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We all want to have our opinions heard, our thoughts understood, and our
input respected. Knowing how to craft messages according to universally

accepted rules of grammar, spelling, and usage encourages readers to pay
attention to what we have to say.

The Least You Should Know about English offers an upbeat and comprehen-

sive study of how to express your ideas well, because, regardless of where you
see yourself headed in life, the ability to communicate correctly and effectively
will make a significant contribution to your professional and personal success.
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The Least You Should Know about English continues its rich tradition of providing
assistance to students who need to review basic English skills and who may profit
from a simplified approach. The first five parts of the book cover the essentials of
spelling, sentence structure, and punctuation. Part 6 offers meaningful templates for
building effective paragraphs and multi-paragraph compositions.

Throughout the book, we try to avoid linguistic jargon and terminology
whenever possible. A conjunction is a connecting word; gerunds and present
participles are ing words; an infinitive is the fo form of a verb. Students work with
words they know instead of learning a vocabulary they may never use again.

Thematically linked exercises drive home the concept just studied. The
abundance of exercises, including practice with writing sentences and proofreading
paragraphs, allows students to learn to use the rules automatically and carry them
over into their own writing.

In this second Canadian edition, the emphasis in text examples and exercises
is on themes and concepts of interest to Canadians. From the NHL Season That
Never Was to the selection of Tommy Douglas as the Greatest Canadian, to
apprenticeship training, the focus is clearly Canadian. Exercises are culled from
Canadian sources and represent virtually every province and territory. The
thematically related, informative exercises reinforce the need for coherence and
supportive details in student writing. With answers provided at the back of the
book, readers can work independently and identify their own problem areas.

ORGANIZATIONAL CHANGES

This second edition features a number of major changes. Structurally, the previous
large section on sentence structure is now divided into three smaller units. Part 2
(Sentence Essentials) lays the groundwork for sentence building by focusing on
sentence essentials including subjects and verbs. Part 3 (Building Effective
Sentences) thoroughly explains the perils of fragments and run-on sentences and
adds a section about sentence variety sure to benefit students in their writing. Part
4 (Keeping the Message Clear) is designed for the reader to build self-confidence
in the more refined grammar areas of subject-verb agreement, pronouns, modifiers,
shifts, and parallel structure. Text boxes have been added throughout.

IN-TEXT TESTS

Besides the usual large number of exercise opportunities, the book now contains
more self-testing as well. Each part is prefaced with a Pre-Test and offers both a
Progress Test and a Post-Test. Students completing a Pre-Test prior to reading its
related section will know where their trouble spots are and can focus their attention
on them.
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Part 6 (Writing Well) has been completely rewritten to focus on the basic
requirements of unity, support, and coherence in paragraphs and multi-paragraph
compositions. The section on multi-paragraph writing explains seven stages of
writing, from pre-writing to proofreading. At each stage, examples and checklists
are provided for student writers.

The Least You Should Know about English functions equally well in a
classroom and at home as a self-tutoring text. The simple explanations, ample
exercises, testing opportunities, and answers at the back of the book provide
students with everything they need to progress on their own. Students who have
previously been overwhelmed by the complexities of English should, through their
efforts, gain considerable confidence and comfort in their writing abilities.

A Test Packet with additional exercises and ready-to-photocopy tests
accompanies this text and is available to instructors.
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TO THE STUDENT

We all want to have our opinions heard, our thoughts understood, our input
respected. Carefully crafting our messages according to universally accepted rules of
grammar, spelling, and usage encourages readers to pay attention to what we have
to say. In fact, in decoding our messages, members of our reading audience assume
that we have followed the rules.

This textbook offers an upbeat yet comprehensive study of how to express
your ideas well. If you have unhappy memories of “dangling participles” and
“subordinate clauses,” you will be delighted that The Least You Should Know about
English guides readers through the maze of correct grammar and usage without the
use of fancy terminology. As a result, the book’s lessons are accessible and user-
friendly. If you are willing to make an honest commitment to learning, you will feel
a new sense of self-confidence in tackling writing tasks.

This book also uses refreshing approaches to upgrade language skills that have
gotten a bit rusty over the years. If you once felt in control of your writing but are
now less sure of your abilities, reading this book and completing its exercises will
dust out the cobwebs caused by informal language use. You'll discover that recalling
basic principles is not as difficult as you may have feared.

Qualified individuals in any career field know how to use the right tools to get
a job done. Naturally, you will place a high importance on learning the tools of the
trade for the career field you have chosen.

But regardless of where you see yourself headed in life, regardless of which
occupation attracts you, the ability to communicate correctly and effectively will
make a significant contribution to your professional and personal success.

For that reason, fine-tuning your language skills is just as important to your
future as learning about the tools and procedures specific to your chosen career path.

Because words are the fundamental building blocks of communication, you
need to understand how words work —what jobs they do—before you can com-
fortably and confidently build sentences, paragraphs, and longer written messages.

Think of this book as a language toolbox. It contains the word and communica-
tion tools you will need to build effective pieces of communication. Just as a carpenter
carefully selects the right techniques to construct fine furniture, you should carefully
apply the principles explained in this book to compose fine written messages.

Simple explanations, no complicated rules to memorize, plenty of opportunities
for hands-on application of the principles, and even an answer key to check your
work — it just doesn’t get any better than this!

The Least You Should Know about English makes it easy to learn exactly what
you need to know to avoid the most common writing mistakes. Turn the page and
allow this book to be your tour guide on the road to effective communication.

Best wishes on your journey!

Kathleen A. Wagner
Sudbury, Ontario
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What Is the Least You
Should Know?

Most English textbooks try to teach you more than you need to know. This one will
teach you the least you need to know — and still help you learn to write acceptably.
You won'’t have to bother with grammatical terms like gerunds and modal auxiliary
verbs and demonstrative pronouns and all those others you've been hearing about
for years. You can get along without knowing these terms if you learn a few basic
concepts thoroughly. You do have to know how to spell common words; you do
have to recognize subjects and verbs to avoid writing fragments; you do have to
know a few rules of sentence structure and punctuation — but rules will be kept to
a4 minimum.

The English you'll learn in this book is sometimes called Standard Written
English, and it may differ slightly or greatly from the spoken English you use. Standard
Written English is the accepted form of writing in business and the professions. So no
matter how you speak, you will communicate better in writing when you use Standard
Written English. You might say something like “That’'s a whole nother problem,” and
everyone will understand, but you would probably want to write, “That’s a completely
different problem.” Knowing the difference between spoken English and Standard
Written English is essential in college and university, in business, and in life.

Unless you learn the least you should know, you’ll have difficulty communi-
cating in writing. Take this sentence for example:

I hope my application will be excepted by the hiring committee.

We assume the writer will not actually be happy to be overlooked by the com-
mittee but merely failed to use the right word. If the sentence had read

I hope my application will be accepted by the hiring committee.

then the writer would convey the intended meaning. Or take this sentence.
The manager fired Lee and Dave and I received a $100 raise.
The sentence needs a comma.

www.ztcprep.com
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2 What Is the Least You Should Know?

Provarres

The manager fired Lee and Dave, and I received a $100 raise.
But perhaps the writer meant
The manager fired Lee, and Dave and I received a $100 raise,

Punctuation makes all the difference, especially if you are Dave. What you'll
learn from this text is simply to make your writing so clear that no one will misun-
derstand it.

As you make your way through the book, it’s important to master every rule as
you come to it because many rules depend on previous ones. For example, unless
you learn to pick out subjects and verbs, you’ll have trouble with fragments, with
subject-verb agreement, and with punctuation. The rules are brief and clear, and it
won'’t be difficult to master all of them — if you want to. But you do have to want to!

How to Master the Least You Should Know

1. Study the explanation of each rule carefully.

2. Do the first exercise. Correct your answers using the answer section at the back
of the book. If you miss even one answer, study the explanation again to find out
why.

3. Do the second exercise and correct it. If you miss a single answer, go back once
more and study the explanation. You must have missed something. Be tough on
yourself. Don’t just think, “Maybe I'll get it right next time.” Go back and master
the rules, and then try the next exercise. It's important to correct each group of
ten sentences before going on so that you’ll discover your mistakes while you still
have sentences to practise on.

4. You may be tempted to quit after you do one or two exercises perfectly. Don’t!
Make yourself finish another exercise. It’s not enough to understand a rule. You
have to practise it.

If you're positive, however, after doing several exercises, that you’ve mastered
the rule, take the next exercise as a test. If you miss even one answer, you should
do all the rest of the questions. But if you again make no mistakes, move on to the
proofreading and sentence writing exercises so that your understanding of the rule
carries over into your writing.

Mastering the essentials of spelling, sentence structure, and punctuation will
take time. Generally, community college and university students spend a couple of
hours studying outside of class for each hour in class. You may need more.
Undoubtedly, the more time you spend, the more your writing will improve.

Www.ztcprep.com
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P ART 1

Spelling

Spelling Pre-Test

Each of the sentences below contains just one spelling error. With the help of a
good Canadian dictionary, locate the mistake; then circle the error and insert your
correction. You'll find the answers in the Answer Key at the back of the book.

1.

When the councillor layed out the plans for the following year’s budget,
the citizens booed.

2. Al's fiancé is a tall blonde who lives in Winnipeg.

3. Mark was to proud to accept the suggestions that would have led to his

5.
6.
7.
8.

10.
11

promotion.

. In the past, a high-school diploma aloud a person entry into many good

jobs; now, a college diploma is mandatory.

It’s difficult to tell who's book this is because there’s no name in it.
Gareth and Louise submited their college applications on time.

The mechanic relyed on a ball-peen hammer to free up the seized bolt.

When Environment Canada sent out a squall warning, the fishers were all
advised to tie up their dingies.

. Although the final goal was scored from the face-off, the hockey game

had until than been very close.

Jim and his sister Mary have an M.A. and a Ph.D., respectfully.

. Bill did not beleive in doppelgangers until he met his own on the Arrivals

level of Toronto’s Pearson Airport.

www.ztcprep.com
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12. With the sound of the vaccum cleaner in the background, | found her
voice difficult to hear.

13. She is totally disinterested in world events and is seldom conscience of
her surroundings.

14. In the past, when such punishment was accepted in Canada, prisoners
were hung.

15. The principal affect of carbon monoxide poisoning is dizziness.

16. The dog lead its puppies to the garage.

17. Your never too old to enjoy a good, clean game of ice hockey.

18. When attending a job interview, you will want to chose your clothes with
care.

19. Many Canadians misspell alot of everyday words.

20. The men’s room is around the corner, but the ladie’s room is down the
- hall.

Anyone can learn to spell better. You can eliminate most of your spelling errors if
“you want to. It’s just a matter of deciding you're going to do it. If you really intend

to learn to spell, study each of the seven parts of this section until you make no
more mistakes in the exercises.

Your Own List of Misspelled Words

Words Often Confused (Sets 1 and 2)

Contractions

Possessives

Words That Can Be Broken into Parts

Rule for Doubling a Final Letter

Using a Dictionary

Study these seven parts, and you’ll be a better speller.

Your Own List of Misspelled Words

On the inside cover of your English notebook or in some other obvious place, write
correctly all the misspelled words in the papers handed back to you. Review them
until you're sure of them.

www.ztcprep.com
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Words Often Confused (Set 1) 5

Words Often Confused (Set 1)

Learning the differences between these often-confused words will help you over-
come many of your spelling problems. Study the words carefully, with their exam-
ples, before trying the exercises.

a, an

accept, except

advise, advice

affect, effect

www.ztcprep.com
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Use an before a word that begins with a vowel sound (a,
e, 1, and o, plus u when it sounds like ub) or silent b.
Note that it’s not the letter but the sound of the letter that
matters.

an orange, an essay, an inch, an onion

an umpire, an understanding friend (the «’'s sound like
ub)

an honour, an honest person (silent »)

Use a before a word that begins with a consonant sound
(all the sounds except the vowels, plus # or ex when
they sound like you).

a chart, a button, a history book (the b is not silent in
bistory)

a union, a uniform, a university degree (the u’s sound
like youw)

a European vacation, a euphemism (ex sounds like you)
Accept means “to receive willingly.”
I accept your apology.
Except means “excluding” or “but.”
Everyone arrived on time except him.
Aduvise is a verb (pronounce the s like a 2).
I advise my brother to work hard.
Advice is a noun (it thymes with rice).
My sister usually listens to my advice.
Affect is a verb and means “to alter or influence.”
All quizzes will gffect the final grade.

The happy ending affected the mood of the
audience.
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Part 1  Spelling

all ready,
already

are, our

brake, break

choose, chose

www.ztcprep.com
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Effect is most commonly used as a noun and means “a

result.” If a, an, or the is in front of the word, then you’ll
know it isn’t a verb and will use effect.

The strong coffee had a powerful effect on me.

We studied the effects of sleep deprivation in my psy-
chology class.

If you can leave out the all and the sentence still makes
sense, then all ready is the form to use. (In that form, all
is a separate word and could be left out.)

We're all ready for the trip. (We’re ready for the trip
makes sense.)

The banquet is all ready. (The banquet is ready makes
sense.)

But if you can’t leave out the all and still have the sen-
tence make sense, then use already (the form in which
the al has to stay in the word).

They've already eaten. (Theyve ready eaten doesn’t
make sense.)

We have seen that movie already.
Are is a verb.
We are going to Saskatoon.
Our shows we possess something.
We painted our fence to match the house.

Brake used as a verb means “to slow or stop motion.” It’s
also the name of the device that slows or stops motion.

If you brake too suddenly, your car may slide.
Luckily I just had my brakes fixed.

Break used as a verb means “to shatter” or “to split.” It’s
also the name of an interruption, as in “a coffee break.”

She never thought she would break a world record.
Did Mike break his leg when he fell?

The difference here is one of time. Use choose for present
and future; use chose for past.

I will choose a new area of study this semester.

We chose the wrong time of year to get married.

NEL



clothes, cloths

coarse, course

complement,
compliment

conscious,
conscience

dessert, desert

www.ztcprep.com
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Clothes are something you wear; cloths are pieces of
material you might clean or polish something with.

I love the clothes that characters wear in movies.
The car wash workers use special cloths to dry the cars.

Coarse describes a rough texture, or something crude or
vulgar.

The coarse fabric irritates my skin.
George’s father uses coarse language.
Course is used for all other meanings.

Of course we saw the golf course when we went to
Wasaga Beach.

The one spelled with an e means to complete something
or bring it to perfection.

Use a colour wheel to find a complement for purple.

Juliet's personality complements Romeo’s; she is practi-
cal, and he is a dreamer.

The one spelled with an 7 has to do with praise. Remem-
ber “Ilike compliments,” and you'll remember to use the
i spelling when you mean praise.

My evaluation included a really nice compliment from
my co-workers.

We complimented them on their new home.
Comnscious means “aware.”

They weren’t conscious of any problems before the
accident. :

Conscience means that inner voice of right and wrong.
The extra n in conscience should remind you of No,
which is what your conscience often says to you.

My conscience told me to turn in the expensive watch
1 found.

Dessert is the sweet one, the one you like two helpings
of. So give it two helpings of s.

The dessert menu included fresh fruit.

The other one, desert, is used for all other meanings and
has two pronunciations.

I promise that I won't desert you.

The desert landscape was dry and barren.
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do, due

feel, fill

fourth, forth

have, of

hear, here

www.ztcprep.com
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Do is a verb, an action. You do something.
I always do my best work at night.

But a payment or an assignment is due; it is scheduled
for a certain time.

Our first essay is due tomorrow.

Due can also be used before fo in a phrase that means
because of.

The outdoor concert was cancelled due to rain.
Feel describes feelings.

Whenever I stay up late, I feel sleepy in class.
Fill describes what you do to a cup or a gas tank.

Did they fill the pitcher to the top?

The word fourth has four in it. (But note that forty does
not. Remember the word forty-fourth.)

The fourth horse in the competition failed to clear the
first hurdle.

My grandparents celebrated their forty-fourth
anniversary.

If you don’t mean a number, use forth.
The speaker paced back and forth.

Hauve is a verb. Sometimes, in a contraction, it sounds like
of. When you say could’ve, the have may sound like of;
but it is not written that way. Always write could have,
would bave, should have, might have.

We should have planned our vacation sooner.

Then we could have used our coupon for a free one-
way ticket.

Use of only in a prepositional phrase (see p. 63).
She sent me a box of chocolates for my birthday.

The last three letters of bear spell “ear.” You bear with
your ear.

When I listen to a seashell, I hear ocean sounds.

NEL
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The other spelling here tells “where.” Note that the three
words indicating a place or pointing out something all
have here in them: bhere, there, where.

Ull be bere for three more weeks.

it’s, its It’s is a contraction and means “it is” or “it has.”
It’s hot. (It is hot.)
It’s been hot all week. (It bas been hot...)

Its is a possessive. (Possessives such as its, yours, bers,
ours, theirs, whose are already possessive and never need
an apostrophe. See p. 33.)

The car crashed when it lost its front wheel.

This dental office sanitizes its instruments in an
autoclave.

knew, new Knew has to do with knowledge (both start with &).
New means “not old.”
They knew that she wanted a new bike.
know, no Know has to do with knowledge (both start with &).

By Friday, I must know the names of all the past prime
ministers.

No means “not any” or the opposite of “yes.”
My boss has #o patience.

No, I need to work late.

EXERCISES

Underline the correct word. Don’t guess! If you aren’t sure, turn back to the explana-
tory pages. When you've finished ten sentences, compare your answers with those
at the back of the book. Correct each group of ten sentences before continuing so
you'll catch your mistakes while you still have sentences to practise on.

Exercise 1

1. (Hear, Here) are some tips on how to stay healthy by eating well, based
on (a, an) pamphlet entitled Canada’s Food Guide to Healthy Eating.

Www.ztcprep.com
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2. The Food Guide (advices, advises) you to eat several servings each day
from the four basic food groups: grains, vegetables and fruit, milk prod-
ucts, and meats and alternatives.

3. (Its, It's) important to remember that fish, eggs, beans, tofu, and peanut
butter can be meat substitutes.

4. Be (conscious, conscience) of the fact that different people need differ-
ent amounts of food, depending on age, body size, activity level, and
gender. ,

5. Male teenagers, for example, (do, due) eat more é)ecause (their, there)
bodies require it.

6. You may (all ready, already) (no, know) this, but (its, it's) hard to (accept,
except) that most (desserts, deserts) are not good for you.

7. (Choose, Chose) low-fat dairy products, lean meat, and healthy foods
when you go to the grocery store, and don't feel you should (of, have)
purchased that box of cookies.

8. What you eat will (affect, effect) how you feel, as well as how well your
(clothes, cloths) fit.

9. Eat in moderation; you will (feel, fill) better, if you do not (fill, feel) yourself
with too many (courses, coarses).

10. Also, (complimenting, complementing) your diet with lots of fresh air
and exercise can have (a, an) excellent (affect, effect) on your eating
habits.

Source: Health Canada, Canada’s Food Guide to Healthy Eating, 1997.

Exercise 2

1. (It's, Its) finally been proved to be true!
2. People (do, due) weigh more when standing on carpet.

3. (A, An) unique (affect, effect) of most standard scales makes them add as
much as ten percent to people’s weight when the scales are placed on
thick carpet.

4, David MacKay, (a, an) physicist at the University of Calgary, studied the
inner workings of scales to prove whether carpet did (affect, effect) them
WWVOEDED.com
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5. Many weight-loss services (all ready, already) (knew, new) about the car-
pet (affect, effect).

6. The difference in weight is (do, due) to the way certain parts bend when
a person stands on the scale.

7. When (a, an) typical scale leaves the scale factory, (it's, its) designed to
be placed on a hard floor.

8. (It’s, Its) parts are calibrated to bend when someone stands on it.

9. The (affect, effect) of plush carpet eliminates the bending, and the scale
shows the wrong weight.

10. Experts now (advise, advice) people who weigh themselves on carpet to
(choose, chose) a digital scale to help avoid the problem.

Source: New Scientist, June 2, 2002.

Exercise 3

1.The T-shirt had (it’s, its) modern beginnings when the U.S. Navy
(choose, chose) it as (a, an) official undergarment in the early 1900s.

2. The first printed T-shirt was used during the 1948 U.S. presidential
campaign as (a, an) ad for one of the candidates.

3. (It's, Its) message read “Dew it with Dewey,” and (it’s, its) now on display
at the Smithsonian institution in Washington, D.C.

4. Whether he was (conscious, conscience) of it or not, Marlon Brando
started a fashion trend by wearing (a, an) white T-shirt in the movie A
Streetcar Named Desire.

5. James Dean’s T-shirt and blue jeans also had an (affect, effect) on the look
of the 1950s (do, due) to the popularity of his film Rebel Without a Cause.

6. After that, people began to (accept, except) T-shirts as regular (clothes,
cloths).

7. Advertisers started to use the fronts and backs of T-shirts as spaces to
(feel, fill) with slogans, brand names, and pictures of products.

8. In the 1960s, the (knew, new) look was colourful tie-dyed T-shirts used to
(complement, compliment) bell-bottomed pants and sandals.

Www.ztcprep.com
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9. Of (coarse, course), an old T-shirt can be cut up into (clothes, cloths) that
are the perfect texture to wax a car or to polish silver. The material is not
too smooth and not too (coarse, course); (it’s, its) just right.

10. Over the (coarse, course) of the 20th century, we have seen the T-shirt (feel,
fill) many of (are, our) needs as comfortable and stylish (clothes, cloths)
to wear and as useful (clothes, cloths) to clean with.

Exercise 4

1. Before | went to Japan, my friend said, “I (advise, advice) you not to pack
your video camera.”

2. However, | wanted to make (a, an) Japanese vacation video to (comple-
ment, compliment) the one | (all ready, already) had of our trip to China.

3. Consequently, | (choose, chose) not to take my friend’s (advise, advice).
4. That decision had (a, an) unfortunate (affect, effect) on my trip.

5.1 could (of, have) enjoyed myself everywhere | went, but instead |
(choose, chose) to capture the moment on video.

6. At the hotel, when a woman dressed in traditional Japanese (clothes,
cloths) greeted us with refreshments, | couldn’t even (accept, except)
any because | was too busy recording.

7.1 filmed a tea ceremony, though | didn‘t (do, due) any tea drinking
myself.

8. Now as | watch my Japanese video back home, | am (conscious, con-
science) of the discussions that | (hear, here) going on in the background.

9. At the airport, one friend says, “lI've got to (complement, compliment)
Jack on his persistence. He’s going to have a great memento of this trip
after we've (all ready, already) forgotten it.”

10. Next time | go to Japan or anywhere else on vacation, I'll pack every-

thing | need — (accept, except) my video camera.

www.ztcprep.com
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Exercise 5

1. Most Canadians found it sad to (hear, here) that Hockey Night in Canada

was taking a (brake, break) from their TV screens during the 2004/05
season.

2. The problem originated when the NHL Players’ Association and the

league could not reach (a, an) understanding that both groups could
(accept, except).

3. Most fans weren‘t (conscious, conscience) of the full impact of the sport

on their lives until they discovered that watching a professional hockey
game was not an option they could (choose, chose).

4. Of (coarse, course), within a couple of weeks, some fans had (all ready,

already) found alternative forms of winter sports entertainment.

5. Many simply put on warm (cloths, clothes) and tramped down to their

local hockey arenas and became loyal (knew, new) fans of junior teams.

6. (Due, Do) to the efforts of the juniors, some hockey fans (are, our) actu-

ally more excited about the game than they have ever been before.

7. (It’s, Its) been a real (complement, compliment) to the efforts of young

players that the sport has actually seen (a, an) increase in (it’s, its) popu-

larity.

8. The overall (affect, effect) of the lockout in professional hockey may very

well be that fans will (feel, fill) more positive about the sport at the local
level.

9. Most observers have assumed that the absence of professional hockey

would seriously (affect, effect) the level of fan support for the sport, but
many sports journalists don’t (know, no).

10. The National Hockey League would be surprised to (hear, here) that the

(effect, affect) of the lost season may be (a, an) amazing rise in the gen-
eral public’s interest in the professional game, both (here, hear) in
Canada and in the United States.
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PROOFREADING EXERCISE

Find and correct the ten errors contained in the following student paragraph. All
of the errors involve Words Often Confused (Set 1).

My dog had six puppies last night, and they were all strong and active
accept the littlest one born last — it was the runt. It’s head and body were much
smaller than those of it’s brother and sisters. We named him first and called him
Pee-Wee because we were all ready starting to fill that he was special. At first, the
other puppies wouldn’t let Pee-Wee eat, and we could here him cry for milk. It’s
almost as if the others were trying to get rid of him. We didn’t know what to do,
so we called the animal hospital to get some advise. They told us that we could
make sure he got enough milk by taking the others out of the box after they
seemed full and that eventually Pee-Wee would be excepted by the others. The
plan worked. By the second day, Pee-Wee was part of the family. We could of lost

are favourite puppy if we hadn’t received such good advice.

SENTENCE WRITING

The surest way to learn these Words Often Confused is to use them immediately
in your own writing. Choose the five pairs or groups of words that you most often
confuse from Set 1. Then use each of them correctly in a new sentence. No
answers are provided at the back of the book, but you can see if you are using the
words correctly by comparing your sentences to the examples in the explanations.

Www.ztcprep.com
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Words Often Confused (Set 2)

Study this second set of words carefully, with their examples, before attempting the
exercises. Knowing all of the word groups in these two sets will take care of many
of your spelling problems.

lead, led Lead is the metal that thymes with bead.
Old paint is dangerous because it often contains Jead.
The past form of the verb “to lead” is Jed.
Louise Jed the students to the gym.
I led our school’s debating team to victory last year.

If you mean present time, use Jead, which rhymes
with bead.

Maria and Bill /ead the class.

loose, lose Loose means “not tight.” Note how [ 0 o0 s e that word is. It
has plenty of room for two 0's.

My dog'’s tooth is loose.
Lose is the opposite of win.
If we lose this game, we will be out for the season.
passed, past The past form of the verb “to pass” is passed.
She easily passed her math class.
The runner passed the baton to her teammate.

We passed your house twice before we saw the
address.

Use past when it’s not a verb.

We drove past your house. (the same as “We drove by
your house”)

I always use my past experiences to help me solve
problems.

In the past, he had to borrow his brother’s car.

personal, Pronounce these two correctly, and you won'’t confuse
personnel them — pérsonal, personnél.

She shared her personal views as a parent.
Personnel means “a group of employees.”

WWw.Ztcprep.com The staff in the personnel office are very helpful.
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piece, peace

principal,
principle

quiet, quite

right, write

Www.ztcprep.com
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Remember “piece of pie.” The one meaning “a piece of
something” always begins with pie.

One child asked for an extra piece of candy.
The other one, peace, is the opposite of war.

The two gangs discussed the possibility of a peace
treaty.

Principal means “main.” Both words have a in them:
principal, main.

The principal concern is safety. (main concern)

He lost both principal and interest. (main amount of
money)

Also, think of a school’s “principal” as your “pal.”

An elementary school principal must be kind. (main
administrator)

A principle is a “rule.” Both words end in /le:
principle, rule

I am proud of my high principles. (rules of conduct)
We value the principle of truth in advertising. (rule)

Pronounce these two correctly, and you won’t confuse
them. Quiet means “free from noise” and rhymes
with diet.

Some people need to study in a guiet location.
Quite means “very” and rhymes with bite.
Bill was guite unhappy with his test results.
Right means “correct” or “proper.”
You will find your keys if you look in the right place.
It also means in the exact location, position, or moment.
Your keys are right where you left them.
Let’s go right now.

Write means to compose sentences, poems, e€ssays, and
so forth.

I asked my teacher to write a letter of recommendation
for me.

NEL



than, then

their, there,
they’re

threw, through

two, too, to

weather,
whether
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Than compares two things.
My father is shorter than any of his children.

Then tells when (then and when rhyme, and both have e
in them).

I always write a rough draft of an essay first; then 1
revise it.

Their is a possessive, meaning belonging to them.
Their cars have always been red.

There points out something. (Remember that the three
words indicating a place or pointing out something all
have bere in them: here, there, where.)

1 know that I haven’t been there before.

There was a rainbow in the sky.

They’re is a contraction and means “they are.”

They're living in Halifax. (They are living in Halifax.)
Threw is the past form of “to throw.”

We threw snowballs at each other.

1 threw away my chance at a scholarship.
If you don’t mean “to throw something,” use through.

We could see our beautiful view through the new
curtains.

They worked through their differences.

Two is a number.

My two brothers both live in California.

Too means “extra” or “also,” and so it has an extra o.
The movie was too long and too violent. (extra)
They are enrolled in that biology class too. (also)

Use to for all other meanings.

They like o ski. They're going to the mountains.

Weather refers to conditions of the atmosphere.

Snowy weather is too cold for me.
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Whether means “if.”
I don’t know whetber it is snowing there or not.

Whether [ travel with you or not depends on the weather.

were, wear, These words are pronounced differently but are often
where confused in writing.

Were is the past form of the verb “to be.”
The crops were ready for harvesting.

Wear means to have on, as in wearing clothes.
Workers must wear protective clothing.

Where refers to a place. (Remember that the three words
indicating a place or pointing out something all have
bere in them: bere, there, where.)

Where is the mailbox? There it is.
Where are the closing papers? Here they are.
who’s, whose Who's is a contraction and means “who is” or “who has.”

Who'’s responsible for signing the cheques? (Who is
responsible...?)

Who’s been reading my journal? (Who bhas been...?)

Whose is a possessive. (Possessives such as whbose, its,
yours, bers, ours, theirs are already possessive and never
take an apostrophe. See p. 33.)

Whose keys are these?

woman, The difference here is one of number: woman refers to
women one female; women refers to two or more females.

One woman fainted in the heat.

Many women enjoy quilting.

you’re, your You'’re is a contraction and means “you are.”
You’re as smart as [ am. (You are as smart as [ am.)
Your is a possessive meaning belonging to you.

I borrowed your lab book.

Www.ztcprep.com
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EXERCISES

Underline the correct word. When you've finished ten sentences, compare your
answers with those at the back of the book. Do only ten sentences at a time, so
you can teach yourself while you still have sentences to practise on.

Exercise 1

1. Living a longer and healthier life is the (personal, personnel) goal of

many men and (woman, women).

2. According to ongoing research, (their, there, they’re) are a number of

factors that have (lead, led) to the probability that we will live much
longer (than, then) our ancestors.

3. In the (passed, past), people rarely reached the age of 100, but currently

the number of 100-year-olds is increasing more rapidly (than, then) any
other group.

4. One (woman, women) who is still healthy at 104 stresses that she leaves

her window open every night in all kinds of (weather, whether).

5. (Through, Threw) extensive studies, scientists have proven that eating

(right, write) is the (principal, principle) difference found in the lifestyles
of those who live long and healthy lives.

6. And researchers can point (two, too, to) one food that seems to produce

the most negative results; in fact, (their, there, they’re) (quiet, quite) sure
that eating (two, too, to) much salt can have disastrous effects on a per-
son’s health.

7. Most North Americans get (their, there, they’re) high levels of salt

(through, threw) (their, there, they’re) love of processed foods.

8. One (piece, peace) of fruit or a small tomato, for instance, contains fewer

than 10 mg of salt, whereas the equivalent amount of processed tomato
sauce might have more than 500 mg.

9. Of course, getting regular exercise is also a factor, (weather, whether)

people want to be healthier, live longer, or (loose, lose) weight.

10. Companionship seems to help, (two, too, to); studies have shown that

aging people with (two, too, to) or more good friends do much better
(than, then) those who are alone.

Source: From Newsweek, 1997 © 1997 Newsweek Inc. all rights reserved. Reprinted by permission.
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Exercise 2

1. Test (you're, your) knowledge of animal history by answering the fol-

lowing question: which came first, sharks or dinosaurs?

2. (You're, Your) (right, write) if you answered sharks; they have been around

for millions of years, and (their, there, they’re) really (quiet, quite) amazing
creatures.

3. Most sharks travel (through, threw) the water constantly without stop-

ping, but some appear (two, too, to) sleep (right, write) on the bottom
of the ocean.

4. (Their, There, They’re) teeth never have a chance to (were, wear, where)

down because each tooth is designed to come (loose, lose) easily, and
(their, there, they’re) is always another tooth waiting to take its place.

5. Sharks range in size from the fifteen-centimetre cigar shark (two, too, to)

the eighteen-metre whale shark, and most of them are (quiet, quite)
harmless (two, too, to) humans if they are left in (piece, peace).

6. More people die each year from being stung by bees (than, then) from

being attacked by sharks, so (their, there, they’re) reputation as killers is
perhaps exaggerated.

7. Sharks can sense the movements of a fish in trouble or a swimmer

(who's, whose) bleeding, and that’s when (their, there, they’re) likely to
attack.

8. A shark doesn’t chew its food, but bites off and swallows one big (piece,

peace) at a time.

9. Baby sharks are called pups, and different species of sharks have different

numbers of pups at a time — from (two, too, to) to close to a hundred.

10. A few sharks lay (their, there, they’re) eggs in pouches with descriptive

names like “mermaid’s purses” and “devil’s wheelbarrows”; these
pouches are then laid on the ocean floor, and they stay (their, there,
they’re) until the shark pups hatch.

Source: 1996 Aqua Facts (Vancouver Aquarium).
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Exercise 3

1. You've probably been (threw, through) this experience.

2. (You're, Your) in a theatre, auditorium, or intimate restaurant, and some-

one’s cell phone rings.

3. The person (who's, whose) phone it is becomes (two, to, too) embar-

rassed (two, to, too) answer it.

4.In the (passed, past), (their, there, they’re) was no way to keep this

unfortunate event from happening.

5. Now scientists in Japan have invented a type of magnetic wood panel-

ling that will maintain the (piece, peace) and (quiet, quite) of public
places even if people still refuse to turn off (their, there, they’re) cell
phones.

6. This new wood will block radio signals and therefore keep such calls from

going (threw, through) the walls of a theatre, auditorium, restaurant, or
anywhere else (their, there, they’re) not wanted.

7. Of course, (their, there, they're) are people who do not want to (loose,

lose) (their, there, they're) (right, write) to make (personal, personnel)
calls wherever they want.

8. One of the best uses of magnetic wood will be to protect areas (were,

wear, where) signals interfere with each other.

9. (Than, Then) wooden panels will be used (two, too, to) divide wireless

signals rather (than, then) block calls altogether.

10. (Weather, Whether) (you’re, your) for it or against it, magnetic wood will

probably be used worldwide (quiet, quite) soon.

Source: Adapted from New Scientist, june 27, 2002.

Exercise 4

1. If you live (were, wear, where) there are pine trees, you can make

(you're, your) own bird feeder very easily.

2. All you need is a pine cone or (two, too, to), a jar of peanut butter, some

birdseed, and a long (piece, peace) of string.
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3. The first step is (two, too, to) tie the string to the top of the pine cone
securely.

4. Use a string that's long enough to allow the feeder to hang (were, wear,
where) you will be able to see it later.

5. Try to use a pine cone that has a (loose, lose) rather (than, then) a tight
shape.

6. Step (two, too, to) involves spreading the peanut butter in the spaces all
around the outside of the pine cone.

7. This process can be (quiet, quite) messy, so you may want to (were,
wear, where) rubber gloves and cover (you're, your) work surface with a
(piece, peace) of newspaper.

8. Once (you're, your) finished with the second step, roll the peanut butter-
covered pine cone in birdseed.

9. Hang the results from a tree branch, and sit back and watch the birds
enjoy (their, there, they're) special treat in (piece, peace) and (quiet,
quite).

10. And you can take (personal, personnel) pleasure in the fact that (you're,

your) not adding more plastic to the environment since the pine cone
bird feeder is made of all-natural ingredients.

xercise 5

1. Years ago, most children made it (threw, through) (their, they’re, there)
school years without ever even meeting the school (principal, principle).
2. When it comes to school (personal, personnel), children probably are
more aware of the housekeeper (then, than) they are of the individual
(who's, whose) job includes creating the right atmosphere for learning.

3. Only when a student violates the rules that maintain order and (peace,
piece) will he or she likely be (lead, led) away to the (quiet, quite) office.

4. In the (passed, past), however, schools were smaller and everyone knew
(were, wear, where) the office was located.

5. (Then, Than) the man in charge — and it was almost always a man — wore
a suit and tight tie that he never allowed to become (loose, lose).
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6. Students who misbehaved (were, where, wear) commonly required to sit
(they're, their, there) for (to, too, two) and sometimes three hours before
being allowed to speak.

7. Perhaps the (principal, principle) reason for a student’s fear of the office
was that only those in trouble ended up (they’re, their, there).

8. Now when (you’re, your) driving (passed, past) a school, the principal is
likely to be out in the yard talking with students and participating in
games on activity days.

9, This (peace, piece) of childhood is no longer a source of fear; instead,
children feel (quiet, quite) comfortable around school authorities.

10. Has the pendulum swung (to, too, two) far? What's (you're, your) opin-
ion?

PROOFREADING EXERCISE

See if you can correct the ten errors in this student paragraph. All errors involve
Words Often Confused (Set 2).

When | was in high school, the principle was always complaining about our
homework record. The teachers had told him that about half the students didn’t do
there homework on time, and some never did any at all. So one September he
started the first-day assembly by saying, “This year your all going to do you're
homework every night for at least the first month of school. And if there is a school-
wide perfect homework record during September, | will where a swimsuit to school
on the first of October and dive off the high diving board into the school’s outdoor
pool in front of everyone no matter what the whether is like that day.” We students
were not about to loose a bet like that. September past, and on the first of October,
the principal lead us to the school pool; then he through off his heavy coat and

climbed to the top of the diving board.
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SENTENCE WRITING

.

Write several sentences using any words you missed in doing the exercises for
Words Often Confused (Set 2).

