicolon and the period; in such instances the use of the
semicolon implies greater logical unity between the clauses
than the use of the period would show. Unless this logical
unity s distinct the period is to be preferred.

b. A semicolon is sometimes used between independent
clauses which axe joined by a conjunction if the clauses
are long, or if they have commas within themselves, or if
obscurity would result were the semicolon not used.

He arrived, so they tell me, after nightfall; and immediately go-
ing to a hotel, he called for a room. [If 2 comma followed
nsghtfall, there would appear to be equal scparation between all
the word-groups. The semicolon shows where the separation is
greatest.]

Lucy enjoyed the dinners and the dancing and the music; and
the whole gay round of fashionable life was a delight to her,
{If the semicolon were replaced by a comma there would at
first appear to be not two main clauses but a fourth nowun—
round—in the same series with dinners, dancing, and music.}
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€. Semicolons may be used to separate a complicated series.

A SERIES OF PHRASES CONTAINING comMas: From all parts of the
country—from Bangor, Maine; from Tallahassee, Florida; and
from Tacoma, Washington—came letters of inquiry.

d. A semicolon is not used as a mark of introduction. Before
quotations or after the “Dear Sir” in letters use a comma
or a colon. Before lists use a colon or a dash.

EXERCISE
Insert a semicolon or a comma, according to rule.

. We'll bave to hurry the bus won't wait.

. Be here at twelve o’clock sharp or the bus will leave us.

. The fog, grew thicker and a raw wind whipped in from the

lake.

4, The fog grew thicker and thicker all we had to guide us was
the red tail-light of the car ahead.

5. Meat is a concentrated food but cheese or beans make 2 fairly
good substitute for meat,

6. Some very beauuful flowenng plants come up in the wrong
places they are called weeds by the farmer.

7. The problem of the automobile is roads that of the airplane
is landing ficlds.

8. There was silence over the big hall only the crackling of the
logs in the great open fireplace was audible.

9. The motors throbbed our plane climbed higher into the sun-
set sky,

10. The clouds scattered the moon came out a silvery river glim-

mered far below us.

WA

THE COLON
95. Use a colon to introduce a long or formal difect quotation.

The speaker began as follows: “Mr. Chairman, I move that . . ,”
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Use a colon before a se-
ries that is used as an ap-
positive:

The process consists of three

steps: molding, painting, and

polishing.

My favorite novels are the
following: Ivanhoe, War and

Do not use a colon be-
fore a series that is Nor in
apposition:

The process consists of mold-
ing, painting, and polishing.
[These are not appositives.
Do not use a colon.}

My favorite novels are lvan-
hoe, War and Peace, and Les

Peace, and Les Misérables, Migsérables.

The colon follows a main clause—a complete gram-
matical statement. It should not follow a mere fragment
of a sentence like the process consists of . . .

Nore—A colon may be used after the salutation of a letter.

EXERCISE

Insert a colon or a comma when a mark is called for
by rule. Add end marks.

1. You will make better time if you travel on one of these three
trains the Owl the Chief or the Sunset Limited

2. He introduced the speaker as follows “It gives me pleasure
to... )

3. My favorite authors are the following Dickens Thackeray and
Scott

4. My favorite authors are Dickens Thackeray and Scott

5. A good breakfast for a family where there are children is this
coffec for the father and mother milk for the children
cereal toast and jam for all
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THE DASH

96. Make the dash twice as long as the hyphen. In typewriting,
strike the hyphen key two or three times to make a dash.
Use a.dash to denote an emphatic pause or a breaking off.

“Come back here!” he roared. “You fool' You—"

She was all one could desire. And yet—

This old suit I bought—let me see—eight years ago in Boston.
[Hesitation]

A thick slab of bread above, a thick slab of bread below, and an
imaginary slice of ham between them—that's a sandwich.
[Summary}

Use dashes to set off interrupters which are emphatic
or split by commas.

1 did as I was told~—I was too weary to do anything else—and
fell asleep by the fire,

Sit in the armchair here—1t's creaky, but ‘comfortable—and put
your feet on the table.

Everybody—every Tom, Dick, and Harry—is 1vited to this
netghborhood dance.

Certain building supplies—for example, steel—never remain at a
stable price.

Tony Romero—Ilecader of our gang, you remember, when we
played under the viaduct—is going on a polar expedition, [If
commas were used instead of dashes the reader might at first
be uncertain where the parenthetic element ends.]

Cauvtion.—Excessive use of the dash is a tiresome mannerism.

EXERCISE
Insert one dash or two in each sentence.

1. Each of the girls Susan Helen and Phyllis received a gardenia
corsage.
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2. We bought our home let me think was it nine or ten years
ago?

3. He could not row as fast as Dave could. But then

4, All the wild animals bears, lions, tigers arc fed at four
o'clock at the zoo,

5. A strange, wild sound a grinding rushing creaking moaning
sound rises as the violence of the cyclone increases.

6. “Don't step there,” he shouted. “Watch out! Watch ™

7. We have three desserts to choose from pie, cake, and ice
cream.

8. Fried chicken, creamed potatoes, homemade biscuits that's
something we never grow tired of.

9. Put on this coat 1t’s old, but warm or else get in there by the
fire.

10. 1 told them about the accidemt 1 had no other choice and
asked where I could find a traffic officer.

PARENTHESIS MARKS AND
BRACKETS

Parenthesis Marks

97a. Use parentheses for asides, for business confirmations, and
for slipping in useful information in the least conspicuous
way. Dashes tend to emphasize the element between
them, but parentheses submerge it. In general, dashes are
more literary and parentheses are more scientific and
businesslike. '

His testimony is conclusive (unless, to be sure, we find that he
has perjured himself), | The parentheses enclose a confidential
aside, To substitute a dash before unless would emphasize the
aside and suggest more strongly that the man 4ad perjured
himself.]

For the enclosed five dollars ($5) please send me . .

For the enclosed five (5) dollars please send me . . .
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COMBINATION WITH OTHER MARKS

The main part of a sentence which contains a paren-
thesis is punctuated exactly as it would be if the paren-
thetic matter were struck out.

There will be a change in schedule (see Monday's bulletin); the
limited train will leave at 5 o'clock.

The cost of printing the booklet is ninety dollars and fifty cents
($90.50).

Brackets

b. Brackets are used to insert explanations, corrections, or
omitted matter in the body of 2 quotation. (They separate
the words of the quoter from the words of the person
quoted.) Explanatory matter inserted by the original writer
is enclosed within parentheses.