Sentence writing is a good idea not only because it will help you remember
these words often confused, but also because it will be a storehouse for ideas you
can later use in writing papers. Here are some topics you might consider writing
your sentences about:

— Your career goals

— Your favourite movie or TV show at the moment
— A lesson you've learned the hard way

— Where you see yourself in ten years

— How your values are changing

Contractions

When two words are condensed into one, the result is called a contraction:
isnot e g iSN'E you have .o you've

The letter or letters that are left out are replaced with an apostrophe. For
example, if the two words do not are condensed into one, an apostrophe is put
where the o is left out.

do not don’t
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Rrurertrre:

Note how the apostrophe goes in the exact f)lace where the letter or letters are

left out in these contractions:

Iam

I have

I shall, T will

I would

you are

you have

you will

she is, she has
he is, he has
it is, it has

we are

we have

we will, we shall
they are

they have

are not
cannot

do not

does not

have not

let us

who is, who has
where is

were not
would not
could not
should not

would have
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I'm

I've

ri

rd
you’re
you've
you'll
she’s
he’s

it’s
we’re
we've
we'll
they're
they've
aren’t
can’t
don’t
doesn’t
haven’t
let’s
who’s
where’s
weren't
wouldn’t
couldn’t
shouldn’t

would’ve
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could have could've
should have should’'ve
that is that’s
there is there’s
what is what’s

One contraction does not follow this rule: will not becomes won't.

In all other contractions that you're likely to use, the apostrophe goes exactly
where the letter or letters are left out. Note especially it’s, they're, who’s, and you're.
Use them when you mean two words. (See p. 33 for the possessive forms — its, their,
whose, and your— which don’t have an apostrophe.)

EXERCISES

Put an apostrophe in each contraction. Then compare your answers with those at
the back of the book. Be sure to correct each group of ten sentences before going
on so you'll catch your mistakes while you still have sentences to practise on.

Exercise 1

1. Whats the story behind crying?

2. Ive been reading about the process of crying in my physiology class, and
its more complicated than Id originally thought.

3. All tears arent the same; there are tears used to moisten the eyes and
wash away irritating substances, and there are tears shed because were
feeling a particular emotion.

4. Lets look at some statistics about emotional tears: first of all, crying
doesnt have to result from sadness, but thats often the reason.

5. A person in sorrow sobs for an average of seven minutes, but a person
whos extremely happy cries for only about two minutes.

6. It shouldnt come as a surprise to know that babies do a lot of crying, per-
haps because they cant communicate their needs verbally.

7. Theres one interesting thing Ive learned about crying, and thats the fact
that a good cry seems to have a positive effect on the brain.
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8. Researchers showed emotional movie scenes to two groups of people

(including both men and women); they told one group not to cry and
the other to cry if they felt like it.

9. After theyd seen the movies, the two groups were asked to solve word

puzzles.

10. Those who werent allowed to cry didnt do nearly as well on the test as

those who let their tears flow freely.

Source: Ladies’ Home Journal, June 1998.

Exercise 2

1. Grizzly bears dont live in Canada’s prairies any more; theyve disappeared

because they were over-hunted.

2. Youll find that once-plentiful species, such as the whooping crane, the

burrowing owl, the bowhead whale, and the wolverine are now hard to
locate in Canada.

3. Even sea otters cant be easily found; theyve become vulnerable because

of pollution — especially oil spills.

4. Theyre all on a list of species at risk thats put out by the Committee on

the Status of Endangered Wildlife in Canada (COSEWIC).

5. COSEWIC members, made up of scientists, cant actually protect these

endangered species; they can only state that theyre threatened and
suggest a plan of action.

6. At the COSEWIC annual meeting, each species is discussed, and its

decided whos on the endangered species list.

7. Sometimes theres a change in an animal’s circumstance, and its status is

downgraded to a less serious category, or its even removed from the
endangered list; thats good news.

8. Youll be happy to know that other jurisdictions and organizations take

over the duties of protecting the animals and their habitats.

9. COSEWIC members are telling industry that corporations cant continue to

clear land and pollute as they have in the past, and theyre alerting citizens
to these issues.
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10. Im sure that air and water pollution, as well as pesticides, arent any better
for animals than they are for us.

Source: Adapted from the website http://www.cosewic.gc.ca/ COSEWIC/Procedures.cfm.

Exercise 3

1. lve just discovered that for most of the last hundred years, Yellowstone
National Park in the United States hasnt had any wolves in it.

2. With the help of an act of U.S. Congress in 1914, theyd been killed off in
an effort to get rid of predators in Yellowstone and on other public lands.

3. Now its obvious that the policy was a mistake; people realized that
Yellowstone wouldnt be complete without its wolves.

4. The U.S. Endangered Species Act in 1973 helped to start the plan of
putting wolves back into Yellowstone, but its taken 20 years to get to the
point where theyre actually being released.

5. The first wolves to be moved were from Alberta; thats where the land is
similar to Yellowstone’s and where theres no disease among the wolf
population.

6. Once transplanted to Yellowstone, the Canadian wolves were kept in
pens so that they wouldnt just try to go back home once released into
the park.

7. But feeding the wolves in their half-hectare-sized pens wasnt easy; its
illegal to use motor vehicles in the wild part of Yellowstone, so the
wolves’ food had to be brought in on sleds pulled by mules.

8. Other animals dont like wolves, so as soon as a mule saw the hungry
wolves circling for dinner, the mule wouldnt go any further; thats a
problem which was eventually solved.

9. In March of 1995, the gate was opened on one of the pens to release the
first group of wolves back into their natural habitat, but the wolves
wouldnt use the gate.

10. Scientists realized that they shouldve known that the wolves wouldnt
trust the opening that the humans used, so a hole was made in the fence
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near the spot where the wolves felt most comfortable, and thats where
the wolves made their escape to freedom in Yellowstone.

Source: Adapted from The Wolves of Yellowstone (San Diego: Voyageur Press, 1996).

Exercise 4

1. As | was driving home the other day, | saw a fully equipped camper shell
for sale on someone’s front lawn, and | shouldve stopped to look at it.

2, At first, 1 didnt think | wanted a camper for my pickup truck, but now |
wish Id gone back for it.

3. | remember that it didnt ook brand new: it had a door in the back and
windows with curtains that | couldve replaced if | didnt like them.

4. And there wasnt any price posted, so | dont know how much it cost.
5. Its just that, for some reason, | feel as though lve missed an opportunity.

6. Whenever Im driving on a long trip and pass a truck with a camper on it,
| always think of how much fun itd be to park on a beach and spend the
night.

7. To get all of the comforts of home, | wouldnt have to stop at a hotel;
theyd be right in the back of the truck.

8. A friend of mine whos got a motor home said that it was the best pur-
chase hed ever made because it always gives him a reason to take a trip.

9. A camper shell mightve been just what | needed to bring some adven-
ture into my life.

10. Of course, theres nothing stopping me from buying a new one.

Exercise 5

1. Although he isnt the leader of the federal New Democratic Party (NDP)
anymore, Ed Broadbent insists hes enjoying as much influence as he ever
did.

2. Broadbent, whos an old political warhorse, says theres a fine skill to
being an MP after having been a leader for so many years.

3. Jack Layton, the current NDP leader in the House of Commons, wasnt
involved in federal politics before seeking the party leadership.
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4. Hes certainly a familiar face and name to most Canadians now.

5. The mayors of Canadian towns and cities of all sizes had known Layton
a long time; theyd remember him for his leadership of the Federation of
Canadian Municipalities (FCM), a position he held for a number of years.

6. During that period, Layton didnt represent just his own city, Toronto;
hed learned to listen to and advocate for cities across the country.

7. To this day, many Canadian city government officials admire his contri-
butions to local government even though its not the most glamorous or
powerful level of government

8. Hes well-known for speaking out strongly in favour of higher support
payments from upper levels of government.

9. In 2002, Layton resigned from the FCM leadership so hed be able to run
an effective campaign for the NDP leadership.

10. His flamboyant personality and ready smile captured the fancy of many
Canadians who werent interested in the old style of political leadership.

PROOFREADING EXERCISE

Can you correct the ten errors in this student paragraph? They could be from any
of the areas studied so far.

Iv’e had trouble excepting the fact that | cant learn to speak German. |
have taken first- and second-year German, but their was’'nt much speaking in
either of those too classes. My mouth doesn’t make the write sounds when | try
to say German words. | think that my teeth get in the way. | have decided to ask
my teacher for advise but cant bring myself to go see her because | know that

shes going to ask me to tell her about my problem — in German.

SENTENCE WRITING

Doing exercises helps you learn a rule, but even more helpful is using the rule in
writing. Write ten sentences using contractions. You might write about your reac-
tion to the week’s big news story, or you can choose your own subject.
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Possessives

The trick in writing possessives is to ask yourself the question, “Who (or what) does
it belong to?” (Modern usage has made who acceptable when it comes first in a sen-
tence, but some people still say, “ Whom does it belong to?” or even “7o whom does
it belong?”) If the answer to your question doesn’t end in s, then add an apostrophe
and s. If the answer to your question ends in s, add an apostrophe. Then you must
see if you need another sound to make the possessive clear. If you need another s
sound, add the apostrophe and another s (as in the last of the following examples).

NEL

one girl
(uniform)

two girls
(uniforms)

4a man
(coat)

men
(hats)

children
(game)

a4 month
(pay)

Brahms
(Lullaby)
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Who does it
belong to?

Who do they
belong to?

Who does it
belong to?

Who do they
belong to?

Who does it
belong to?

What does it
belong to?

Who does it
belong to?

girl

girls

man

men

children

month

Brahms

Add s

Add”

Add s

Add s

Add s

Add s

Add”’

girl’s uniform

girls’ uniforms

man’s coat

men’s hats

children’s game

month’s pay

Brahms’ Lullaby
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my boss Who does it boss Add s boss’s office
(office) belong to?

This trick will always work, but you must ask the question every time. Remember
that the key word is belong. Who (or what) does it belong to? If you ask the ques-
tion another way, you may get an answer that won’t help you. Also, if you just look
at a word without asking the question, you may think the name of the owner ends
in s when it really doesn’t.

To MAKE A POSSESSIVE

1. Ask “Who (or what) does it belong to?”

2. If the answer doesn’t end in s, add an apostrophe and s.

3. If the answer ends in s, add just an apostrophe or an apostrophe
and s if you need the extra sound to show a possessive (as in boss’s

office).

EXERCISES

Follow the directions carefully for each of the following exercises. Because posses-
sives can be tricky, explanations follow some exercises to help you understand
them better.

Exercise 1

Cover the right column and see if you can write the following possessives cor-
rectly. Ask the question “Who (or what) does it belong to?” each time. Don't look
at the answer before you try!

1. an employee (qualifications) an employee’s qualifications
2. the women (gym) the women’s gym
3. Janina (degree) Janina’s degree
4, Charles (major) Charles’ or Charles’s major
5. the Johnsons (house) the Johnsons’ house
6. Ms. Yamamoto (trees) Ms. Yamamoto’s trees
7. the boss (computer) the boss’s computer
8. the baby (feet) the baby’s feet
9. the babies (feet) the babies’ feet
10. a country (laws) a country’s laws

www.ztcprep.com

NEL



Possessives 33

(Sometimes you may see a couple of options when the word ends in s. James’ major
may be written James's major. That is also correct, depending on how you want
your reader to say it. Be consistent when given such a choice.)

CAUTION: Don’t assume that any word that ends in s is a possessive,
The s may indicate more than one of something, a plural noun. Make sure
the word actually possesses something before you add an apostrophe.

A few commonly used words are already possessive and don’t need an apos-
trophe added to them. Memorize this list:

our, ours its
your, yours their, theirs
his, her, hers whose

Note particularly its, their, whose, and your. They are already possessive and don’t
take an apostrophe. (These words sound like it’s, they’re, who’s, and you’re, which
are contractions that use an apostrophe in place of their missing letters.)

Exercise 2

Cover the right column below and see if you can write the correct form. The
answer might be a contraction or a possessive. If you miss any, go back and review
the explanations.

1. (It) been raining. It's

2. (You) car needs washing. Your

3. (Who) keys are these? Whose

4. The blizzard lost (it) force. its

5. 1 don't know (who) been invited. who’s

6. (We) shopping for a new car. We're

7. (It) time to turn in the quizzes. It's

8. (They) minivan seats seven. Their

9. These are my books; are those (you)? | yours
10. (You) a real friend to me. You're
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Exercise 3

Here’s another chance to check your progress with possessives. Cover the right
column again as you did in Exercises 1 and 2, and add apostrophes to the posses-
sives. Each answer is followed by an explanation.

1. Our neighbours went to their
grandparents house.

2. The teams bus broke down
during the road trip.

3. | invited Rylen to my friends
party.

4, Two of my sisters went to
my mothers alma mater.

5. Sandeeps apartment is similar
to yours.

6. Last weeks tips were the best yet.

7. The Wilsons farm is just outside of
town.

8. The womens team played the
mens team.

9. The jurors handed the judge
their verdict.

10. The sign by the gate said,
“The Lapointes.”

Exercises 4 and 5

grandparents’ (You didn’t add an
apostrophe to neighbours, did you? The
neighbours don’t possess anything.)

team’s (Who does the bus
belong to?)

friend’s (if the party belongs to one
friend), friends’ (two or more friends)

mother’s (The sisters don’t possess
anything in the sentence.)

Sandeep’s (Yours is already possessive
and doesn’t take an apostrophe.)

week’s (The tips belonged to last
week.)

The Wilsons’ (Who does the farm
belong to?)

women’s, men’s (Did you ask who
each team belongs to?)

No apostrophe. Their is already
possessive, and the jurors don’t pos-
sess anything in the sentence.

Lapointes (meaning that the Lapointes
live there) or Lapointes’ (meaning that
it’s the Lapointes’ house)

Now you're ready to add the apostrophe to each possessive in the sentences that
foliow. Check your answers at the back of the book.

Exercise 4

1. The snowmobiles history goes back just 50 years.

2. What began as an idea to help transport people and cargo through
Canadas deep snow has developed into one of winters most popular

recreational activities.
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3. Until the snowmobile was manufactured, people, especially those in the
Far North, relied on the power and stamina of dogsled teams to haul
cargo and family.

4.1n 1922, when he was only 15 years old, J. Armand Bombardier of Valcourt,
Quebec, developed the first snowmobile. The snowmobiles earliest design
consisted of a sleigh with an attached car engine. In 1937, Bombardiers
application for a patent was granted.

5. The inventions initial use was applied to the military, but the market was
very small. By 1959, he created a new model, which consisted of a
steering wheel and propulsion on a single track. It later became known
as the Ski-Doo®.

6. By the late 1960s, the Ski-Doos fame spread throughout the Canadian
North and transformed the social life of Inuit and arctic communities.

7. From sales of 225 in 1959, this recreational vehicles sales soared to such
an extent that by 1995 there were about 700 000 households in Canada
with at least one snowmobile.

8. Despite the rapid growth of snowmobile manufacturers in North America,
Bombardier never yielded its lead and remained the worlds largest.

9. The publics use of snowmobiles for recreation created a new set of safety
concerns.

10. By 1972, most provinces legislation restricted the use of snowmobiles,
but the provision of extensive trails promoted the sport in many
regions.

Sources: 1) The Canadian Encyclopedia, s. v. “Bombardier.”

2) http://www.Bombardier.com/htmen/10_0.htm.
3) http://www.capcan.ca/english/canadiana/inventions/bombardier3.html.

Exercise 5

1. The vampire bats habit of sucking an animals blood is aided by a sub-
stance that stops the blood from clotting.

2. This same substance might come to a stroke patients aid very soon.
3. Sometimes a persons brain function becomes blocked by a blood clot.

4. This conditions medical label is “ischemic stroke.”
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5. Obviously, the vampire bats ability to unclot its victims blood would
come in handy.

6. Luckily for stroke patients, the substance would be removed from the
bat first.

7. Doctors believe that if stroke patients families could get them to the hos-
pital fast enough, the bats enzyme could reduce the clot to avoid brain
damage.

8. The enzymes technical name is DSPA.
9. Researchers have tested DSPAs abilities on mice with great success.
10. Perhaps the vampire bats bad reputation will change with the discovery

of its healing powers.

Source: The American Heart Association’s “Stroke Journal Report,” January 9, 2003.

PROOFREADING EXERCISE

Find the five errors in this student paragraph. All of the errors involve possessives.

The Labelles are a family that has lived next door to me for twenty years. |
have grown up with the Labelle’s daughter, Nicole. My family is bigger than her’s.
When | go to her house, Nicoles favourite pastime is doing jigsaw puzzles. We
always start off by separating a puzzles pieces into different categories. She makes
piles of edge pieces, sky pieces, flower pieces, and so on. Then | start putting the
edge piece’s together to form the border. The Labelles’ son is named Marc, and he

usually shows up just in time to put the last piece in the puzzle.

SENTENCE WRITING

Write ten sentences using the possessive forms of the names of members of your
family or the names of your friends. You could write about a recent event where
your family or friends got together. Just tell the story of what happened that day.
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REVIEW OF CONTRACTIONS AND POSSESSIVES

Here are two review exercises. First, add the necessary apostrophes to the following
sentences. Try to get all the correct answers. Don’t excuse an error by saying, “Oh,
that was just a careless mistake.” A mistake is a mistake. Be tough on yourself.

1. Ive never looked forward to anything on TV as much as I did Seinfelds last
episode.
2, The shows premise wasnt hard to understand — it was about nothing.

3. Im sure that many viewers waited anxiously to see what would become
of televisions favourite group of misfits — Jerry, George, Elaine, and
Kramer — in the series final moments.

4. Although there wasnt any way to know in advance what would or
wouldnt happen, part of the last shows script was leaked to the press.
5. There would be a plane crash, and while the plane was going down,
Elaine was supposedly going to confess her love for Jerry.

6. There actually was plane trouble in the last show, but the plane recov-
ered its power just before a crash.

7. Most of the final shows scenes took place in court, where the four friends
were on trial for not trying to stop a mugging that theyd all witnessed.

8. The four main characters earlier despicable actions were shown in the
form of flashbacks while the witnesses testimonies were being given.
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9. The jurys verdict was “guilty,” but | wouldve liked to see them acquitted
since theyre really no worse than many of the rest of us.

10. Jerry, George, Elaine, and Kramer are off to prison in the end, yet theres no
doubt that its a show that will be seen in reruns for a long time to come.

Second, add the necessary apostrophes to the following short student essay.
A Journal of My Own

Ive been keeping a journal ever since | was in high school. | dont write it for
my teachers sake. | wouldnt turn it in even if they asked me to. Its mine, and it helps
me remember all of the changes Ive gone through so far in my life. The way | see
it, a diarys purpose isnt just to record the facts; its to capture my true feelings.

When | record the days events in my journal, they arent written in minute-
by-minute details. Instead, if Ive been staying at a friends house for the weekend,
Il write something like this: “Sharons the only friend | have who listens to my
whole sentence before starting hers. Shes never in a hurry to end a good conver-
sation. Today we talked for an hour or so about the pets wed had when we were
kids. We agreed that were both ‘dog people.” We cant imagine our lives without
dogs. Her favourites are Pomeranians, and mine are golden retrievers.” Thats the
kind of an entry Id make in my journal. It doesnt mean much to anyone but me,
and thats the way it should be.

I know that another persons diary would be different from mine and that
most people dont even keep one. Im glad that writing comes easily to me. | dont
think Il ever stop writing in my journal because it helps me believe in myself and

value others beliefs as well.

Words That Can Be Broken into Parts

Breaking words into their parts will often help you spell them correctly. Each of the
following words is made up of two shorter words. Note that the word then contains
all the letters of the two shorter words.
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chalk board ... chalkboard room mate ... roommate
over due ... overdue home work ... homework
super market ... supermarket under line ... underline

Becoming aware of prefixes such as dis, inter, mis, and un is also helpful. When you
add a prefix to a word, note that no letters are dropped, either from the prefix or
from the word.

dis appear ... disappear mis represent ... misrepresent
dis appoint ... disappoint mis spell ... misspell

dis approve ... disapprove mis understood ... misunderstood
dis satisfy ... dissatisfy ‘ un aware ... unaware

inter act ... interact un involved ... uninvolved
inter active ... interactive un necessary ... unnecessary
inter related ... interrelated un sure ... unsure

Have someone dictate the above list for you to write, and then mark any words
you miss. Memorize the correct spellings by noting how each word is made up of a
prefix and a word.

Rule for Doubling a Final Letter

Most spelling rules have so many exceptions that they aren’t much help. But here’s
one worth learning because it has only a few exceptions.

Double a final letter (consonants only) when adding an ending that begins with
a vowel (such as ing, ed, er) if all three of the following are true:

1. the word ends in a single consonant,
2. which is preceded by a single vowel (the vowels are 4, ¢, 1, o, w),

3. and the accent is on the last syllable (or the word only has one syllable).

This is not, however, always the Canadian preference. Sometimes the final let-
ters /, p, s, t are doubled when the accent in a word with more than one syllable is
not on the last syllable (travelled, counselled). When in doubt, look up the first
choice in a Canadian dictionary. The main rule here is to be consistent, whichever
choice you make.

We'll try the rule on a few words to which we’ll add ing, ed, or er.
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hegin 1. It ends in a single consonant — #,
2. is preceded by a single vowel — 4,

3. and the accent is on the last syllable — be gin".
Therefore we double the final consonant and write beginning, beginner.

stop 1. It ends in a single consonant — p,
2. is preceded by a single vowel — o,
3. and the accent is on the last syllable (there is only one).
Therefore we double the final consonant and write stopping, stopped, stopper.

filter 1. Tt ends in a single consonant — 7,
2. is preceded by a single vowel — ¢,
3. but the accent isn’t on the last syllable. It’s on the first — fil ter.
Therefore we don’t double the final consonant. We write filtering, filtered.

keep 1. It ends in a single consonant — p,
2. but it isn’t preceded by a single vowel. There are two €’s.
Therefore we don’t double the final consonant. We write keeping, keeper.

NOTE: Be aware that qu is treated as a consonant because ¢ is almost
never written without #. Think of it as kw. In words like equip and quit,
the gu acts as a consonant. Therefore equip and quit both end in a single
consonant preceded by a single vowel, and the final consonant is doubled
in equipped and quitting.

EXERCISES

\dd ing to these words. Correct each group of ten before continuing so you’ll
atch any errors while you still have words to practise on.

txercise 1

1. scan 6. miss
2, trust 7. read
3. trip 8. occur
4. plan 9. skim
5. benefit 10. scream
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1. shop 6. omit
2. rap 7. honour
3. wrap 8. brag
4. nail 9. mark
5. knit 10. hop
Exercise 3
1. steam 6. set
2. expel 7. stress
3. sip 8. flop
4. suffer 9. spin
5. war 10. differ
Exercise 4
1. creep 6. weed
2. subtract 7. fog
3. abandon 8. occur
4, droop 9. refer
5. drop 10. submit
Exercise 5
1. interpret 6. infer
2. prefer 7. guess
3. bet 8. bug
4. stoop 9. jog
5. stop 10. build
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Spelling Progress Test

This test covers everything you‘ve studied so far. One sentence in each pair is cor-
rect. The other is incorrect. Read both sentences carefully before you decide. Then
write the letter of the incorrect sentence in the blank. Try to isolate and correct the
error if you can.

1. ___ A.The tutor complemented me on my well-organized essay.

B. She said that my examples complemented my ideas perfectly.

2. A.ltook two coffee breaks at work today.
B. Do you know wear | put my keys?
3. ___ A.Students could of registered two days earlier if there hadn’t been
an error in the computer program.

B. That would have made the first day of classes much easier.

4. ___ A.Pat and Jill have tutorred in England many times.

B. Their trips have never been canceled.

5. ___A.When people lie, they are usually bothered by their conscious.
B. We could tell that the first pianist at the recital was feeling self-
conscious.
6. ___A.The childrens’ bicycles were lined up in front of the adults’ bikes.
B. One of a child’s first major accomplishments is learning to ride a
bicycle.
7. ___ A.We've always taken her advice about movies.
B. We have all ready seen that movie.
8. A.My mother is trying to quit smoking, and it's affecting the whole
family.
B. The harmful affects of smoking are well-known.
9. A.Many people still believe in the principal “Money can’t buy
everything.”
B. We shouldn’t invite Jenny and Joe; they’re always late.
10. ___ A.Your the happiest person | know.
B. When | see your face, it's always got a smile on it.
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Using a Dictionary

Some dictionaries are more helpful than others. A tiny pocket-sized dictionary or
one that fits on a single sheet in your notebook might help you find the spelling of
very common words, but for all other uses, you will need a complete, recently pub-
lished dictionary. For Canadian preferences in spelling and usage, use an up-to-date
Canadian dictionary, such as the Gage Canadian Dictionary, The Canadian Oxford
Dictionary, or the Nelson Canadian Dictionary. A good Canadian dictionary will
also include Canadian idioms, proper names, and geographic designations. Note
that dictionaries may not always agree on the Canadian standard.

Work through the following 13 exercises using a good dictionary. Then you
will understand what a valuable resource it is.

1. Pronunciation

Look up the word hyperbole and copy the pronunciation here.

Now under each letter with a pronunciation mark over it, write the key word
having the same mark. You’ll find the key words at the bottom or top of one of the
two dictionary pages open before you. Note especially that the upside-down e (3)
always has the sound of uh like the a in ago or about. Remember that sound
because it’s found in many words.

Next, pronounce the key words you have written, and then slowly pro-
nounce hyperbole, giving each syllable the same sound as its key word.

Finally, note which syllable has the heavy accent mark. (In most dictionaries
the accent mark points to the stressed syllable, but in one dictionary it is in front
of the stressed syllable.) The stressed syllable is per. Now say the word, letting the
full force of your voice fall on that syllable.

When more than one pronunciation is given, the first is more common. If the
complete pronunciation of a word isn’t given, look at the word above it to find the
pronunciation.

Look up the pronunciation of these words, using the key words at the bottom of
the dictionary page to help you pronounce each syllable. Then note which syllable
has the heavy accent mark, and say the word aloud.

facsimile malign longitude piquant
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2. Definitions

The dictionary may give more than one meaning for a word. Read all the meanings
for each italicized word, and then write a definition appropriate to the sentence.

1. Parsa and Isabella have an M.A. and a Ph.D., respectively.

2. She was one of several eminent speakers at the conference.

3. They took their biennial trip to Banff.

4. As a lifeguard, he suffered from a sporadic fear of water.

3. Spelling

By making yourself look up each word you aren’t sure how to spell, you’ll soon
become a better speller. When two spellings are given in the dictionary, the first one
(or the one with the definition) is preferred. In a Canadian dictionary, the first one
is the Canadian preference.

Use a dictionary to find the preferred spelling for each of these words. Canadian
and American dictionaries may differ in their preference.
cancelled, canceled dialog, dialogue

judgment, judgement gray, grey

4. Compound Words

If you want to find out whether two words are written separately, written with
a hyphen between them, or written as one word, consult your dictionary. For
example:

second cousin is written as two words
sister-in-law is hyphenated
stepchild is written as one word

Write each of the following correctly:

mix up left handed

on going week day
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5. Capitalization

If a word is capitalized in the dictionary, that means it should always be capitalized.
If it is not capitalized in the dictionary, then it may or may not be capitalized, depend-
ing on how it is used (see p. 200). For example, Asian is always capitalized, but
school is capitalized or not, according to how it is used.

Last year, I graduated from high school.

Last year, I graduated from Laura Secord Secondary School.

Write the following words as they’re given in the dictionary (with or without a cap-
ital) to show whether they must always be capitalized or not. Take a guess before
looking them up.

democracy maple leaf
thanksgiving french
6. Usage

Just because a word is in the dictionary doesn’t mean that it’s in standard use. The
following labels indicate whether a word is used today and, if so, where and
by whom.

obsolete no longer used

archaic not now used in ordinary language but still
found in some biblical, literary, and legal
expressions

colloquial, informal used in informal conversation but not in formal
writing

dialectal, regional used in some localities but not everywhere

slang popular but nonstandard expression

nonstandard, substandard ~ not used in Standard Written English

Look up each italicized word and write the label indicating its usage for the mean-
ing used in the sentence. Dictionaries differ. One may list a word as slang whereas
another will call it colloquial. Still another may give no designation, thus indicat-
ing that that particular dictionary considers the word in standard use.

1.The hula hoop was a fad that began in the 1950s.

2.You guys don’t know how to have fun any more.
www.ztcprep.com
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3. That tidbit of gossip made my day.

4.] got a cool new pair of boots.

5.We would like to bum around with you all summer.

7. Derivations

The derivations or stories behind words will often help you remember the current
meanings. For example, if you read that someone is narcissistic and you consult
your dictionary, you'll find that narcissism is a condition named after Narcissus,
who was a handsome young man in Greek mythology. One day Narcissus fell in
love with his own reflection in a pool, but when he tried to get closer to it, he fell
in the water and drowned. A flower that grew nearby is now named for Narcissus.
And narcissistic has come to mean “in love with oneself.”

Look up the derivation of each of these words. You'll find it in square brackets
either just before or just after the definition.

Procrustean

rigmarole (or rigamarole)

malapropism

Gordian

8. Synonyms

At the end of a definition, a group of synonyms is sometimes given. For example,
at the end of the definition of injure, you'll find several synonyms, such as damage
or harm. And if you look up damage or harm, you'll be referred to the same syn-
onyms listed under injure.

List the synonyms given for the following words.

native

plan

summit

9. Abbreviations

Find the meaning of the following abbreviations.

R.S.V.P. eg.
N.B. ie.
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10. Names of People

The names of famous people will sometimes be found either in the main part of
your dictionary or in a separate biographical names section at the back.

identify the following famous people.

Mohammed

M. Montessori

A. Kurosawa
N. Mandela

11. Names of Places

The names of places will sometimes be found either in the main part of your dic-
tionary or in a separate geographical names section at the back.

Identify the following places.

Liverpool

Quanzhou

Mount Ossa

The Hague

12. Foreign Words and Phrases

Find the language and the meaning of the italicized expressions.

1. A child’s mind seems like much more than a tabula rasa.

2. We were given carte blanche to gamble at the casino.

3. | met my doppelgdnger in a Montreal airport.

13. Miscellaneous Information

See if you can find these miscellaneous bits of information in a dictionary.

1. What part of its body does a gastropod walk on?

2. How many zeroes does a googol have?

3. What duty is a devil’s advocate supposed to perform?

4. In what year did virtual reality become an expression?

5. What sound does tintinnabulation refer to?
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Spelling Post-Test

Each of the sentences below contains just one spelling error. Use a good Canadian
dictionary to locate the mistake; then circle the error and insert your correction.

1. Linda easily past the courses in her co-operative education program.
2. Her councillors in high school always advised her to go to university.

3. Bill suddenly panicked when his kayak fliped over in the swirling rapids
near the falls.

4. The room went quite when the TV showed graphic photos of the acci-
dent.

5. My parents through a party to celebrate the arrival of their first grand-
child.

6. The disintegrating fibre on my snowboard means that it is to dangerous
to ride.

7. My roomate often waits too long to submit her assignments and then
wails about losing marks because her work is overdue.

8. Warm weather just dosen’t come quickly enough for most Canadians.
9. Our neighbour’s yard always looks much neater than our’s.

10. When Bill heard he might lose his job, he spoke with a representative
from the personal department.

11. Some people think that choosing coloured stationary will create a poor
effect in a job application.

12. As soon as she arrived at the accident scene, the police constable began
filling out an occurence report.

13.The seven witness’s statements were already completed before the
ambulance arrived.

14. There was no obvious reason for the accident; it's possible that it was
caused by faulty breaks on one vehicle.

15. Likely, a mechanic will be asked to determine if its mechanically fit.

16. Drivers need to remember that their responsabilities include regular car
servicing.
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17. Some individuals beleive that driving a car is their rigl%g?t“if”ﬁ'éé{ly a
privilege.

18. Ignoring a solid yellow line on a highway will led to problems if a driver
decides to pass another car.

19. Even a broken line doesn’t necessarily mean it’s alright to pass.

20. Experienced individuals no that many factors affect safe highway driving.
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Sentence Essentials Pre-Test:
Finding Subjects and Verbs

Each of the following word groups qualifies as a sentence. Study the groups and
locate their subjects and verbs, two elements every sentence contains. Underline
each sentence’s subject word (or words) once. Underline each sentence’s verb
word (or words) twice. Check your answers in the Answer Key before beginning
Part 2.

1. The arrival of warmer weather encourages Canadians to make plans.

2. Some of my friends are planning to purchase new bicycles this spring.

3. Unfortunately, the most popular model of bike often sells out before
May.

4. Hiking through a remote forest and canoeing on a peaceful northern lake
remind many people of the importance of nature in their lives.

5. Families take advantage of warmer weather and visit other parts of the
country together.

6. For many in the cold north, the lengthening days bring new hope.

7. As early as February, northern Canadian gardeners start designing flower
beds and making lists of seeds to order.

8. Others turn their attention to outdoor sporting activities.

9. Does your golf game need improvement this summer?

10. One of my friends prefers swimming to playing golf.
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Rrwrwertrye:

Like stocking a toolbox for a job, building an accurate and correct vocabulary is
only the first step. Effective communicators construct sentences that convey com-
plete, clear messages. The next three sections of this book are focused on under-
standing the sentence basics, using various sentence structure patterns, and
applying strategies to keep your message clear.

Identifying Sentence Parts

Choosing the right word is an important aspect of writing. Some words sound alike
but are spelled differently and have different meanings (past and passed, for
instance), and some words are spelled the same but sound different and mean dif-
ferent things (lead, for the action of “leading,” and lead, for the stuff inside pencils).

One way to choose words more carefully is to understand the roles that words
play in sentences. Just as one actor can play many different parts in movies (a hero,
a villain, a humorous sidekick), single words can play different parts in sentences (a
noun, a verb, an adjective). These are called the eight parts of speech, briefly defined
with examples below.

1. Nouns name someone, thing, place, or idea and are used as subjects and
objects in sentences.

The technician fixed the computers in the lab.
2. Pronouns are special words that replace nouns to avoid repeating them.
She (the technician) fixed them (the computers) in it (the lab).

3. Adjectives add description to nouns and pronouns — telling which one, how
many, or what kind, colour, or shape they are.

The new technician fixed 30 old computers in the writing lab.
4. Verbs show action or state of being.

The new technician fixed the old computers in the writing lab; Terri is
the technician’s name.

5. Adverbs add information — such as when, where, why, or bow — to verbs,
adjectives and other adverbs, or whole sentences.

Yesterday the new technician quickly fixed the very old computers in
the writing lab.
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6. Prepositions show position in space and time and are followed bm’s (0} =J

form prepositional phrases.
The technician fixed the computers in the writing lab at noon.

7. Conjunctions are connecting words — such as and, but, and or— and words
that begin dependent clauses— such as because, since, when, while, and
altbough.

Students still visited the lab and the media centre while the computers
were broken.

8. Interjections interrupt a sentence to show surprise or other emotions and are
rarely used in Standard Written English.

Wow, Terri is a valuable new employee!

To find out what parts of speech an individual word can play, look it up in a good
dictionary (see p. 43). A list of definitions beginning with an abbreviated part of
speech (n, adj, prep, and so on) will catalogue its uses. However, seeing how a
word is used in a particular sentence is the best way to identify its part of speech.
Look at these examples:

The train of a wedding gown flows elegantly behind it.

(Train is a noun in this sentence, naming the part of a gown we call a
“train.”)

Sammy and Helen train dolphins at Sea World.

(Train is a verb in this example, expressing the action of teaching skills we
call “training.”)

Doug’s parents drove him to the train station.

(Train is an adjective here, adding description to the noun “station,” telling
what kind of station it is.)

All of the words in a sentence work together to create meaning, but each one serves
its own purpose by playing a part of speech. Think about how each of the words in
the following sentence plays the particular part of speech labelled:

ADJ ADJ N v PREP N CONJ PRO ADV v N PREP N
Many college students work during the day, so they usually take classes at night.
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Familiarizing yourself with the parts of speech will help you spell better now and
understand phrases and clauses better later. Each of the eight parts of speech has

characteristics that distinguish it from the other seven, but it takes practice to learn
them.

EXERCISES

Label the parts of speech above all of the words in the following sentences using
the abbreviations n, pro, adj, v, adv, prep, conj, and interj. For clarity’s sake, the sen-
tences here are very brief, and you may ignore the words a, an, and the. These
words are actually special forms of adjectives (called articles), but they are so
numerous that there’s no need to mark them. Refer back to the definitions and
examples of the parts of speech whenever necessary. When in doubt, leave a word
unmarked until you check the answers at the back of the book after each set of ten
sentences. You'll find that many of the ones you found difficult to label will be
adverbs, the most versatile of the parts of speech.

Exercise 1

1. | really love cookies.

2. They are my favourite snack.

3. | prefer the ones with chocolate chips or nuts.

4. Cookies taste best when they are fresh.

5. Sometimes, | have cookies and milk for breakfast.

6. Now some fast-food restaurants offer fresh-baked cookies.
7. Oatmeal cookies are delicious when they are still warm.
8. Companies release new versions of traditional cookies.

9. One variety of Oreos now has chocolate centres.

10. Wow, are they yummy!

Exercise 2

1. Tall office buildings are dangerous for migrating birds at night.
2. The buildings’ lighted windows confuse the birds.

3. They fly toward the glowing windows and lose their way.

4. Bird experts studied this phenomenon.

5. McCormick Place is a tall building in Chicago.
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6. Scientists counted the number of bird deaths there for two years. o
7. Hundreds of birds flew into the lighted windows.
8. Only one-fifth of that number hit the dark windows.

9. Scientists suggest a lights-out policy for tall buildings from midnight to
dawn during migration periods.

10. Birds migrate from March to May and from August to November.

Source: Adapted from Discover, August 2002.

Exercise 3

1. Jan Demczur recently donated several objects to the Smithsonian Insti-
tution.

2. Demczur was a window washer at One World Trade Center.
3. He was in an elevator of the building when terrorists attacked the tower.

4. With the help of his squeegee handle, Demczur saved several people’s
lives.

5. Demczur and the others in the elevator used the handle as an axe.

6. They cut an opening from the elevator shaft into the building.

7. Demczur and his five elevator-mates escaped just before the tower fell.
8. Such survival stories give people hope.

9. The Smithsonian is the U.S.’s place for rare artifacts.

10. Demczur’s squeegee handle and his dusty clothes are now on display at
the Smithsonian.

Source: Adapted from Smithsonian, july 2002.

Exercise 4

1. Plants need water and sunlight.
2. Sometimes house plants wither unexpectedly.
3. People often give them too much water or not enough water.

4. | saw an experiment on a television show once.
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5. It involved two plants.

6. The same woman raised both plants with water and sunlight.

7. The plants grew in two different rooms.

8. She yelled at one plant but said sweet things to the other.

9. The verbally praised plant grew beautifully, but the other one died.

10. Plants have feelings too.

Exercise §

1. | recently read some facts about movie kisses.

2. The first one occurs in a film by Thomas Edison in 1896.

3. The title of that short film is The Kiss.

4. A longer movie kiss holds the record for time.

5.In a 1941 film, Jane Wyman kisses Regis Toomey for three full minutes.

6. Mae West flirts with many men in her movies although she never kisses
any of them.

~N

. Don Juan (1926) is a movie with many kisses in it.

e

. John Barrymore delivers nearly two hundred of them.
9. In that movie, one kiss occurs for each minute of film.

10. Gee, | love trivial facts like these.,

Source: Adapted from | Was a Fugitive from a Hollywood Trivia Factory (Contemporary Books,
2000).

PROOFREADING EXERCISE

Here is a brief excerpt from a book called The Question and Answer Book of Every-
day Science, by Ruth A. Sonneborn. This excerpt answers the question, “Why do
our eyes blink?” We have modified some of the phrasing in the excerpt for this
exercise. Label the parts of speech above as many of the words as you can before
checking your answers at the back of the book.

Your eyelids blink regularly all day long. They stop only when you sleep.
Blinking protects your delicate eyes from injury. When something flies toward you,

usually your lids shut quickly and protect your eyes.
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Blinking also does a kind of washing job. It keeps your ey€lids moist. It a
speck of dirt gets past your lids, your moist eyeball traps it. Then your eyes fill with

water, your lids blink, and the speck washes out of your eye.

SENTENCE WRITING

Write ten sentences imitating those in Exercise 1 above. Instead of beginning with
“I really love cookies,” you might begin with “Kids usually order pizza” or “Pets
always enjoy treats,” then continue to imitate the rest of the sentences in
Exercise 1. Label the parts of speech above the words in your imitation exercise.

Finding Subjects and Verbs

The most important words in any sentence are those that tell your reader who or
what you are writing about (the subject) and what that subject does or is (the verb).
In fact, the subject and verb make up the core of every sentence.

For the examples in this book, we will underline the subject word (or words)
once and the verb word (or words) twice, like this:

Lightning strikes.

The word Lightning is what is being written about in this sentence, so it’s the sub-
ject. Because strikes tells what the subject does, we know it is the verb.
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But few sentences have just two words. When sentences contain many words,
subjects and verbs can be harder to find.

Lightning strikes back and forth very quickly from the clouds to the ground.

Often lightning strikes people on golf courses or in boats.

Because the verb often shows action, look for it first. Can you find the subject and
verb in the following sentence?

The neighbourhood cat folded its paws under its chest.

The word folded shows the action, so it's the verb. Underline folded twice.
Now ask who or what folded? The answer, cat, is the subject. Underline cat
once.

Study the following sentences and explanations until you feel comfortable about
picking out subjects and verbs.

Tomorrow our school celebrates its 50th anniversary. (Which word shows the
action? Celebrates. It's the verb. Underline it twice. Who or what celebrates?
School. It's the subject. Underline it once.)

The team members ate several boxes of chocolate. (Which word shows the
action? Ate. Who or what ate? Members ate.)

Internet users crowd the popular web cafés downtown. (Which word shows
the action? Crowd. Who or what crowd? Users crowd.)

SPECIAL SUBJECT AND VERB IDENTIFICATION CHALLENGES:
Non-action verbs

Often the verb doesn’t show action but only tells what the subject is or was. Learn

to spot non-action verbs like am, is, are, was, were, seems, feels, appears, becomes,
looks.

At the first sound of thunder, Lou feels afraid.

Serena Williams is one of the world’s finest tennis players.
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Inverted order sentences

In all the examples so far, the subject is located before the verb in the sentence.
Be careful! Sometimes this natural order is reversed, and the subject appears after
the verb. Here are two situations where such inverted order always occurs:

1. “here” sentences (sentences beginning with bere, there)
When a sentence begins with one of these words, the subject follows its verb.

There was a fortune teller at the carnival.

Here comes my favourite chemistry lab partner.

NOTE: Remember that there and here are not subjects. They simply point
to something later in the sentence.

2. direct questions
When a sentence ends in a question mark, the verb often appears before its
subject.

Why are the topics of this lesson so difficult?

Wasn'’t last night’s sunset spectacular? (The contraction of not, n't, is an adverb
because it changes the meaning of the verb.)

Commands

In commands, usually the subject is not expressed. It is you (understood).
Sit down. (You s=1t down.)
Place flap A into slot B. (You & flap A into slot B.)
Meet me at 7:00. (You meet me at 7:00.)

Compounds

If two or more separate subjects share the same verb, the sentence has a compound
subject.

Drill bits, wrenches, and micrometers are tools of a millwright’s trade.

When two or more separate verbs share the same subject, the sentence has a com-
pound verb.
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The carpenter carefully measured the material, made the necessary cuts, and
assembled the decking.

EXERCISES

Underline the main subject words once and the verbs twice. When you’ve finished
ten sentences, compare your answers carefully with those at the back of the book.

Exercise 1

1. Cats are extremely loyal and determined pets.
2. They form strong attachments to their families.
3. One cat recently showed her love for the Sampson family very clearly.

4. The Sampsons made a temporary move and took Skittles, the cat, with
them.

5. The Sampsons and Skittles spent several months 350 miles away from
home.

6. Before the end of their stay, Skittles disappeared.

7. The family returned home without their beloved cat and considered her
lost.

8. Seven months later, there was a surprise on their doorstep.

9. Skittles somehow navigated her way home but barely survived the 350-
mile trip.

10. This incredible story proves the loyalty and determination of cats.

Source: Current Science, May 3, 2002.

Exercise 2

1. Weather forecasts affect many people.

2. But they are not always correct.

3. Sometimes rain and wind arrive instead of sunny skies.
4. Travellers need accurate weather predictions.

5. There are many possible dangers in travelling.

6. A hurricane is never a welcome event on a vacation.
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7. At times, the weather seems more enemy than friend.
8. Often the skies cooperate with people's travel plans.
9. At times like this, the sun shines as if by special request.

10. Then the weather is perfect and feels like a friend again.

Exercise 3

. There is a long-standing tradition in aviation.

. Passengers get peanuts and a drink as a mid-flight snack.
. Any drink tastes better with peanuts.

. And the tiny foil packages please people.

1
2
3
4
5. But peanuts are dangerous to passengers with peanut allergies.
6. Most people eat peanuts and feel fine.

7. A mildly allergic person gets watery eyes and hives.

8. In extreme cases, people with peanut allergies die.

9. So, many airlines propose peanut-free zones on airplanes.

10. Needless to say, peanut companies are not happy about the proposal.

Exercise 4

1. Plastic snow domes are popular souvenir items.

2. They are clear domes usually on white oval bases.

3. People display these water-filled objects or use them as paperweights.

4. Inside are tiny replicas of famous tourist attractions like the Eiffel Tower
or Big Ben.

5. Snow or glitter mixes with the water for a snowstorm effect.

6. These souvenirs often hold startling combinations.

7. In a snow dome, even the Bahamas has blizzards.

8. There is also a dome with smog instead of snow.

9. Some people consider snow domes valuable collectables.

10. Others just buy them as inexpensive mementos.
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PROOFREADING EXERCISE

Underline the subjects once and the verbs twice in the following student paragraph.

My friend Maria spends every weekday afternoon in the school library. She
does her homework, finishes her reading assignments, and organizes her notes
and handouts. | envy her good study skills. She is always ready for the next day of
class. 1, however, go back to my apartment in the afternoon. There are so many
distractions at home. The television blares, and my roommates invite their friends
over. | am usually too tired to do school work. Maybe the library is a better place

for me too.

SENTENCE WRITING

Write ten sentences about any subject — your favourite colour, for instance. Keeping
your subject matter simple in these sentence writing exercises will make it easier to
find your sentence structures later. After you have written your sentences, go back and
underline your subjects once and your verbs twice.
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Locating Prepositional Phrases

Prepositional phrases are among the easiest structures in English to learn. A phrase
is just a group of words (at least two) without a subject and a verb. And don’t let a
term like prepositional scare you. If you look in the middle of that long word, you'll
find a familiar one — position. In English, we tell the positions of people and things
in sentences using prepositional phrases. Look at the following sentence with its
prepositional phrases in parentheses:

Our field trip (to the mountain) begins (at 6:00) (in the morning) (on Friday).
One phrase tells where the field trip is going (fo the mountain), and three phrases
tell when the trip begins (at 6:00, in the morning, and on Friday). As you can
see, prepositional phrases show the position of someone or something in space or

in time,

Here is a list of prepositions that can show positions in space:

above : behind in past
across below inside through
against between near to
among beyond on under
around by outside without
at from over

Here are prepositions that can show positions in time:

after by in throughout
at during past until
before for since within

These lists include only individual words, not phrases. Remember, a preposi-
tion must be followed by an object — someone or something — to create a prepo-
sitional phrase. Notice that in the added prepositional phrases that follow, the
position of the plane in relation to the object, the clouds, changes completely.

The passenger plane flew above the clouds.
below the clouds.
within the clouds.
between the clouds.
past the clouds.
around the clouds.
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Now notice the different positions in time:

The plane landed at 3:30.
by 3:30.
past 3:30.
before the thunderstorm.
during the thunderstorm.
after the thunderstorm.

NOTE: A few words — such as of, as, like, and except— are prepositions
that do not fit neatly into either the space or time category, yet they are very
common prepositions (box of candy, note of apology, type of bicycle; act as a
substitute, use as an example, as happy as my little brother; vitamins like A, C,
and E, shaped like a watermelon, moved like a snake; everyone except Gilbert,
the whole house except the upstairs washroom, all knobs except the red one).

By locating prepositional phrases, you will be able to find subjects and verbs more
easily. For example, you might have difficulty finding the subject and verb in a long
sentence like this:

After the rainy season, one of the windows in the attic leaked at the corners of
its moulding.

But if you put parentheses around all the prepositional phrases like this

(After the rainy season), one (of the windows) (in the attic) leaked (at the cor-
ners) (of its moulding).

then you have only two words left — the subject and the verb. Even in short sen-
tences like the following, you might pick the wrong word as the subject if you don’t
put parentheses around the prepositional phrases first.

Many (of the characters) survived (in that movie).

The waves (around the ship) looked real.

NOTE: Don't mistake o plus a verb for a prepositional phrase. For exam-
ple, to quit is not a prepositional phrase because guit is not the name of
something. It's a form of verb. :

Remember: Subjects and verbs are never inside prepositional phrases.
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Locate and put parentheses around the prepositional phrases in the following sen-
tences. Be sure to start with the preposition itself (in, on, to, at, of ... ) and include
the word or words that go with it (in the morning, on our sidewalk, to Halifax ... ).
Then underline the subjects once and the verbs twice. Review the answers given
at the back for each group of ten sentences before continuing.

Exercise 1

1. Tornadoes are the fiercest of all weather patterns.

2. They begin during thunderstorms and bring with them rain, hail, and
lightning.

3. The circling winds of a tornado often achieve speeds of 320 km per hour.

4. Most of the damage and many of the injuries come from flying debris.

5. Tornadoes normally travel across the land at about 48 km per hour.

6. But they sometimes move as quickly as a speeding car.

7. The part like a vacuum cleaner hose at the centre of the tornado pulls up
anything in its path — automobiles, buildings, livestock.

8. Among their amazing tricks, tornadoes suck the fish and frogs out of
small lakes and drop them on land in another location.

9.1 like watching movies about tornadoes, like The Wizard of Oz and
Twister.

10. But professional “storm chasers” like to watch the real ones.

Source: Weather (New York: Golden Press, 1987).

Exercise 2

1. Most of us remember playing with Frisbees in our front yards in the early
evenings and at parks or beaches on weekend afternoons.

2. Fred Morrison invented the original flat Frisbee for the Wham-O toy
company in the 1950s.

3. Ed Headrick, designer of the professional Frisbee, passed away at his
home in California in August of 2002.
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4. Working at Wham-O in the 1960s, Headrick improved %@éﬁéﬁ’ﬁéjnce
of the existing Frisbee with the addition of ridges in the surface of the
disc.

5. Headrick’s improvements led to increased sales of his “professional
model” Frisbee and to the popularity of Frisbee tournaments.

6. After Headrick’s redesign, Wham-O sold 100 million of the flying discs.
7. Headrick also invented the game of disc golf.

8. Like regular golf but with discs, the game is played on specially designed
disc golf courses like the first one at Oak Grove Park in California.

9. Before his death, Headrick asked for his ashes to be formed into memor-
ial flying discs for select family and friends.

10. Donations from sales of the remaining memorial discs went toward the
establishment of a museum on the history of the Frisbee and disc golf.

Source: Los Angeles Times, August 14, 2002.

Exercise 3

1. Romeo and Juliet is my favourite play by William Shakespeare.

2. It is one of the most famous love stories in the world.

3. Many movies use this story as part of their plots.

4. One thing about the story surprised me.

5. Both Romeo and |uliet have other love interests at some point in the play.
6. Romeo has his eyes on another woman before Juliet.

7. And after Tybalt's death, juliet promises against her will to marry Paris.
8. But before that, Juliet marries Romeo in secret.

9. Friar Lawrence helps the newlyweds with a plan for them to escape
without anyone’s notice.

10. However, the complicated timing of the plan has tragic results in the lives
of Romeo and Juliet.

www.ztcprep.com

NEL



66 Part 2 Sentence Essentials

Exercise 4 Z|TCha= =)

1. For a change of pace, | shopped for my Mother’s Day gift at an antique
show.

2. | found old jewellery in every shade of yellow, red, blue, and green.
3. There were even linens from all the way back to pre-Confederation.

4. One booth sold only drinking glasses with advertising slogans and car-
toon characters on them.

5. Another stocked old metal banks with elaborate mechanisms for children’s
pennies.

6. In the back corner of the show area, | found a light blue pitcher with a
dark blue design.

7. My mother had had one like it in the early years of my childhood.
8. My sisters and | drank punch from it on hot days in the summer.
9. | checked the price on the tag underneath the pitcher’s handle.

10. But at a moment like that, money didn’t matter.

Exercise 5

1. Over the weekend, | watched a hilarious old movie, Genevieve, on late-
night television.

2. The whole story takes place in the countryside of England.
3. It is a black-and-white movie from the 1930s or 1940s.

4. The clothes and manners of the characters in Genevieve are very proper
and old-fashioned.

5. Two young couples enter their cars in a road rally for fun.
6. They participate in the race strictly for adventure.
7. Genevieve is the name of the main couple’s car.

8. During the road rally, the two couples’ polite manners disappear in the
rush for the finish line.

9. Predictably, they begin to fight with each other and try to sabotage each
other’s cars.

10. But like all good comedies, Genevieve and its ending hold a surprise for
everyone.
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PROOFREADING EXERCISE

Put parentheses around the prepositional phrases in this paragraph from Vampires
by Daniel C. Scavone.

Folklore from all over the world reveals that people in many cultures through-
out history have believed in some type of vampire. Many of the ancient vampires,
however, do not resemble the ones we are familiar with from movies and books....
[A]ncient vampires do not possess prominent canine teeth or fear garlic, the cross,
and the dawn. These are modern touches, added by the writers of horror novels and

films to intrigue and scare us.

SENTENCE WRITING

Write ten sentences on the topic of your favourite snack — or choose any topic
you like. When you go back over your sentences, put parentheses around your
prepositional phrases and underline your subjects once and your verbs twice.

www.ztcprep.com



68 Part 2 Sentence Essentials

Identifying Verb Phrases

Sometimes a verb is one word, but often the whole verb includes more than one
word. These are called verb phrases. Look at several of the many forms of the verb
speak, for example. Most of them are verb phrases, made up of the main verb
(speak) and one or more helping verbs.

speak is speaking had been speaking
speaks am speaking will have been speaking
spoke are speaking is spoken

will speak was speaking was spoken

has spoken were speaking will be spoken

have spoken will be speaking can speak

had spoken has been speaking must speak

will have spoken have been speaking should have spoken

Note that words like the following are never verbs even though they may be
near a verb or in the middle of a verb phrase:

already ever not really

also finally now sometimes
always just often usually
probably never only possibly

Jason has never spoken to his instructor before. She always talks with other

students.

Two verb forms — speaking and to speak— look like verbs, but neither can ever
be the verb of a sentence. No ing word by itself can ever be the verb of a sentence; it
must be helped by another verb in a verb phrase. (See the discussion of verbal phrases
on pp. 72-73.)

Natalie speaking French. (not a sentence because there is no complete verb
phrase)

Natalie is speaking French. (a sentence with a verb phrase)

And no verb with to in front of it can ever be the verb of a sentence.

Ted to speak in front of groups. (not a sentence because there is no real verb)
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Ted hates to speak in front of groups. (a sentence with hates asat@\iéﬂi)w"

These two forms, speaking and to speak, may be used as subjects, or they may
have other uses in the sentence.

Speaking on stage is scary. To speak on stage is scary. Ted had a speaking part
in that play. - B T

But neither of them alone can ever be the verb of a sentence.

EXERCISES

Underline the subjects once and the verbs or verb phrases twice. It's a good idea
to put parentheses around prepositional phrases first. (See pp. 62-63 if you need
help in locating prepositional phrases.)

Exercise 1

1. John Harrison has been tasting ice cream for nearly 20 years.

2. He has recently hired an insurance company to protect his very valuable
taste buds.

3. The new policy will pay $1 million in the event of damage to his tongue.

4. The ice cream’s taste would be altered by a metal or a wooden spoon.

5. So he always samples the different flavours from a gold-plated spoon.

6. This professional taster does not smoke, drink caffeinated beverages, or
eat hot chilis.

7. He never even gets to swallow the ice cream itself.

8. He just swishes it briefly around his mouth.

9. Harrison may have inherited his special tasting talents.

10. Many of Harrison’s family members have also worked in the ice cream

business.

Source: Los Angeles Times, 23 April 1998.
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Exercise 2

1.1 like to walk around the park with my two little poodles in the early
evening.

2. The three of us have enjoyed this ritual for several years now.

3. On Friday evening, a big dog with no owner ran over to us near the duck
pond.

4. It was obviously looking for other dogs to play with.

5. Yip and Yap have never barked so loudly before.

6. | had originally named them for their distinct barking noises.

7. But lately | had not heard these short, ear-splitting sounds very often.

8. The big dog was shocked by the fierceness of my little dogs’ reply and
quickly ran to find other friends.

9. Even | could not believe it.

10. | will never worry about their safety around big dogs again.

Exercise 3

1. Felix Hoffmann, a chemist trying to ease his own father’s pain, discov-
ered aspirin in 1897.

2. Each year, people around the world give themselves 50 billion doses of
the popular painkiller.

3. But people in different countries take this medicine in different ways.

4. The British like to dissolve aspirin powder in water.

5. The French have insisted that slow-release methods work best.

6. ltalians prefer aspirin drinks with a little fizz.

7. And North Americans have always chosen to take their aspirin in pill form.

8. Aspirin continues to surprise researchers with benefits to human health.

9. It has been found to benefit people susceptible to heart attack, colon
cancer, and Alzheimer’s disease.

10. Where would we be without aspirin?

Source: Newsweek, 18 Aug. 1997.
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Exercise 4

-

.1 have just discovered “the Farnsworth Chronicles,” an Internet site
about Philo T. Farnsworth.

2. You may not have heard of Farnsworth.

3.1n 1922, at the age of 13, he visualized the concept of transmitting tele-
vision waves.

4. Others were already working on the idea of sending images through the
air.
5.But young Farnsworth solved the problem by looking at rows of
ploughed land.
. In his imaginative mind, images could be broken down into rows.
. Then each row could be sent through the air and onto a screen.

. Farnsworth’s idea made television a reality.

W 0 N &

. Unfortunately, he has never been fully recognized for this and several
other achievements.

10. In 1957, he was featured as a guest on /'ve Got a Secret, a television show
with mystery contestants.

Exercise 5

1. Most people do not connect bar codes and cockroaches in their minds.

2. We do expect to see bar codes on almost every product in shopping
malls.

3. And we might not be surprised to see a cockroach by a trash can outside
one of those malls.

4. But we would definitely look twice at a cockroach with a bar code on its
back.

5.1n 1999, exterminator Bruce Tennenbaum wanted everyone to watch for
his roaches.

6. He had attached bar codes to one hundred cockroaches and released
them in Tucson, Arizona, as a public-awareness campaign.

7. People capturing a bar-coded bug could return it for a hundred-dollar
prize.
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8. One of the roaches was even tagged with a unique bar code was "

worth fifty thousand dollars.
9. Many of the tagged roaches were found.

10. But the fifty-thousand-dollar bug was never seen again.

Source: Today’s Homeowner, May 1999.

Recognizing Verbal Phrases

We know (from the discussion on p. 68) that a verb phrase is made up of a main
verb and at least one helping verb. But sometimes certain forms of verbs are used
not as real verbs but as some other part of a sentence. Verbs put to other uses are
called verbals.

A verbal can be a subject:

Skiing is my favourite Olympic sport. (Skiing is the subject, not the verb. The
verb is is.)

A verbal can be a descriptive word:

His bruised ankle healed very quickly. (Bruised describes the subject, ankle.
Healed is the verb.)

A verbal can be an object:
I like to read during the summer. (70 read is the object. Like is the verb.)

Verbals link up with other words to form verbal phrases. To see the difference
between a real verb phrase and a verbal phrase, look at these two sentences:

1 was bowling with my best friends. (Bowling is the main verb in a verb
phrase. Along with the helping verb was, it shows the action of the sentence.)

Ienjoyed bowling with my best friends. (Here the real verb is enjoyed. Bowl-

ing is not the verb; it is part of a verbal phrase — bowling with my best
[friends — which is what T enjoyed.)
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THERE ARE THREE KINDS OF VERBALS
1. ing verbs used without helping verbs (running, thinking, baking ... ) k
2. verb forms that often end in ed, en, or t (tossed, spoken, burnt ... ) .

3. verbs that follow fo (to walk, to eat, to cause ... )

Real verbs will never be inside verbal phases.
Look at the following sentences using the previous examples in verbal phrases:
Running five kilometres a day is great exercise. (real verb = is)

She spent two hours thinking of a title for ber essay. (real verb = spent)

We had such fun baking those cherry vanilla cupcakes. (real verb = had)

Tossed in a salad, artichoke hearts add zesty flavour. (real verb = add)

Sung in Italian, the opera sounds even more beautiful. (real verb = sounds)
The gourmet pizza, burnt by a careless chef, shrunk to half its normal size.
(real verb = shrunk)

L like to walk around the zoo by myself. (real verb = like)

To eat exotic foods takes courage. (real verb = takes)

They actually wanted to cause an argument. (real verb = wanted)

EXERCISES

Each of the following sentences contains at least one verbal or verbal phrase.
Double underline the real verbs or verb phrases and put brackets around the ver-
bals and verbal phrases. Remember to locate the verbal first (running, wounded, to
sleep ... ) and include any word(s) that go with it (running a race, wounded in the
fight, to sleep all night). Complete the first set before going on to the next.
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Exercise 1

1. Choosing a program is one of the most important decisions for students.

2. Many students take a long time to decide about their programs.

3. But they fear wasting time in the wrong courses more than indecision.

4. They spend several semesters as undecided students taking general edu-
cation classes.

5. Distracted by class work, students can forget to pay attention to their
interests.

6. Finally, a particular subject area will attract them to study it further.

7. One student might find happiness in doing a psychology experiment.

8. Writing a poem in an English class may be the assignment to make
another decide.

9. Attracted by telescopes, a student might choose to study astronomy.

10. Finding the right program takes time and patience.

Exercise 2

1. | have learned how to manage my leisure time.
2. 1 like to go to the movies on Friday nights.
3. Watching a good film takes me away from the stress of my job.
4. | especially enjoy eating buttery popcorn and drinking a cold pop.
5. It is the perfect way for me to begin the weekend.
6. | get to escape from deadlines and the pressure to succeed.
7.1 indulge myself and try to give myself a break.
8. All day Saturday | enjoy lounging around the house in my weekend
clothes.
9. | do a little gardening and try to relax my mind.
10. By Sunday evening, after resting for two days, | am ready to start my

busy week all over again.
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Exercise 3

1. Many people dislike speaking in front of strangers.
- 2. In fact, there is an almost universal fear of giving speeches.

3. Feeling insecure and exposed, people get dry mouths and sweaty hands.

4. Note cards become useless, rearranging themselves in the worst possible
order.

5. To combat this problem, people try to memorize a speech, only to forget
the whole thing.

6. Or the microphone decides to quit at the punch line of their best joke.

7. Embarrassed and humiliated, they struggle to regain their composure.

8. Then the audience usually begins to sympathize with and encourage the
speaker.

9. Finally used to the spotlight, the speaker relaxes and finds the courage to
finish.

10. No one expects giving a speech to get any easier.

Exercise 4

1. Canadian astronaut Roberta Bondar blasted off into space to gather data
on how living things function in space.

2. Bondar was aboard the space shuttle Discovery in January 1992, setting a
milestone as Canada’s first woman in space.

3. After graduating from high school, Bondar assertively pursued her career,
obtaining five university degrees in science and medicine.

4. She applied to the new Canadian Space Agency to become a candidate
for astronaut.

5. Bondar’s wait to go into space lasted nine years.

6. Leaving the launch pad on the Discovery, Bondar thrust her fists in the air,
shouting “Yes, yes, yes!”

7. Bondar and her six colleagues spent eight days in space, investigating

the effects of weightlessness on the human body.

www.ztcprep.com



76

Part 2 Sentence Essentials

8. Today, Bondar does research at the University of Western Ont%g?r%é%\:ld
around the country to encourage young people in the sciences.
9. Bondar was appointed chair of the Science Advisory Board, a board set
up to advise the federal health minister.
10. She believes that protecting the environment is one of the most important

responsibilities we have today.

Source: Gale Infobase, August 1997.

Exercise 5

1. E-mail has begun to be the most popular form of written communica-
tion.

2. In the beginning, people searched for a way to show emotion.

3. It was time to invent a new type of punctuation, now known as “emoti-
cons.”

4. Scott Fahlman proposed two of the first emoticons in the early 1980s to
show when something was meant to be funny or not.

5. Called the “smiley” and the “frown,” these combinations of colon,
hyphen, and parentheses look like this :-) and :-(

6. In an effort to document computer history, Mike Jones, Jeff Baird, and
others worked hard to retrace the steps of the first uses of the smiley and
the frown.

7. They found them used by Scott Fahiman in a posting to a computer bul-
letin board in 1982.

8. These and other emoticons have continued to help people express
themselves online.

9. So when you finish typing your next joke in an e-mail, don’t forget to
add a :-)

10. Frowning :-( is seen by some as questionable net etiquette and is conse-
quently not as common.

Source: Adapted from http://www.cs.cmu.edu/~sef/sefSmiley.htm.
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PROOFREADING EXERCISE

Double underline the real verbs or verb phrases and put brackets around the verbals
and verbal phrases in the following paragraph from the book Saloons of the Old West
by Richard Erdoes.

In the opinion of most westerners “barkeeps were ... the hardest worked folks in
camp.... ” One of these burdens was to act as a human fire alarm. Western saloons
never closed. Therefore, to sound the alarm, the saloon owner would dash into the
street, running up and down hollering and emptying his six-shooter at the moon. The
commotion would send the volunteer firemen pouring into the street in their long
johns to put out the fire. Having done so, all and sundry naturally assembled in the

saloon to mull over the event while imbibing a tumbler of gut-warming red-eye.

SENTENCE WRITING

Write ten sentences that contain verbal phrases. Use the ten verbals listed here to
begin your verbal phrases: speaking, typing, driving, reading, to eat, to go, to chat,
to cook, impressed, taken. There are sample sentences listed in the Answers at the
back of the book. But first, try to write your own so that you can compare.
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Using Standard English Verbs PSS

The next two discussions are for those who need practice in using Standard English
verbs. Many of us grew up doing more speaking than writing. But in college and
university, and in the business and professional world, the use of Standard Written
English is essential.

The following charts show the forms of four verbs as they are used in Standard
Written English. These forms might differ from the way you use these verbs when
you speak. Memorize the Standard English forms of these important verbs. The first
verb (talk) is one of the regular verbs (verbs that all end the same way according to
a pattern); most verbs in English are regular. The other three verbs charted here
(have, be, and do) are irregular and are important because they are used not only as
main verbs but also as helping verbs in verb phrases.

Don’t go on to the exercises until you have memorized the forms of these
Standard English verbs.

REGULAR VERB: TALK

PRESENT TIME PAST TIME

1 I

you talk you

we we talked
they they

he, she, it  talks he, she, it

IRREGULAR VERB: HAVE

PRESENT TIME PAST TIME

I I

you have you

we we had
they they

he, she, it  has he, she, it
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IRREGULAR VERB: BE
PRESENT TIME PAST TIME
I , am I was
you we
we are you were
they ; they
he, she, it s he, she, it was

IRREGULAR VERB: DO

PRESENT TIME PAST TIME
I I

you do you

we we did
they they

he, she, it  does he, she, it

Sometimes you may have difficulty with the correct endings of verbs because
you don't hear the words correctly. Note carefully the s sound and the ed sound at
the end of words. Occasionally the ed is not clearly pronounced, as in They tried to
belp, but most of the time you can hear it if you listen.

Read the following sentences aloud, making sure that you say every sound.

. He seem:s satisfied with his new job.
. She likes saving money for the future.
. It takes strength of character to control spending.

. Todd makes salad for every potluck he attends.

1

2

3

4

5. l used to know all their names.

6. They supposed that they were right.

7. He recognized the suspect and excused himself from the jury.
8

. Susan sponsored Reina in the school’s charity event.

Now read some other sentences aloud from this text, making sure that you sound
all the s’s and ed’s. Reading aloud and listening to others will help you use the cor-
rect verb endings automatically.
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In these pairs of sentences, use the present form of the verb in the first sentence
and the past form in the second. All the verbs follow the pattern of the regular
verb talk except the irregular verbs have, be, and do. Keep referring to the tables if
you're not sure which form to use. Correct your answers for each exercise before
going to the next.

Exercise 1

1. (walk) | often my dog to the store. | him to the
store yesterday.

2. (be) She glad to be graduating. She unsure
about her future just two years ago.

3. (have) They a minivan now. They a station wagon
before.

4, (do) | my homework in the afternoons. | my
homework in the evenings in high school.

5. (need) He a new pair of skis. He new boots last
season.

6. (be) Now | a part-time employee. | a full-time
employee last year.

7. (have) I bought an antique ring; it a large green stone in its
setting. It ______ another stone in it before, but it was chipped.

8. (be) They the hosts of the family reunion this year. They

not the hosts of last year’s reunion.

9. (do) He the dishes when | cook. He the dishes

yesterday.
10. (work) She several hours of overtime a week. She
twelve hours of overtime last week.
Exercise 2

1. (be) She an employee now. She an intern last
year.

2. (do) They their best work at home. They an espe-

cially good job on their homework last night.
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3. (have) | two weeks left to prepare for my trip. I originally
six weeks, but | procrastinated.
4. (ask) He never his friends for help anymore. He
them for help before without resuits.
5. (have) | always a cold at this time of year. | one last
year right on schedule.
6. (learn)  We a new technique each day in my ceramics class.
Yesterday we how to throw pots on a wheel.
7. (be) Most of us beginners. We not particularly
interested in art before we took this class, but now we love it.
8. (do) He well on all of his tests. He very well on the
final exam.
9. (play) She the guitar now. She the piano as her first
instrument.
10. (be) i a collector by nature. However, last month |

too busy to go shopping.
In Exercises 3 and 4, underline the Standard English verb forms. All the verbs fol-

low the pattern of the regular verb talk except the three irregular verbs have, be,
and do. Keep referring to the tables if you are not sure which form to use.

Exercise 3

1. | (start, started) a new job last month, and so far | really (like, likes) it.

2. The company (create, creates) special effect devices for television and
movies.

3. My co-workers (is, are) all nice, so we (has, have) a good work environment.
4. Yesterday, we (finish, finished) a movie project that (need, needed) lots
of explosives.

5. The boss, who (own, owns) the company, always (do, does) his best to
explain the safety procedures to us.

6. And he (watch, watches) us to make sure we (follow, follows) them.

7. | can tell that the boss (enjoy, enjoys) his work; he (was, were) happy to
see us safely mixing and loading the inventory for the movie. '

8. We (complete, completed) the movie project in just one week even

though the boss (expect, expected) it to take us two weeks.
www.ztcprep.com




82  Part 2 Sentence Essentials

2/ TCLe Y]

9. We (has, have) our boss to thank for a smooth-running company.

10. And | (has, have) my co-workers to thank for being my friends.

Exercise 4

1. My sister and | (do, does) our homework together every night so that we
(don‘t, doesn‘t) fall behind.

2. (is, am) better in math, and my sister Aileen (is, am) better in English.

3. When | (need, needs) help with grammar, Aileen (explain, explains) the
rule to me.

4. And if she gets stuck on a math problem, | (help, helps) her understand
it; then she (do, does) it herself.

5. This system (work, works) very well for us, and | (hope, hopes) we will
always use it.

6. Before we (do, did) it this way, | (drop, dropped) an English class.

7. 1t (was, were) too hard for me, but now | (do, does) as well as the other
students.

8. Aileen and | both (work, works) hard, and we (check, checks) each
other’s progress.

9. When | (learn, learns) more English skills and Aileen (learn, learns) more
math skills, we will be equal.

10. Our parents (expect, expects) a lot from both of us, and we (don‘t, doesn’t)

want to let them down.

Exercise 5
Correct any of following sentences that do not use Standard English verb forms.

1. Last year our high school drama class travel to London, England.
2. Twenty of us and one teacher boarded the plane.

3. We was all very excited about the trip.

4. Before the trip, we learn to read the London subway map.

5. We discover that the people in London call the subway “the tube.”
6. Once we was there, we understood why.

7. The underground walls is round just like a tube.
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8. We liked the Tower of London and Big Ben and the boats on the Thames.

9. We even walk right past the Crown Jewels.

10. They were close enough to touch.

PROOFREADING EXERCISE

Correct any sentences in the following paragraph that do not use Standard English
verb forms.

Every day as we drive through our neighbourhoods on the way to school or
to work, we see things that needs to be fixed. Many of them cause us only a little
bit of trouble, so we forget them until we face them again. Every morning, | has to
deal with a truck that someone park right at the corner of my street. It biock my
view as | try to turn onto the main avenue. | need to move out past the truck into
the oncoming lane of traffic just to make my left turn. One day last week, | turn too
soon, and a car almost hit me. This truck don’t need to be parked in such a dan-

gerous place.

SENTENCE WRITING

Write ten sentences about a problem in your neighbourhood. Check your sentences
to be sure that they use Standard English verb forms. Exchange papers with another
student if possible.
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Using Regular and Irregular Verbs

All regular verbs end the same way in the past form and when used with helping
verbs. Here is a table showing all the forms of some regular verbs and the various

helping verbs they are used with.

REGULAR VERBS

BASE FORM PRESENT PAST PAST PARTICIPLE ING FORM
(Use afier can, (Use after have, (Use after forms
may, shall, will, has, had. Some ofbe.)
could, might, can be used

should, would, after forms ofbe.)

must, do, does,

did.)

ask ask (s) asked asked asking
bake bake (s) baked baked baking
count count (s) counted counted counting
dance dance (s) danced danced dancing
decide decide (s) decided decided deciding
enjoy enjoy (s) enjoyed enjoyed enjoying
finish finish (es) finished finished finishing
happen happen (s) happened happened happening
learn learn (s) learned learned learning
like like (s) liked liked liking
look look (s) looked looked looking
mend mend (s) mended mended mending
need need (s) needed needed needing
open open (s) opened opened opening
start start (s) started started starting
suppose suppose (s) supposed supposed supposing
tap tap (s) tapped tapped tapping
walk walk () walked walked walking
want want (s) wanted wanted wanting

NOTE: When there are several helping verbs, the last one determines
which form of the main verb should be used: they should finish soon; they
should have finished an hour ago.
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When do you write ask, finish, suppose, use? And when do you write asked,
finished, supposed, used? Here are some rules that will help you decide.

Write ask, finish, suppose, use (or their s forms) when
writing about the present time, repeated actions, or facts:

He asks questions whenever he is confused.
They always finish their projects on time.
I suppose you want me to help you move.

Birds wuse leaves, twigs, and feathers to build their nests.

Write asked, finisbed, supposed, used
1. When writing about the past:
He asked the teacher for another explanation.
She finished her internship last year.
They supposed that there were others bidding on that house.
I used to study piano.
2. When some form of have comes before the word:
The teacher has asked us that question before.
She will have finished all of her exams by the end of May.
I had supposed too much without any proof.

We have used many models in my drawing class this year.