The most interesting examples of this type of poetry [the popular
ballad] are the famous ballads produced near the Scottish bor-
der (Chevy Chase, Fair Helen of Kirkconnel Lee, etc.).

In the preceding example the words within parentheses
were inserted by the original writer, and the words within
brackets were inserted by a student to explain what “this
type of poetry” means.

EXERCISE

Insert parentheses in the following sentences.

1, Please credit the enclosed ten dollars $10 to my account.

2. For the enclosed fourteen 14 dollars please send me one
Queen lawnmower with rubber tires and sixteen-inch blade,
sending it by Railway Express, charges collect.
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3, The March meeting of the Clipper Club sce Sunday’s issue of
the Courter has been postponed until after the spring vaca-
tion.

4, He handed the reward five one-dollar bills to my sister when
she returned the purse.

5. The party was bound for the Klondike I had to search the
cyclopedia to learn that it is a mining district 1n northwest-
ern Canada , but had planned to go into the country over
a new and untraveled route.

SUPERFLUOUS OR WRONGLY
USED MARKS

Superfluous Commas

)8a. Do not use a comma between elements that are related

closely in grammar. .

1. Vers-osject: She asked”™why we were late [Indirect dis-
course].

2. PrerosiTioN-0BJEcT: We were weary of “fish, potatoes, and
pie.

3. Vers-compLEMENT: This weather is”what I would call real
winter,

4. ApjecTIVE-NoUN: A tall, solemn, antique™clock stands in the
hall.

5. ConyuncTioN-NoUN: It was not gold, but™sand.

6. SupjEcT-vere: The insignia on the sleeve of the veteran's
blouse™attracted Tim's attention.
7. SusjEcT cLause-vens; That they intend to strike™is certain.

8. Pamep NouNs: Our game fish include bass™and trout.

9. Pamep pHmases: I'll not be outdone in courtesy™or in pa-
tience.

10. BEGINNING OR END oF A semizs (unless called for by some
other rule): We need ™ sand, gravel, cement, and water™to
make concrete,
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Nore.—An interruptive element which is set off by 1wo com-,
mas may separate clements closely related in grammar
(see §90a).

Unnecessary Doubling of Marks

b. Avoid unnecessary doubling of marks. Question mark
and exclamation point may replace the comma, semi-
colon, or period; ordinarily the two should not appear
alongside.

WroNG: “Wh.crc?," he cried.
Riour: “Where?” he cried.

WronG: Someone called Firel.
RicHT: Someone called Firel

Unnecessary Colon

€. Avoid using a colon before a series of items unless the
items are in apposition with a noun that precedes the
colon,

Wrone: My brother sent us a present of: mangoes, persimmons,
and guavas.

Rrgut: My brother sent us a present of fruits: mangoes, persim-
mons, and guavas.

Unnecessary Dash

d. Avoid over-use of the dash and the exclamation point;
these marks are effective only when they are not abused

by frequent repetition.

Tmesome: The mountains were not exactly a novelty to me—
I had lived in Pennsylvania— But I was eager for my first
glimpse of the Rockies.
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Ricur: The mountains were not exactly a novelty to me, since I
had lived in Pennsylvania, But I was eager for my first glimpse
of the Rockies.

Miscellaneous Errors

€. Avoid intrusive apostrophes, quotation marks, and other
marks,

1. Use no apostrophe in the possessive pronouns ifs, ours,
yours, theirs, whose, hers (see § 91b).

2. Avoid using quotation marks as a label for humer or
irony (see § 92c).

3. Avoid using quotation marks around the title of a theme
unless the title is really a quotation (see § 80c).

4 Avoid using parenthesis marks to cancel a passage (see
§ 8Of).

5. Avok)i using a semicolon to intreduce (see § 84c for the
correct punctuation of the salutation of a letter).

EXERCISE

Write the number of the rule which determines
V\(hcthcr there should or should not be a comma -at the
point marked by a slanting bar, Example:

That his intelligence is above the average /is § 98a7
clear cnough / Mr Brown. § 9023

1. That the story is genuine and sincere / is obvious to anyone.
2. Whatever is quickly carned / is quickly spent.
3. Besides iron, tin, lead, and copper /the islands produce a
small quantity of silver and gold.
4. Where is my blotter? / cried Brown to his secretary.
5. Reynolds wrote on his memorandum pad / the exact date
when the palicy expired. It was April 1/ 1945.
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6. For salmon, halibut, and all of the more meaty kinds of
fish / there 1s always a good market price.
7. Yes / she gives lessons on / the piano, the accordion, and the
violin.
8. The thorn in Teddy's paw / made him go on three legs for
days.
9. In our garden we grow fresh vegetables / and from 2 neigh-
bor we buy / fruit, berries, and mulk.
10. I'll tell you / what I will do.

REVIEW OF PUNCTUATION

A. COMMA OR SEMICOLON TO SEPA-
RATE MAIN CLAUSES

1. It was after nightfall when we started but 2 full moon was
nsing through the willows.

2. The large drawer is made with dovetailed joints and the two
smaller drawers are made with simple rabbeted joints.

3. You can cheer up your turn comes next,

4. The plane is taking on the transcontinental mail sacks and
the motor 1s warming up.

5. Coffee or chocolate is served for breakfast and milk or orange
juice 1s served tor lunch.

6. A canoe 15 like a balky horse its behavior depends on the skill
of the rider.

7. The usher told us there was standing room only but we
managed to find seats 1n the last row,

8, The floor was bare and spotlessly clean and the only furni-
turc was a large wooden table,

9. Hang on tight we're taking a bad curve,

10. For miles and miles he struggled through the snowdrifts and
when at last he reached the cabin he had barely strength
enough to knock on the door.
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B. THE COMMA TO SEPARATE ITEMS
OF A SERIES

1. The plane climbed higher higher against the stiff wind.
2. Over sea over land we go zooming.
3, The rain lashed the trees beat down the tasseled wheat,

NS A

10,

. Smoke curled slowly silently toward the ceiling.
. This one egg looked lonely mnadequate silly.

A wet shivering dog growled and barked at us.

. Chickens goats children played together.
. This city-bred well-educated girl married an almost illiterate

cow-hand.

. The Chio River the Missouri River the Colorado River—

which is the longest and biggest?
All her favorite flowers—violets daisies roses morning glories
—grew here 1n one garden.

C. COMMAS TO ENCLOSE A PAREN-
THETIC ELEMENT

. The equipment at the mine however has depreciated from

lack of use.