All the verbs in the chart on page 84 are regular. That is, they're all formed in
the same way — with an ed ending on the past form and on the past participle. But
many verbs are irregular. Their past and past participle forms change spelling
instead of just adding an ed. Here’s a chart of some irregular verbs. Notice that the
base, present, and ing forms end the same as regular verbs. Refer to this list when
you aren’t sure which verb form to use. Memorize all the forms you don’t know.
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IRREGULAR VERBS

BASE FORM PRESENT PAST PAST PARTICIPLE ING FORM
(Use after can, (Use after have, (Use after
may, shall, has, had. Some Sforms of be)
will, could, can be used after

might, should, JSorms ofbe.)

would, must,
do, does, did.)

be am, is, are was, were been being
become become (s) became become becoming
begin begin (s) began begun beginning
break break (s) broke broken breaking
bring bring (s) brought brought bringing
buy buy (s) bought bought buying
build build (s) built built building
catch catch (es) caught caught catching
choose choose (s) chose chosen choosing
come come (s) came come coming
do do (es) did done doing
draw draw (s) drew drawn drawing
drink drink (s) drank drunk drinking
drive drive (s) drove driven driving
eat eat (s) ate eaten eating
fall fall (s) fell fallen falling
feel feel (s) felt felt feeling
fight fight (s) fought fought fighting
find find (8) found found finding
forget forget (s) forgot forgotten forgetting
forgive forgive (s) forgave forgiven forgiving
freeze freeze (s) froze frozen freezing
get get (s) got got or gotten getting
give give (3) gave given giving
go go (es) went gone going
grow grow (s) grew grown growing
have have or has had had having
hang hang (s) hung hung hanging
hang (put to death) hang (s) hanged hanged hanging
hear hear (s) heard heard hearing
hold hold (s) held held holding
keep keep (s) kept kept keeping
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BASE FORM PRESENT PAST PAST PARTICIPLE ING FORM
know know (s) knew known knowing
lay (to put) lay (s) laid laid laying
lead (like “bead”) lead (s) led led leading
leave leave (s) left left leaving
lie (to rest) lie (s) lay lain lying
lose lose (s) lost lost losing
make make (s) made made making
meet meet (5) met met meeting
pay pay (8) paid paid paying
read read (s) read read reading
(pron. “reed”) (pron. “red”) (pron.”red”)

ride ride (s) rode ridden riding
ring ring (s) rang rung ringing
rise rise (s) rose risen rising
run run (s) ran run running
say say (s) said said saying
see see (s) saw seen seeing
sell sell (s) sold sold selling
shake shake (s) shook shaken shaking
shine (give ligh)  shine (s) shone shone shining
shine (polish) shine (5) shined shined shining
sing sing (s) sang sung singing
sleep sleep (s) slept slept sleeping
speak speak (s) spoke spoken speaking
spend spend (s) spent spent spending
stand stand (s) stood stood standing
steal steal (s) stole stolen stealing
strike strike (s) struck struck striking
swim swim (s) swam swum swimming
swing swing (s) swung swung swinging
take take (s) took taken taking
teach teach (es) taught taught teaching
tear tear (s) tore torn tearing
tell tell (s) told told telling
think think (s) thought thought thinking
throw throw (s) threw thrown throwing
wear wear (s) wore worn wearing
win win (s) won won winning
write write (s) wrote written writing
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Sometimes verbs from the past participle column are used after some form
of the verb be (or verbs that take the place of be like appear, seem, look, feel, get,
act, become) to describe the subject or to say something in a passive, rather than

active, way.
She is contented.
You appear pleased. (You are pleased.)
He seems delighted. (He is delighted.)
She looked surprised. (She was surprised.)
1 feel shaken. (I am shaken.)
They get bored easily. (They are bored easily.)
You acted concerned. (You were concerned.)
He was thrown out of the game. (Active: The referee threw bim out of the game.)
They were disappointed by the news. (Active: The news disappointed them.)

Often these verb forms become words that describe the subject; other times
they still act as part of the verb of the sentence. What you call them doesn’t matter.
The only important thing is to be sure you use the correct form from the past par-
ticiple column.

EXERCISES

Write the correct form of the verb. Refer to the tables and explanations on the pre-
ceding pages if you aren’t sure which form to use after a certain helping verb.
Check your answers after each exercise.

Exercise 1
1. (look) Once again, | have _______ everywhere for my keys.
2. (look) lcould____ inafew more places, but I'm late.
3. (look) | feel so foolish whilelam __ for them.
4. (look) 1know that if | too hard | won’t find them.
5. (look) Oncel for them for over two hours.
6. (look) |can right past them if | am too frantic.
7. (look) | have in places where they would never be.
8. (look) My daughter once caught me while lwas _______ for them in
the refrigerator.
9. (look) Infact, myfamilynow ___ at me with scorn whenever | ask,

Www.Ztcprep.coflas anybody seen my keys?” -
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10. (look) From now on | will in the obviougﬁsqﬁrsﬁahd ke

my problem to myself.

; Exercise 2

l 1. (drive) | always my sister to school; in fact, | have h
to school for a whole year now.

2. (think) The other day, | was of new ways to get her there in t}
morning, but she that they were all bad ideas.

3. (take) She could a school bus that stops nearby; instead st

me for granted.

4. (tell) It all started when she our mother that some of tt
other children were her to stay out of their seats.

5. (write) | a note to the bus driver to see if she could help ea
my sister’s mind, but so far she hasn’t back.

6. (know) When | was my sister’s age, | some tough kids at schoc
so | how she must feel.

7. (teach) But experiences like that us how to get along wi
everyone; they sure me.

8. (tear) Nowlam between wanting to help her avoid the touc
kids and my hair out from having to take her to scho
every day.

9. (ride) We have together for so long that | might miss her i

alone.

10. (make) | have up my mind. | will the best of it while sl
still needs me. What else are big sisters for?

Exercise 3

1. (be, hear) We surprised when we Unc
Wolf's message on our answering machine yeste
day.

2. (see, begin) We hadn’t him in over a year, and we h:

to wonder if he would ever visit us again.

3. (fly, eat) He had in from Vancouver earlier in the d

www.ztcprep.com but hadn’t dinner yet.
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4. (get, do) We back to him at his hotel an
our best to convince him to join us for dinner.

5. (take, eat) It did not much to convince him, and soon
we were roast beef sandwiches at our

favourite deli.

6. (write, come, lose) He said that he had to tell us that he was
, and he asked if we had the letter.
7. (swear, feel) We that we never received it, and he
_ better.
8. (buy, pay) Just to make sure there were no hard feelings, we
his sandwich, and he the tip.
9. (get, think) It was late, so we that he should
go back to his hotel to get some sleep.

10. (see, tell, lie) When we Wolf the next day, he us
that he was so tired the night before that as soon as
he down on the hotel pillow, he fell asleep.

Exercise 4
1. (use, put) Many people a direct deposit system that
their salary money directly into their bank
accounts.
2, (do, do) With such a system, the employer not have
to issue paycheques, and employees not

have to cash or deposit them.
3. (transfer, spend)  The employer’s computer just the money
to the bank’s computer, and the employee can
it as usual after that.

4. (be, like, choose)  Direct deposit almost always optional, but

so many people the system that most peo-
ple it.
5. (do, want) My roommate not trust such systems; he
to have complete control over his cash.
6. (trust, be) He barely even banks to keep his money
safe for him, so he definitely suspicious of

direct deposit.

www.ztcprep.com
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7. (imagine, make)

8. (talk, ask, worry)

9. (look, say, live,
understand)
10. (wonder, be)

Exercise 5

Using Regular and Irregular Verbs 91
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| can him as a pioneer in an old Western
movie sleeping on a mattress stuffed with all of the
money he has ever

| was to my roommate about money the

other day, and | him why he always
about it so much.

He just

ever

at me and , “If you had
without money, you would R
I about my roommate’s past experiences
and hope that he never without money
again.

1. (lay, lie, feel)

2. (know, be)

3. (break, have)

4. (become, think)

5. (be)
6. (read, frighten)

7. (keep, shake)

8. (work, rise)

9. (leave, find)

10. (lose, sting)

www.ztcprep.com
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| my towel down on the hot cement next
to the pool and was face-down on the
towel when | a bee land on the back of my
ankle.

| that special sensation of a bee’s legs on

my skin because | have stung before.

Last time, 1 out in hives and to go
to the doctor to get an injection of antihistamine.

My eyes swollen, and | that | was
going to die.
| not going to let that happen again.

| had that bees only sting when they’re

So this time | calm and gently my
ankle to shoo away the bee without angering it.

My plan , and the bee
find a new spot to land.

in the air to

| my towel by the pool, and | didn't
it in the lost-and-found the next day.

Of course, | would rather a towel than be

by a bee again.
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Progress Test

Test yourself on how much you have learned about subjects and verbs in sen-
tences. Study the following sentences and locate their subjects and verbs. Identify
the subject word (or words) with a single underline. Identify the verb word (or
words) with a double underline. Check your answers in the Answer Key before tak-
ing the Post-Test.

1. There are several personality types in my family.

2. My sister Linda and one of her roommates simply agree to disagree.

3. My brother Homer studies every night, works on the weekend, and plays
on the school’s varsity hockey team.

4. My uncle George and his wife spend every evening silently watching TV.

5. My mother and her favourite niece go shopping together every Friday
and often invite me.

6. Herman, my brother’s son, has never shared his feelings.

7. On the other hand, his sister Lydia is always finding problems in her life
and sharing them with the rest of us.

8. Father laughs with my mom but takes us children far too seriously.

9. He once told the three of us never to get married or join the military.

10. Years later we learned about his brother’s death in WWII and his first

wife’s death in a serious auto accident.
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Post-Test

Study the following sentences and locate their subjects and verbs. Identify the sub-
ject word (or words) with a single underline. Identify the verb word (or words)
with a double underline. Check your answers in the Answer Key.

1.
2.
3.

10.

There have been five children born in our family in the past year.
My brother George's wife Martha just welcomed their third girl.
George, in particular, would have enjoyed having a son to keep him

company in this all-woman home.

. Little Kaitlyn Lori arrived last Thursday, went home the following day,

and already sleeps several hours at a time.

. Kaitlyn's sisters Marianne and Susanne greeted their little sister with gen-

tle hugs and kisses and made Welcome Home posters for her.

. The rest of the family’s new babies this year have been boys.

. Martin, my sister’s newest child, was born in May.

. To everyone's surprise, my twin sister successfully carried triplets to full
term.

. Her sons’ names, in order of their birth two months ago, are William,

Benjamin, and Jason.
The three of them already sleep through the night, play with soft toys,

and recognize family members’ faces.
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Building Effective
Sentences

Effective Sentences Pre-Test

The next section of the book explores sentence varieties and structural issues such
as sentence fragments and run-on sentences. Make any necessary corrections to
eliminate the fragments and run-ons lurking in the following word groups. (If the
group is correct, write OK.)
1. We hope that you will be able to join us for lunch on Monday, we will
meet in Dining Room B at 12:30.

2. The menu includes vegetarian stir fry and other healthy options. So that
you don‘t need to feel guilty about what you eat.

3. During the meal, employees will have many opportunities to meet oth-
ers who work here. But in different departments.

4. Some employees remember a labour dispute that ended in a strike three
years ago, regrettably, some of the wounds from that battle have yet to
heal.

5. However, some strikers reported that walking a picket line gave them
the unexpected opportunity to become far better acquainted with their
co-workers.

6. In many employment situations, strikes are considered part of the work-
ing conditions unionized employees save money from every paycheque
for their personal strike fund.

www.ztcprep.com
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7.So-called white collar workers are uneasy about going on strike.
Although sometimes it may be necessary in order to force honest nego-

tiation from both sides.

~ 8. Non-unionized personnel often find themselves caught in the middle.
Having to cross a legal picket line that is made up of close friends and co-
workers.

9. Although strikes are rarely beneficial to either side. in some workplaces,
the threat of a work stoppage encourages more open contract negotia-
tions.

10. Legislation designates some workers “essential” even though they
belong to a union, these individuals are not allowed to participate in a
withdrawal of services.

Sentence Structure

Sentence structure refers to the way sentences are built using words, phrases, and
clauses.

Phrases are word groups without subjects and verbs.
Clauses are word groups with subjects and verbs.
A dependent clause has a subject and a verb but an incomplete idea.
An independent clause has a subject and a verb and conveys a complete idea.

Clauses are the most important because they make statements — they tell who did
what (or what something is) in a sentence.
Look at the following sentence, for example:

We bought oranges at the farmer’s market on Queen Street.

It contains ten words, each playing its own part in the meaning of the sentence. But
which of the words together tell who did what? We bought oranges is correct. That
word group is a clause. Notice that at the farmer’s market and on Queen Street also
link up as word groups but don’t have somebody (subject) doing something (verb).
Instead, they are phrases to clarify where we bought the oranges.

Importantly, you could leave out one or both of the phrases and still have a
sentence — We bought oranges. However, you cannot leave the clause out. Then
you would just have At the farmer’s market on Queen Street.

IMPORTANT!
Every sentence must contain at least one independent clause.
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Learning about the structure of sentences helps you control yourown. Oniéé
you know more about sentence structure, you can understand writing errors and
learn how to correct them.
Among the most common errors in writing are fragments and run-ons.

Here are some fragments:

Wandering around the mall all afternoon.

Because I tried to do too many things at once.

By interviewing the applicants in groups.
They don’t make complete statements — not one has a clause that can stand by
itself. Who was wandering? What happened because you tried to do too many things
at once? What was the result of interviewing the applicants in groups? These incom-
plete sentence structures fail to communicate a complete thought.

In contrast, here are some run-ons:

Computer prices are dropping they're still beyond my budget.

The forecast calls for rain T'll wait to wash my car.

A truck parked in front of my driveway I couldn’t get to school.
Unlike fragments, run-ons make complete statements, but the trouble is they make

two complete statements; the first runs on to the second without correct punctua-
tion. The reader has to go back to see where there should have been a break.

Fragments don’t include enough information, and run-ons include too much.

Fragments and run-ons confuse the reader. Not until you get rid of them will your
writing be clearer and easier to read. There is no quick, effortless way to learn to
avoid errors in sentence structure. First you need to understand how clear sentences
are built. Then you will be able to avoid these common errors in your own writing.

Identifying Clauses

Many sentences you write contain more than one clause. Conveying your ideas
clearly often means building sentences containing two or more word groups with
separate subjects and verbs.
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Every clause contains a subject and a verb. However, you’'ll need to know the
difference between the two kinds of clauses: independent and dependent. A
dependent clause alone should not be punctuated as a sentence.

Here’s why: An independent clause has a subject and a verb and expresses a
complete idea. A dependent clause also has a subject and a verb, but its idea is
incomplete because it begins with a dependent word (or words) such as

after since
although so that
as than

as if that
because though
before unless
even if until
even though what
ever since whatever
how when

if whenever

where
whereas
wherever
whether
which
whichever
while

who
whom
whose

why

Whenever a clause begins with one of these dependent words, it is a dependent
clause (unless it’s a question, which would be followed by a question mark). If we

take an independent clause such as

We ate dinner together.

and put one of the dependent words in front of it, it becomes a dependent clause

and can no longer stand alone:

After we ate dinner together ...
Although we ate dinner together ...
As we ate dinner together ...
Before we ate dinner together ...
Since we ate dinner together ...
That we ate dinner together ...
When we ate dinner together ...

While we ate dinner together ...
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With the added dependent words, these do not make complete

CTICS.

oge

J

They leave the reader expecting something more. Therefore, these clauses can no
longer stand alone. Each would depend on another clause — an independent
clause — to make a sentence. The dependent clauses in the sentences below are

underlined with a broken line.

After we ate dinner together, we went to the evening seminar.

We went to the evening seminar after we ate dinner together.

While we ate dinner together, the restaurant became crowded.

PUNCTUATION TIP:

Always place a comma after an opening dependent clause.
Example:

When he moved, his leg muscles ached.

(The comma prevents the reader from misreading the first clause as When
he moved bis leg muscles.)

Note that sometimes the dependent word is the subject of the dependent

clause:

Theirs is the house that was remodelled last month.

Sometimes the dependent clause is in the middle of the independent clause:

The house that was remodelled last month is theirs.
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And sometimes the dependent clause is the subject of the entire sente%c :

What you (E also affects me.

Also note that sometimes the that of a dependent clause is omitted.

I know that you can tell the difference between red and green.

Did everyone get the classes that they wanted?

Did everyone get the classes they wanted?

The word that doesn’t always introduce a dependent clause. It may be a pronoun
and serve as the subject of the sentence.

That was a big mistake.
That is my book.
That can also be a descriptive word.

That movie makes me cry every time.

I will take him to that restaurant tomorrow.

EXERCISES

Underline the subjects once and the verbs twice in both the independent and the
dependent clauses. Then put a broken line under any dependent clauses. Some
sentences may have no dependent clauses, and others may have more than one.

Exercise 1

1.1 am not a big talker in school.

2. Whenever a teacher asks me a question in class, | get nervous.
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3. When | know the answer, | usually find the courage to speaE»oé&é;"-j

4. If | don’t know the answer, | look up at the ceiling as if | am thinking
about it.

5. Usually, the teacher calls on someone else before | finish “thinking.”

6. Obviously, when | take a public speaking class, | must talk sometimes.

7.In my last public speaking class, the assignment was to give a speech
that demonstrated some sort of process.

8. The speech that | gave explained how crépes are made.

9. Since | work at a French restaurant, | borrowed a crépe pan to use in my
demonstration.

10. The crépes cooked quickly, and the teacher and students were so busy

eating them that | didn’t have to say much at all.

Exercise 2

1. Many of us remember when microwave ovens were first sold to the
public.

2. People worried about whether they were safe or not.

3. Before we had the microwave oven, we cooked all of our food over
direct heat.

4. At first, it was strange that only the food heated up in a microwave.

5.And microwave ovens cooked food so much faster than ordinary
ovens did.

6. We had to get used to the possibilities that the microwave offered.

7. Since they are fast and don’t heat up themselves, microwave ovens work
well in offices, in restaurants, and on school campuses.

8. People who are on a budget can bring a lunch from home and heat it up
at work.

9. Now that the microwave oven is here, we can even make popcorn with-
out a pan.

10. As each new technology arrives, we wonder how we ever lived without it.

www.ztcprep.com
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1. When Canadians gather at sporting events, everyone sings “O Canada”
while the Canadian flag proudly flies overhead.

2. “0O Canada” is the song that Canada has chosen as its national anthem.

3. After Calixa Lavallée composed the music, the song was first performed
at a banquet for skaters in Quebec City on June 24, 1880.

4. Adolphe-Basile Routhier wrote the French version, which he called
“Chant national.”

5. It was translated into English by Stanley Weir, who was a schoolteacher
in Toronto.

6. Though French Canadians sang the anthem widely, English Canadians
did not use it until the end of the 19th century.

7. When it gathered in 1967, the Parliament approved “O Canada” as the
Canadian national anthem.

8. The words, which were altered somewhat after parliamentary debate,
became official through the National Anthem Act, which was passed on
june 27, 1980.

9. Canada’s flag was hotly debated from Confederation to 1965, when the
flag with the single red maple leaf became official.

10. Before that time, the Red Ensign was used for Canadian ceremonies,

whether Canadian nationalists liked it or not.

Source: Adapted from The Canadian Encyclopedia, s.v. “O Canada.”

Exercise 4

MEL

1. Many of us wouldn’t mind shedding a few pounds from time to time.

2. There are a number of dieting problems that can leave you back at
square one or worse.

3. For example, when you decide to lose weight, you need to be well pre-

pared.
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4. As part of your preparation, you should consider your Iongﬁg ?ﬁ‘ﬁﬁrt“'l"
term goals before you commit to a specific action.

5. When some individuals begin a program, they pick the wrong course of
action or have unrealistic expectations.

6. It's easy to become disappointed and frustrated if those expectations
aren’t met.

7. Skipping meals and not eating for long periods of time are common mis-
takes that you need to avoid.

8. When you go off your diet, the body’s higher resting metabolic rate may
drop.

9. Then your body will not be able to burn calories as quickly as it did
before.

10. Since so many commercials, advertisements, and articles promise fast

and easy ways to lose pounds, who knows which to believe?

Source: Joanna Lavoie, ”5 Weight-Loss Mistakes,” CanadianLiving.com. Reprinted with permis-
sion from the author.

Exercise 5

1. When | first heard the expression “white elephant,” | didn’t know what
it meant.

2. Yesterday | finally learned what “white elephant” means.

3. A white elephant is an unwanted object that may be difficult to get
rid of.

4. Most white elephants are gifts that friends or relatives give us.

5. As | read the story behind the expression, | understood it better.

6. The ruler of an ancient land received any white elephants born in his
country; it was a custom that sometimes came in handy.

7. The ruler then gave the white elephants as presents to people who had

angered him.
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8. The elephants would eat so much and become so difﬁgﬁg %&at
they ruined the lives of the people who received them as “gifts.”
9. That is why we now use the term to describe objects that cause us to feel
responsible and burdened.
10. Whenever | give a present, | choose it carefully so that it will not become

a white elephant.

Source: A Hog on Ice & Other Curious Expressions (New York: Harper & Row, 1948).

PROOFREADING EXERCISE

Underline the subjects once, the verbs twice, and put a broken line under the
dependent clauses in these paragraphs from The Moon by Isaac Asimov.

We can think about an eclipse of the Sun in another way. Since sunlight can-
not pass through the Moon, the Moon casts a shadow. The shadow is cone-shaped.
It usually does not touch the Earth. But sometimes it moves across the Earth.
When that happens, there is an eclipse. Inside the small place where the shadow
touches, people can see a total eclipse. There is darkness. In places that are near
the shadow, people can see only a partial eclipse. Farther away from the shadow,
people can see no eclipse at all.

The Moon’s shadow makes a circle when it touches the Earth. The circle
moves as the Moon does. So an eclipse of the Sun can be seen in one place for

only a few minutes.

SENTENCE WRITING

Write ten sentences about your morning routine (getting up, getting ready for
school or work, eating breakfast, etc.). Try to write sentences that contain both
independent and dependent clauses. Then underline your subjects once and your
verbs twice, and put a broken line under your dependent clauses.
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Correcting Fragments

Groups of words that fail to contain the three essential components of a sentence —

subject, verb, complete thought — are incomplete pieces or sentence fragments.
Here are a few examples:

Just ran around hugging everyone in sight. (no subject)
Paul and his sister with the twins. (no verb)
Nothing to do but wait. (no subject and no verb)

After Tang went to the market. (dependent clause)

PHRASE FRAGMENTS

Phrases by definition are word groups without subject and verbs, so whenever a

phrase is punctuated as a sentence, it is a fragment. Three categories of phrases
cause the most difficulties:

-ing phrases
Hoping to see my mother.

Correction: Juan was hoping to see my mother. (add a subject and complete
the verb)

to phrases

To be drafted into the National Hockey League.

Correction: Martin wanted to be drafted into the National Hockey League.
(add a subject and a verb)
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prepositional phrases ZiT Ch

Under the starry skies in Nunavut.

Correction: Even during the winter, sled dogs sleep outside under the starry
skies in Nunavut. (add a subject and verb)

Proofread your written work carefully to eliminate any phrase fragments. Some-
times you can add the phrase onto a related sentence either before or after it. Other
times, you will need to supply the missing words so that the phrase becomes a
complete idea.

DEPENDENT CLAUSE FRAGMENTS

As you learned in the previous section, a dependent clause has a subject and a verb
but doesn’t communicate a complete idea because of a dependent word found at
the beginning. To correct a dependent clause fragment, either remove the depend-
ent word or add an independent clause in front of or behind the dependent one.

FRAGMENT
While some of us worked on our journals.

CORRECTED
Some of us worked on our journals. (removed dependent word)

or

While some of us worked on our journals, the fire alarm rang. (added an inde-

pendent clause)

Are fragments ever permissible? Fragments are sometimes used in advertising and
in other kinds of writing. But such fragments are used by professional writers who
know what they’re doing. These fragments are used intentionally, not in error. Until
you’re an experienced writer, stick with complete sentences. Especially in college
and university writing, fragments should not be used.
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EXERCISES ZTCLEtY)

Some — but not all — of the following word groups are sentences. The others suffer
from incomplete sentence structure. Put a period after each of the sentences. Make
any fragments into sentences by assuring that each has a subject and an adequate
verb.

Exercise 1

1. My car’s compact disc player is difficult to use while driving
2. The discs reflecting the sunlight and shining in my eyes
3. The old CD ejects from the slot with a hissing sound
4. Nowhere to put it while getting the new one
5. Then inserting the new CD without touching its underside
6. Fumbling with those flat plastic cases can be really frustrating
7. One case for the old one and one case for the new one
8. Meanwhile | am driving along
9. Not paying any attention to the road
10.1 hope | don't hit anything

Exercise 2

Correct each phrase fragment by changing or adding words or by attaching the
phrase to the complete sentence nearby.

1. We shopped all day at the mall. Looking for the perfect suitcases to take
on our cruise this summer.

2. We were sure that one of the specialty stores would carry a good selec-
tion. With hard and soft luggage, large and small sizes, and lots of acces-
sories to choose from.

3. Walking from store to store and getting tired. We gave up after a while
and ate lunch.

4. We could not believe how crowded the mall was on a weekday. In every

shop and at the food court, too.
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5. Everywhere we looked people stood around. Crowdirgmg%v%@rgys
and window shopping.

6. Many teenagers gathered in groups. Laughing at each other and ignor-
ing the shoppers.

7. Pairs of older people walked briskly around the balconies. Using the mall
as an exercise track.

8. Actually, we did enjoy ourselves as we ate. Watching all the curious peo-
ple around us.

9. We finally found the luggage we were looking for in a tiny shop. Near
the elevators at the end of the mall.

10. Without the crowds and the poor selection. Our shopping trip would

have been a complete success.

Exercise 3

Correct each dependent clause fragment by eliminating its dependent word or by
attaching the dependent clause to the independent clause before or after it.

1. Thrift stores, yard sales, and flea markets have become very popular
places to shop. Because they sell items that are not available anywhere
else as cheaply.

2. Most thrift stores benefit charities. Which use the profits to help people
in need.

3. Although the styles of clothing and furniture found in thrift stores are
often outdated. Many people prefer the old styles over the new.

4. Modern shelving units are made of particle board or plastic, but thrift
store shoppers can find more substantial ones. Which are made of solid
wood or thick metal.

5. There are also famous stories of people becoming rich. Because they vis-
ited yard sales and flea markets.

6. One man bought a framed picture for a few dollars at a flea market.

Since he liked the frame itself but not the picture.
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7. When he removed the picture from the frame at home. Hm&é’l’
signature of a famous artist.

8. At a yard sale, a woman bought a small table. Which she later discovered
was worth half a million dollars.

9. Of course, collectors always shop at these places. Where they hope to
find treasures like rare cookie jars, pens, paintings, records, toys, and
others objects of value.

10. In a way, shopping at thrift stores, yard sales, and flea markets is a kind

of recycling. Which is something that benefits everyone.

Exercise 4

Some of the word groups below are sentences, but others are either phrase or
dependent clause fragments. Change all fragments into complete sentences.
Since the exercise is linked, remember that you could decide to tack a fragment
onto a complete sentence immediately before or after it.

1. Canada’s oldest trees may not be in the old-growth forests of British
Columbia but trees in fossilized form in New Brunswick.

2. A forest of 345-million-year-old trees sticks out of a rock face.

3. Outside Sussex, N.B., about 65 kilometres from Saint John.

4. A geology curator with the New Brunswick Museum found the fossilized
forest.

5. While he was looking for roadside fish fossils six years ago.

6. The curator’s first impression was that the outcrop was odd.

7. Then he saw it was a whole forest.

8. Standing on end, sideways, and extending on and off the road for 10
kilometres.

9. Researchers have identified more than seven hundred trees.

10. Which were mostly moss-like plants that grew to 20 metres high.

Source: “Highway Construction Reveals Ancient Forest in New Brunswick.” 27 Oct. 2004.
Reprinted with permission.
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Exercise 5

Some of the word groups below are sentences, but others are either phrase or
dependent clause fragments. Change all fragments into complete sentences.
Since the exercise is linked, remember that you could decide to tack a fragment
onto a complete sentence immediately before or after it.

1. Kaitlyn's father recently purchased a used car. After saving his money for
over a year.

2, Now he is looking for a good mechanic because the car won't start. At
least in damp weather.

3. This dealership doesn‘t offer extended warranties on used vehicles.

4. Unless they have been regularly serviced by authorized service techni-
cians.

5. Routine maintenance is critical to ensure a car’s performance. Including
regular oil changes and other inspections.

6. Kaitlyn is hoping to locate a good mechanic for her father. Because he
has always tried to help her.

7. Generally, the hourly rate of independent licensed mechanics is over $65
an hour. Resulting in an expensive bill unless the problem is easy to iden-
tify and quick to repair.

8. One of my neighbours is a student in the motive power program at
school. Where cars are serviced as part of the students’ hands-on learn-
ing activities.

9. | know the school is always looking for vehicles. Especially those with
complicated electrical problems.

10. I'll tell Kaitlyn about this program. So that she can follow up on this pos-
sibility.
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PROOFREADING EXERCISE E&%@J

Correct the five fragments in the following paragraph.

The information superhighway, or the Internet as it's called, was quick to
arrive in our homes and businesses. Bringing with it access to merchandise,
movies, services, and much more. Although it is not clear yet exactly where this
“highway” is going. Holding up the process are legal questions and software and
hardware limitations. And whether everyone will have equal access to the benefits
the Internet provides. Because fees for these services can be high. Also, people
worry about credit card security. If and when these problems are solved. We will

be ready for the future.

SENTENCE WRITING

Write ten fragments and then revise them so that they are complete sentences. Or
exchange papers with another student, and turn your classmate’s ten fragments
into sentences.
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_ 2 TCLuLdy
Correcting Run-On Sentences

Any word group having a subject and a verb is a clause. As we have seen, the
clause may be independent (able to stand alone) or dependent (unable to stand
alone). If two independent clauses are written together without proper punctuation
between them, the result is called a run-on sentence. Here are some examples.

Lester now lives in Kenora however he was born in the Maritimes.
My best friend is very talented he auditioned for the Canadian Idol show.

Run-on sentences can be corrected in one of four ways.

1. Make the two independent clauses into two sentences.
Lester now lives in Kenora. However, he was born in the Maritimes.

My best friend is very talented. He auditioned for the Canadian Idol show.

2. Connect two closely related independent clauses with a semicolon.
Lester now lives in Kenora; however, he was born in the Maritimes.
My best friend is very talented; he auditioned for the Canadian Idol show.

When a connecting word such as

also however otherwise
consequently likewise then
finally moreover therefore
furthermore nevertheless thus

is used to join two independent clauses, the semicolon comes before the connect-
ing word, and a comma usually comes after it.

Cellular phones are convenient; however, they can be intrusive.
Earthquakes scare me; therefore, I couldn’t live in California.
We travelled to London; then we took the “Chunnel” to France.

The college recently built a large new library; thus students have more quiet
study areas.
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3. Connect the two independent clauses with a comma and aFANIﬁmveréJ
(FANBOYS is a word created using the first letters of seven small joining
words: for, and, nor, but, or, yet, so).

Lester now lives in Kenora, but he was born in the Maritimes.

My best friend is very talented, so he auditioned for the Canadian Idol show.

Each of the fanboys has its own meaning (for example, so means “as a result,” and
for means “because”).

Swans are beautiful birds, and they mate for life.

Students may register for classes by phone, or they may do so in person.

I applied for financial aid, but (or yet) I was still working at the time.

Beth doesn’t know how to use a computer, nor does she plan to learn.

Before you put a comma before a FANBOYS, be sure there are two independent
clauses. The first sentence that follows has two independent clauses. The second sen-
tence is merely one independent clause with two verbs, so no comma should be

used.

The snow began falling at dusk, and it continued to fall through the night.

The snow began falling at dusk and continued to fall through the night.

4. Make one of the clauses dependent by adding a dependent warning word
(such as since, when, as, after, while, or because — see p. 97 for a full list).

Lester now lives in Kenora although he was born in the Maritimes. (inde-
pendent clause followed by dependent without punctuation)

Although Lester now lives in Kenora, he was born in the Maritimes. (opening
dependent clause and comma introduce the independent clause)

Because my best friend is very talented, he auditioned for the Canadian Idol
show. (opening dependent clause and comma before the independent clause)

WAYS TO CORRECT RUN-ON SENTENCES

Opﬁon 1.
Option 2.
Option 3.

Option 4.

I = Independent Clause D = Dependent Clause
L L (punctuate as two separate sentences)
L 1. (use semicolon to link closely related independent ideas)

I, FANBOYS I (link independent ideas with a small joining
word: for, and, nor, but, o, yet, s0)

D, I or ID. (change one of the independent clauses into a
dependent one)
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EXERCISES

Exercises 1 and 2
CORRECTING RUN-ONS WITH PUNCTUATION

Most — but not all — of the following sentences are run-ons. If the sentence has
two independent clauses, separate them with correct punctuation. For the first
two exercises, don't create any dependent clauses; use only a period, a semicolon,
or a comma to separate the two independent clauses. Your answers may differ
from those at the back of the book depending on how you choose to separate the
clauses.

Exercise 1

1. Nearly everyone yawns but few understand the dynamics of yawning.

2. One person’s yawn often triggers another person’s yawn.

3. Yawning clearly seems to be a contagious activity.

4. Scientific studies of yawning verify this phenomenon and also explain

i the reasons for it.
5. Groups of people do similar things for they are acting somewhat like
i herds of animals.

6. During times of transition, such as getting up from or going to bed,
members of a family or a dorm full of roommates synchronize their
activities through yawning.

7. The yawning helps the group act as one so it minimizes conflict.
8. There are a few misconceptions about yawns one of them has to do with
oxygen levels.
9. Some people explain yawning as the body’s way to increase oxygen
intake.
10. Surprisingly, studies show no changes in yawning patterns due to levels
of oxygen in fact, research subjects inhaling pure oxygen yawned the

same number of times as those breathing normally.

Source: Discover, June 2001,
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Exercise 2 Eg_{éﬂ

1.1 am writing a research paper on Margaret Laurence she was one of
Canada’s most celebrated novelists and a pioneer in the world of Cana-
dian literature.

2. She was born in Neepawa, Manitoba, in her novels The Stone Angel, A Jest of
God, The Fire-Dwellers, and The Diviners, the town was called “Manawaka.”

3. Laurence was encouraged to write by Jack McClelland he also published
the works of other Canadian writers such as Mordecai Richler and Farley
Mowat.

4. Margaret and her husband, Jack, briefly lived in England then they
moved to Africa.

5. She became very interested in European—African relations as a result her
early books, This Side Jordan and The Tomorrow-Tamer, deal with this
issue.

6. Her husband wanted her to be a traditional wife and mother but
Margaret wanted to be a full-time writer.

7. When they divorced, she had to support herself and her children with
her writing.

8. Laurence received her first Governor General’s Award for her master-
piece The Stone Angel.

9. Twice her books were condemned or banned in schools yet today they
are taught as Canadian classics.

10. In 1986, she was diagnosed with inoperable and fatal lung cancer sev-

eral months later she took her own life.

Source: Adapted from James King, Margaret Laurence (Toronto: Alfred A. Knopf, 1997).

Exercises 3 and 4
CORRECTING RUN-ONS WITH DEPENDENT CLAUSES

Most — but not all — of the following sentences are run-ons. Correct any run-on
sentences by making one of the clauses dependent. You may change the words.
Use a dependent word (such as since, when, as, after, while, because, or the oth-
ers listed on p. 97) to begin the dependent clause. In some sentences you will
want to put the dependent clause first; in others you may want to put it last (or
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in the middle of the sentence). Since various words can be used to ?a@ @ﬁéf\'(!l-
ent clause, your answers may differ from those suggested at the back of the book.

Exercise 3

1. On summer evenings, people around the world enjoy the sight of little
lights they are flying around in the air.

2, Most people know the glowing insects as fireflies they are also called
lightning bugs and glowworms.

3. Glowworms are unique they don’t fly.

4. The term fireflies is a little misleading they are not technically flies.

5. Lightning bugs are beetles they have special substances in their bodies.

6. These substances make them glow these substances are luciferin and
luciferase.

7. The luciferin and luciferase combine with oxygen they produce a green-
ish light.

8. The light can be very intense people in some countries use caged fireflies
as lamps.

9. In addition to their ability to light up, fireflies blink on and off.

10. Incredibly, groups of fireflies blink out of order at first they seem to coor-

dinate their blinking within a few minutes.

Source: Current Science, May 11, 2001.

Exercise 4

1. Glenn Gould died and Canada lost a great musician.

2. Gould was a sublime pianist he was also a composer of international
fame.

3.If you are interested in classical piano music, you will know Glenn
Gould’s name.

4. He was a child prodigy he was put on the stage at a very young age.

5. He was 14 years old and he became a soloist with the Toronto Symphony.
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6. Gould began touring across Canada at age 19 in later yeam%u
performing in public.

7. While he is best known for his interpretations of Bach, he also played
with great mastery the music of many other composers.

8. He was an eccentric and a loner few people knew much about his personal
life.

9. The day after he turned 50, he had a severe stroke and died.

10. Gould’s music continues to live on he is no longer alive.

Source: Adapted from Toronto Star, 16 Nov. 1999, D4.

Exercise 5

Correct the following run-on sentences using any of the methods studied in this
section: adding a period, a semicolon, a semicolon + a transition word, or a
comma + a FANBOYS, or using a dependent word to create a dependent clause.

1. There is a new way to find a date in Japan singles use vending machines
to sell information about themselves to others.

2. Men provide personal details in packets to be sold in the machines first
the men swear they are not married.

3. A woman chooses to purchase a packet for a couple of dollars in it she
will find a picture of the man, his age, and his employment status.

4. The packets also include the men’s phone numbers the women can use
the numbers to contact only the men they like.

5. The system seems to be working many of the couples are dating more
than once.

6. A lot of Japanese businesspeople use the machines they do not have
time to meet people in other ways.

7. Employees have little opportunity to socialize in Japan it is normal to stay
at work until late into the evening.

8.A man might pay almost $50 to put many of his packets into the

machines that doesn’t mean that women will call him.
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9. Japan is famous for its vending machines they are even g&ﬁc%%%ﬁ’eat
and clothes.