. The Burton house is haunted by a ghost the spirit of Old

Captain Burton.

. “Yes” said a weary voice “the installation crew had already

gone out Mrs. Harris when you called.”

. Lewss Norton began working for the Monroe Company on

July 15 1938,

. No our main factory is at 136 Gray Street Camden New Jer-

sey.
. You ought to know I should think that puns on people’s

names are the least excusable,

7. “That’s not right” said the butcher as he eyed Orin’s thumb

leaning gently against the scale. “Here shove it man.” With
345



PUNCTUATION

2

that he grabbed Orin’s hand and pushed the scale down
haif a pound.

. Jamestown a typical one-industry town was hard hit by the

shortage of aluminum.

. The area of the Commerce Building three city blocks is not

too great for present needs.

. Mr. Chairman I move that dues be one dollar a year.

. ALL USES OF THE COMMA—A REVIEW

. Here in the jungle the trees were giant ferns and mosses

grew waist-high.

. Fools need advice most but only wise men are the better

for it

. At St. George Utah we had the poorest meal of the trip and at

Romney West Virgtnia we had the best.

. Banks should lend only on staple commodities those which

have a steady trustworthy demand.

. The freight cars are placed on boats or the freight is trans-

ferred from the cars to the boats.

. The overland express crack train of the line was late but the

hum of its approach sounded along the rails.

. Put an alcohol lamp under the test wbe light it and watch

the results.

. Mr. Batwing dominated the spectacle in a huge-brimmed

black Spanish hat.

. A cord of wood is exght feet long four feet wide and four feet

high.

. “On Sunday evenings” she explamed “we always sing our

favorite songs.”

. ALL USES OF THE COMMA—A REVIEW

. His lack of mathematics however proved to be a hindrance

in scientific work.
Dogs bark roosters crow and an early milk wagon rattles by.
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3. Hopefully Knott stocked his farm with chickens geese ducks,
4, On January 10 1943 we skated all day on Fall River.
5. In Richmond Virginia the boys are not often lucky enough
to have ice thick enough to skate on.
6. The hangar for dirigibles is 775 feet long 150 feet wide and
120 feet high.
7. That woodpecker must like to work or why else would he
drill the barn full of holes?
8. Amanita verna the destroying angel is a highly poisonous
mushroom.
9. On Friday August 24 we drove for sixteen hours stopping
only for gas ol and sandwiches.
10. Charlotte’s desk which is in the front corner by the door is
rickety from constant bumping by passing students.

F. ALL MARKS OF PUNCTUATION—A
REVIEW

1. Have you scen Doris’s new wristwatch It's no larger than a
dime.
2. The southern route takes us through three states namely
Mississipp1 Alabama Georgia.
3. We were all glad to hear the captain shout Company dis-
missed!
4. Mrs. Hilbert said to Evelyn That bright red scarf and the
purple sweater do not look good together.
5. We searched and searched but Harry’s jackknife could not
be tound in the garden.
6. War brought increasing demand for many important com-
modities steel copper o1l cotton wheat.
. Your sister so I've heard plays the violin.
. I will ask Mr. Yates to take us to the station he said.
. The passage begins as follows If what you say 1s true . ., .
. He discovered three important clues namely an initizled
handkerchief a strand of blonde hair and four hairpins.
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G. ALL MARKS OF PUNCTUATION—A
REVIEW

1. She asked us where the fountain pen was What pen [ in-
quired.

2. Every one should know such abbreviations as Colo Calif ete.

3. The abbreviation for Louistana is La the abbreviation for
Flonda is Fla

4. Hey, therc What do you mean by taking my wood Are you
a thief

5. He asked where I was going Where am I going I echoed.

6. The shore was barren at least it appeared barren in this dim
light.

7. The big dogs remained out-of-doors the pups ate in the
kitchen. .

8. The trees were covered with snow and icicles hung from the
branches.

9. The crisp air of the desert the colors of sand and vegetation
the glimmering blue distance these fascinated us.

10. The whole of six bitter oranges the pulp and outer rind of
two grape-fruit and the juice and rind of three lemons make
a pleasantly tart marmalade.
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compound, 237
defined, 144
disungwished from adverbs, 120, 121
in a senes, punctuation of, 319-320
“made” adjectives, 121
Adverb clauses
how punctuated, 316-317, 322-323
written by mistake as sentences, 3
Adverb phrases, 146
Adverbs
classes of, 145
comparison of, 135-136, 145
dunnlgzultshcd from adjecuves, 120,

in commands, 120, Noze 2
misplaced, 48-49
Affect and effect, 197

Agreement
after an intervening noun, 117-118
after collective nouns, 116-117, 118-

after compound subjects, 118
after nouns with plural forms, 119
after or or nor, 118
after some of, 118-119
after thar kind, 116, Note
after there 13 (are), 117
doesn’t, don't, 119, 200
cach, everyone, etc., 116
n gender, 116
in person, 116
ngne, number of, 116
of pronoun with antecedent, 116-117
of verb with subject, 117-119
An't, 197
Ahveness, 190-191
All the farther, 197
Allusion and dlusson, 197
Almost, posinon of, 48-49
Already and all ready, 197 -
Alnghe, 197 N "
Alterations, 249
Also, correct use of, 72
Altogether and all together, 197
And before a subordinate phrase er
clause, 29-30
And ete,, 72
And used to excess, 26, 27-29
And which construction, 29-30, 197
Ante- vs. ann-, 227
Antecedent
agreement of pronoun with, 116-117
defined, 150
faulty reference to,
half-lost antecedent (dm;lg. in-
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Antecedent-—contnnued
conspicuous, or remote antece-
dent), 41-42
impersonal constructions, 40, Note
no antecedent (broad reference),
39.40
Anybody, anyone, number of, 116
Anyplace, 198
Apostrophe, 325-327
m contractions, 325
with possessives, 110-111, 326-327
Appearance of manuscript, 247-250
Application for a position, 263, 267-268
Appositives
defined, 150
punctuation of
commas around, 309-310
dashes around, 338
somse;imes introduced by a colon,

used for subordination, 28
wrongly used as sentences, 3
Articles
defined, 150
idiomauc use of, 186
omission of, 4, 186
As, incorrect use of, 72-73, 198
As . . . as, correct use of, 73
As . . . long as, correct usc of, 73
As . . . wellyas, correct use of, 73
Aspect of the verb, 140
Auxiliary

use of, 126-128
Awjful, abuse of, 198

Bad, feel bad, look bad, 121
Balance, colloqual use of, 198
Balmce;iz sentences, 57-58, 59-60, 91-