10. Other countries might find it unusual to sell personal information in

vending machines they seem to be working well as matchmakers in

Japan.

Source: Fortune, 6 April 1992.

REVIEW OF FRAGMENTS AND RUN-ON SENTENCES

If you remember that all clauses include a subject and a verb, but only independ-
ent clauses can be punctuated as sentences (since only they can stand alone), then
you will avoid fragments in your writing. And if you memorize these six rules for
the punctuation of clauses, you will be able to avoid most punctuation errors.

PUNCTUATING CLAUSES

[ am a student. I am still learning. (two sentences)

I am a student; I am still learning. (two independent clauses)

[ am a student; therefore, (two independent clauses connected by a

I am still learning. word such as also, consequently, finally,
Jurthermore, however, likewise, moreover,
nevertheless, otherwise, then, therefore, thus)

I am a student, so I am still (two independent clauses connected by for,
learning. and, nor, but, or, yet, so)
Because I am a student, (dependent clause at beginning of sentence)

I am still learning.

I am still learning because (dependent clause at end of sentence) The

[ am a student. dependent words are after, although, as, as if,
because, before, even if, even though, ever
since, bow, if, in order that, since, so that,
than, that, though, unless, until, what,
whatever, when, whenever, where, whereas,
wherever, whether, which, whichever, while,
who, whom, whose, why.

It is essential that you learn the italicized words in this table — know which ones
come between independent clauses and which ones introduce dependent clauses.
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PROOFREADING EXERCISE ZITcLECy

Rewrite the following paragraph, making the necessary changes so that there will
be no fragments or run-on sentences. (There are ten areas that need revision.)
The shiny black sports car zipped through the heavy rush hour traffic.
Changing lanes without signalling, tailgating the car immediately in front of it,
acting as though he owned the road. The signs of an impatient driver. When it
approached the intersection with the red signal light. The car paused only long
enough to allow the light to turn green. The driver then had the light in his favour,
however, another car was entering the intersection at the same time. The sports
car slammed into it. Metal screeched, glass broke. Both cars were immobilized but
fortunately no one was hurt badly. Still all the time that the driver had “saved” was
lost now it would be at least 45 minutes before the police arrived. To investigate
the accident. If eyewitnesses stayed to give their statements. Likely the sports car
driver would get a ticket, then he would need to pay a large fine. And higher pre-

miums for his auto insurance.

SENTENCE WRITING

Write a sample sentence of your own to demonstrate each of the six ways a writer
can use to punctuate two clauses. You may model your sentences on the exam-
ples used in the preceding review chart.
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Exploring Sentence Variety

Combining independent and dependent clauses in a variety of patterns allows the
writer to show relationships between ideas.

1. A simple sentence contains just one independent clause (D).

Lester visited me last summer.

Lester moved to Halifax last September but visited me in August. (The two

verbs share the same subject, so there is only one independent clause.)

2. A complex sentence combines one independent clause with at least one
dependent clause (I + D or D + I). Look for more than one subject—verb pair but
only one complete thought.

When the bat in the back of my barn occasionally swoops down on me, [ am

always surprised.

The first clause doesn’t convey a complete thought, so When the bat in the back of
the barn occasionally swoops down on me is a dependent clause.

Lester moved to Halifax after he visited me in August.

The correct punctuation for a complex sentence is determined by the order of
the clauses. Look at the box below and compare its rules to the sentences above.

PUNCTUATING COMPLEX SENTENCES

Option 1. I D. (independent clause followed by dependent)
Option 2. D, I. (dependent first, independent clause following)

3. A compound sentence combines two independent clauses (I + D).

The bat in the back of my barn occasionally swoops down on people, but it

never actually attacks.

Lester has lived most of his life on the West Coast; however, he prefers the

Maritime provinces.

Remember that when a sentence contains two complete thoughts, placing only a
comma between them will not be enough. As the box below indicates, you will
need either a semicolon or a comma with a FANBOYS word.
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=LY
PUNCTUATING COMPOUND SENTENCES
Test: L L. (punctuate as two separate sentences)
Option IL; I. (use a semicolon to link closely related independent ideas)
Option I, FANBOYS I (use a comma plus a small joining word: for,
and, nor, but, or, yet, so) ‘

When you have a sentence with two clauses, use the test in the chart above to see
if you have a compound sentence. Can each clause stand alone as a separate sen-
tence? If so, you can also use other options from the box above to punctuate your
sentence correctly.

Try this example:

The diamond sparkled on the woman’s finger the ring must have cost a for-
tune. (There are two clauses here. The diamond sparkled on the woman’s fin-

ger is the first; the ring must have cost a fortune is the second.)

If you place a period between the two, you discover that both clauses are inde-
pendent; each has a subject + verb and expresses a complete thought.

The diamond sparkled on the woman’s finger. The ring must have cost a fortune.

Because these two ideas are so closely related, you could also choose to place a
semicolon between them:

The diamond sparkled on the woman’s finger; the ring must have cost a fortune.

Finally, you could use a comma plus a FANBOYS word to join these two clauses.
(Note that so means the same as therefore.)

The diamond sparkled on the woman’s finger, so the ring must have cost a

fortune.

4. A compound-complex sentence combines a simple sentence with a complex
sentence. At least two clauses will be independent; another will be dependent.

The bat in the back of my barn occasionally swoops down on people, and

although he never attacks visitors, he certainly frightens them.

pleased with his decision.

Bottom line: If your sentence contains more than one clause, identify the type of
clause each is and then use the punctuation strategies outlined in the text boxes in
this section.
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Effective Sentences Progress Test

Test yourself on how much you have learned about sentence structure. Study the
following word groups. Apply the necessary correction to eliminate any run-on or
fragment. Check your answers in the Answer Key before taking the Post-Test.
1. Our new booklet is enclosed, an up-to-date price list will be sent to you
within the next two weeks.

2. Although the strike has officially ended. We do not expect to resume
production until the first of next month.

3. Ms. Yin is exploring the benefits of computer time-sharing; she believes
that time-sharing will prove economical for the company.

4. The Stanton Company is not planning to expand its sales force. Because
it expects sales to decrease for the next two years.

5. However, Stanton is upgrading its assembly line, the improvements will
allow the company to reduce its workforce to just two shifts from its cur-
rent three.

6. Transportation costs increased nearly 23 percent during the past year; so
product prices had to be increased.

7. The company wants all its customers to know the ingredients of its prod-
ucts, therefore, every item shipped contains a detailed label.

8. The warehouse will be closed for inventory next week. Although the
warehouse manager and her assistants will be at work.

9. During the inventory period, delivery trucks will be re-routed to the sec-
ond plant. Which is located 30 km north of Regina.

10. Next summer staff can expect plant shutdowns at all locations. To allow
recalibration of the machinery.
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Effective Sentences Post-Test B =

Test yourself on how much you have learned about sentence structure. Study the
following word groups. Apply the necessary correction to eliminate any run-on or
fragment.
1. A parliamentary democracy like Canada'’s offers fascinating options. For
voters who take the time to watch Parliament at work.

2. Even though voters in many parts of the country can choose from as
many as six different official parties. Many Canadians don’t recognize
most of these parties as legitimate options.

3. Some official parties represent regions of the country, as a result, not all
parties have candidates running in every riding.

4. The Bloc Québécois, for example, offers candidates only in the province
of Quebec. Because the party’s primary goal is to protect the French
language and the culture of that province.

5. Francophone voters in New Brunswick or Northern Ontario might be
just as concerned about these issues. Which affect their daily lives.

6. In fact, only three Canadian political parties are generally viewed as
national in scope, specifically, the Liberal, Conservative, and New Demo-
cratic parties have historically fielded candidates in every riding.

7. However, the Green Party tried to have a candidate in every federal rid-
ing. In the last election.

8. With the exception of the Bloc, the smaller parties understand the
importance of being seen as nationally representative, however, in a
country as vast as Canada it is difficult to build a political party.

9. Sometimes, Liberal members of Parliament have been elected, when
two or more other parties ran opposing candidates who split the right-
of-centre vote.

10. More recently, the Canadian Alliance Party and the Progressive Conser-
vative Party merged to form the Conservative Party of Canada. Although
there were differences between the two parties’ positions on several
issues.
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Clarity Pre-Test

Some rules of grammar usage are designed to ensure that the writer’s message is
clear. Making the subject agree with its verb, choosing the correct pronoun, keep-
ing sentence elements balanced, and choosing wording carefully are habits that
every good writer develops so that the reader doesn’t have to guess at the mean-
ing. In the sentences below, isolate problems that make the message unclear.
Write your corrections in the spaces between sentences.

1. When the developers explained the area plans to other members of the
Planning Committee, they were confused.

2. The plan for recommended ski hill changes are being debated at the
next council meeting.

3. Discussions at that meeting will involve city staff, the representatives
elected to council, and what interested citizens have to say.
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4. Everyone in the sporting community are wondering if the c%)ggpﬁﬁ;iw"
will include revitalizing the city-owned ski hill, which had to close last
winter because the equipment was outdated.

5. Do either of you snowboard?

6. The hill might attract a lot more attention if us taxpayers supported
adding two special runs for snowboarders.

7. Currently the ski hill has a bunny run, an intermediate hill, and needs a
challenging slope for those training for downhill competitions.

8. When the ski hill was first developed 50 years ago, it has only one bunny
slope.

9. In an ideal world, there would be a lot of cooperation between taxpay-
ers, politicians, and sports enthusiasts in making plans for sports com-
plexes like this hill.

10. Louis Mayer, the manager of Leisure Activities, says his brother skis at a
hill in another city now, which makes him very unhappy.

11. Nobody expected the new plan, which took nearly a year to prepare, to
be so complicated, expensive, and attracting so much controversy.
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ZI L)

12. Planning the new development is one thing; to make lt all happen is
another.

13. My city councillor, who supports the proposal, warns that no other
councillor is as positive about it as her.

14. Therefore, she hopes skiers like you and your sister will attend one of the
several public meetings about the ski hill and voice your ideas.

15. The truth is that there is two kinds of people in the city: the majority who
love winter sports and a smaller number who hate them.

16. If we skiers, snowboarders, and the people who want a sled run don't
attend these meetings, the plan will not gain acceptance in spite of the
fact that we form the majority.

17. Please encourage everyone not only to attend a meeting but also to con-
tact their councillor to support reopening the hill.

18. None of my other friends are a skier, but each of them understands the
benefits of a winter sports complex in a city this size.

19. For example, the senior gentleman who lives across the street from me
learned to ski on that hill; him and his wife will attend the meeting to
show their support.

20. Just between you and me, some children in my neighbourhood fear that
no one cares about the future of the hill as much as them.
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ZITCLEGY
Keeping the Message Clear

Knowing the essential components of a sound sentence and understanding the way
clauses work to convey ideas are only two considerations in sentence structure.
Writers must also ensure that the sentences they build clearly convey ideas. Part 4
describes some of the most common problems that will undermine the clarity of
your message.

This section will describe these areas and then show how to correct errors
associated with them.

Maintaining Subject—Verb Agreement

As we have seen, the subject and verb in a sentence work together, so they must
always agree. Different subjects need different forms of verbs. When the correct
verb follows a subject, we call it subject—verb agreement.

The sentences below illustrate the rule that s verbs follow most singular sub-
jects but not plural subjects.

One turtle walks. Three turtles walk.

The baby laughs. The babies laugh.

A good leader listens to the people. Good leaders listen to the people.

One child plays. Many children play.

And the following sentences show how forms of the verb be (is, am, are, was, were)
and helping verbs (be, bave, and do) are made to agree with their subjects.

This puzzle 2 difficult. These puzzles are difficult.

Iam surprised. You are surprised.

He was sleeping. They were sleeping.

That class ?T_CE been cancelled. Those classes h_ax_ff been cancelled.
She does not want to participate. They do not want to participate.
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Always Singular

The following words are always singular and take an s verb:

“ONE” WORDS “BODY” WORDS OTHERS
one anybody each
anyone everybody either
everyone nobody neither
no one somebody
someone

Someone feeds my dog in the morning.

Everybody was at the concert.

Each does her own homework.

Remember that prepositional phrases often come between subjects and verbs.
You should ignore these interrupting phrases, or you may mistake the wrong word
for the subject and use a verb form that doesn’t agree.

Someone from the apartments feeds my dog in the morning. (Someone is the
subject, not apartments.)

Everybody on the list of celebrities was at the concert. (Everybody is the sub-

ject, not celebrities.)

Each of the twins does her own homework. (Each is the subject, not twins.)

SPECIAL CASES
Part or Portion Subjects

The words some, any, all, none, and most are exceptions to the rule of ignoring
prepositional phrases. These words can be singular or plural, depending on the
words that follow them in prepositional phrases.

Some of the apple was rotten. (subject is part of the singular word, apple)

Some of the apples were rotten. (subject is part of the plural word, apples)
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Is any of the paper still in the supply cabinet? (part of singular)

>

re any of the pencils sharpened? (part of pluraD

=

1 of her work has been recorded.
All of her songs have been recorded.

Subjects jJoined by “or”
When a sentence has more than one subject joined by and, the subject is plural.
Two glazed doughnuts and an onion bagel were sitting on the plate. (The sub-

ject words are joined by and, so the subject is plural. The helping form of the
verb agrees.)

But when two subjects are joined by or, the subject word closer to the verb deter-
mines the verb form.

In the following two sentences, notice how the verb changes to agree with the
subject word closest to it:

The doughnuts or the bagel was her breakfast. (bagel was)

The bagel orthe doughnuts were her breakfast. (doughnuts were)

Reversed Order Sentences

In most sentences, the subject comes before the verb. However, in some cases, the
subject follows the verb. Always identify subjects and verbs carefully.

Over the building flies a solitary flag. (the flag, not the building, flies)
Over the building fly two flags. (the flags, not the building, fly)
There is a good reason for my actions. (reason is)

There are good reasons for my actions. (reasons are)
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EXERCISES

Underline the verbs that agree with the subjects of the following sentences.
Remember to ignore prepositional phrases, unless the subjects are some, any, all,
none, or most. Check your answers ten at a time.

Exercise 1

1. There (is, are) a celebratory sight that occurs around the end of june.

2. From balconies and flagpoles, in windows and doorways (fly, flies) many
gaily coloured rainbow flags.

3. Not everyone (know, knows) what these flags (stands, stand) for.
4. No, they (is, are) not flags in preparation for Canada’s birthday.

5. A parade with elaborate floats and exquisite costumes (are, is) part of
the celebration.

6. Neither the police nor the citizens (seem, seems) to mind the intense
crowds that form on the sidewalks to watch the people in the parade

(go, goes) by.
7. Certain areas of the city (are, is) cleared of all traffic.
8. Even the mayor and other officials (take, takes) part in the frivolity.

9. Regardless of their sexual orientation, people of all ages (has, have)
waited all year to watch this colourful event.

10. Can you guess how many cities in Canada (has, have) Gay Pride
Parades?

Exercise 2

1. Banff National Park in the Rockies (is, are) one of Canada’s most popular
parks.

2. This parkland (was, were) set aside by the federal government in 1885
to preserve the sulphur hot springs for public use.

3. Glaciers from thousands of years ago (clings, cling) to the upper moun-
tain slopes, creating breathtaking scenery.
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4. Cougars, wolves, moose, elk, and two types of bear (makes, mﬁmaﬁ =
National Park their home.

5. Forests of evergreens (softens, soften) the slopes of the Banff Rocky
Mountains.

6. For visitors on all budgets, there (is, are) campgrounds, resorts, and even
a first-class hotel.

7. Either hiking or skiing (is, are) available for most of the months of the
year.

8. Hiking trails (radiate, radiates) from the Banff townsite.

9. The Banff Centre School of Fine Arts (overlook, overlooks) the ski resort
of Banff and the Banff Springs Hotel.

10. Participants in the program (enjoy, enjoys) the wilderness setting com-
bined with the finest modern facilities in the arts.

Source: The Canadian Encyclopedia, s.v. “Banff.”

Exercise 3

1. A group of scientists (is, are) looking into the sensation that we (call,
calls) déja vu.
2. Déja vu (is, are) the feeling that we (is, are) repeating an exact experi-
ence that (has, have) happened before.
3. Part of the odd sensation (is, are) that we (is, are) aware of the illogical
part of déja vu while it (is, are) happening.
A, One neory of Siymund Freud's {was, were) that dgja vu (take, takes)

place when a Teal expernence (Connect, Connects) us With our uncon-
scious thoughts.

5. Another of the psychiatrists studying déja vu (believe, believes) that our
previous experiences (is, are) stored like holographic images.

6. And déja vu (happen, happens) when a new experience closely matches
the 3-D memory of an old one.

7. The most recent theory (hypothesize, hypothesizes) that two different
* parts of the brain (control, controls) memory and familiarity.
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8. One part (give, gives) us access to individual clear memories.
9. The other part (is, are) responsible for vague feelings of familiarity.

10. Experts in the field of psychiatry now (think, thinks) that the brain (pro-
duce, produces) déja vu when this familiar feeling (activate, activates)
during a brand-new experience.

Source: Scientific American, September 2002.

Exercise 4

1. Some of the world’s gems (has, have) been designated as birthstones.
2. Each of these stones (is, are) unique.

3. Either a zodiac sign or a month of the year (is, are) represented by a par-
ticular gem.

4. The stone for January (is, are) garnet, and February’s (is, are) amethyst.
5. Aquamarine and diamond (is, are) March and April’s birthstones.
6. Someone who is born in May (has, have) emerald as a birthstone.

7. The pearl, the ruby, and peridot (represent, represents) those with birth-
days in June, July, and August, respectively.

8. And the remaining months — September, October, November, and
December — (is, are) associated with sapphire, opal, topaz, and turquoise
— in that order.

9. The custom of assigning birthstones to signs of the zodiac (come,
comes) from the connection between gems and the stars.

:
?
i
-

10. Both gemstones and stars (shine, shines).

Source: Gem Stones (New York: Dorling Kindersley, 1994).

Exercise 5

1. Three million Canadians (is, are) blind or visually impaired and (requires,
require) books in an alternative format such as Braille or audio.
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2. Today, less than 5 percent of published literature in Cana@q?,’ﬁr“ej’“"
available in such formats, but the CNIB Library (exists, exist) to address
barriers to access to print information.

3. The Library (is, are) currently undertaking a complete digital transfor-
mation of its infrastructure and services, and some of these services (s,
are) being offered for the first time.

4. This transformation of the Library’s materials (is, are) leading to the first
Al Torany of s degd rny Torades (e e ting o 3 o e
world (is, are) watching this project with great interest.

5. With over 60 000 titles in its collection, including more than 300 000
individual talking book copies, the CNIB Library conversion (doubles,
double) the size of the collection and (allows, allow) clients to access
materials faster and in better ways than ever before.

6. The Library’s clients across Canada (requests, request) nearly two million
accessible items and (makes, make) more than 50 000 inquiries to
reader advisors every year.

7. Twenty percent of new books added to the collection every year (is, are)
children’s titles, and the Library (maintains, maintain) the world’s
second-largest collection of music in Braille.

8. Canada Post or the website (is, are) used to make the requested item
available, although some of the audio items (is, are) even available over
the phone.

9. Many of the other countries in the world (funds, fund) comprehensive
library service for blind or visually impaired citizens; in fact, there (is, are)
no other G8 countries without government-sponsored programs.

10. Along with 40 other non-profit libraries for the blind, the Canadian
National Institute for the Blind Library (belongs, belong) to the interna-
tional DAISY (Digital Audio-based Information SYstem) Consortium,
which (is, are) creating world standards for the next generation of digi-
tal audiobooks.

Source: About the CNIB Library for the Blind. 2005. CNIB (Canadian National Institute for the
Blind). http://www.cnib.ca/library/general_information/about_lib.htm.
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PROOFREADING EXERCISE

Find and correct the ten subject-verb agreement errors in the following para-
graph.

My courses for this academic year are really challenging. Each of the classes
are difficult in a different way. Some of them requires us to learn on our own in
labs. And the others demand that students carefully follows the minute instructions
of the professor. The assignments given by my geography instructor, for example,
is harder than | expected. Everybody in the class have to prepare a scale model of
a mountain range. All of the models so far have looked the same. But one of the
models were a little out of scale, and the instructor failed it. The other students
and | has decided to work together so that none of us makes the same mistake. |
guess that all of this hard work are worthwhile. My instructors says it helps prepare

us for our future careers.

SENTENCE WRITING

Write ten sentences in which you describe the shoes you are wearing. Use verbs in
the present time. Then go back over your sentences — underline your subjects
once, underline your verbs twice, and be sure they agree.
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Using Pronouns

Nouns name people, places, things, and ideas — such as students, school, computers,
and cyberspace. Pronouns take the place of nouns to avoid repetition and to clarify
meaning. Look at the following two sentences. Nouns are needlessly repeated in the
first sentence, but the second uses pronouns.

The boy’s mother felt that the children at the party were too loud, so the boy’s
mother told the children that the party would have to end if the children
didn’t calm down.

The boy’s mother felt that the children at the party were too loud, so she told
them that it would have to end if they didn’t calm down.

In the second sentence, she replaces motber, they and them replace children, and
it takes the place of party.

Choosing the Right Pronoun

Of the many kinds of pronouns, the following cause the most difficulty because
they include two ways of identifying the same person (or people), but only one
form is correct in a given situation:

SUBJECT GROUP OBJECT GROUP
I me

he him

she her

we us

they them

who whom

Use a pronoun from the Subject Group in two instances:
1. Before a verb as a subject:

He is my cousin. (He is the subject of the verb is.)
Heis taller than I (The sentence is not written out in full, It means “He is taller

than 7am.” 7 is the subject of the verb am.)

Whenever you see than or as in a sentence, ask yourself whether a verb is missing
at the end of the sentence. Add the verb in both speaking and writing, and then
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youwll automatically use the correct pronoun. Instead of saying, “She’s smarter than
(1, me),” say, “She’s smarter than I am.” Also, instead of “She is as tall as (he, him),”
say “She is as tall as he is.”

2. After a linking verb (is, am, are, was, were) as a pronoun that renames the
subject:

The one who should apologize is be. (He is the one who should apologize.
Therefore the pronoun from the Subject Group is used.)

The winner of the lottery was she. (She was the winner of the lottery. There-

fore the pronoun from the Subject Group is used.)

Use pronouns from the Object Group for all other purposes. In the following
sentence, me is not the subject, nor does it rename the subject. It follows a prepo-
sition; therefore, it comes from the Object Group.

My boss left a message for Rachael and me.

A good way to tell whether to use a pronoun from the Subject Group or the Object
Group is to leave out any extra name (and the word and). By leaving out Rachael
and, you will say, My boss left a message for me. You would never say, My boss left
a message for I

My sister and 7 play chess on Sundays. (I play chess on Sundays.)

She and her friends rented a limousine. (She rented a limousine.)

We saw Joseph and them last night. (We saw them last night.)

The teacher gave wus students certificates. (Teacher gave us certificates.)

The coach asked Raj and me to wash the benches. (The coach asked me to

wash the benches.)

Making Pronouns Agree

Just as subjects and verbs must agree, pronouns should agree with the words they
refer to. If the word referred to is singular, the pronoun should be singular. If the
noun referred to is plural, the pronoun should be plural.

Each concept car has its own advantage.
The pronoun ifs refers to the singular noun car and therefore is singular.

Both concept cars have their own advantages.

The pronoun their refers to the plural noun cars and therefore is plural.
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The same rules that we use to maintain the agreement of subject?a@n verbs ™
also apply to pronoun agreement. For instance, ignore any prepositional phrases
that come between the word and the pronoun that takes its place.

The box of chocolates has lost its label.

Boxes of chocolates often lose their labels.

The player with the best concentration usually beats ber or his opponent.

Players with the best concentration usually beat their opponents.

When a pronoun refers to more than one word joined by and, the pronoun is
plural:

The teacher and the tutors eat their lunches at noon.
The salt and pepper were in their usual spots on the table.

However, when a pronoun refers to more than one word joined by or, then the
word closest to the pronoun determines its form:

Either the teacher or the tutors eat their lunches in the classroom.
Either the tutors or the teacher eats ber lunch in the classroom.
Today many people try to avoid gender bias by writing sentences like the following:

If anyone wants help with the assignment, he or she can visit me in my office.
If anybody calls, tell him or her that I'll be back soon.
Somebody has left his or her pager in the classroom.

But those sentences are wordy and awkward. Therefore some people, especially in
conversation, turn them into sentences that are not grammatically correct.

If anyone wants help with the assignment, they can visit me in my office.
If anybody calls, tell them that I'll be back soon.
Somebody has left their pager in the classroom.
Such ungrammatical sentences, however, are not necessary. It just takes a little

thought to revise each sentence so that it avoids gender bias and is also grammatically
correct:

www.ztcprep.com
NEL

*




Using Pronouns 137

2/ TCLtT

Anyone who wants help with the assignment can visit me in my office.

Tell anybody who calls that I'll be back soon.

Somebody has left a pager in the classroom.
Probably the best way to avoid the awkward be or she and him or ber is to make
the words plural. Instead of writing, “Each actor was in his or her proper place on
stage,” write, “All the actors were in their proper places on stage,” thus avoiding
gender bias and still having a grammatically correct sentence.
Making Clear Pronoun References

A pronoun replaces a noun to avoid repetition, but sometimes the pronoun sounds
as if it refers to the wrong word in a sentence, causing confusion. Be aware that
when you write a sentence, you know what it means, but your reader may not.
What does this sentence mean?

The students tried to use the school’s computers to access the Internet, but
they were too slow, so they decided to go home.

Who or what was too slow, and who or what decided to go home? We don’t know
whether the two pronouns (both they) refer to the students or to the computers.
One way to correct such a faulty reference is to use singular and plural nouns:

The students tried to use a school computer to access the Internet, but it was
too slow, so they decided to go home.

Here’s another sentence with a faulty reference:
Sylvie told her mother that she needed a haircut.

Who needed the haircut — Sylvie or her mother? One way to correct such a faulty
reference is to use a direct quotation:

Sylvie told her mother, “You need a haircut.”
Sylvie said, “Mom, 1 need a haircut.”
Or you could always rephrase the sentence completely:

Sylvie noticed her mother’s hair was sticking out in odd places, so she told her
mother to get a haircut.

Another kind of faulty reference is a which clause that appears to refer to a specific
word, but doesn’t really.

I wasn’t able to finish all the problems on the exam, which makes me worried.
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The word which seems to replace exam, but it isn’t the exam that makeg ng WOT-
ried. The sentence should read

I am worried that I wasn’t able to finish all the problems on the exam.

The pronoun i causes its own reference problems. Look at this sentence, for example:

When replacing the ink cartridge in my printer, it broke, and I had to call the
technician to come and fix it.

Did the printer or the cartridge break? Here is one possible correction:

The new ink cartridge broke when I was putting it in my printer, and I had to
call the technician for help.

EXERCISES

Exercise 1

Underline the correct pronoun. Remember the trick of leaving out the extra name
to help you decide which pronoun to use. Use the correct grammatical form even
though an alternate form may be acceptable in conversation.

Vi & W N =

=)

8.

10.

. My father and (I, me) went camping over the long weekend.

.l usually enjoy these trips to the wilderness more than (he, him).

. This time, however, both (he and I, him and me) had fun and relaxed.
. Since my dad is less athletic than (I, me), we didn’t hike very much.

. Every time (he and |, him and me) have gone camping before, | have

chosen where to stay and what to do.

. The one who was in charge on this trip was (he, him).

. He may like to sit around more than (I, me), but he still knows how to

have fun.
The fish seemed to come right up to (he and |, him and me) in the boat,

as if they thought we were part of the lake.

. 1 guess | am a lot less patient than (he, him), but now | have learned how

to stay in one spot and enjoy the moment.
In the future, | will leave all the big decisions about our camping trips up

to (he, him) and Mother Nature.
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Exercise 2

Underline the pronoun that agrees with the word the pronoun replaces. If the cor-
rect answer is the awkward his or her, revise the sentence.

1. Each of my mother’s prescription drugs has (its, their) own side effects.

2. Some of the drugs on the market today carry labels that advise con-
sumers not to use (it, them) with other specified medications.

3. Each of the patients in the chronic care wing of the retirement home
must have separate charts to indicate which medications (he or she,
they) are taking.

4. However, some charts aren’t as up to date as (it, they) ought to be.

5. Although several individuals die every year from a drug interaction, the
cause of (his or her, their) deaths might be difficult to determine without
proper records.

6. Each of the deaths due to drug interactions is unnecessary; (it, they)
could have been avoided.

7. Family members need to pay close attention to the medication taken by
(his or her, their) loved ones.

8. When the relative moves into a hospital setting with nurses providing
constant care, (his or her, their) drug interactions are more closely
observed.

9. Still, an otherwise healthy person may not be aware that over-the-
counter drugs can be harmful to (him or her, them).

10. Every individual should make a point of checking all medicine purchases

with (his or her, their) pharmacist.

Exercise 3

Underline the pronoun that agrees with the word the pronoun replaces. If the cor-
rect answer is the awkward his or her, revise the sentence.

1. In her will, Linda has indicated that she wants her two cats Ying and

Yang to go to Larry and (me, |, myself).
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2. (He and I, Him and I, Me and him) are hoping that Linda Iivesgm@;’&@j
time. '

3. Linda loves these cats more than (he and I, him and me).

4. | wish Linda had asked (we, us) friends before making such a commit-
ment.

5. (We, Us) both love animals; however, Larry has an allergy to cat fur.

6. As a result, there’s no way we would be able to give Ying and Yang as
much love and attention as (her, she).

7. (Me and Larry, Larry and 1) are trying to find a way to break this news to
Linda because the cats should go to another home.

8. It’s a delicate matter; nothing is more valuable in Linda’s life than (them,
they).

9. We know that we should be honoured that Linda has chosen (us, we)
friends to be the cats’ caregivers.

10. Maybe Linda’s brother or sister would agree that they could provide a

more appropriate home than (us, we).

Exercise 4

Most—but not all— of the sentences in this exercise aren’t clear because we don’t
know what word the pronoun refers to. Revise those sentences to make the mean-
ing clear. Since there are more ways than one to rewrite each sentence, yours may
be as good as the ones in the Answer Key.

1. The student awards ceremony was not without its problems.

2. The programs didn’t arrive on time from the printers, and they mis-
spelled several names.

3. Each of the students receiving an award could invite their parents to the
ceremony.

4. However, some students invited his or her entire family.

5. Although the workers placed 300 chairs in the hall late yesterday after-
noon, they weren’t clean at the time.

6. Some of the award recipients tripped over the electrical cords as they

went to the podium.
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7. A serious accident outside the hall involved a truc?a%éﬁ”éﬁgulana
k its horn stuck and drowned out the introductions.
8. The affair was expected to last just two hours, but they began leavin
after only an hour.
9. Luanne, who won the President’s Award, promised her sister that sh
would be home by 10:00.

10. The award winners stayed later for a group photo, which was the hig

point of the evening.

Exercise 5

1. The MacNeils bought some new trees, but they were too tall for them

2. We ordered patio furniture, and it arrived the next day.

3. | signed the credit card slip, put my card back in my wallet, and hande
it to the cashier.

4. When students work in groups, they get a lot of work done.

5. As he took the lenses out of the frames, they broke.

6. Whenever | put gas in my car, | get a headache from the smell of it.

7. Coupons help people save money on certain items that they buy.

8. Prospectors lived on the hope that they would find enough gold t
make them rich.

9. Sheema'’s teacher asked her to copy her notes for another student.

10. Asked again to consider the rejected applications, the committee mad

its final decision.

PROOFREADING EXERCISE

The following paragraph contains errors in the use of pronouns. Find and correc
the errors.

| told my cousin Miles a secret at our last family reunion, and as soon as | dic
| knew it would get out. | forgot that Miles is six years younger than me when

told him that | was taking a job overseas. Right before | told him the secret, | saic
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“Now this is just between you and |, and you’re not going to tell am,gﬁéfu'
He assured me that the only person he would talk to about it was me. | made the

mistake of believing him. If | had taken out a full-page ad in the newspaper to
print my secret and delivered it to my family, it could not have been spread

around faster. Miles and | are still cousins, but him and me are no longer friends.

SENTENCE WRITING

Write ten sentences about a misunderstanding between you and someone else.
Then check that your pronouns are grammatically correct, that they agree with
the words they replace, and that references to specific nouns are clear.

Correcting Misplaced or Dangling Modifiers

When we modify something, we often change whatever it is by adding something
to it. We might modify a car, for example, by adding special tires. In English we call
words, phrases, and clauses modifiers when they add information to part of a sen-
tence. To do its job properly, a modifier should be in the right spot — as close to
the word it describes as possible. If we put new tires on the roof of the car instead
of where they belong, they would be misplaced. In the following sentence, the
modifier is too far away from the word it describes to make sense. It is a misplaced
modifier.

Swinging from tree to tree, we watched the monkeys at the zoo.
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Was it we who were swinging from tree to tree? That’s what t@e sentence “says
because the modifying phrase Swinging from tree to tree is next to we. It should be
next to monkeys.

At the zoo, we watched the monkeys swinging from tree to tree.
The next example has no word at all for the modifier to modify:

At the age of eight, my family finally bought a dog.
Obviously the family was not eight when it bought a dog. Nor was the dog eight.
The modifier At the age of eight is dangling there with no word to attach itself to, no
word for it to modify. We can get rid of the dangling modifier by turning it into a
dependent clause. (See p. 96 for a discussion of dependent clauses.)

When I was eight, my family finally bought a dog.

Here the clause has its own subject and verb — I was — and there’s no chance of
misunderstanding the sentence. Here’s another dangling modifier:

After a ten-minute nap, the plane landed.
Did the plane take a ten-minute nap? Who did?

After a ten-minute nap, I awoke just as the plane landed.

EXERCISES

Carefully rephrasé any of the following sentences that contain misplaced or dan-
gling modifiers. Some sentences are correct.

Exercise 1

1. After test-driving several cars, my first vehicle purchase was a Chevrolet
Impala.

2. At the age of 21, the car seemed to include all the features that |
required.

3. The car was sold to me by a dealer with a leaky gas tank.

4. Full of gas, | drove the car home from the dealer’s lot.
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5.

6.
7.
8.
9.
10.

Sitting in my driveway all night, | couldn’t get the car to start the fol-
lowing morning.

Smelling like spilled gasoline, | began to worry.

Under the car, a neighbour pointed at the puddle of gas.

Less than a day after buying the car, it had run out of fuel.

A tow truck towed the car back to the dealership with its hook.

After the gas tank was repaired, | almost drove 500 000 km with this car.

Exercise 2

1

. Canada Day is a time to celebrate in my hometown on July 1.
2,

In the park, families with laughing children spread out blankets with pic-
nic lunches.

. At the age of 7, the lake’s waters beckon.

4. Sitting on the beach, the sand feels warm.

10.

. With loud trumpets and drums, people line up along the street to watch

the marching bands.

. Marching and playing their instruments with perfect precision, the

bystanders especially love the school bands.

. Some floats in the parade distribute candies to the spectators designed

with tiny Canadian flags.

. In the shape of a maple leaf, face painters use red theatre makeup to

decorate children’s faces.

. When the fireworks display begins, children try to touch the sudden

showers of light in the sky sitting on blankets scattered across the park.

Holding their ears to muffle the loud booms, smali children’s squeals of
delight fill the fields.

Exercise 3

1.
2.

My sister ran over the neighbour’s cat by accident.

Weeping loudly, you would have thought the neighbour mistook her
pet for a child.
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3. She wailed and threatened us with a lawsuit seeking thousands of dollars
in damages.
4. At the age of 35, you would think her reaction could have been more
reasonable.
5. Our family loves cats, but this one roamed the streets killing harmless lit-
tle birds with no regrets.
6. Feeling sorry for my sister, who would never intentionally hurt any ani-
mal, the idea came to me to replace the cat.
7. After offering to purchase a new cat for her, the neighbour’s crying
stopped.
8. We adopted a cat for the neighbour with a fluffy tail.
9. Less than six weeks later, the new cat wandered away sadly.

10. Offering to help look for it, the neighbour just shrugged her shoulders.

Exercise 4

1. Taking tickets at the Tilt-a-Whirl, the carnival quickly lost its appeal.
2. She asked her manager for a raise and received one.
3. The actors opened the gifts in their costumes.
4. A police car sat in the middle of the intersection.
5. Dragging along the floor, the dog pulled its heavy leash.
6. | sent him a photograph of me in Cape Breton.
7. She found a dollar bill going through her pockets.
8. Promising to return, our guide left us alone in the museum.
9. The Boy Scouts went camping with their fathers.
10. After shouting “Happy New Year!” the room went completely quiet.

Exercise 5

1. One day after turning 40, my new car broke down on the freeway.
2. Liking the rush of fresh air on his face, my brother lets his dog hang out

the car window.
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3. | ran through the park to try out my new shoes.
4. Studying in the writing lab, my comma problems disappeared.
5. Helping my father gives me great pleasure.
6. Chasing each other up and down a tree, we saw a pair of squirrels.
7.1 like to watch television at night.
8. We are proud of our sister for graduating with honours.
9. Lifting the heavy television, her face turned red.
10. | enjoy collecting things from days gone by.

PROOFREADING EXERCISE

Find and correct any misplaced or dangling modifiers in the following paragraphs.

| love parades, so last year my family and | went to Toronto to see the
Caribana parade. It turned out to be even more wonderful than | expected.

Arriving one day before the festivities, the city was already crowded with
tourists. Early the next morning, people set up lawn chairs on Lakeshore Boule-
vard. We didn’t want to miss one float in the parade, so we found our own spot
and made ourselves at home. When the parade began, | had as much fun
watching the spectators as the parade itself. | saw children pointing at the
breathtaking floats sitting on their parents’ shoulders. Decorated extravagantly
with feathers and sequins, | couldn’t believe how beautiful the costumes were.

The crowd was overwhelmed by the sights and sounds of the parade.
Marching and playing their instruments with perfect rhythm, everyone especially
enjoyed hearing the steel drum bands. They must have practised the whole year
to be that good.

My experience didn’t end with the parade, however. After the last float
had passed, | found a $20 bill walking up Yonge Street. Now hanging on my

wall at home, | framed it as a souvenir of my Caribana experience.
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Avoiding Shifts in Time and Person

In crafting multi-clause sentences or extended paragraphs, you will want to keep
your eye on consistency and appropriateness of time frames (expressed by verb
tense) and perspective (determined by the “person™.

Shifts in Time

Verbs and their tenses (present, past, future) place actions in a time context. Use
common sense to guide you. If you begin writing about a topic in past time, don’t
shift back and forth to the present unnecessarily. If you begin in the present, don’t
shift to the past without good reason.

Confusing shift in time:

Tom loved racing his Volkswagen GTI, and he wins lots of races.

Does Tom still race? (Joved is in past tense)
If he doesn’t race, how can he still win races? (win is in present tense)

Possible corrections:
Tom Joves racing his Volkswagen GTI, and he wins lots of races. (present)
Tom loved racing his Volkswagen GTI, and he won lots of races. (past)
Required shifts in time:
When I was just six years old, I did not know that all spiders have eight legs.
Here the first two verbs (was and did know) are written in the past tense, but
the final verb (bave) is in present. This shift is correct because spiders still have

eight legs, but the writer is no longer six and has learned more about spiders.

Lu Kim is studying Canadian history and geography and was surprised to hear
that the country’s maple leaf flag design generated so much controversy in the
1960s.

Here the present tense has to be used with the first verb (is studying) to rep-
resent an action taking place right now. On the other hand, both the student’s sur-
prise and the controversy are in the past (was, generated).

Remember that shifts in time should be justified.
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Shifts in Person Z] Q:Sé:'J

To understand what “person” means when using pronouns, imagine a conversation
between two people about a third person. The first person speaks using “I, me, my ... ”;
the second person would be called “you”; and when the two of them talked of a third
person, they would say “he, she, they....” You should never forget the idea of “per-
son” if you remember it as a three-part conversation.

First person — I, me, my, we, us, our
Second person — you, your

Third person — be, him, bis, she, ber, bers, they, them, their, one, anyone

You may use all three of these groups of pronouns in a paper, but don’t shift from
one group to another without good reason.

Wrong:  Few people know how to manage their time. One need not be
an efficiency expert to realize that one could get a lot more done
if he budgeted bis time. Nor do you need to work very hard to
get more organized.

Better: Everyone should know how to manage bis or bertime. One need
not be an efficiency expert to realize that a person could get a lot
more done if one budgeted one’s time. Nor does one need to work
very hard to get more organized. (Too many oné's in a paragraph
make it sound overly formal, and words such as everyone lead to
the necessity of avoiding sexism by using s/be or be or she, etc.
Sentences can be revised to avoid using either you or one.)

Best: Many of us don’t know how to manage our time. We need not be
efficiency experts to realize that we could get a lot more done if
we budgeted our time. Nor do we need to work very hard to get
more organized.

Often students write you in a paper when they don’t really mean you, the
reader.

You wouldn'’t believe how many times I saw that movie.
Such sentences are always improved by getting rid of the you.

I saw that movie many times.

PROOFREADING EXERCISES

Each of the following paragraphs contains unnecessary shifts in time or person.
Where required, change the verbs to maintain the appropriate time frame. When
there is an unnecessary shift in person, revise the writing to eliminate the prob-
lem. Your corrections will make these paragraphs read smoothly and clearly.
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1. I loved travelling by train. The rocking motion makes yog@ﬂ%lj%d the
clackety-clack of the railroad ties as we ride over them sounds like a heartbeat to
me. | also enjoy walking down the aisles of all the cars and looking at the different
passengers. Whole families sat together, with children facing their parents. |
noticed that the kids liked to ride backward more than the adults. The food that
you ate in the dining car was expensive, but it is always fancy and delicious. My
favourite part of the train is the observation car. It is made of glass from the seats
up so that we could see everything that we passed along the way.

2. People, especially those who have money, are sometimes wasteful. They
exhibited wastefulness in different ways. Restaurants throw out a lot of food every
day. Homeowners watered their lawns for too long and let the excess run down
the street. People cleaning out their garages discarded their clothes and furniture
instead of giving them to charities. | admit that | am sometimes wasteful too, for
I am a typical member of our society. Last week, | use three sheets of paper for a
one-page assignment because | made three tiny mistakes, and | usually order too
much food at restaurants. We all needed to start conserving our resources now
while there is still time.

3. There is an old joke that people used to tell about being on the “see-food
diet.” When they are asked what the “see-food diet” means, the jokers replied,
“Whenever | see food, | eat it.” There is a kernel of truth in this old joke, accord-
ing to scientists. When the human brain sees food, it sent out a chemical that
gives you pleasure. That substance was called dopamine, and it is probably the
way that the brain tempted the body to eat so that you don't starve. Unfortu-
nately, there is so much food in our modern North American society that

dopamine makes people want food even when they didn‘t need it.

Source: Discover, September 2002.

WWW.ztcprep.com

NEL




150 Part4 Keeping the Message Clear

Correcting for Parallel Structure

Your writing will be clearer and easier to read and understand if you use parallel
construction. That is, when you include any kind of list, put the items in similar
form. If you write

My favourite ice cream flavours are rocky road, heavenly hash, and the green
ice cream with chocolate chips in it.

the sentence is awkward. The items don’t all have the same form. But if you write
My favourite ice cream flavours are rocky road, heavenly hash, and mint-chip.

then the items are balanced or parallel. They are all nouns because they are names
of ice cream flavours. Or you could write

I like ice cream with nuts, marshmallows, or chocolate chips.
Again the sentence has parallel structure because all three items in the list are
nouns. Note how much easier it is to read the parallel sentences. Here are other

examples.

LACKING PARALLEL CONSTRUCTION HAVING PARALLEL CONSTRUCTION

I like to hike, to ski, and going sailing. I like to hike, to ski, and to sail. (all

“to, ” verbs)
The office has run out of pens, paper, The office needs more pens, paper, ink
ink cartridges, and we need more cartridges, and toner. (all nouns)
toner, too.
They decided that they needed a They decided that they needed a
change, that they could afford a new change, that they could afford a new

house, and wanted to move to Calgary.  house, and that they wanted to move to
Calgary. (all dependent clauses)

The supporting points in an outline should always be parallel. In the following brief
outlines, the supporting points in the left-hand column are not parallel in structure.
Those in the right-hand column are parallel.
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NoOT PARALLEL PARALLEL
Food Irradiation Food Irradiation
I. How is it good? I. Benefits
A. Longer shelf life A. Extends shelf life
B. Using fewer pesticides B. Requires fewer pesticides
C. Kills bacteria C. Kills bacteria
II. Concerns II. Concerns
A. Nutritional value A. Lowers nutritional value
B. Consumers are worried B. Alarms consumers
C. Workers’ safety C. Endangers workers

Using parallel construction will make your writing more effective. Note the effective
parallelism in these well-known quotations:

A place for everything and everything in its place.

Isabella Mary Beeton

I have been poor and I have been rich. Rich is better.

Sophie Tucker

The more the data banks record about each of us, the less we exist.

Marshall McLuban

A Canadian I was born; a Canadian I will die.

Jobn G. Diefenbaker

EXERCISES

Most — but not all — of the following sentences lack parallel structure. In some,
you will be able to cross out the part that is not parallel and write the correction
above. Other sentences will need complete rephrasing.

~Exercise 1

1. | like coffee, and 1 sort of like tea.

2. I've heard that coffee is bad for you, but drinking tea is good.

3. It must not be the caffeine that’s bad because coffee has caffeine and so
does tea.
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4. | heard one expert say that it’s the other chemicals in the coi?eg%eégj
that make the difference in health benefits.

5. All teas are supposed to be healthy, but the healthiest is green tea sup-
posedly.

6. Unfortunately, green tea is the only type of tea | don't like.

7.1 love orange pekoe tea with tons of milk and a ton of sugar too.

8. | was really surprised to find out that all tea leaves come from the same
plant. ,

9. | know that all coffee comes from coffee beans, but it shocked me to find
out that green tea and orange pekoe are both made with leaves from
the Camellia sinensis plant.

10. Maybe I'll give green tea another try since it could improve my health.

Exercise 2

1. | recently discovered what the word trivia means and its history.

2. A Greek goddess named Hecate was famous for frightening travellers.

3. She would do spooky things to them on highways, at crossroads, and
when they walked down country paths.

4. Hecate especially liked to haunt three-way intersections.

5. The three roads came together, and a “T” shape was formed.

6. This type of place had two different ancient names: triodos in Greek, and
in Latin it was trivium.

7. So Hecate was also called “Trivia,” but the story didn’t end there.

8. To please Hecate (Trivia), people placed statues of her with three faces or
the same number of bodies wherever three roads met.

9. People began to use these decorated spots as gathering places to talk
about daily business, to catch up on gossip, and because these land-

marks were so easy to find.
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10. That’s how the word trivial came to mean “commonplace” or unimpor-
tant, like the tidbits of information people shared at Hecate’s favourite
hangout.

Source: By Jove! (New York: HarperCollins, 1992).

Exercise 3

1. There are many coincidences in the lives of the members of my family.

2. My mother and father were both born on July 1, and | was born on
Canada’s birthday.

3. My mother was named Sarah Louisa at birth; my cousin’s first name is
Louisa and her middle name is Sarah. 4

4. My mother was 24 when she had her first baby, and her sister-in-law was
pregnant at the time.

5. Therefore, my cousin and | are the same age.

6. When my father was in high school, he had three jobs: waiter, babysit-
ter, and he delivered newspapers.

7.To earn extra money, | often deliver newspapers, work in a restaurant,
and | get money for babysitting for my neighbour.

8. Sometimes my cousin and | will meet accidentally at the movies, and we
wore the same shirts.

9. Is this just a coincidence or we have something in common?

10. My cousin and | both hope to become veterinarians: | study science at

school, and she is doing a volunteer job at an animal shelter this year.

Exercise 4

1. Going to the new car wash in my neighbourhood is like a trip to paradise.
2. It has a plush lounge that offers free coffee, cookies, and there are even

pretzels for those who don’t like sweets.
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3. The leather furniture comforts weary customers as they waiﬁmh“e"r‘*‘“’
cars to be cleaned.

4. Full plate-glass windows line the front wall of the lounge so that people
can see their vehicles being dried, and sometimes they even check out
the cars of the people around them.

5. For those who don't like to sit down, a full assortment of greeting cards
lines the back wall of the lounge, as well as car accessories too.

6. To keep things interesting, every hour there is a drawing for a free car
wash; | haven’t ever won one of those though.

7. Whenever | am waiting in the luxurious setting of the car wash, | won-
der about two things.

8. Why do people talk on cell phones when they could be resting, and how
can you explain that some people stand up when they could be sitting
on a nice leather sofa?

9. | will always love going to my neighbourhood car wash.

10. It's the modern equivalent of going to the barbershop or to get a new

hairdo at the beauty parlour.

Exercise 5
Make the following list parallel.

1. I've made a list of eight basic steps I can follow to improve my writing.

2. First, | need to accept that my writing needs work and | can make it better
if 1 try.

3.Second, a lot of progress can be made by just cutting out wordy
expressions.

4. Third, working on my vocabulary will also help a lot.

5. Fourth, | need to proofread my papers more carefully.

6. Fifth, my sentences should be different lengths, some short and others

should be longer.
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7. Sixth, I've been told that | use the passive voice too much and that |

should use the active voice instead.

8. Seventh, budgeting my time will allow a first draft to sit for a while
before | revise it.

9. Finally, always look at the overall structure of a paper when | revise, not
just the words and sentences.

10. By following these eight steps, | hope to be a better writer.

PROOFREADING EXERCISE

Proofread the following paragraph about Alfred Hitchcock, the famous movie
director, and revise it to correct any errors in parallel structure.

Alfred Hitchcock was born in England in 1899, but in 1955 he became a cit-
izen of the United States. He hated his childhood nicknames, “Fred” and another
of his nicknames “Cocky.” He did not have a close relationship with his brother,
his sister, or with any friends. When Hitchcock was only 6 years old, his father gave
him a note, and Alfred was supposed to take it to the police station near their
house. He delivered the note to one of the officers. The officer followed the direc-
tions in the note, put little Alfred in a holding cell for several minutes, telling him
that was what happened to bad children. It was his father’s way of keeping Alfred
on the right track, but it had the opposite effect. Throughout his life, Hitchcock
had an intense fear of doing something wrong. He made more than 50 films; the
most successful of them was Psycho. In the opening credits of his television series,
he used to step into a line drawing of his famous profile. Many people don’t know
that Alfred Hitchcock drew that sketch himself.

1 ‘ Source: Biography Magazine, Oct. 1998.

SENTENCE WRITING

Write ten sentences that use parallel structure in a list or a pair of objects, actions,
locations, or ideas. You may choose your own subject or describe a process that
you carry out at your job.
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Avoiding Clichés, Awkward Phrasing,
and Wordiness

Clichés

A cliché is an expression that has been used so often it has lost its originality and
effectiveness. Whoever first said “light as a feather” had thought of an original way
to express lightness, but today that expression is worn out. Most of us use an occa-
sional cliché in speaking, but clichés have no place in writing. The good writer
thinks up fresh new ways to express ideas.

Here are a few clichés. Add some more to the list.

the bottom line

older but wiser

last but not least

in this day and age
different as night and day
out of this world

white as a ghost

sick as a dog

tried and true

at the top of their lungs
the thrill of victory

one in a million

busy as a bee
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easier said than done

better late than never

Clichés lack freshness because the reader always knows what's coming next. Can
you complete these expressions?

the agony of ...
breathe a sigh of ...
lend a helping ...
the early bird ...
raining cats and ...
time flies when ...
been there ...
worth its weight ...

Clichés are expressions too many people use. Try to avoid them in your writing.

Awkward Pbrasing

Another problem — awkward phrasing — comes from writing sentence structures
that no one else would use because they break basic sentence patterns, omit neces-
sary words, or use words incorrectly. Like clichés, awkward sentences might sound
acceptable when spoken, but as polished writing, they are usually unacceptable.

AWKWARD
There should be great efforts in terms of the cooperation between coaches
and their athletes.

CORRECTED
Coaches and their athletes should cooperate.

AWKWARD
During the experiment, the use of key principles was essential to ensure the
success of it.

CORRECTED
The experiment was a success. or We did the experiment carefully.

AWKWARD
My favourite was when the guy fell all the way down the ship.

CORRECTED
In my favourite scene, a man fell all the way down the deck of the sinking ship.

.ztcprep.com
NEL




158 Part4 Keeping the Message Clear

. . B ayj
Wordiness
Good writing is concise writing. Don’t say something in ten words if you can say it
better in five. “In today’s society” isn't as effective as “today,” and it’s a cliché. “At
this point in time” could be “presently” or “now.”

Another kind of wordiness comes from saying something twice. There’s no
need to write “in the month of August” or “9 a.m. in the morning” or “my personal
opinion.” August is a month, 9 a.m. is morning, and anyone’s opinion is personal.
All you need to write is “in August,” “9 a.m.,” and “my opinion.”

Still another kind of wordiness comes from using expressions that add noth-
ing to the meaning of the sentence. “The point is that we can't afford it” says no
more than “We can'’t afford it.”

Here is a sample wordy sentence:

The construction company actually worked on that particular building for a
period of six months.

And here it is after eliminating wordiness:

The construction company worked on that building for six months.

WORDY WRITING CONCISE WRITING
actual fact fact

advance planning planning

an unexpected surprise a surprise

at a later date later

at this point now

basic fundamentals fundamentals

blue in colour blue

but nevertheless but (or nevertheless)
combine together combine
completely empty empty

down below below

each and every each (or every)
end result result

fewer in number fewer

free gift gift

in order to to
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in spite of the fact that
just exactly

large in size

new innovation

on a regular basis
originally from

past history
rectangular in shape
refer back

repeat again

serious crisis
sufficient enough
there in person

two different kinds

very unique

Exercise 1
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although

exactly
large
innovation
regularly
from
history
rectangular
refer
repeat
Crisis
sufficient (or enough)
there

two kinds

unique

Rewrite the following sentences to eliminate clichés and awkward phrasing.

1. | like to shop around before | buy something.

2. Three or four different stores is not unusual for me to go to.

3. | always keep my eye on the bottom line.

4.1 can save $100 on one item with this foolproof method.

5. Stranger things have happened.

6. Prices may vary significantly on the exact same merchandise.

7. But buying at the right time is easier said than done.

8. Once | waited so long for a sale on a computer that | was left empty-

handed.
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9. There is a real feeling of satisfaction | get when | do find a bargain
though.

10. Looking for good prices is my bottom line.

Exercise 2

Cross out words or rewrite parts of each sentence to eliminate wordiness. Doing
these exercises can almost turn into a game to see how few words you can use
without changing the meaning of the sentence.

1. | received an unexpected surprise in the mail today.

2. It came in a small little box that was square in size and brown in colour.

3.1 discovered as | looked at the mailing label that it had been sent by
someone in Cape Dorset.

4. | had a hard time figuring out whether or not | knew anyone in Cape
Dorset.

5. After | thought about it for a long period of time, | kind of remembered
that one of our old neighbours who used to live next door had moved
to Cape Dorset.

6. Due to the fact that | had been good friends with their son Josh, | figured
that it must be Josh who was the one who sent the mysterious box.

7. Sure enough, as | saw what it was that was inside the box, | knew for
sure that Josh had sent it to me.

8. Josh must have remembered that | collect many different kinds of sou-
venir snow domes from all the places that | have travelled to in my life.

9. Inside this particular package, there was a large size snow dome with a
white polar bear and a man riding on a sled pulled by dogs across the
snow and a nameplate that said the words Cape Dorset in letters that were
red.

10. There was a whole bunch of plastic snow that made the whole thing

look like a snowy blizzard was going on when | shook it back and forth.
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Exercise 3

Revise the sentences in the remaining exercises to eliminate any clichés, awkward
phrasing, and wordiness.

1. In today’s society, many shoppers at the supermarkets are on the look-
out for organic meats and vegetables.

2. In fact, they don‘t draw the line at fresh foods; these same shoppers’
eyes light up whenever they see an organic label on a can or any other
package.

3.1 know this for a fact since | work as an employee at the supermarket in
the middle of the busiest section of town.

4. It's not only people with a lot of money who want the foods grown with-
out pesticides and hormones.

5. It’s just about everybody who walks in the door.

6. | guess that what’s going on is that people are taking a good long look
at their lives and caring about their children’s eating habits, too.

7.1 do have to admit that the organic eggs | buy taste pretty good when
you get right down to it.

8. Knowing that the eggs come from happy, free-ranging chickens makes
me feel good about eating them.

9. Of course, the bottom line for some people will always be price.

10. If organic foods cost more than traditionally grown foods, some of the
shoppers are going to keep passing them by on the supermarket

shelves.

Exercise 4

1. In this day and age, it’s hard to find a place that is really and truly old-
fashioned.

2. Black Creek Pioneer Village is that kind of place; it’s near Canada’s Won-
derland, but in my personal opinion, these two amusement parks are as

different as night and day.
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3. First of all, the original Pioneer Village was settled by pione?raa?ﬁﬂfé?f )
many of whom were Pennsylvania German farmers who came to
Canada in the early nineteenth century.

4. Pioneer Village was a real settlement for the pioneers and has been
restored and is shown as it was in the 1860s.

5. The creators of Black Creek Pioneer Village were able to recreate the old
village and the past with over 35 carefully restored 1860s’ shops and
homes.

6. Talk about old fashioned; Pioneer Village also has a blacksmith, a cabi-
net-maker, and other tradespeople with whom people can talk to about
their crafts.

7. There are even an old doctor’s house, Roblin’s Mill and water wheel, a
local schoolhouse, and other authentic homes and shops that people
can see during their visit to the past.

8. Pioneer Village is staffed with many hosts dressed as if they were right
out of the 1860s who are more than happy to guide guests through a
part of Canadian history.

9. And if that’s not enough, people can even take a ride on a horse-drawn
wagon just as the pioneers did in the olden days.

10. There are a wide variety of activities offered throughout the year includ-
ing demonstrations of village trades and homecrafts, a Pioneer Festival
in September, and special Christmas celebrations in December.

Sources: 1) www.trca.on.ca/bcpv.html
2) www.nfb.ca/FMT/E/MSN/15/15338.html.

Exercise 5

1. The other day | had to stay home from work because | was as sick as a
dog with the flu.
2. | told my boss that one day of complete and utter rest would make me

feel much better, but that was easier said than done.
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3. | had forgotten that on Thursdays nearly every house on the block has
its gardeners come to take care of the plants and trees in the yards.

4. Each and every one of them always uses a power leaf blower and a tree-
trimming saw to get the work done.

5. The noise around the neighbourhood made my head spin, and | couldn’t
get to sleep for the life of me.

6. | tried watching television in order to drown out the noise and put me to sleep.

7. That was like jumping out of the frying pan into the fire; the shows on
daytime TV were really hard to take.

8. Once the gardeners finished, | finally got to go to sleep at about 3 p.m.

in the afternoon.

9. It was better late than never.
10. | got just about 16 hours of sleep, felt better, and was as happy as a clam
to be back at work the next day.

PROOFREADING EXERCISE

Revise the sentences in the following paragraph to eliminate any clichés, awkward
phrasing, or wordiness.

Just about everybody in the world loves to collect books and other reading
material, but one woman went overboard. She piled stacks and stacks of books all
around her house. She lived to the ripe old age of 70 years old before her love of
books led to her death. It's a sad but true fact that, at the end of the year 1977, the
woman'’s neighbours called the local police station to tell them that she was no
longer coming and going from her house and they were worried that something
terrible had happened to her. When the police got there in person, they found that
the end result of this woman’s love of books was that one huge stack had collapsed
onto her bed. She was alive when they found her, but she passed away as they took

her to the hospital.

Source: A Passion for Books (Eugene, OR: Harvest House, 1998).
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Clarity Progress Test

In the following sentences, use what you have learned in the previous section to
identify and then correct problems that may make the writer’s message unclear.
Remember that this family of errors includes mistakes in subject-verb agreement,
choice of pronoun, parallel structure, and wordiness. Write your corrections in the
spaces between sentences.

1. My father often asks my brother if he understands the difference

between traditional and non-traditional gender roles.

2. Dad’s understanding of roles was developed in the 1950s, when men
and women have clearly defined responsibilities in their lives.

3. In this day and age, many roles, especially in the home, make moms and
dads as alike as peas in a pod.

4. Before the war, men always found good, hearty meals on the table when
they arrived home after a hard day’s work, which was a reasonable
expectation for that generation.

5. For example, a wife and mother very seldom gave much thought to
careers or schooling because their job was to look after the home and
the children.

6. However, comparing my mother and father, Mom saw the coming
major changes in societal roles more quickly and clearly than he.
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7. During the war, she was one of many wives who exchanged their cook-
ing pans and laundry baskets to complete high school, obtain technical
training, or to find employment outside the home.

8. | doubt if any of these women thought they were creating a new society,
but they certainly were.

9. Within a short period of time, many women found themselves bringing
home the bacon and experiencing the challenge of making major deci-
sions for their entire families.

10. After the war ended, many women discovered that the husbands return-
ing from the fields of battle expected them to return to their pre-war
roles.

11. Each of my mother’s friends had worked outside the house during the
war and were confused about how to use the skills they had acquired.

12. Some mothers never did return to full-time homemaking, which is why
working mothers are no longer viewed as non-traditional.

13.In the ‘60s and '70s, the feminist movement declared women to be
equal to their male partners economically, politically, and even in the
area of sex.
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14. Feminists faced a particularly bitter uphill battle in the workplacmre“ :
women’s salaries lag considerably behind their male counterparts’.

15. While allowing women to work outside the home, society had built new
expectations of where they could work, how they could work, and even
the salaries they could expect.

16. Even today, one of my daughters, a mining technologist, earn only two-
thirds of the rate paid to a male co-worker doing the same job, having
the same experience and credentials, and working for the same
employer.

17. Some women insist that the definition of traditional/non-traditional
domestic roles for women have just moved into the workplace.

18. Everyone with the same qualifications and job descriptions should feel
that they are being fairly treated when it comes to calculating rates of

pay.

19. While the last half century has brought many changes to women’s roles
in the home and workplace, there is still many unaddressed issues.

20. Me and my daughters now take our college and university educations
and our high-paying jobs for granted, but these privileges have been
extended to women for only a relatively short time.
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Clarity Post-Test

Use what you have learned in Part 4 (Keeping the Message Clear) to identify and
then correct problems in the following sentences. Remember that this family of
errors includes mistakes in subject-verb agreement, pronoun choice, parallel
structure, and wordiness. In the sentences below, isolate problems that may make
the message fuzzy. Write your corrections in the spaces between sentences.

1. When applying for a job, many applicants take time to provide informa-

tion about his/her community activities and leisure-time activities.

2. Some employers appreciate getting this information right at the begin-
ning, which is why so many résumé consultants suggest including it.

3. Each of the human resource managers at my husband’s company admit
that they use such information to predict whether an applicant is well-
suited for a particular position.

4. For example, when the job requires exceptional leadership abilities, a
history of team skills, particularly as a captain, indicates that the appli-
cant is respected by others, can influence those in his/her environment,
and he/she is more likely to have a positive attitude.

5.0n the other hand, for a job with tight deadlines, applicants must
exhibit the ability to set and meet them consistently without direct
supervision.

6. Even when two applicants have identical academic qualifications and
related employment experiences, one of the candidates have the type of
personal skills necessary to get the job done more effectively.
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7. My husband'’s boss, Ms. Flanders, says she hired him becausmé‘aﬂy‘“’ J
had more social skills than her.

8. The skills she is referring to was acquired when my husband and | took
several ballroom dancing courses in our spare time.

9. Some of his job requires him to build client trust through casual conver-
sations, and he certainly is great at phoning clients, discussing their
immediate and long-term requirements, and listening skills.

10. Our daughter’s career couldn’t be more different because her supervi-
sor, Mrs. Benton, thinks she is better at keeping records than at speaking
with clients.

11. Mrs. Benton probably wouldn’t be surprised to hear that Mindy spends
most of her leisure hours reading books, doing crossword puzzles, or to
balance her chequebook.

12. Some activities in the community also has the side benefit of allowing
individuals to network with other community leaders.

13. Then, when they have a question or need advice, they can ask them.

14. During my high school and university years, | read lots of books and
newspapers, but it’s something | don’t seem to have time for anymore.
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15. My older sister, who dreamed of writing for a newspaper, lost interest
after hearing our mother describe being a good wife and mother as the

only important job in her life.

16. Between you and |, my sister would have made a wonderful journalist.

17. Both my younger sisters became artists, and although they don’t make
a ot of money, they seem a lot happier than me.

18. Perhaps they spend more time doing what they think is most important,
like volunteering at the hospital and they donate their artwork to
charity.

19. Neither of these sisters have a husband, children, or a full-time job.

20.But each of their résumés are packed with exciting achievements
accomplished outside employment or academic environments.
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Punctuating Correctly

Punctuation Pre-Test

In written messages, pieces of punctuation serve as guideposts for the reader.
Some — periods, question marks, exclamation points — signal the end of an idea.
Others (like the dashes in the previous sentence or the parentheses in this one)
isolate part of the sentence so that the reader can identify information as not
essential to the message. Punctuation also includes quotation marks to show the
exact words of a speaker. The comma works in several ways to give the reader help
in unpacking ideas. In the sentences below, circle problem areas that can be
corrected by inserting, removing, or changing a piece of punctuation or by chang-
ing the capitalization of a word. Write your corrections in the spaces between sen-
tences.

1. When the guest speaker entered the room went quiet.

2. The speaker’s topic was going to be an interesting and important one,

understanding it would be necessary to pass the provincial exam.

3. Ms. Saunders the dean of the School of Trades and Mr. Whitehorse the

college president were on the podium with the speaker.

4. When Ms. Saunders introduced Bill Lee, she said that “he had worked in

the skilled trades for over 20 years.”

5. My friends and | wondered if Mr. Lee had to attend university or college?

www.ztcprep.com
NEL



Punctuation Pre-Test 171

Z TCL YT

6. In his introductory remarks, Mr. Lee explained his background, which

included attending and being expelled from our college.

7. He was he explained the type of student that assumed he would learn all

the important skills once he finally landed an apprenticeship.

8. Unfortunately, in the 1980s, getting an apprenticeship was easier said
than done and although he personally visited one possible employer
after another, he kept losing opportunities to those with certification

from a Trades Institute or College.

9. Finally he decided to return to school with a new focus, and a revised

opinion of education’s importance to his future success.

10. Lee’s experience is typical of many, who flooded into the skilled trades in
the late 1980s.

11. The economic recession as well as the relative youth of the trades work-

force at the time, meant there were fewer employment opportunities.

12. Once he returned to his shop classes, however he discovered that many
other students didn’t have the same motivation and understanding that
he had.

13. Terrified of computers he was puzzled and irritated, when classmates

surfed the Internet instead of listened to the instructor.
14. And were the students ever loud.
15. Could he have been like them when he first attended college.

16. He finally overcame his fear of computers by getting a tutor practising
keyboarding skills during his spares and taking a course called Introduc-

tion to Keyboarding.
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17.Once employed in industry he discovered that vnrtuall)Ee /-job~

required some level of computer competency.

18. Later, he became a computer-based training instructor with the Province

of Alberta’s well-known apprenticeships online program.

19. “There were two courses | felt | would never use after college gradua-

tion, Lee admitted to the audience, they were english and computers.”

20. Now however he depends heavily on both to teach other tradespeople

how to do their jobs.

Period, Question Mark, Exclamation Point,
Semicolon, Colon, Dash
Every mark of punctuation should help the reader. Here are the rules for six marks
of punctuation. The first three you have known for a long time and probably have
no trouble with. The one about semicolons you learned when you studied

independent clauses (p. 111). The ones about the colon and the dash may be less
familiar.

Put a period (.) at the end of a sentence and after most abbreviations.
The students elected Ms. Daniels to represent the class.
Tues. etc. Jan. Ph.D. Ave.
Put a question mark (?) after a direct question but not after an indirect one.
Will the exam be an open-book or a closed-book test? (direct)
I wonder if the exam will be an open-book or a closed-book test. (indirect)

Put an exclamation point (!) after an expression that shows strong emotion.
Use it sparingly.

Finally! It’s spring!

Put a semicolon (;) between two independent clauses in a sentence unless
they are joined by one of the connecting words for, and, nor, but, or, yet, so.

My mother co-signed for a loan; now I have my own car.

Some hairstyles go in and out of fashion; however, every style relies on a good
cut.
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Remember: To be sure that you are using a semicolon correctly, see if a period
and capital letter can be used in its place. If they can, you are putting the semi-
colon in the right spot.

My mother co-signed for a loan. Now I have my own car.

Some hairstyles go in and out of fashion. However, every style relies on a
good cut.

Put a colon (:) after a complete statement that introduces something: one
item, a list, a direct question, or a quotation that follows.

The company announced its Employee-of-the-Month: Minh Tran. (The sen-
tence before the colon introduces the name that follows.)

In London, we plan to visit the following famous sites: the Tower of London,
Piccadilly Circus, and Madame Tussaud’s Wax Museum. (Here the following
Jfamous sites ends a complete statement and introduces the list that follows, so
a colon is used.)

In London, we plan to visit the Tower of London, Piccadilly Circus, and
Madame Tussaud’s Wax Museum. (Here we plan to visit does not end a com-
plete statement, so no colon is used.)

All the kids in the class were wondering about the same thing: why is the sky
blue? (Here All the kids in the class were wondering about the same thing is a
complete statement that introduces a direct question, so a colon is used.)

All the kids in the class were wondering why the sky was blue. (Here A/l the
kids in the class were wondering is not a complete statement, so a colon is not
used.)

Thoreau had this to say about time: “Time is but the stream [ go a-fishin in.”
(Thoreau bad this to say about time is a complete statement. Therefore, a
colon comes after it before adding the quotation.)

Thoreau said, “Time is but the stream 1 go a-fishin in.” (Thoreau said is not a
complete statement. Therefore, a colon does not come after it.)

Use a dash (—) to indicate an abrupt change of thought or to emphasize
what follows. Use it sparingly.

I found out today — or was it yesterday? — that I have inherited a fortune.

We have exciting news for you — we’re moving!
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EXERCISES BEoabyj

Add to these sentences the necessary punctuation (periods, question marks,
exclamation points, semicolons, colons, and dashes). The commas used within
the sentences are correct and do not need to be changed.

Exercise 1

1. My friend Kristine and | arrived early for work yesterday it was a very
important day

2. We had worked late the night before perfecting our presentation

3. The boss had given us an opportunity to train our colleagues in the use
of a new computer program

4. | wondered how the other workers would react when they heard that we
had been chosen to teach them

5. Would they be pleased or annoyed

6. Kristine and | worked hard on the visual aid to accompany our workshop
a slide show of sample screens from the program

7. Kristine thought our workshop should end with a test however, | didn't
think that was a good idea

8. | knew that our fellow employees at least some of them would not want
us to test them

9. By the time we ended our presentation, we both realized that | had been
right

10. Now our co-workers see us as a couple of experts not a couple of know-

it-alls

Exercise 2

1. People have not stopped inventing mousetraps in fact, there are over
4 000 different kinds
2. Some are simple however, some are complicated or weird

3. Nearly 50 new types of machines to kill mice are invented every year
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4. The most enduring mousetrap was designed by John Mast it is the one
most of us picture when we think of a mousetrap a piece of wood with a
spring-loaded bar that snaps down on the mouse just as it takes the bait

5. John Mast created this version of the mousetrap in 1903 since then no
other mousetrap has done a better job ,

6. There is a long list of technologies that have been used to trap mice elec-
tricity, sonar, lasers, super glues, etc

7. One mousetrap was built in the shape of a &mlti-level house with several
stairways however, its elaborate design made it impractical and expen-
sive

8. In 1878, one person invented a mousetrap for travellers it was a box that
was supposed to hold men’s removable collars and at night catch mice,
but it was not a success

9. Who would want to put an article of clothing back into a box used to
trap a mouse

10. Can you guess the name of the longest running play in Toronto it was

The Mousetrap

Exercise 3

1. People in Australia are asking themselves a question why are some
dolphins carrying big sponges around on their heads

2. First it was just one dolphin now several dolphins are doing it

3. Marine biologists all over the world are trying to understand this unusual
sponge-carrying behaviour

4. They wonder about whether the sponges decrease the dolphins’ ability
to manoeuvre under water

5. If they do, then why would the dolphins sacrifice this ability

6. The dolphins might be using the sponges for a very important reason to

help them find food
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7. Some scientists think that the sponges may protect the dolphins’ Eﬁ?’“’“‘ “
in some way
8. The sponges might indicate position in the social order that’s another
explanation
9. Or the dolphins could be imitating each other a kind of dolphin “fad,”
in other words
10. Only one group of experts knows whether these sponges are hunting

tools or just fashion statements that is the dolphins themselves

Source: Discover, Mar. 1998.

xercise 4

1. Who would have thought that educators were a nomadic group

2. In 1899, Frontier College was founded by Alfred Fitzpatrick and a group
of university students their aim was to make education available to the
labourers in the work camps of Canada

3. Labourer-teachers were trained and sent to the camps where they
worked alongside the labourers during the day then they taught reading
and writing to them at night

4. Frontier College was also involved in encouraging Canadians to take up
farming a woman by the name of Margaret Strang offered her tutorial
and medical services for those who were interested at a model settlement
at Edlund, Ontario

5. The Department of National Defence made an agreement with Frontier
College, which placed labourer-teachers in Depression relief camps to
provide recreation and tutoring

6. Some other projects that labourer-teachers were involved in were con-
structing the Alaska Highway, working in rail gangs after World War i,
tutoring new Canadians, and working in long-term community devel-

opment projects in northern settlements
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7. In the mid-1970s, Frontier Coliege enlarged its focus to include urban
frontiers volunteers began working in prisons and with street youth, ex-
offenders, and people with special needs

8. More than a decade ago, Frontier College began doing work with chil-

b dren, teens, and families, while at the same time developing the work-
place literacy program called Learning in the Workplace

9. The original idea to help out those isolated in work camps across Canada
has changed a great deal since Frontier College’s founding in 1899, but
it continues to be an important aspect in today’s education system

10. In 1999, Frontier College celebrated its centenary 100 Years of Teaching

and Learning in Canada

Source: http://www.frontiercollege.ca.

Exercise 5

1. Do you believe in ghosts

2. On Aug 14, 1999, the body of a young man was found on the Yukon
and BC border by three teachers who went hunting for the day

3. The man he was named Kwaday Dan Sinchi by the Champagne and
Aishihik First Nations was found on a northern BC glacier

4. Though the First Nations people in the area believed he was as old as
10 000 years, test results show the remains to be about 550 years old

5. Discovered along with the hunter were various artifacts a hat, a robe
made of animal skins, and spear tools

6. Radiocarbon dating was done on two samples the hat and the cloak The
results are considered to be 95 percent accurate

7. The “ghost” is believed to be a hunter who is estimated to have lived
between the years 1415 and 1445, about the time Henry V was king of
England and the Black Plague ravaged Europe
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8. This means the hunter died more than 300 years before theﬁ@%j
European contact on the northwest coast however, it is still not known if
he is an ancestor of the Champagne and Aishihik First Nations

9. Scientists say that there are only two certainties the “ghost” is a young
male, and he was on a trading route between the coast and the interior

10. The remains, which are now in the care of the Royal British Columbia

Museum in Victoria, BC, will be studied for further historic information

Source: Adapted from “Do you believe in ghosts?” Toronto Star, 29 Sept. 1999.