350

Balanced structure, 57-58, 59-60, 91-92

Barbansms, 195-196

Base word in forming possessives, 110-
11

Be
forms of the verb, 154
nominauve with, 111-112
Because clauscs, 65, 198
Beginning of a sentence, 98
Bewng as, 73
Bemng that, 73
Between, 198
Biographical works, list of, 302-304
Blame on, 198
Body of a letter, 261-263
Books
gving informaton about, 12, Note
how to find, 298-304
how to outline, 283-288
how to study, 289-297
lists of reference works, 302-304
Borned, 198
Borrowing matenial, 249-250, 291-293,
331
Both . . . and, 59-60
Brackets, 250, 340
Breaking a word into syllables at the
end of a line, 257-259
Brevity for emphasss, 97
Broad reference, 39-40
Broken senes, punctuation of, 318-320
Bursted, 199
Business letters, 259-268
Bust or busted, 199
But used to excess, 68, Note
But what, 73, 199

c

Cacophony, 192-193

Can and may, 199

Canceling or insering words, 249
Cannot help but, 64, 199
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capttals, 250-253

common-noun elements of proper
names, 252
divisions of a country, 251
family relanonshaps, 251, 253
first ;rso&'d of a sentence or quotation,
xmpo;tzmt words 1n titles of books,
51

1, 0, and abbreviations, 253
proper names, 251-253
races and languages, 251
school classes, etc,, 251, 253
titles preceding a name, 251
trade names, 252

(C::rd catalogue, 300-301

se
defined, 151
following zham, or as, 113
in an appositive, 111
in a preposstional phrase, 112-113
possessive, 110-111
predicate nominatwve, 111-112
who or whom, 113
with infimtives, 112, Noz 1
Caused by, 64-65, 199
Change, unnecessary
in construction, 64-65
1n mode, 61-62
1n number, 62-63
in sentence plan, 64-65
1n subyject, 61-62
in tense, 62-63
1n voice, 61-62
Changing y to 1, 235
Choppy sentences, 24-25
Claim, 199
Classaification, logical, 58
Clause-object, 113
Clauses
cause, 65, Note
coordinated loosely, 26, 27-29
dangling elliptical, 45-46
defined, 151, 157, 158

main and subordnate, 157

misplaced, 41-42

misused as sentences, 3-4

restricave and non-restrictive, punc-
tuation of, 314-317

subordinate, not to be used as com-
plete sentences, 3-4

subordination faulty, 24-25, 27-29

to be reduced to phrascs, 87-88

when or where clauses, 64-65

Clearness, 39-77

coherence, 44-51
consistency, 61-66
parallel structure, 57-58
reference, 39-42

use of connectives, 67-76

Clear thinking

compansons, 9, 10-11, 277.278

defintions, 64-65, Noze; 278-279

hinks mssing, 12-13, 276

logical agreement, 116-117, 117-119,
122-124

negatives, 65-66

m'd::ﬂ);6 arrangement, 50-51, 273-
2

outlining, 283-288

ranking of ideas, 89-90
superfluous detals, 23
unrelated 1deas, 20-21, 273-274

Climax, 89-90 ‘o
Close of a letter, 263-265
Coherence

in the paragraph, 274-276
by clear order, 274-275
by parallehsm, 275-276
by reference words, 275
by signals, 276
in the sentence, 44-51
awkwardly separated elements, 49-
50

bunched medifiers, 47
dangling partciple, 44-45
illogical order, 50-51
intercepted modifier, 46-437”
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Coherence—continued
miscellaneous dangling elements,
45.46
misplaced adverb or directive, 48-
4

split infinitive, 49-50
squinting modifier, 47-48
transitions not supplied, 12-13
unpatural order, 50-51
Collective nouns, number of, 116-117,
118-119
Colloquialisms, 194, 196-211
Colloqulial‘1 tone, harmony in use of,
9

Colon, 336-337
Colon not needed, 337, 342
Colorless words, 190
Comma, 309
enclosing
appositives, 309-310
conversatiopal extras, 310-312
dates, addresses, 310
non-restrictive modhfers, 314-318
separating
main clauses joined by a conjunc-
tion, 321-322
tmsjoined words, 322-324
series, 318-320
superfluous, 341
Comma splice, 18-20, 321-322, 335
Command, subjunctive to express, 130
Comparison, inaccurate, 9, 10-11
Comparison of adjectives and adverbs,
135-136, 151
Comparison or contrast as a method of
developing a paragraph, 277-278
Complected, 199
Complement of a verb, 152
Completeness of thought, 3-14
Completer of a verb, 152
Compound nouns, plural of, 235
Compound numbers, 237
Compound sentence, faulty, 27-28
Comp;;;d words, 237-239

Conciseness, 177-179
Concretencss, 92-93, 190-191
Condition contrary to fact, subjunctive

or, 129

Conjugation, 141, 152, 154, 159
Conjunctions

defined, 146

lists, 69-70, Noze, 71.76

repeated for clearness, 5

subordinaung, 146
Conjunctive adverbs

defined, 70, Note

punctuation with, 334, Note 1
Connectives

confusing repetition of, 68, Note

coordinating, 69-70, Note

defined, 67

nexact, 69-70, 72-76

listed according to meaning, 71-72

omitted, 67-68

suborchinaung, 70, Note
Considerable, 199
Consistency .

in grammatical form, 61-62, 62-63

in mechanics, 247

in style, 194-196
Consonants, final (1n spelling), 232
Construction

balanced, 57-58, 59-60, 91-92

defined, 148

ncomplete, 64-65, 122-123

loose, 89

mixed, 64-65, 122-123

repeated wrongly, 68

splat, 49-50
Contact, 199
Contractions, apostrophe with, 325
Contrast for emphasig, 91-92
Coordinating connectives, 69-70, Note
Coordination

ambiguous, 22, 29-30

defined, 152

excessive, 26, 27-29, 29-30
Copula, 154
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Correlatives, 59-60
Could of, 199
Credible and creditable, 199

D
Dangling clements 1n general, 44-45,

Dangling elliptical clause, 45-46
Dangling gerund, 45-46
Dangling infinitive, 45-46
Dangling participle, 44-45
Danghing prepositional phrase, 45-46
Dash, 338
Dash not needed, 342
De- vs. dis-, 227
Declension defined, 152
Defimtion
form of, 64-65, Note
developing a paragraph by, 278-279
Deletions, 249
Details
emphatc, 92-93
superfluous, 23

Developing the paragraph, methods of,
276-281

Dialcetal words, 195-196
Dialog
paragraphing, 272-273
punctuation before, 311, 336
punctuation 1n, 329
Dictionarics, 188-189, 221, 302
Diction, 177-215
colloquialisms, 194, 196-211
conciseness, 177-179
dialectal words, 195-196
exact idiom, 185-187
exact word, 187-189
good use, 196-211
list of faulty diction, 196-211
list of trite expressions, 182
repetition, 96-100
slang, 183-184

Different than, 73, 199

Direct address, 152

Direct discourse to vary one’s style, 99

Darect ;lzuotanuns, how to punctuate,

9
Directive expressions
masplaced, 48-49
punctuation of, 310

Directly, correct use of, 73

Drsremember, 199

Divided reference, 42

Dividing a word at the end of a line,
257-259

Division of material nto paragraphs,
271274

Doesn’t, don’t, agreement of, 119

Daone, misuse of, 199

Don't, 200 *

Double c;gacity, words 11, 6, Note; 123.
1

Double negative, 65-66

Double punctuation, 342

Doubling a final consonant, 232-233
Doubt, subjunctive to express, 130
Drownded, 200

Due to, 64-65, 200

Duplication, 124

E

Each, every, number of, 116
Ease, naturalness, 192.193
Echoed sounds, 100
e or ze, 231
Esther, number of, 116
Esther . . . or, 59-60
Element, defined, 152
Elimination, use of, 280
Elhpsis

after than or as, 113-114

defined, 153

misuse of, 45-46

permussible use of, 5, foorose
Emsgrate and immugrate, 2003
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Emphasis

by climax, 89-90

by concreteness, 92-93

by parallelism, 91-92

by periodic structure, 89-90

by position, 85

by repetition, 95-96

by separation, 86

by subordination, 87-88

by vanety, 96-100
Encyclopedias, list of, 302-304
Ending of a sentence, 85
End marks, 332-333
Endorsing a theme, 247
Enthuse, 200
Enumerative method of developing a

paragraph, 277
Erc., use of, 72, 200
Ever, positon of, 48-49
Every, everyone, everybody, number of,
116

Exact word, 69-70, 72-76, 187

Examples, need of, 191

Examples 1n developing a paragraph,
279-280

Exclamation pont, 332-333

Expect, misuse of, 200

F

False paralichsm, 29-30, 58, Norte
Feel good, jeel bad, 121
Figures, plural of, 235, 327
Figures, use of, 256
Figures of specch, 194-195
Final consonant (in spelling), 232-233
Final e before a suffix, 233-234
Fine, abuse of, 200
Fine writing, 195
Frx, misuse of, 200
Flowery language, 195
Footnotes, 249-250
Foreagn plurals, 236

354

Forcign words to be underscored for
italics, 255

Formal notes, 269

Former, 200

For to, misuse of, 200

Fragment, wrongly used as sentence, 3-
4

Functional mishits, 122-124

“Fused” appositives, no comma used
with, 310

“Fused” sentences, 18-20

G

Gender, agreement in, 116
Genetive, 109-111
Gene, 200
Geographical names set off, 310
Gerund
danghing, 45-46
defined, 158
forms of, 159
with possessive, 111, Note 2; 327
Glossary of faulty diction, 196-211
Good (or bad) after a verb Like feel,
14, 200
Good usage, 196-211
Gotten, 201
Grammar
adjectives and adverbs, 120-121, 144-
145

4

and-and habt, 27-29

case, 109-114

conjunctions, §9-70, Nozz, 71-76, 146

constructions, 148-150

double capacity, 123-124

clements wrongly substituted, 122-
123

hist of the terms of, 148

nouns and pronouns, 142-143
phrases, 146

prepasitions, 145

primer habit, 24-25

predicate, 156
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pronoun classified, 143
terms of grammar, hists of, 139-147,
148-162
verbals, 158-159
verbs, classes, comugation, 132-135,
139-142, 154
Grammatical terms, 148-163
Greeting in a letter, 259-261, 263-264
Guess, colloqual use of, 201

H

Hackneyed expressions, 181-182

Had of, illiterate, 201

Had ought, 201

Half-expressed ideas, 7

Half-lost antecedent, 41-42

Handwrniung, 249

Hanged and hung, 201

Hardly not to be used with a negative,
65-66

Harmony of tone, 194-196

Heading of a letter, 259-261

Hedlthy and healthful, 201

High-flown or inflated writing in gen-
eral, 195

Historical present, 63, Note

However, posiion of, 48-49

Hygiente and sanstary, 201

Hyphen between syllables, 257-259

Hyphen 1n compound words, 237-239

Ideas or details, superfluous, 23
Ideas

undeveloped, 7

unrelated, 11-12, 20-21, 22
Idioms, 185
Idioms with articles, 4
Idioms with preposihons, 185-186
Ilf, correct use of, 74
Hlsterate diction, 195-196, 196-211

Tllogical comparison, 10-11
Mogcal matching of elements, 11-12
[llustratons, need of, 191, 279
Imagery mixed, 194-195
Immediately, correct use of, 74
Impersonal construcuon, ncedless use
of, 40, Note
In and nto, 201
Inaminate objects, 110
Incomplete construction, 8-9
[ncomplete sentences, permussible typer
of, 5. footnote
Incomplete thought, 8-9
Indefinite o2, you, they, 40, Note
Indention
m letters, 261
i ordinary writing, 248
in outlnes, 284
1n paragraphs, 271-272
Independent clauses, punctuation of,
321, 334-335
Independent clement, 153
Indepenuent 1deas, 20-21
Indexes to books and periodicals, list
of, 303
Indirect abject, 155
Infinitive
case with, 112, Noze 1
dangling, 45-46 ,
defined, 153, 158 F)
sign of, to be repeated, 5
split, 49-50
tense of, 125-126
Inflecuion defined, 154
Informal wriung, 194
Information, how to get, 298-304
Instants and anstance, 201
Intensives, 8-9, Note; 201
Intercepted modafiers, 46-47
Interjections, 8-9, Note
defined, 146
punctuaton of, 311
Interpolations in 2 quotation, 250,
Note; 329
355
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Interrupters
effect on case, 113
set off by commas, 309-312
set off by dashes, 338
Intrusive punctuation, 341-343
Invitations, formal, 269
Trrelevance |
in the paragraph, 273-274
in the sentence, 20-21
Is when or 1 where statements, 64-65,
Note
Tralics, 254
for foreign words, 255
for names of ships, 254
for quoted ttles, 254
for words out of context, 255
not to be overused merely for em-
phasis, 255
Its {possessive adjective), without apos-
trophe, 110

I

Jargon, 180-181
Jargon 1in letters, 262
Jownt possession, 327

Key words to be repeated

for emphasis, 95-96

for parallchism, clearness, 4-6
Kind of, colloquial use of, 202

L

Lady as a genteehsm, 202

Later and latter, 202

Lead and led, 202

Learn and teach, 202

Leave and ler, 202

Legible hapdwritng, 249
356

Length of paragraph, 271-272

Length of l;m:ncu, 20-21, 23, 24-25,
+ 26, 9!