PROOFREADING EXERCISE

Can you find the punctuation errors in this student paragraph? They all involve
periods, question marks, exclamation points, semicolons, colons, and dashes. Any
commas used within the sentences are correct and should not be changed.

The ingredients you will need for a lemon meringue pie are: lemon juice,
eggs, sugar, cornstarch, flour, butter, water, and salt. First, you combine flour, salt,
butter, and water for the crust and bake until lightly brown then you mix and cook
the lemon juice, egg yolks, sugar, cornstarch, butter, and water for the filling.
Once the filling is poured into the cooked crust; you whip the meringue.
Meringue is made of egg whites and sugar! Pile the meringue on top of the lemon
filling; place the pie in the hot oven for a few minutes, and you’ll have the best

lemon meringue pie you've ever tasted.

SENTENCE WRITING

Write ten sentences of your own that use periods, question marks, exclamation
points, semicolons, colons, and dashes correctly. Imitate the examples used in the
explanations if necessary. Write about an interesting assignment you have done
for a class, or choose your own topic.
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Comma Rules 1, 2, and 3

Commas and other pieces of punctuation guide the reader through sentence struc-
tures in the same way that signs guide drivers on the highway. Imagine what effects
misplaced or incorrect road signs would have. Yet students often randomly place
commas in their sentences. Try not to use a comma unless you know there is a need
for it. Memorize this thyme about comma use: when in doubt, leave it out.

Among all of the comma rules, six are most important. Learn these six rules,
and your writing will be easier to read. You have already studied the first rule on
page 112.

1. Put a comma before for, and, nor, but, or, yet, so (remember them as the
FANBOYS) when they connect two independent clauses.

The neighbours recently bought a minivan, and now they go everywhere
together.

Linda wrote a letter today, but she forgot to mail it.

She was recently promoted, so she has moved to a better office.
Remember: If you use a comma alone between two independent clauses, the result
is a run-on.

The ice cream looked delicious, it tasted good too. (run-on)

The ice cream looked delicious, and it tasted good too. (correct)

Before using the comma with FANBOYS, be sure you are connecting two inde-
pendent clauses. The following sentence is a single independent clause with one
subject and two verbs. Therefore, no comma should be used.

The ice cream looked delicious and tasted good too.
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2. Use a comma to separate three or more items in a series.
Students in the literature class are reading short stories, poems, and plays.
On Saturday I did my laundry, washed my car, and cleaned my room.

Occasionally, writers leave out the comma before the and connecting the last two
items of a series, but it is more common to use it to separate all the items equally.
Some words work together and don’t need commas between them even though
they do make up a kind of series.

The team members wanted to wear their brand new green uniforms.
The bright white sunlight made the room glow.

To see whether a comma is needed between words in a series, ask yourself whether
and could be used naturally between them. It would sound all right to say short sto-
ries and poems and plays, therefore, commas are used. But it would not sound right
to say brand and new and green uniforms or bright and white sunlight, therefore,
no commas are used.

If an address or date is used in a sentence, put a comma after every item,
including the last.

My cousin was born on August 19, 1982, in Cornerbrook, Newfoundland, and
grew up there.

She lived in Vancouver, British Columbia, for two years.

When only the month and year are used in a date, no commas are needed.
She graduated in May 2000 from the University of Alberta.

3.Put a comma after an introductory expression (it may be a word, a
phrase, or a dependent clause) or before a comment or question that is
tacked on at the end.

Finally, he was able to get through to his insurance company.
During his last performance, the actor fell and broke his foot.
Once I have finished my homework, I will call you.

He said he needed to ruminate, whatever that means.

The new chairs aren’t very comfortable, are they?
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Add commas to the following sentences according to the first three comma rules.
Some sentences may not need any commas, and some may need more than one.
Any other punctuation already in the sentences is correct. Check your answers
after the first set.

Exercise 1

1. Whenever | ask my friend Nick a computer-related question | end up
regretting it.

2. Once he gets started Nick is unable to stop talking about computers.

3. When | needed his help the last time my printer wasn’t working.

4. Instead of just solving the problem Nick went on and on about print set-
tings and font choices that | could be using.

5. When he gets like this his face lights up and 1 feel bad for not wanting
to hear the latest news on software upgrades e-mail programs and
hardware improvements.

6. | feel guilty but | know that | am the normal one.

7.1 even pointed his problem out to him by asking, “You can’t control
yourself can you?”

8. He just grinned and kept trying to fix my printer.

9. Nick always solves my problem so | should be grateful.

10. When | ask for Nick’s help in the future | plan to listen and try to learn

something.

Exercise 2

1. Scientists have been studying the human face and they have been able
to identify 5 000 distinct facial expressions.

2, Researchers have identified and numbered every action of the human
face.

3. Winking is action number 46 and we do it with the facial muscle that
surrounds the eye.
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4. People around the world make the same basic expressions %ﬁﬁtﬁé}f‘“J
are happy surprised sad disgusted afraid or angry.

5. These six categories of facial expressions are universally understood but
different societies have different rules about showing their emotions.

6. The smile is one of the most powerful expressions for it changes the way
we feel.

7. If we give someone a real smile showing genuine happiness then our
brains react by producing a feeling of pleasure.

8. If we give more of a polite imitation smile then our brains show no
change.

9. Even babies have been shown to smile one way for strangers and
another way for their mothers.

10. A smile also wins the long-distance record for facial expressions for it can

be seen from as far away as several hundred feet.

Source: Psychology Today, Oct. 1998.

Exercise 3

1. Most people don’t know how coffee is decaffeinated do you?

2. | just discovered that there are three methods used to decaffeinate cof-
fee but one of them is the most popular.

3. The most popular method is called water processing and it draws the
caffeine from the coffee beans into a water solution that removes most
of the caffeine.

4. After going through the water-processing method the coffee may be a
little less flavourful but at least the process is “natural.”

5. To decaffeinate coffee another way manufacturers add a chemical solu-
tion to the beans and then steam them to remove the leftover chemicals.

6. Compared to the water processing method the chemical method is

more “scientific” and removes more of the caffeine.
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7. Finally there is the method that infuses coffee beans w%%ﬁﬂ?gxide
gas to get rid of the caffeine.
8. Since carbon dioxide is safe plentiful and non-toxic this process is also
popular.
9. The carbon dioxide method may be the most expensive of the three
ways to decaffeinate coffee but it also removes the most caffeine.
10. Whenever | drink a cup of decaf in the future I'll wonder which method

was used to remove the caffeine.

Source: Adapted from Scientific American, October 2002.

Exercise 4

1. Long-playing vinyl records (LPs) have not been completely replaced by
cassettes and compact discs.

2. Vinyl record albums may not be as easy to find as the other music formats
but many people think that they still sound the best.

3. The vinyl format seems to capture the fullness of live music better than
CDs or cassettes.

4. But there is no doubt that CDs are easier to package to handle and to
maintain.

5. At the time CDs took over the music market vinyl records almost
disappeared.

6. In the past few years musicians have begun releasing their work on CDs
cassettes and LPs.

7. Nearly a quarter of the music currently being produced is available on
vinyl records.

8. There are even new models of turntables but some are extremely
expensive.

9. Most turntables are about the same price as a CD player but some can
cost up to $40 000.
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10. People can buy new LPs in music/video stores classic LPs in - GCWJ
stores and old LPs in thrift stores.

Source: Men’s Fitness, Oct. 1998,

Exercise 5

1. Gold is amazing isn't it?

2. Unlike metals that change their appearance after contact with water oil
and other substances gold maintains its shine and brilliant colour under
almost any circumstances.

3. When a miner named James Marshall found gold in the dark soil of
California in 1848 the gold rush began.

4. Though few people are aware of it the first gold in Canada was found
in small deposits in central Nova Scotia and the Eastern Townships of
Quebec.

5. Harry Oakes developed the deepest gold mine in North America at
Kirkland Lake Ontario.

6. Beginning with the Fraser River Gold Rush in 1858 a series of gold
discoveries in British Columbia transformed the colony’s history.

7. During the famous Klondike Gold Rush the huge influx of people
searching for gold prompted the Canadian government to establish the
Yukon Territory in 1898.

8. Canada was the world’s third largest gold producer but remained far
behind South Africa and Russia.

9. Some people have become rich directly because of gold and some have
become rich indirectly because of gold.

10. For example if it had not been for the gold rush Levi Strauss would not
have had any customers and the world would not have blue jeans.

Sources: 1) Smithsonian, July 1998.
2) The Canadian Encyclopedia (Edmonton: Hurtig, 1985).

www.ztcprep.com
NEL




Comma Rules 1,2, and 3 185

PROOFREADING EXERCISE

Apply the first three comma rules to the following paragraph:

When Niels Rattenborg studied the brains of mallard ducks he made an
interesting discovery. Rattenborg wondered how ducks protected themselves as
they slept. The ducks slept in rows and these rows were the secret to their
defence. To his surprise Rattenborg found that the two ducks on the ends of the
row did something special with the sides of their heads facing away from the row.
Instinctively the ducks on the edge kept one eye open and one half of their brains
awake as they slept. The rest of the ducks slept with both eyes closed and both
sides of their brains inactive. The two guard ducks were able to frame the ducks in

the middle watch for danger and sleep almost as soundly as their neighbours.

Source: Adapted from Discover, May 1999.

SENTENCE WRITING

Combine the following sets of sentences in different ways using all of the first
three comma rules. You may need to reorder the details and change the phras-
ing. Compare your answers with those at the back of the book.

I like to swim.

| have never taken lessons.

The alarm rings.

| get up and get ready for school.

He is currently an elementary school teacher.
He was a math tutor in college.

He worked as a ski instructor.

Tricia and James are equal partners in their business.
Both of them are practical.

They are both organized.

Both of them graduated from university.
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Comma Rules 4, 5, and 6

The next three comma rules all involve using a pair of commas to enclose informa-
tion that is not needed in a sentence — information that could be taken out of the
sentence without affecting its meaning. Two commas are used — one before and
one after — to signal unnecessary words, phrases, and clauses.

4. Put commas around the name of a person spoken to.

Did you know, Danielle, that you left your backpack at the library?

We are pleased to inform you, Mr. Chen, that your application has been
accepted.

5. Put commas around expressions that interrupt the flow of the sentence
(such as bowever, moreover, therefore, of course, by the way, on the
otber band, I believe, I think).

I know, of course, that I have missed the deadline.
They will try, however, to use the rest of their time wisely.
Today’s exam, I think, is only a practice test.

Read the preceding sentences aloud, and you’ll hear how those expressions inter-
rupt the flow of the sentence. But sometimes such expressions flow smoothly into ‘
the sentence and don’t need commas around them. |

Of course he checked to see if their plane had been delayed.
We therefore decided to stay out of it.
I think you made the right decision.
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Remember that when one of the previous words like however joins two inde-
pendent clauses, that word needs a semicolon before it. It may also have a comma
after it, especially if there seems to be a pause between the word and the rest of the
sentence. (See p. 111.)

The bus was late; however, we still made it to the museum before it closed.

James is improving his study habits; therefore, he is getting better grades.

1 spent hours studying for the test; finally, 1 felt prepared.
Thus words like however or therefore may be used in three ways:

¢ as an interrupter (commas around it)
e as a word that flows into the sentence (no commas needed)

e as a connecting word between two independent clauses (semicolon before
and often a comma after)

6. Put commas around additional information that is not needed in a
sentence.

Such information may be interesting, but the subject and main idea of the sentence
would be clear without it. In the following sentence

Lin Chow, who organized the workshop, will introduce the speakers.

the clause who organized the workshop is not needed in the sentence. Without it,
we still know exactly who the sentence is about and what she is going to do: Lin
Chow will introduce the speakers. Therefore, the additional information is set off
from the rest of the sentence by a pair of commas to show that it could be left out.
But in the following sentence

The woman who organized the workshop will introduce the speakers.

The clause who organized the workshop is needed in the sentence. Without it, the
sentence would read, The woman will introduce the speakers. We would have no
idea which woman. The clause who organized the workshop couldn’t be left out
because it tells us which woman. Therefore, commas are not used around it. In this
sentence

Hamlet, Shakespeare’s famous play, has been made into a movie many times.

the additional information Shakespeare’s famous play could be left out, and we
would still know the main meaning of the sentence: Hamlet has been made into a
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movie many times. Therefore, the commas surround the added material to show
that it could be omitted. But in this sentence

Shakespeare’s famous play Hamlet has been made into a movie many times.

the title of the play is necessary. Without it, the sentence would read, Shakespeare’s
Sfamous play bas been made into a movie many times. We would have no idea
which of Shakespeare’s famous plays was being discussed. Therefore, the title
couldn’t be left out, and commas are not used around it.

The trick in deciding whether additional information is necessary is to say, “If
I don't need it, I'll put commas around it.”

EXERCISES

Add any necessary commas to these sentences according to Comma Rules 4, 5,
and 6. Any commas already in the sentences follow Comma Rules 1, 2, and 3.
Some sentences may be correct.

Exercise 1

1. This year’s class pictures | believe turned out better than last year’s.

2. | believe this year’s class pictures turned out better than last year’s.

3. There were however a few problems.

4. However there were a few problems.

5. The boy who is wearing a red sweater is my little brother, but it’s hard to
see him.

6. My little brother who is wearing a red sweater is sitting on the left, but
it’s hard to see him.

7. M. Patel the teacher who took the picture needed to stand a little closer
to the group.

8. The teacher who took the picture needed to stand a little closer to the
group.

9. And no one it seems had time to comb the children’s hair. ‘

10. And it seems that no one had time to comb the children’s hair.
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Exercise 2

1. The Ironman competition one of the most gruelling athletic races in the
world takes place in Hawaii every year.

2. The Hawaii lronman race challenges those who enter it in three areas of
physical activity.

3. They must swim over 2 miles (3.2 km), ride a bike for 112 miles
(180 km), and finally run a marathon.

4. As if that race weren’t enough for some fitness fanatics, it is followed
soon after by the XTerra World Championship another attraction for
triathletes from around the world.

5. The Xterra an obstacle course through the extreme Hawaiian landscape
takes participants over ocean waves, blistering sand, dried lava, fallen
tree limbs, exposed roots, and huge chunks of coral.

6. Again, the men and women who enter the race must swim, bike, and
run their way to the finish line.

7. Some triathletes participate in both races ironman and Xterra in what
triathletes refer to as The Double.

8. Nobody has ever won both Ironman and Xterra in the same year.

9. Due to the short recovery time, it is possible that no one ever will.

10. However, the male and female athletes with the best times overall in
both races are considered winners of The Double; they earn a thousand

dollars and an invaluable title World’s Toughest Athlete.

Source: Adapted from Newsweek, October 23, 2000.

Exercise 3

1. One of the weirdest competitions on earth the Wife Carrying World
Championships takes place in Finland once a year.
2. These load-carrying races which may have begun as training rituals for

Finnish soldiers have become popular all over the world.
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3. Each pair of participants made up of one man and one wife has to ?&E}a

it through an obstacle course in the shortest time possible.

4. The wife half of the team has to weigh at least 49 kilos (108 pounds).
5. She does not have to be married to the man who carries her; she can %
indeed be someone else’s wife or even unmarried.

6. The wife-carrying course includes two sections a part on land and a part

in water.

7. The contest rules are few: make it to the finish line first, have fun, and
don’t drop the wife along the way.

8. The wife-dropping penalty which is 15 seconds added to the pair’s time

is enough to disqualify most couples.

G L e

9. Contest officials allow one piece of equipment a belt that the man can

wear so that the wife has something to hold on to during the race.

TR

10. The winning couple wins a prize, but the coveted title Wife Carrying

World Champion is reward enough for most.

Source: Adapted from www.sonkajarvi.fi and Sports lllustrated for Kids, July 2003.

xercise 4

1. England’s Prince Charles has two sons William and Harry.

2, William is the son who will someday inherit the throne.

3. William whose full name is His Royal Highness Prince William Arthur
Philip Louis of Wales was named after William the Conqueror.

4. The princes’ grandmother Queen Elizabeth Il will pass the crown to her
son Charles who will then pass it on to William.

5. William who was born in 1982 stands over six feet tall and has become
as popular as a movie star.

6. He appears overwhelmed by the attention of girls who throw him bou-

quets decorated with their phone numbers.
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7. William exchanged e-mails with Britney Spears but the two never met in

person.
8. William is well read and intelligent; however he is also athletic and fun-
loving.
9. Polls from the mid-1990s showed that the majority of British citizens
favoured William as the next king instead of his father.
10. However, it will probably be many years before William takes on his
future title which will be King William V.

Source: Adapted from Biography Magazine, Oct. 1998.

Exercise 5

1. Jim Henson who created the Muppets began his television career in the
mid-1950s.

2, He was it seems eager to be on TV, and there was an opening for some-
one who worked with puppets.

3. Henson and a buddy of his quickly fabricated a few puppets including
one called Pierre the French Rat and they got the job.

4. Henson's next project Sam and Friends also starred puppets.

5. Sam and Friends was a live broadcast lasting only five minutes; however,
it was on twice a day and ran for six years.

6. Kermit the Frog a character that we now associate with Sesame Street
and The Muppet Show was part of the cast of Sam and Friends.

7. Henson provided the voice and animated the movements of Kermit and
a few others from the beginning, and he worked with Frank Oz who
helped round out the cast of Muppet characters.

8. In 1969, the Muppets moved to Sesame Street; however, they graduated
to their own prime-time program The Muppet Show in the late 1970s.
9. At the high point of its popularity worldwide, more than 200 million
people adults and children tuned in to a single broadcast of The Muppet

Show.
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10. Jim Henson continued as a highly creative force in television %ngli L”Ts

death from a sudden and severe case of pneumonia in 1990.

Source: Time, June 8, 1998.

PROOFREADING EXERCISE

Insert the necessary commas into this paragraph according to Comma Rules 4, 5,
and 6.

Unlike my mom and my sister who generally don‘t like dealing with food |
love to cook. | think | inherited this passion for cooking from my grandfather who
is always interested in trying out new recipes. He has a whole bookshelf full of
cookbooks; what’s more he likes to read them from cover to cover. Most of the
meals we eat are of course prepared by him. But sometimes when | have enough
time and energy | cook a special meal. My sister and her husband Ted have
recently asked me to cook brunch for them and eight of their friends on New

Year’s Eve. Believe it or not | can’t wait!

SENTENCE WRITING

Combine the following sets of sentences in different ways using Comma Rules 4,
5, and 6. Try to combine each set in a way that needs commas and in a way that
doesn’t need commas. You may reorder the details and change the phrasing.
Compare your answers with those at the back of the book.

Shrek is a very funny movie.

| have seen it several times.

| believe.

I will learn best in “hands-on” environments.

My friend has curly hair.
He sits in the back of the class.

He takes good lecture notes.
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REVIEW OF THE COMMA

SIX COMMA RULES

1. Put a comma before for, and, nor, but, or, yet, and so when they
connect two independent clauses.

2. Put a comma between three or more items in a series.

3.Put a comma after an introductory expression or before an after-
thought. :

4. Put commas around the name of a person spoken to.
5. Put commas around an interrupter, like however or therefore.

6. Put commas around unnecessary additional information.

PROOFREADING EXERCISE

Add the missing commas, and identify which one of the six comma rules applies
in the brackets at the end of each sentence. Each of the six sentences illustrates a
different rule.

| am writing you this note Helen to ask you to do me a favour. [ 1 When

you get home from work tonight would you take the turkey out of the freezer?

[ ]I plan to get started on the pies the rolls and the sweet potatoes as soon as
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I walk in the door after work. | ] 1 will be so busy however that | miglﬁ@et’““;'j
to thaw out the turkey. [ 1 It's the first time I've made the holiday meal by
myself and | want everything to be perfect. [ ] My big enamel roasting pan
which is in the back of the cupboard under the counter will be the best place to

keep the turkey as it thaws. [ ] Thanks for your help.

SENTENCE WRITING

Write at least one sentence of your own to demonstrate each of the six comma
rules.

Quotation Marks and Underlining/Italics

Put quotation marks around a direct quotation (the exact words of a
speaker) but not around an indirect quotation.

The officer said, “Please show me your driver’s licence.” (a direct quotation)

The officer asked to see my driver’s licence. (an indirect quotation)

John Keats said, “Heard melodies are sweet, but those unheard are sweeter.”
John Keats said that the melodies that can be heard are sweet, but those that

cannot be heard are even sweeter.

If the speaker says more than one sentence, quotation marks are used before and
after the entire speech.

She said, “One of your brake lights is out. You need to take care of the problem
right away.”
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If the quotation begins the sentence, the words telling who is speaking are set off
with a comma unless, of course, a question mark or an exclamation point is needed.
“I didn’t even know it was broken,” I said.
“Do you have any questions?” she asked.
“Fire!” T yelled.
“Of course I'm interested in your proposal,” she said.

“Yes, consider this just a warning,” she said.

Each of the preceding quotations begins with a capital letter. But when a quota-
tion is broken, the second part doesn’t begin with a capital letter unless it's a new
sentence.

“If you knew how much time I spent on the essay,” the student said, “you
would give me an A.”

“A chef might work on a meal for days,” the teacher replied. “That doesn’t
mean the results will taste good.”

Put quotation marks around the titles of short stories, poems, songs, essays,
TV program episodes, or other short works. '
I couldn’t sleep after I read “Friend of My Youth,” a short story by Alice Munro.
My favourite Gordon Lightfoot song is “Early Morning Rain.”
We had to read George Orwell’s essay “A Hanging.”

Larry David’s troubles in the “Trick or Treat” episode are some of the funniest
moments in TV history.

Italicize titles of longer works such as books, newspapers, magazines, plays,
record albums or CDs, movies, or TV or radio series.

A Complicated Kindness is a novel by Miriam Toews.
I read about the latest discovery of dinosaur footprints in Maclean’s.
Gone with the Wind was re-released in movie theatres in 1998.

My mother watches CBC’s The National on TV every evening.

You may need to underline instead of italicizing if you are not using a computer.
Just be consistent throughout any paper in which you use underlining or italics.
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A Complicated Kindness is a novel by Miriam Toews.

I read about the latest discovery of dinosaur footprints in Maclean’s.

Gone with the Wind was re-released in movie theaters in 1998.

My mother watches CBC'’s The National on TV every evening.

EXERCISES

Punctuate the quotations, and italicize or put quotation marks around each title.

Exercise 1

1.1 am reading a book called Don’t: A Manual of Mistakes & Improprieties
More or Less Prevalent in Conduct and Speech.

2. The book’s contents are divided into chapters with titles such as At
Table, In Public, and In General.

3. In the section about table don’ts, the book offers the following warning:
Don’t bend over your plate, or drop your head to get each mouthful.
4. The table advice continues by adding, Don’t bite your bread. Break it off.
5. This book offers particularly comforting advice about conducting oneself

in public.

6. For instance, it states, Don’t brush against people, or elbow people, or
in any way show disregard for others.

7. When meeting others on the street, the book advises, Don’t be in a
haste to introduce. Be sure that it is mutually desired before presenting
one person to another.

8. In the section titled In General, there are more tips about how to get
along in society, such as Don’t underrate everything that others do or
overstate your own doings.

9. Don’t has this to say about books, whether borrowed or owned: Read
them, but treat them as friends that must not be abused.

10. And one can never take the following warning too much to heart: Don't
make yourself in any particular way a nuisance to your neighbours or
your family.
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1. Have you been to the bookstore yet? Monica asked.

2. No, why? | answered.

3. They've rearranged the books, she said, and now | can’t find anything.

4. Are all of the books for one subject still together? | wondered.

5. Yes, they are, Monica told me, but there are no markers underneath
the books to say which teacher’s class they’re used in, so it’s really
confusing.

6. Why don’t we just wait until the teachers show us the books and then
buy them? | replied.

7. That will be too late! Monica shouted.

8. Calm down, | told her, you are worrying for nothing.

9. | guess so, she said once she took a deep breath.

10. | sure hope I'm not wrong, | thought to myself, or Monica will really be

mad at me.

Exercise 3

1. Women'’s Wit and Wisdom is the title of a book | found in the library.

2. The book includes many great insights that were written or spoken by
women throughout history.

3. England’s Queen Elizabeth | noted in the 16th century, A clear and inno-
cent conscience fears nothing.

4. Nothing is so good as it seems beforehand, observed George Eliot, a
female author whose real name was Mary Ann Evans.

5. Some of the women'’s quotations are funny; Alice Roosevelt Longworth,
for instance, said, If you don’t have anything good to say about anyone,
come and sit by me.

6. If life is a bowl of cherries, asked Erma Bombeck, what am | doing in

the pits?
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7. Some of the quotations are serious, such as Gloria Steinem’s%@nﬁ“é’ﬁt‘“"
The future depends on what each of us does every day.

8. Maya Lin, the woman who designed Washington D.C.’s Vietnam Veter-
ans Memorial, reminded us that, War is not just a victory or a loss....
People die.

9. Emily Dickinson had this to say about truth: Truth is such a rare thing, it
is delightful to tell it.

10. Finally, columnist Ann Landers advised one of her readers The naked

truth is always better than the best-dressed lie.

Exercise 4

1. Kurt Vonnegut, in his novel Slapstick, describes New York City as Skyscraper
National Park.

2. The past is still, for us, a place that is not safely settled wrote Michael

Ondaatje.

3. In her book The Mysterious Affair at Styles, Agatha Christie wrote Every
murderer is probably somebody’s old friend.

4. Swear not by the moon says Juliet to Romeo.

5. Pierre Trudeau told a U.S. audience Living next to you is like sleeping
next to an elephant.

6. Norman Bethune stated The function of the artist is to disturb.

7. Writers are always selling somebody out Joan Didion observed.

8. The expression All animals are equal, but some animals are more equal
than others can be found in George Orwell’s novel Animal Farm.

9. A Swahili proverb warns, To the person who seizes two things, one
always slips from his grasp!

10. Groucho Marx once remarked | wouldn’t want to belong to any club

that would accept me as a member.
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Exercise 5

1. Ovid reminded us that we can learn from our enemies.

2. We know what a person thinks not when he tells us what he thinks said
Isaac Bashevis Singer but by his actions.

3. The Spanish proverb El pez muere por la boca translated means The fish
dies because it opens its mouth.

4. Ask yourself whether you are happy, and you cease to be so John Stuart
Mill wrote.

5. A Russian proverb states Without a shepherd, sheep are not a flock.

6. Stephen Leacock felt The essence of humour is human kindliness.

7. St. Jerome had the following insight The friendship that can cease has
never been real.

8. Oscar Wilde found In this world there are only two tragedies. One is not
getting what one wants, and the other is getting it.

9. Self-respect observed Joe Clark permeates every aspect of your life.

10. Choose a job you love Confucius suggested and you will never have to

work a day in your life.

PROOFREADING EXERCISE

Punctuate quotations, and underline or put quotation marks around titles used in
the following paragraph.

It may be decided, sometime off in the future, that the sum of Douglas
Coupland’s literary contribution equals the two words he used for the title of his 1991
debut as a novelist. In Generation X, Coupland pointed and clicked onto the gen-
eration born in the late 1950s and the 1960s as it stared into the future and tried
to figure out what was going to fulfill it there. If the book didn‘t attract universally
favourable reviews, it was a resounding commercial success and made Coupland
an instant spokesperson for his generation. It didn’t matter so much that he
didn’t want the job — | speak for myself, he’s said repeatedly, not for a genera-

tion. No, he’d been deemed a sociological seer and, like it or not, each of his

www.ztcprep.com
NEL




200 Part5 Punctuating Correctly

subsequent novels — books like Microserfs (1995) and Girlfriend Eﬁ”&fﬁﬁ’“"

(1998) — found itself judged less as fiction than as the words of an oracle between
hard covers.

Source: Adapted from Quill and Quire: Canada’s Magazine of Books and News, January 2000, Vol.
66, No. 1: 20.

SENTENCE WRITING

Write ten sentences that list and discuss your favourite songs, TV shows, characters’
expressions, movies, books, and so on. Be sure to punctuate titles and quotations
correctly. Refer to the rules at the beginning of this section if necessary.

Capital Letters

1. Capitalize the first word of every sentence.

Peaches taste best when they are cold.

2, Capitalize the first word of a direct quotation.
She said, “My brother never worked so hard before.”

“He has finished most of his homework,” she said, “but he still has a lot to do.”

(The but is not capitalized because it continues the same quotation and does
not begin a new sentence.)
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“Everyones loves English class,” she said. “Maybe TI'll change my program.”
(Maybe is capitalized because it begins a new sentence.)

3. Capitalize the first, last, and every important word in a title. Don’t
capitalize short prepositions (such as in, of; at, with), short connecting
words, the to in front of a verb, or a, an, or the.

I saw a copy of Darwin’s The Origin of Species at a yard sale.

The class enjoyed the essay “How to Write a Rotten Poem with Almost No
Effort.”

Shakespeare in Love is a comedy based on Shakespeare’s writing of the play
Romeo and Juliet.

4. Capitalize specific names of people, places, languages, and nationalities.

Roméo Dallaire China Tommy Douglas
Iraq Spanish Japanese
Terry Fox Fort Francis Dundas Street

5. Capitalize the names of months, days of the week, and special days, but
not the seasons.

March Victoria Day spring
Tuesday Canada Day winter
New Year's Eve Labour Day fall

6. Capitalize a title of relationship if it takes the place of the person’s name. If
my (or your, ber, bis, our, their) is in front of the word, a capital is not used.

I think Dad wrote to her. but 1 think my dad wrote to her.
She visited Aunt Sophia. but  She visited her aunt.
We spoke with Grandpa. but  We spoke with our grandpa.

7. Capitalize names of particular people or things, but not general terms.

I admire Professor Segsworth. but 1 admire my professor.

We saw the famous St. Lawrence but  We saw the famous river.

River.

Are you from the West? but  Is your house west of the
mountains?
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I will take Philosophy 120 and bur 1 will take philosophy and EARES QA=
English 100. English.

She graduated from Sutter High but  She graduated from high school.
School.

They live at 119 Forest St. but  They live on a beautiful street.

We enjoyed the Royal Ontario but  We enjoyed the museum.

Museum.

. XERCISES

dd all of the necessary capital letters to the sentences that follow.

xercise 1

1. mom and i have both decided to take classes next fall.

2. fortunately, in toronto we live near several colleges and universities.

3. classes at the community colleges usually begin in late august or early
september.

4. we could easily drive to york university the university of toronto, ryerson
university, humber college, george brown college, or sheridan college.

5. i want to take credit classes, and my mom wants to sign up for commu-
nity education classes.

6. for instance, i will enroll in the academic courses necessary to transfer to
a university.

7. these include english, math, science, and history classes.

8. my mother, on the other hand, wants to take non-credit classes with

" on,

titles like “learn to play keyboards,” “webpages made easy,” and “be
your own real estate agent.”
9. mom already has a great job, so she can take classes just for fun.
10.i know that if i want to go to one of the colleges at the university of

toronto, i will have to be serious from the start.
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Exercise 2

1. now that dvds are more popular than vhs tapes, i am updating my
movie library.

2. my friends say that i shouldn’t waste my money on repeat titles.

3. but my friend jake is on my side because he and i are usually the ones
who watch movies together.

4. even though | have good vhs copies of famous films such as chinatown,
jaws, and blade runner, the dvd versions offer behind-the-scenes footage
and original trailers that vhs tapes don’t include.

5. of course, i'm aware that another technology will replace dvds before
too long.

6. then i guess i'll just have to commit to that new format.

7. there are always collectors who want the old stuff.

8. in fact, i know someone who has a collection of laserdiscs and 8-track
cassette tapes.

9. i may be leaning that way myself.

10. i haven't disposed of my vhs duplicates yet, and i've been buying old

record albums at thrift stores.

Exercise 3

1.Imagine an ocean on the prairies and mountains higher than the
himalayas in ontario.

2. That's part of the picture unveiled by lithoprobe, the name of a 20-year
examination of canada’s ancient geological history.

3. Since 1984, more than 800 university, government, and industry scien-
tists, led by dr. ron clowes, have been examining the movements of
ancient continents, oceans, and islands.

4. "underneath the surface of alberta, we found a subsurface mountain
range,” reported dr. clowes, a professor of earth and ocean sciences at
the university of british columbia.
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5. Even more spectacular was the evidence that there was once a% :#ﬁj J
the size of the pacific under modern day saskatchewan and manitoba. |

6. The results of the lithoprobe study provide a map of canada’s origins.

7. From the maritimes through the prairies to the west coast and from the
great lakes to the artic ocean, the study maps a view of the country
80 km deep and 6 000 km wide.

8. The scientists used vibroseis trucks (called “dancing elephants”) to cre-
ate seismic waves by coordinated bouncing on a pad.

9. The waves are reflected back from the earth, but the reflections vary,
depending on what the waves hit.

10. The study is providing data on the process that might lead the volcano

in mount st. helens, washington, to erupt again.

Source: "Dancing Elephants Help Chart Prehistoric Canada.” 8 Oct 2004. www.cbc.ca.
Reprinted with permission.

Exercise 4

1. i grew up watching the wizard of oz once a year on tv before video stores
like blockbuster even rented movies to watch at home.

2. i especially remember enjoying it with my brother and sisters when we
lived on maple drive.

3. mom would remind us early in the day to get all of our homework done.

4. “if your homework isn't finished,” she'd say, “you can’t see the
munchkins!”

5. my favourite part has always been when dorothy’s house drops on one
of the wicked witches and her feet shrivel up under the house.

6. the wicked witch of the west wants revenge after that, but dorothy and
toto get help from glinda, the good witch of the north.

7. glinda tells dorothy about the emerald city and the wizard of oz.
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8. on their way, toto and dorothy meet the scarecrow, the%n ma“ﬁ,“and, the
cowardly lion.
9. together they conquer the witch and meet professor marvel, the real
man who has been pretending to be a wizard.
10. The ruby slippers give dorothy the power to get back to kansas and to

auntie em and uncle henry.

Exercise 5

1. In spring 2004 viewers of the cbc tv series the greatest canadian nomi-
nated ten individuals for the title: frederick banting, alexander graham
bell, don cherry, tommy douglas, terry fox, wayne gretzky, sir john a.
macdonald, lester b. pearson, david suzuki, and pierre trudeau.

2. Macdonald, the first prime minister, united the french and the english
and facilitated the construction of the canadian pacific railway.

3. Under pearson’s leadership in the 1960s, the canada pension plan,
national medicare, the bilingualism and biculturalism commission, a

national labour code, and the maple leaf flag were introduced.

4, Pierre trudeau, the most contemporary prime minister to make the list,
worked to promote bilingualism, stamp out quebec separatism, and
patriate the canadian constitution and charter of rights.

5. The winner of the title the greatest canadian was the late tommy dou-
glas, five-term saskatchewan premier, who is credited as being the
“father of medicare.”

6. After bell patented the invention and staged a demonstration of the tele-
phone at the centennial exhibition in philadelphia, pennsylvania, in
1876, he went on to form the bell telephone company in 1877.

7. A contemporary ambassador of science, david suzuki taught at the uni-

versity of alberta and university of british columbia before moving his
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teaching out of the classroom and into the media as host of suzmm“’:’““‘“’lj
science, quirks and quarks, and, most recently, the nature of things.

8. Known as the man who discovered insulin, frederick banting brought '
new hope to diabetics the world over, earned a knighthood in the british
crown, and was awarded canada’s first-ever nobel prize in medicine.

9. Another medical hero was terry fox, whose marathon of hope to collect
funds for cancer research is re-enacted every year across the country.
10. Don cherry, the outspoken host of cbc’s hockey night in canada, and
wayne gretzky, the greatest scorer in nhl history and winner of four stan-

ley cups, represented the sports world on the list.

Source: Adapted from Top Ten Greatest Canadians. 2004. CBC. 10 Dec 2004. http://www.cbc.ca/
greatest/top_ten.

Www.ztcprep.com
NEL




Punctuation Progress Test 207

ZITCLIEY]
Punctuation Progress Test

Use the skills you’ve acquired in Part 5 to identify punctuation problem areas in
the sentences below. Place a circle in any location that requires inserting, deleting,
or changing a piece of punctuation. Write your corrections in the spaces between
sentences.

1. Building large English vocabularies is one of the biggest challenges, fac-

ing many newcomers to Canada.

2. After immigrants learn a word's spelling correctly they have to conquer

the mysteries of English pronunciation.

3. One general rule is that a word becomes part of an individual’s working
vacabulary only when the person can: spell, pronounce, define, and use

the word correctly in a sentence.

4. My best friend, who is from Sri Lanka tells me that she found dealing
with word lists the most effective way to build her North American Eng-

lish vocabulary.

5.1've always wondered why English speakers from other parts of the

world find Canadian English so difficult?

6. Unless he stops to think about it my neighbour from Britain still refers to

gasoline as “petrol” and to the trunk of his car as the “boot.”
7. Amazingly, he’s been in Canada over a decade.

8. My teacher in grade 7 put a big emphasis on the importance of words,

she told us that they were the building blocks of messages.

9. Miss Cutter, | think that was her name, clearly explained to us that rec-
ognizing a word in print didn’t necessarily mean that we could include

it in our vocabulary.
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10. She urged us to find ways to make vocabulary building fun so m%&é"-’

ber taping up small vocabulary cards all over the house.

1
H

11.Each card contained the following essential information, correct
spelling, my own phonetic key to pronunciation, a definition, and a

sample sentence using the word correctly.

12. When my mother protested about having so many cards cluttering the

house | learned another important lesson: keep the task small.

13. | reduced the number of cards from 52 to no more than 5 at a time, then

mastering the words was far easier.

14. My sister, who is four years younger than | am, suggested that | make a

set of flash cards, like the ones she was using to learn her times tables.
15. What fun the two of us had studying together.

16. | also discovered that part of my difficulty in spelling; words could be

traced to poor pronunciation.

17. These silly flash cards introduced many new words, at the same time,

they helped me to improve my spelling and pronunciation.