Less and fewer, 202

Letters, 259-269

bustness letters
body, 261-263
close, 263-265
greeting, 259-261, 263-264
beading and nside address, 259-
261

model, 267-268
superscription, 265-267
personal letters, 268-269
Liable, likely, apr, 202
Library, use of a, 298-304
Lse and lay, 132, 202
Lske (for as), 74, 203
Linking verbs defined and conjugated,
154

Iljnk 1n thought lacking, 12-13, 273

5t

for spelling, 239-243

of connectives, 69-70, Note; 71-76

of grammaucal terms, 139-147, 148.
162

of prepositions, 145
of principal parts, 132-135
of w;;gs confused 1n spelling, 228-
of words incorrectly used, 197-211
Laterally misused, 203
Locate misused. 203
Logical conformity and agreement,
10-11, 11-12, 116-117, 117-
119, 122-124
Logxal division of matenal into para-
graphs, 271.274
Logical sequence, 50-51
Looks good, looks bad, 121
Loose sentence, 89
Lose and loose, 203
Lose out, colloqual use of, 203
Lots of, colloquial use of, 203
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Main clause
defined, 157
how punctuated, 321, 334-335
Main 1dea to be expressed in the main
clause, 30-31
Manuscript, 247-250
Might of, vulgansm for might have,
203

Misjoined words, comma to separate,
22

3 .
Misleading parallelism, 29-30, 58, Noze
Misplaced word, 48-49
Mixed constructions, 64-65, 122-123
Mixed idioms, 186
Mixed imagery, 194-195
Modal aspects and modal auxiliaries,
140
Mode
defimtion of, 140
faulty shift 1n, 61-62, 128-129
use of subjunctive, 129-130
Modifiers
danghng, 44-45, 45-46
defined, 154-155
grouping of, 46-47
wtercepted, 46-47
musplaced, 48-49
needless separation of related, 46-47,
49-50, 50-51
squinting, 47-48
turning statements into, 28-29
when set off by commas, 314-317
wrongly used as sentences, 3-4
Mooad. Ser Mode
Most, colloquial use of for almost, 203

N

Namely and for example, punctuation
of, 311-312

Names ending 11 s, possessive of, 110-
111, 326-327

Natural ranking of ideas, §9-90

Natural sequence of ideas, 50-51

Natural style, 192-193

Necessity, subjunctive to express, 130

Needless use of comma, 341

Negative, double, 65-66

Neither . . . nor, 59-60, 203

Nesther, number of, 116

Nice, 1naccurate use of, 188, 203

Nicknames, quotation marks not nec-
essary with, 332

Nomunative case, 111-112

None, number of, 116

Non-restrictive modifiers, punctuation
of, 314-317

Nor, correct use of, 74-75

Normal order and punctuation, 323

No sooner when, 15

Note taking, 290

Not hardly, 64-65, 203

Not no and other double negatives, 203

Not only . . . but also, 59-60

Not scarcely, 65-66, 203

Noun clause, 158

wntten by mistake as sentence, 4
Nouns
collective, number of, 116-117, 118-

119

defined and classified,, 142-143

plurals, 234-236

stngular with plural form, 119
Nowhere near, dialectal use of, 203
Nowheres, dalectal use of, 204
Number

collective nouns, 116, 118

each, cvery, etc., 116

none, 116

of verbs, 117-119

shift in, 62-63

these kend, etc., 116, Note, 209
Numbers

formation of plural, 235

hyphen in compound, 237-239

when to spell out, 256

Y
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o

0 and 04, 204
Object, defined and illustrated, 155
Objective case, 112-113, 113-114
Of musused for have, 204
Off of, 204
Omussion
faulty, of words, 4-6, 67-68
permusible, of words, 5, footnote
On account of, correct use of, 75
misuse of as 2 conjunction, 204
One or one’s interchanged with Ae or
his, 204
Only
correct use of, 75
position of, 48, 204
Open punctuation in a letter, 264
Order
emphauc, 85, 89-90
logcal, 50-51
Ought to of, vulgar use of, 204
Outlines, 283-289
sentence outline, 284-285
topic outlne, 283-284, 285-289
Overloaded sentences, 23
Overused words, 181-183
Over with, colloqual use of, 204

P

Pants, colloquial use of, 204
Paper and mnk, 247
Paragraphs, 271-283
coherence in, 274-276
developing, 276-281
dialog n, 272, 329
indention, length, 271-273
parallel structure witinn, 275-276
topic sentence wn, 273-274
transitions 10, 275-276
unity i, 273-274
Paralle] structure (parallclism)
faulty, 57-5
358

for emphasis, 91-92

misleading, 29-30, 58, Note

with correlatives, 59-60

with lsa6rgc clements, 275, 276, 285,
2

Paraphrase, how to, 291-293

Parenthesis marks, 339-341

Parenthetic elements, commas around,
309-313

Parliamentary motions, subjunctive for,
130 .

Participial phrasep punctuanon of, 315
Participle

dangling, 44-45

defimtion of, 156, 158, 159

excesstve use of, 100

forms of, 159
Parts of speech, 139-147
Party, slang use of, 204
Passive voice, not emphatic, 92-94
Past tense and past participle, 132-135
Per- vs. pre-, 2
Period

“period blunder” or pcnod fault,”
Periodicals

how to quote from, 250

in a library, 299. 300 303-304
Periodic sentence, 89
Person, shift 1n, 62-63, 116-117
Phenomena, plural, 205
Phone, colloquial use of, 205
Phrases

absolute, 153

dangling, 44-45, 45-46

defined, 156

punctuation of, 315

turning statements into, 28-29
Picture-making, 190-191
Plenty as a modifier, mususe, 205
Plural, spelhing of, 234-236
Plurals of signs, figures, 235, 327
Point of view, shift in, 61-62
Position for emphasis, 85
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Position of modifiers, 46-51
Possession, joint, 327
Possessive
apostrophe with, 110-111, 326-328
tnammate objects mn, 110
pronouns, 326
with gerund, 111, 327
Practscal and practicable 205
Précis, wnung a, 294-297
Predicate adjective, 157
Predicate complement, 156
Predicate defined, 156
Predicate noun or predicate nominative,
111-112, 156 157
Prefixes often confused, 227
Prefixes, when set off by a hyphen, 253
Prepositional phrase, defined, 146
Preposiions
defined, 145
idioms with, 185 186
1in dangling phrases, 45 46
omitted, 5
Principal and principle 205
Principal parts, 132-135
Pronouns
agreement with antecedent, 116 117
case of 109 114
kinds of, 143
omitted, 5
reference of, 39 40, 41-42
Pronunciation as a guide to spelhng,
222 225
Proof and evidence, 205
Proper names
zaptals 1n, 251.254
possessive of, ending 1n 1, 326
Propositson colloquial use of, 189, 205
Providing 75
Provincialisms, 195-196
Punctuation
addresses, dates, 310
adverb clause before a man clause,
317,322.323
apostrophe 1n contractions, 325

apostrophe 1n nouns naming mnam-
mate objects, 110

apostrophe in possessives, 110-111,
326-328

apposiaves, 309-310

before or after a series, 341 item 10

between 1tems of a senes, 318-320

betwe7en subject and verb, 341 items

6

brackets, 340

colon, 336 337

dash, 338 339

direct address, 310

directive expressions, 310-312

end marks, 332 334

interrupters, 309-312

main clauses, 321 322, 334-336

misjotned words, 322 324

non essential (non restricive) modis
fiers, 314-318

penod, 332 334

possesstves, 110 111, 326 327

question mark, 332-333

quotations, 329-332

run-together sentences, 18 20, 321,
334 336

semicolon, 334 336

series, 318-320, 336, 341

superfluous marks, 341-343

Q

Question marks, 332-333
Questions for vanety, 99
Questions, tense and mode of, 127
Quiet and quate, 205
Quute a, colloquial use of, 205
Quotation

colon to wntroduce, 336

comma to introduce, 311, 329

emphasized by separation, 86

for vaniety, 99

need for accuracy, 250

359
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Quotation—consunsed
of borrowed matenal, 249-250
punctuation of, 329-332
within a quotation, 329
Quotation marks
for exact words of another writer,
249-250, 331
for slang and colloquialisms, 331
for titles, 248
needless use of, 332
position of other punctuation marks
relative to, 330
Quotation marks vs, italics, 331

Raise and bring up or rear, 205
Rarely ever, crude use of, 205
Read, how to, 289-290
Real, crude misuse of, 205
Reason, statement of, to be completed
by a that clause, 65, Note
Redundance, 124, 177-181
Reference of pronouns
ambiguous, 41
broad, 39-40
divided, 42
impersonal, 40, Note
loose, 39-40
remote, 41
to a clause, 39-40
to a tide, 42, Noze
to an unemphatic word, 41
weak, 41-42
Reference, books of, 301-304
how to use, 299-300, 301-304
hst of, 302-304
Reference to a title 1n the first line of &
theme, faulty, 248
Reference words, use of, 275-276
Relative clause, punctuation of, 314-318
Rememzboe; of, misused for remember,
360

Remote antecedent, 41-42
Repetition
careless, 68, Note, 96-100
cffective, 95-96
for clearness, 280
in paragraph building, 280
necessary, 4-6
Respectfully and respectively, 206
Restrictive and non-restrictive modifiers,
punctuation of, 314-318
Rhythm, 192-193
Reght smart, dualectal use of, 206
Ruse and rasse, 132, 206 ~
Run-together sentences, 18-20, 321, 322,
335

Said, lega) use and abuse of, 206
Salutation 1n a letter, 259-261, 263, 264
Same, abuse of, 206

Searcely 1 double negatives, 65-66, 206

<Scrappy sentences, 24-25 .

Seldom ever, 206
Semicolon, 334-336
Sensory verbs, adjectives aftcr, 121
Sentences
coherence in, 44-51
completeness of, 3-14
complex (defined), 158
compound (defined), 157
coordination 1n, 22, 26, 27-30, 152
coordination and subordination, 24-31
definition and kinds of, 157
clements (defined), 152, 157
m logical agreement, 10-11, 11-12
in parallel structure, 57-58, 91-92
emphasis, 85-100
fused or run-together, 18-20, 321-322,

335
half or incomplete, 3-4
mmn;plcte. use of, for special effects,

l:ngth of, 20-21, 23, 24.25, 26, 97
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loose, 89

parallelism in, 57-63, 91-92

penod after, 332-333, 335, Note 2

peniodic, 89-90

pnmer style, 24-25

run-together, 18-20, 321-322, 335

stnngy, 26, 27-29

style i, 96-100

subject-first habit, 98

summanazing, 293-294, 296

topic sentence, 273-274

umty 1n, 18-31

variety i, 96-100
Seatence outlines, 284-285
Separation

for emphasis, 86

of unrelated 1deas, 20-21
Sequence of tense, 125-128
Sequence of thought, 50-51
Series

A, B, and C, 320
Series, punctuation of, 318, 336
Shall and will, 127-128
Shuft, unnecessary

in construction, 64-65

in i1diom, 185-186

1 mode, 61-62

1 number, 62-63

1n pronouns, 62-63

in sentence plan, 64-65

in subyect, 61-62

in tense, 62-63

in voice, 61-62
Shaps, names of, italics for, 254-255
Should and wounld, 127-128
Sight, a sight of, colloquual, 206
Simphfied spelling, 221
Sit and sez, 132, 206
Slang, 183-184
So, abuse of, 8, Note, 26, 75, 206-207
Solid words, 238
Some, abuse of, 120, 207
Someplace, colloquial use of, 207
Somewheres, dialectal use of, 207

Sound, 100, 192-193
Sounds in spelling, 222-22%
Sources
how to credit, 249-250, 331
how to digest, 202
Spacing, 248-249
Species, 207
Specific statements, 92-93
Specific words, 187-189, 190-191
Spelling, 219-243

by hearing and pronouncing, 222-225

by observing, 225-226
by rules, 231-236
by using a dictionary, 221
by visuahzing, 225-226
capitals, 250-253
compounds, 237-239
contractions, 325
hsts, 222, 224, 228, 238, 239
paurs often confused, 237-230
plurals, 234-236
possesstves, 110-111, 326-327
prefixes, 227
recorcding errors, 220
simphfied, 221
suffixes, 232-236
trouble-spots, 226
Split infinitive, 49-50
Squinting modifiers, 47-48
Stationary and stazronery, 207
Statue, stature, and siatute, 207

-+

Street numbers, how to represent, 256

Stringy sentences, 26

Study, how to, 289-297

Style
appeal to the ear, 192-193
consistency, 194-196
emphasis, 85-100
figures of speech, 194-195
naturalness, 192-193
periodic arrangement, §9-90
variety, 96-100

Subject of a sentence
agreement with verb, 117-119

3
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Subject of a seatence—continucd
“assumed” or “logical” subject of the
infimtive, 112
nominauve case for, 111-112
unnecessary shift in, 61-62
Subject 1n nominative case, 111-112
Subjunctive mode
defined, 140
use of, 129-130
Subordinate clauses
definition of, 157-158
detached, 3-4 ’
not to be used for principal ideas, 30-
31

$ubordinating conjunctions, 146
Subordinating connectves, 70, Note
Subordination

faulty, 30-31

for emphasis, 87-88

necessary, 24-25, 27-29

thwarted by and (and which construc-

uon), 29-30 .

upside-down, 30-31
Subsidiary 1deas to be submerged, 27-31
Substantve defined, 158
Such

how completed, 75, 207

used as false intensive, 8, Noze
Summanze, how to, 293-297
Summarizing sentences, 293-294, 296
Superfluous commas, 341-342
Superfluous sdeas or details, 23
Superior than, 208
Superlausvg degree 1n comparisons, 135-

1

Superlative forms, 144-145, 151-152
Superlatives pot to be used as intensives,

2

Sure and surely, 208
Suspense 1n the sentence, §9-90
Susprcion, dialectal use of, 208
Syllabication, 257-259
Syllables 1n spelling, 226
Synonyms, usc of, 188-189

362

Syntax defined, 158

T

Take and, unnccessary use of, 208
Tautology, 178-179
Technical terms, quotanons with, 332
Telegraphic style, 5-6
Tend and attend, 208
Tense
for general truths, 126
for habitual action, 126
for prior action, 126
of infimtive, 125-126
shall and will, should and would, 127-
128
Than msused for when or from, 75-76
Than or as, case of pronoun after, 113
That clause, to complete statement of
reason, 65, Note
That, colloquial use of, 208
That 15, punctuation of, 311-312
That muisused for when or where, 76
T hat there, illiterate, 209
Them (misused as adjective), 209
Then, correct use of, 76
Then o0, 76
These kind, 116, Note, 209
Thin wnung, 92-93, 190-191
Ths, used to summanze, 40, Note
This, vague use of, 209
Thus here, dialectal, 209
Those knd, 116, Note, 209
Those, uamssion of relative clause after,

Thought undeveloped, 7
T, 76
Tdl misused for when, 209
Tide of a composition, 248
capitals i, 251
not to be quoted or italicized unneces-
sarily, 248
not uzz be referred to in the first line,
48
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reference to, 42, Note

spacing, etc., 248-249
Titles of books, italics for, 254-255
Too, weak use of, 8, Noze, 76
Topic sentence, 273-274
‘Transitons, 12-13, 96, 276
Transiuve and intransitive verbs defined

and 1llustrated, 139

Transprre, 209
Triteness, 181-182
Try, colloquial use as a noun, 209
Typewnung, 249

U

Uncertainty, subjunctive to express, 130
Uncompleted comparisons, 9
Uncompleted constructions, 8-9
Uncompleted thought, 4-7
Underscoring for italics, 248, fooinote
Undeveloped 1deas, 7
Unfinished constructions, 8-9, 64-65
Unigue misused, 209
United States, artcle with, 219
Unity of thought
in the paragraph, 273-274
in the sentence, 18-31
and which construction, 29-30
choppy sentences, 24-25
excessive coordination, 26, 27-20
relationship of ideas obscure, 22
run-together sentences, 18-20
unnecessary 1deas included, 23
unrelated ideas, 20-21
upside-down subordination, 30-31
Unrelated ideas, 20-22
Up, needless use of, 210
Upside-down subordination, 30-31
Usage, good, 196-211
Used to could, crude use of, 210

v

Vanety in sentences, 96-100
beginnings, 98

P

exclamations, 99
length, 97
loose and periochc structure, 98-99
pronouns, 96-97
questions, 99
quotations, 99
simple, compound, and complex struc-
ture, 98
Varying the beginmings of sentences, 98
Varying the length of sentences, 97
Verb
agreement with subject, 117-119
auxihary, 127-128
conjugation, 141
defined, 139
principal parts, 132-135
Verbals defined, 158-159
Verbal phrasc detached, 3
Very before a participle, 210
Visualizing, 190-191
Visualizing as an aud to spelling, 225-226
Vocatives
defined, 152
how set off, 310
Voice
active, for emphasis, 93-94
defined, 140
faulty shft 1n, 61-62
Vulgansms, 195-196

w

Want to, misuse of, 210

Way for away, 210

Ways for way, 210

Weak passive voice, 93-94

W hen msused for than or that, 64, Note,
76,210

When or where statements used illogi-
cally, 210

Where at, 210

W here musused for that, 64, Note, 210

Whether . . . or, 59-60

Which msused for who or tbn3,6§10
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Whde, correct use of, 76 misused, 196-211
Who, misused for that or whech, 210 omisston of, 4-6

Who, whoever, 113-114

Win out, 210

Without musused for unless, 76

Woeds, 210

Wordiness, 177-182

Words
confused in meaning, 187-189, 196.

211, 227.230

confused in spelling, 227-230
division into syllables, 257-259
double capacity of, 6, Noze
exact, 187-189
foreign plurals, 236
in titles, capitalized, 248
misplaced, 48-49

out of context, 1talics for, 255
overworked, 181-184, 188-189
repeated effectively, 95-96
scparate, 238
sohid, 238
trite, 181
Would have misused for had, 210
Would of, vulgar use of, 210

Y

Yearbooks and other reference works,
301-304
Yourself, wrongly used for you, 211
You was, iliterate use of, 211 )
(2