18. For example, by saying the words correctly, | can easily spot the spelling

difference between “pronunciation,” and its verb form “pronounce.”

19. Even though they appeared on my cards for months | still have to think
twice about how to spell the past tense of the verb “occur” (“occurred”)

or the noun form (“occurrence”).

20. Perhaps the most important lesson, was how many words were foreign
to me even though | have spent my entire life surrounded by those who

speak, read, and write in English.
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Punctuation Post-Test 2l Chs

Use the skills you've acquired in Part 5 to identify punctuation problem areas in
the sentences below. Place a circle in any location that requires inserting, deleting,
or changing a piece of punctuation. Write your corrections in the spaces between
sentences.

1. The Canadian health care system, a creation of government that has

become a cultural icon is designed to protect all Canadians.

2. Through a complex web of doctors’ offices, after-hours clinics, hospital
emergency rooms and paramedic care this country offers universal

access to routine health care options.

3. Some Canadians take this accessibility for granted, and expect their

health to be guaranteed.

4. Some individuals, my brother is one of them, require exceptional care
that would cost him hundreds of thousands of dollars in the United
States.

5. Most people understand that no system is perfect especially a health

care web as complicated and expensive as ours.

6. Some procedures require the attention of a team of health care profes-
sionals others, Canadians could likely look after themselves without plac-

ing a strain on the system’s resources.

7. For example, my neighbour’s little daughter was born with a heart
defect and required immediate heart surgery at the hospital for sick chil-

dren in Toronto.

8. Janine is now 12 years old but she still needs monitoring by a team of

paediatric heart specialists.

9. Janine’s mother Else is deeply concerned, because so many of the spe-

cialists they’ve seen over the past 12 years are now retiring.
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10. Primary-care doctors, often referred to as family physicians, have% aen”t””““‘”’”"

rosters in the thousands, and can’t spend the required time to keep their

skills up-to-date or even to get to know their patients’ needs well.

11. When my Niece gave birth last Spring to a lovely daughter, no doctor
attended; instead, a midwife and a doula supervised the pregnancy and

labour.

12. Whenever a community loses a doctor to death, retirement, or reloca-
tion that physician’s patients must find another doctor or rely on after-

hours clinics.

13. Some doctors find themselves so overworked that mistakes, some of

them tragic!, can occur.

14. Everyone has a horror story or two to tell: about a relative or friend who
received the wrong medication, got treatment for the wrong disease, or

didn’t get medical attention in time.

15. Can you imagine the nightmare of waking up to find out that the Sur-

geon had removed the wrong part.

16. Nurses, and pharmacists are increasingly taking up the workload once

reserved for doctors.

17. As well as these front-line health care professions now include acupunc-

ture, chiropractic, hypnosis, physical therapy, and naturopathy.

18. Regrettably, many of the services, offered by these individuals, are not

covered by most provincial health care plans.

19. As a result, only those Canadians, who have extended health care plans
through their employment, are likely to take advantage of these alterna-

tive health measures.

20. That means our society is leaving some Canadians without the same

level of service—what a shame.

www.ztcprep.com
NEL




Rruvawtrre

P ART 6

Writing Well

What Is the Least You Should Know
about Writing?

Until this point in the book, the focus has been on gathering the tools for effective
communication. But having a computer and knowing how to use it doesn’t guar-
antee that the user can create an effective document or build an informative spread-
sheet. Nor does having a box holding all the necessary tools mean that a carpenter
can build a beautiful house.

When you communicate, you certainly don’t use just one word or even one
sentence. Particularly in writing, you need blueprints that will allow your readers to
understand the ideas you are communicating in paragraphs or in multi-paragraph
units, such as reports, letters, essays, and summaries.

Like the earlier parts of the book, this section is designed to give you the least
you should know about getting the job done. Part 6 will not tackle all writing situ-
ations, but it will give you the overview you need to tackle even the most daunting
writing tasks. The best place to start is to write what you care about and care about
what you write.

Basic Structures

PARAGRAPHS

When you began working with this book, you focused on individual words. Then
you learned how to link words together to form sentence structures so that your
ideas would be clear to your readers. Logically, the next step is to discover how best
to link sentences together. The smallest unit of combined sentences is called a para-
graph. A typical paragraph centres on one idea, usually found in one sentence from
which all other sentences in the paragraph radiate. Paragraphs generally contain

www.ztcprep.com
NEL



212 Part6 Writing Well

several sentences, but no set number is required. And although a paragmcmww’
stand alone, it more typically is used to build a piece of a larger written work, like
a report or an essay.

As you build a paragraph, you will face three important questions:

e What is my main point in this paragraph?
e What information should I include to support that point?
e In what order should those supportive details appear?

State Your Main Point (Unity)

Every time you communicate, you have a central idea that you are trying to share
with others. In face-to-face communication, you probably don’t spend a lot of time
choosing words to form that central idea. After all, when your listeners look at you,
they can rely on the way you hold your head, your facial expressions, and other
body language for clues about the point you are trying to make.

In written communication, though, neither you nor your readers can rely on
any clues other than the words that appear on the printed page.

A topic sentence clearly states the main point of the paragraph.

That's why many paragraph writers include a topic sentence in each of their para-
graphs. A clear topic sentence offers two advantages: the writer is less likely to stray
off-topic, and the reader gets a clear understanding of what the paragraph is all
about.

The topic sentence does not have to be placed at the very beginning of the
paragraph. In some paragraph patterns, it appears at the very end or in the middle.
Occasionally, a paragraph’s topic sentence is not stated but implied.

What's important is that the topic sentence has to state the writer’s main point
clearly, be broad enough to cover the sentences that will rely upon it for focus, and
be narrow enough to allow details to be added.

Look at the following sentences, all of which are grammatically correct. Can
you pick the one that could act as a topic sentence?

I jogged 6 km yesterday. (This sentence doesn’t make a point; it just states a
fact.)

Eating well and exercising regularly are important factors in fighting obesity.
(This sentence is too broad for a single paragraph.)

My sister has found that exercise helps control her weight. (This sentence is
the best choice. A reader will be interested in hearing more, and the main idea
is not too narrow.)
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Exercise: Topic Sentences

In each of the paragraphs below, identify which sentence (if any) is serving as the
paragraph'’s topic sentence.

1.

Everyone loves the excitement of shopping for a new automobile. For
most people, the fun begins with reading car reviews written by auto-
motive journalists. Some reviewers provide every possible snippet of
information that the potential buyer might need, from technical specifi-
cations to luxury trim options. After reading the reviews, consumers
often find themselves watching TV auto commercials far more closely.
The next step for most is a visit to dealerships to read all the literature
and get behind the wheel for a test drive. During this step, motorists dis-
cover that the car the automobile reviewer raved about costs about $10
000 more than they can finance. At the end of the day, they will have
learned the hard way that the realities of their budgets sometimes over-
rule their initial excitement.

(Topic sentence: )

If a text is misleading, the message readers receive is different from the
message the writer intended, but the readers do not realize this.
Although misleading passages are probably rare, they can be extremely
hazardous because even though the readers are not getting the mean-
ing you intended, they are confident that they understand what you
meant. If the document is a set of instructions, they will simply do what
they think you told them to do. The writer’s responsibility for clear writ-
ing can’t be taken lightly.

(Topic sentence: )

. Psychotherapists in Western cultures promote the ideas that people

should be happy, that all change is possible, and that change is relatively
easy. Eastern cultures, on the other hand, are more tolerant of condi-
tions regarded as outside human control and have a less optimistic view
of change. Western therapists want to fix problems, whereas Eastern
therapists teach clients to live with and accept troubling emotions.

(Topic sentence: )
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Provide Plenty of Supportive Details (Support) S

Stating the main idea is generally not enough, especially in writing. In a conversa-
tion with a friend, you might be able to say, “My sister uses exercise to control her
weight.” Likely the friend will understand enough about you to know if your sister
belongs to a gym or works out regularly. However, in more formal writing, your
reader may be unable to understand the reasons behind your statement—and you
won’t be standing there to answer the reader’s questions. The supportive details
extend the length of a paragraph into several sentences.

Specific details support, develop, orexplain the paragraph’s main idea.

In the example of the use of exercise to control weight gain, the writer could
include information about what types of exercise the sister uses, how much weight
she has lost, or even when she knew the exercise was working. Notice that the
paragraph would not, however, include details about health problems caused by
obesity because those comments would be off-topic.

Which of the following sentences could be included in the above paragraph?

Ever since she was in primary school, my sister has had weight problems.
(This sentence provides historical information but doesn’t focus on exercise.)

My sister enjoys going to the gym. (This statement isn’t specific enough to sup-
port or explain the main idea of controlling weight gain.)

When my sister began visiting the gym three times a week, she quickly saw
some positive results. (This one works best because it retains the main idea’s
focus on the use of exercise to control weight.)

Exercise: Main Ideas and Supportive Details

Look for the pattern in the phrases below. Notice that when you compare them,
some are more general while others are specific examples. Using the outline tem-
plate, arrange the phrases so that they show relationships and levels of impor-
tance.

Devoted Dogs Talkative Tabbies  Lovable Pets Curious Cats
Huggable Hounds Sassy Siamese Pampered Poodles
(Topic)

(1st Support Point) 1.

(example/specific detail) A

(example/specific detail) B.
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(2nd Support Point) Il.

(example/specific detail) A.

(example/specific detail) B.

Keep the Ideas Logically and Clearly Organized (Cobesion)

As you grow into your writing, you'll discover that ideas are best expressed in orga-
nizational patterns. First, decide which pattern makes most sense in your paragraph.
Some possibilities include Addition, Time or Space, Comparison/Contrast, Empha-
sis, and Cause/Effect. Then, include transitional words and phrases because they
work like directional signs to help your reader see where your ideas are heading.
Below are sample directional words used in each pattern.

Addition (showing equally weighted ideas)
for one thing, another, the last

Time (showing the order of ideas from earliest to most recent)
first, second, next, then, finally

Space (relating details according to their order in some location)
on the left, in the middle, near, next to, above, under

Comparison (showing similarities between previous idea and the next one)
as well, also, in addition, similarly, for example

Contrast (showing differences between ideas)
however, but, on the other hand

Empbhasis (showing the relative importance of ideas)
first of all, more/most importantly

Cause/Effect (showing how one support leads to the next)
because, as a result, consequently

For example, one of the most obvious groups to learn is Time order transitions. In
a paragraph organized in this fashion, you could introduce the first significant sup-
portive detail with a phrase like “the first” or “first of all,” introduce the second
detail with “next” or “then” or “also,” and use “finally” in the sentence containing
the last of the supportive details.

Look at the differences in the following two paragraphs. One of them has tran-
sitional (signal) words. The other does not.

Every variety of apple has a different appearance. Delicious apples have a
solid dark red colour and an oval shape with five knobs on the bottom. They
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are medium to large in size. The Granny Smith variety of applgm)ﬁghf',
green. Granny Smith apples are round in shape and medium to large in size.

Every variety of apple has a different appearance. Delicious apples, for exam-
ple, have a solid dark red colour and an oval shape with five knobs on the bot-
tom. On the other band, the Granny Smith variety is bright green. Like Deli-
cious apples, Granny Smith apples are medium to large in size; however, they
have a round shape as opposed to an oval one.

Notice how the insertion of the italicized signal words transforms this paragraph so
that it no longer appears as just a random list of sentences. The second paragraph’s
choice of signal words tells the reader that it is ordered in a Comparison/Contrast
pattern.

Other Transitional Devices

Pronouns: Because pronouns refer to established nouns, the correct use of pro-
nouns will link paragraph ideas. '

Forceful repetition: Although most writers choose not to repeat words, purposefully
repeating key words or phrases will link a paragraph’s ideas.

Specific supportive details should appear in logical order.
Trawnsitional devices signal that order to your reader.

Exercise: Transitions

Step 1: On a separate piece of paper, use the transitional words and phrases in
the following sentences to sort them into a solid, well-organized para-

graph.
Step 2: While rewriting the sentences, underline the words that helped you sort
out the correct order.

* In the first place, most family physicians already have huge practices.

e Such burnout has several results: a reluctance to take on any new
patients, a desire to take time off or retire prematurely, the decision to
withdraw from hospital privileges, and sometimes a willingness to move

to another area where the workload is less onerous.
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¢ To illustrate this problem, statistics from the Sudbury District Health Unit
indicate that the average Sudbury doctor maintains a practice with
between 4 000 and 5 000 patients.

¢ Finding a family doctor in Northern Ontario is not an easy task.

e With an average age of 52, many family doctors are burning out under
the strain of the work they are facing.

¢ For all these reasons, a newcomer to Sudbury is sure to face challenges in
locating a family physician willing to take the person on as a new patient.

* Finally, Sudbury’s family doctors often find themselves without specialists
to whom patients with unique needs can be referred for more detailed
diagnoses.

¢ Asecond problem is the age of those currently practising family medicine.

MurLT1-PARAGRAPH COMPOSITIONS

When you find yourself needing to compose lengthier pieces of writing — such as
personal letters, academic essays, technical reports, and other longer items — much
of what you have learned about writing effective paragraphs still applies.

For example, any writing will focus on the author’s main point; include details
that support, develop, or explain that idea; and use a logical and clear pattern of
organization.

You will find it helpful to break a longer writing job into several stages:

Pre-Writing

Identifying Your Thesis

Writing the Introductory Paragraph
Composing Support Paragraphs
Crafting a Concluding Paragraph
Revising/Editing

Proofreading

Stage 1: Pre-Writing

Writing anything lengthy requires extra planning. Your reader will never see your
pre-writing/planning efforts. However, investing time before you begin to write will
make the actual writing process far easier and your written product far clearer. Dur-
ing pre-writing, you choose a topic and identify the main point you want to make
about it, explore and evaluate pieces of supportive information, and group these
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details into categories that will form support paragraphs. In short, you design the
long paper the same way an architect produces blueprints for a large house.

Because investing time at the pre-writing stage is guaranteed to produce
clearer writing, you should investigate various pre-writing strategies. Some, like
Focused Free Writing, Brainstorming, and Simple Listing, are more comfortable
options for individuals who process their ideas in a linear (left to right, up to down,
most to least important) fashion. Three-dimensional and visual individuals might
find the Clustering strategy more helpful. Look at the differences between the two
styles:

Focused Free Writing (or Brainstorming)

Free writing is a good way to begin. When you are assigned a paper, try writing for
ten minutes, putting down all your thoughts on one subject — watching old movies
on video, for example. Don't stop to think about organization, sentence structures,
capitalization, or spelling — just let details flow onto the page. Free writing will
help you see what material you have and will help you figure out what aspects of
the subject to write about.

Here is an example:
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Now the result of this free writing session is certainly not%g”féuﬁéu typed
and submitted. But what did become clear in it was that the student could probably
compare the two musicals to show how they told the same story — that opposites
attract — in two different ways.

Clustering

Clustering is another way of thinking a topic through on paper before you begin to
write. A cluster is more visual than free writing. You could cluster the topic of
“going to the horse races,” for instance, by putting it in a circle in the centre of a
piece of paper and then drawing lines to new circles as ideas or details occur to
you. The idea is to free your mind from the limits of sentences and paragraphs to
generate pure details and ideas. When you are finished clustering, you can see
where you want to go with a topic.

This cluster shows that the student has found three general aspects of attend-
ing the horse races: the variety of seating, types of bets, and groups of people to
watch. This cluster might lead to another where the student chooses one aspect —
groups of people to watch, for instance — and thinks of more details about it.

Stage 2: Identifying Your Thesis

No matter what you are writing, the most important thing to keep in mind is the
idea you want to get across to your reader about the topic. You must have in mind
a single idea that you want to express. In a paragraph, the sentence containing that
idea is called a fopic sentence; in an essay, it's called a thesis statement.

Once you have explored a topic through a pre-writing technique, generally
you have isolated the key message you wish to make about the topic. “The old
musical movies Guys and Dolls and The Music Man tell the same story — that oppo-
sites attract — but in two different ways” and “The spectators at a race track are
almost as entertaining to watch as the horses” are potential thesis statements for the
pre-writing examples.
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Whether you successfully craft a thesis statement at this point or later, what is
important is that this one statement becomes the hub of the entire written work. All
support paragraphs and their contents must relate directly to this sentence.

THESIS STATEMENT CHECKLIST

1. A thesis statement must be a sentence with a subject and a verb (not
just a topic).

2. A thesis statement must be an idea that you can explain or defend
(not just a statement of fact).

Exercise: Thesis Statements

Some of the following word groups represent thesis statements that you could
further explain or defend. Others are only topics or facts that are too specific to
develop into a multi-paragraph written essay. Write THESIS in front of each one
that could be a thesis statement. In front of each that is too specific, write FACT.

1. We travelled to London last spring.
. Some animals seem to be able to predict earthquakes.

. Getting my first car took away my freedom.

h W N

. Computer-generated movie characters can affect us in the same ways as
real-life individuals.

. Voice-recognition software is improving all the time.
. Rivers of methane were recently found on Saturn’s moon Titan.
. Gasoline prices are rising again.

. Travelling to other countries makes people more open-minded.

VO 0 N & ©n

. Vegetarians can suffer from health problems related to their diets.

10. Sharks have no bones in their body.

Stage 3: Writing the Introductory Paragraph

An introductory paragraph poses special challenges. It will need to engage the
reader’s interest. It will identify your thesis statement; i.e., the sentence that identi-
fies the main idea you plan to develop in the multi-paragraph piece. Often, the
introductory paragraph also prepares the reader for the important points you will
make later.
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To attract the reader’s interest, open your paragraph with an interesting
example, a vivid image, a direct quotation, startling remarks or statistics, a problem,
or a question. Check out the following paragraph and identify which technique it
uses to “grab” your interest.

My brother, who has lived his whole life in Southern California, had seen
the Mitky Way only in photographs and through telescopes until he visited my
farm in rural Saskatchewan. And he’s not alone. In most of North America,

environmental issues have restricted many people’s ability to view the full

splendour of the night skies. In highly developed areas, pollution, heat haze,

For most Canadians, the idea that someone has never seen the Milky Way is
surprising. As a result, a Canadian reader will likely be interested in reading the rest
of this piece.

The third sentence (underlined) states the thesis statement (main idea). Then,
the final sentence (broken underline) provides a glimpse at the major points to be
developed in this paper. Such a sentence is called the plan of development. As in a
paragraph, you will want to put supportive points in a logical order for your reader.
If you are going to include a plan of development in your introductory paragraph,
make sure that it lists the support points in the order in which your support para-
graphs will appear.

INTRODUCTORY PARAGRAPH CHECKLIST
1. Engage the reader’s interest.
2. Provide any necessary background information.
3. Express central idea in a Thesis Statement.

4. Identify main support points in Plan of Development (optionaDb.

Stage 4: Composing Support Paragraphs

Each support paragraph should follow the paragraph’s guidelines of unity, support,
and cohesion. Remember to include a topic sentence for each of these paragraphs
and to organize the supportive details for the topic sentence in a logical fashion. But
recall also that each support (“body”) paragraph must relate specifically to the the-
sis statement you outlined in the introductory paragraph.

Because the introductory paragraph above includes a plan of development
statement, your reader will likely expect three paragraphs dealing with the negative
effects of environmental factors on nighttime skies: the first, with the effects of
pollution, the second, with heat haze, and finally, with city lights. Note that the
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body paragraphs should appear in the order stated in the plan of development
statement.

Transitional Sentences

Although each of these paragraphs should be sturdy enough to stand on its own
and make sense, apply what you have already learned about transitional devices
both within and between these paragraphs.

Longer pieces of writing will flow more smoothly if you include “linking” sen-
tences that act as a bridge from one paragraph’s main idea to the next paragraph’s.
These transitional sentences often rely on an “echo” technique, capturing the key

phrases of the first paragraph and then adding a reference to the next main idea. -

Take a look at the following two body paragraphs. Pay particular attention to the
italicized sentences, which create bridges from one supportive paragraph to the next.

(Support paragraph 1: pollution)

(Support paragraph 2: heat haze)

Not only does industrial pollution dim the brightness of the night sky, but
the beat bhaze in large metropolitan areas makes maiters even worse. One
problem is the result of overly dense populations. When individuals live in
warrens, one atop the other, it’s no surprise that when rush hour hits, the skies
are alight with a shimmering glow as traffic backs up and exhaust pipes belch.
As well, towering office buildings give off tons of emissions from the thou-
sands of bodies, computers, and hydroelectrical power generators they hold.
Those same buildings capture the daytime heat and offer no access to wind
currents to remove its intensity.

(Support paragraph 3: city lights)

Besides the increasing pollution and beat haze experienced in larger
metropolitan areas, glowing city lights overwhelm the natural light from the
stars. Cities can be seen from many kilometres away because they cast an
eerie glow in the night sky. In residential areas, street after street is ablaze with
incandescent and fluorescent bulbs, creating a darkly curtained night sky over
residents’ homes. Business districts maintain security by the heavy use of neon
and other lighting. Highways are lit as bright as daylight. It's impossible for
stars to compete with such powerful light sources.

SUPPORT PARAGRAPH CHECKLIST
1. Focus on one major support point, expressed in fopic sentence.
2. Provide plenty of supportive details for that point.
3. Include logically organized specific details.

4. Use linking transitional sentence to connect to next paragraph.
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Stage 5: Crafting a Concluding Paragraph

The final paragraph is important because it is the last communication you have with
your reader. As a result, you will want to treat this paragraph with the attention it
deserves.

Concluding paragraphs usually take one of two approaches.

A Summary style uses the closing paragraph to remind the reader of the main
idea and the supportive points outlined in the paper.

A Conclusion style uses the closing paragraph to encourage the reader to
think about and apply the information in ways not discussed in the paper. Conclu-
sion techniques include the following:

e Ask a question.

e Offer advice or suggest future action based on the paper’s information.
Look to the future with a generalized statement.

* Recommend solutions to a problem outlined.

Summary style concluding paragraph for “Night Skies” paper:

North Americans living in large cities have grown accustomed to the fact
that their night skies appear empty of stars. The reasons for the darkened
skies, from pollution to heat haze to city lights, can be directly traced to envi-
ronmental issues. As a result, the constellations that our grandparents could
easily pick out in the sky are no longer visible to many North Americans
except as pictures in books or illustrations on Internet sites.

(Notice that the thesis statement and the three major support ideas are repeated.)
Conclusion style concluding paragraph:
Because the causes of dimmed night skies can be directly traced to
human activity, North Americans must resolve to find alternatives to the ways
the environment is treated. If they don't, they risk losing not just the quality of

nighttime skies but also of other natural wonders once taken for granted.

(This features the “look to the future” approach: notice that new ideas are intro-
duced.)
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CONCLUDING PARAGRAPH CHECKLIST

1. Select most appropriate closing style
2. Summary style

a. Repeat thesis statement and refer to main supports
3. Conclusion style

a. Ask a question

b. Offer advice, propose future action

c. Look to future with generalized statement

d. Recommend solutions to identified problem

Stage 6: Revising and Editing

Building an effective multi-paragraph piece of writing is more than composing sev-
eral separate paragraphs and then joining them together. Once you have written the
paragraphs, you will want to view them from the perspective of the audience (your
reader) and your purpose for writing.

It's at this stage where you need to ensure that your introductory paragraph
contains a clearly stated main idea (expressed in a thesis statement), that the mid-
dle paragraphs offer plenty of specific details to develop this idea, and that the
major and minor support sentences are organized logically and convincingly.

For example, because writing is a living, breathing exercise, you may discover
that the support paragraphs would be more effective in a different order. Or you
might notice at this point that one paragraph is too general and needs further details
to back up its topic sentence. In any event, don’'t be so tied to your original work
plan that you lose the flexibility necessary to make positive changes in wording,
organization, and transitions.

Read the entire piece from start to finish from the perspective of your intended
audience. Isolate any areas where better use of transitions will ensure a smoother
read. Remember to check for unity (staying on topic), support (providing details or
examples that develop or explain the main idea), and cohesion (organizing ideas in
a logical pattern and using transitions to guide the reader from one point to
another). Make changes in word choice when the vocabulary is too technical or
otherwise inappropriate for your reader or purpose.

In short, at this stage, you want to question how effectively your piece is
communicating your ideas to the individuals who will be reading them.

The writer of the piece on night skies may decide, as a result of preparing the
paper, that the support paragraphs would be more effective if they appeared in a
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different order. Making such a decision will have an effect on the entire paper. The

introduction’s plan of development statement will need to reflect the new order.
New “linking” sentences will have to be written to bridge the support paragraphs.
Even in the concluding paragraph, the new organization needs to be taken into
account.

While this may sound like considerable work, it really isn’t. The revision and
editing stage offers important opportunities to make the multi-paragraph piece
stronger and more readable.

The following page contains a complete checklist to use when you are revis-
ing a multi-paragraph piece of writing. Follow it carefully, answering all the ques-
tions from the perspective of your potential reader.

Stage 7: Proofreading

The final step in any written work, regardless of its length, is a thorough sweep
through the writing to ensure that it contains a minimum of grammatical and
spelling errors and that it is correctly formatted. If you have completed the exercises
in the first five parts of this book, you will be better able to recognize glaring prob-
lems in sentence structure, subject—verb agreement, and pronoun usage, for exam-
ple. Apply the highest standards to your own writing. If it is allowed, you may also
want to have another individual cast a careful eye over your work. The bottom line
is that you have invested far too much time and energy in writing your paper to
allow your ideas to be marred by easily avoidable errors.

This is also the moment when you need to ensure that the paper’s format is
correct. Do you need a title page? If not, where is your name to appear? Is the paper
to be double-spaced? If you have done research to write the paper, what type of
documentation are you expected to use? Have you successfully addressed the
assignment’s other requirements in terms of number of pages or words?

A word about computer Spell Check and Grammar Check programs:

Never rely only on feedback from your computer’s Spell Check (red underline) or
Grammar Check (green underline) to catch and offer corrections for spelling and
grammar errors.

Spell Check programs check each word against a very limited dictionary, and
any word in that dictionary is seen as correct. That means, for example, that the
computer is unable to recognize the difference between “past” and “passed” or “it’s”
and “its.” Spell Check will also not catch repeated words. Your human eyes are far
more reliable proofreaders than the mechanical ones offered by your computer. The
Spell Check program may work well as your first line of defence; that is, for your
first sweep through looking for spelling problems. However, you will still need to
hunt down spelling errors manually after that.

Grammar Check programs can be very confusing and often offer incorrect
solutions to nonexistent grammar “problems.” Again, remember that computers
can’t do the thinking that you can. Instead of relying on Grammar Check, apply
what you have learned in the five earlier parts of this book.
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MULTI-PARAGRAPH WRITING: REVISING CHECKLIST

INTRODUCTORY PARAGRAPH
Does it include ...
1. an effective attention-getting device?
2. a clearly stated main idea (thesis statement)?
3. any necessary background information?

4. a plan of development statement with support points in correct order?

EACH SUPPORT PARAGRAPH
Does each have ...
1. the major support point’s main idea (topic sentence)?
2. all support details directly related to the paragraph’s topic (unity)?
3. an adequate number of details and examples (support)?
4. a logical organization of supportive details (coherence)?

5. ample and appropriate transitional words and sentences?

CONCLUDING PARAGRAPH
1. Does it use the most appropriate style (summary or conclusion)?

2. If Summary style, does it contain an echo of the main idea and its
major supports?

3. If Conclusion style, has the most effective closing technique been
chosen?
OVERALL

1. Are word choice and vocabulary appropriate for audience and
purpose?

2. Do the body paragraphs (major support points) appear in the most
logical order?

3. Do the paragraphs flow together with the help of linking transitional
sentences?
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Use the following Proofreading Checklist as a comprehensive guide to proof-
reading your work and eliminating the most obvious errors.

Immediately following the checklist, you will find “Empty Night Skies,” the
completely revised and proofread final draft of the paper built over the course of
this section. The underlined words and sentences were changed during the revision
process when the writer decided to change the order of the supportive points.
Other vocabulary and sentence structure changes were made to strengthen the
work’s flow and readability.

MULTI-PARAGRAPH WRITING:
PROOFREADING CHECKLIST

SPELLING
Conduct the following:
1. Preliminary Spell Check sweep

2. Careful review of entire paper (Part 1: pp. 3-49)
Words often confused
Repeated words
Possessives
Contractions
Other spelling problems
GRAMMAR

Check for any errors in the following categories:

1. Sentence structure (Part 3: pp. 104-18)
Fragments
Run-on sentences

2. Subject—verb agreement (Part 4: pp. 126-29)

3. Correct pronouns (Part 4: pp. 134-35)

4. Pronoun agreement (Part 4: pp. 135-37)

5. Pronoun references (Part 4: pp. 137-38)

6. Misplaced or dangling modifiers (Part 4: pp. 142—43)

7. Shifts in time or person (Part 4: pp. 147—48)

8. Parallel structure (Part 4: pp. 150-51) ’

9. Clichés, awkward phrasing, wordiness (Part 4: pp. 156-59)
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10. Punctuation (Part 5: pp. 170-209)
Concluding punctuation
Commas
Semicolons
Quotation marks
Underlining or italics
Capital letters

FORMAT
1. Create a title for the paper

2. Address any assignment requirements
Title page
Correct placement of your name
Minimum page and word count
Line spacing
Documentation style (if you've conducted research)

SAMPLE MULTI-PARAGRAGH PIECE
J. A. Student
Empty Night Skies

My brother, who has lived his whole life in Southern California, had seen
the Milky Way only in photographs and through telescopes until he visited my
farm in rural Saskatchewan. And he’s not alone. In most of North America,
environmental issues have restricted many people’s ability to view the full

splendour of the night skies. Especially in highly developed areas, heat haze,

industrial pollution, and city lights dim the natural beauty of the stars above.

City dwellers have grown accustomed to the problems associated with

beat baze. This issue is primarily the result of overly dense populations.
Throughout North America’s largest metropolitan areas, individuals live in
warrens, one atop the other, creating heat columns. Despite town planners’
attempts to provide adequate public transportation, when rush hour hits, the

skies are alight with a shimmering glow as commuter traffic backs up and
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exhaust pipes belch. As well, towering office buildings giveacméﬁé" of %eat
energy emissions from the thousands of bodies, computers, and hydroelectri-
cal power generators they hold. Those same buildings, standing shoulder to
shoulder, capture the daytime heat and offer no access to wind currents to
remove its intensity.

Those who live in the more isolated areas less susceptible to beat baze

must_contend_with _a different challenge, industrial pollution. Taller smoke

stacks simply ensure that the emissions make it into the jet stream where they
can then travel for hundreds of kilometres before drifting back to earth. As a
result, areas within the range of this airflow find their skies clouded by the dis-
carded byproducts of chemical companies, coal-burning plants, and mineral
refineries. Since many industries include midnight shifts, such emissions are
continuous.

Besides the beat haze experienced in larger metropolitan areas and the
industrial poliution affecting others, glowing city lights overwhelm the natural
light from the stars. Cities of even moderate size can be seen from many kilo-
metres away because they cast an eerie glow in the night sky. In residential
areas, street after street is ablaze with incandescent and fluorescent bulbs, sep-
arating the night sky from those who walk the streets below. Business districts
maintain security through the heavy use of neon and other lighting. Highways
are lit as bright as daylight. Stars cannot compete with such powerful light
sources.

North Americans living in large cities have grown accustomed to the fact
that their night skies appear empty of stars. The reasons for the darkened skies,
from beat baze to pollution to city lights, can be directly traced to environ-
mental issues. The sad result is that the constellations that people could easily
pick out in the sky 40 or 50 years ago are no longer visible to many North

Americans except as pictures in books or illustrations on Internet sites.
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Answers

PART 1 SPELLING
SPELLING PRE-TEST

laid

tiancée

too (proud)
allowed
whose
submitted
relied
dinghies
then

respectively

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

believe
vacuum
conscious
hanged
effect

led
You're
choose

a lot

ladies’

WORDS OFTEN CONFUSED, SET 1 (PP. 9-14)

EXERCISE 1
1. Here, a

2. advises

3. It’s

4. conscious

5. do, their
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. already, know, it’s, accept, desserts
. Choose, have

. affect, clothes

. feel, fill, courses

10.

complementing, an, effect
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EXERCISE 2
1. It'’s

2. do
3. A, effect
4. a, affect

5. already, knew, effect

EXERCISE 3
1. its, chose, an

2. an
3. Its, it’'s -
4. conscious, a

5. effect, due

EXERCISE 4
1. advise

2. a, complement, already
3. chose, advice
4. an, effect

5. have, chose

EXERCISE 5
1. hear, break

2. an, accept
3. conscious, choose
4. course, already

5. clothes, new

PROOFREADING EXERCISE

Answers 231

ZTCLILY
6. due
7. a, it’s
8. its
9. effect
10. advise, choose

o @ Jd &

10.

NI SN N

10.

o

10.

. accept, clothes
. fill
. new, complement

. course, cloths, coarse, it’s

course, fill, our, clothes, cloths

. clothes, accept

do

. conscious, hear

. compliment, already

except

. Due, are
. It’s, compliment, an, its
. effect, feel

. affect, know

hear, effect, an, here

My dog had six puppies last night, and they were all strong and active aeeept
except the littlest one born last — it was the runt. ¥s Its head and body were much
smaller than those of #s its brother and sisters. We named him first and called him
Pee-Wee because we were atbready already starting to ## feel that he was special.
At first, the other puppies wouldn’t let Pee-Wee eat, and we could kere bear him
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cry for milk. It’s almost as if the others were trying to get rid of him. We (gm(ﬁtﬁﬁ‘*"“'j
what to do, so we called the animal hospital to get some aéwise advice. They told

us that we could make sure he got enough milk by taking the others out of the box
after they seemed full and that eventually Pee-Wee would be exeepted accepted by
the others. The plan worked. By the second day, Pee-Wee was part of the family.
We could ef have lost are our favourite puppy if we hadn’t received such good
advice.

WORDS OFTEN CONFUSED, SET 2 (PP. 19-24)

EXERCISE 1

1. personal, women 6. to, they're, quite, too
2. there, led, than 7. their, through, their
3. past, than 8. piece

4. woman, weather 9. whether, lose

5. Through, right, principal 10. too, two, than

EXERCISE 2

1. your 6. than, their

2. You're, right, they’re, quite 7. who’s, they’re

3. through, to, right 8. piece

4. Their, wear, loose, there 9. two

5. to, quite, to, peace 10. their, there
EXERCISE 3

1. through 6. through, they're

2. You're 7. there, lose, their, right, personal
3. whose, too, to 8. where

4. past, there 9. Then, to, than

5. peace, quiet, their 10. Whether, you're, quite
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1. where, your 6. two

2, two, piece 7. quite, wear, yout, piece
3. to 8. you're

4. where ~ 9. their, peace, quiet

5. loose, than 10. personal, you're

EXERCISE 5

1. through, their, principal 6. were, there, two
2. personnel, than, whose 7. principal, there
3. peace, led, quiet 8. you're, past

4. past, where 9. piece, quite

5. Then, loose 10. too, your

PROOFREADING EXERCISE

When I was in high school, the psreipte principal was always complaining
about our homework record. The teachers had told him that about half the students
didn’t do there their homework on time, and some never did any at all. So one Sep-
tember he started the first-day assembly by saying, “This year yeu¢ you're all going to
do yewre your homework every night for at least the first month of school. And if there
is a schoolwide perfect homework record during September, I will where wear a
swimsuit to school on the first of October and dive off the high diving board into the
school’s outdoor pool in front of everyone no matter what the whether weather is like
that day.” We students were not about to teese lose a bet like that. September past
passed, and on the first of October, the principal tead led us to the school pool; then
he threngh threw off his heavy coat and climbed to the top of the diving board.

CONTRACTIONS (PP. 26-31)

EXERCISE 1

1. What's 6. shouldn’t, can’t

2. 've, it’s, I'd 7. There’s, I've, that’s
3. aren’t, we're 8. no contractions

4. Let’s, doesn’t, that’s 9. they’'d

5. who's 10. weren’t, didn’t
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EXERCISE 2
1. don’t, they've

2, You'll

3, can’t, they've
4. They'’re, that’s
5. can't, they’re
EXERCISE 3

1. I've, hasn’t

2. they'd

3. it’s, wouldn’t
4. it’s, they're

5. that’s, there’s
EXERCISE 4

1. should've

2. didn't, I'd

3. didn’t, could've, didn’t
4. wasn't, don’t

5. It’s, I've

EXERCISE 5
1. isn’t, he’s

2. who's, there’s
3. wasn'’t

4. He's

5. they'd

PROOFREADING EXERCISE

6. it's, who's

7. there’s, it’s, that’s
8. You'll

9. can't, they're

10. I'm, aren’t

6. wouldn’t

7. wasn't, it’s

8. don'’t, wouldn’t, that’s
9. wouldn't

10. should’'ve, wouldn't, that's

6. I'm, itd
7. wouldn’t, they’'d
8. who'’s, he'd
9. might've
10. there’s

6. didn’t, he’d
7. it’s

8. He’s

9. he’d

10. weren'’t

B2e I've had trouble exeepting accepting the fact that 1 eant can’t learn to
speak German. I have taken first- and second-year German, but thets there wasat
wasn’t much speaking in either of those tee two classes. My mouth doesn’t make
the sweite right sounds when I try to say German words. I think that my teeth get in
the way. I have decided to ask my teacher for adwise advice but easnt can’t bring
myself to go see her because I know that shes she’s going to ask me to tell her about

my problem — in German.
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EXERCISE 4
1. snowmobile’s

2. Canada’s, winter’s
3. no possessives
4. snowmobile’s, Bombardier's

5. invention’s

EXERCISE 5
1. bat’s, animal’s

2. patient’s
3. person’s
4. condition’s

5. bat’s

PROOFREADING EXERCISE

N-IE S )
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10

Answers
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. Ski-Doo’s
. vehicle’s
. world’s
. public’s
10.

provinces’

. NO possesives
. patients’, bat’s
. enzyme’s

. DSPA’s

bat’s

235

The Labelles are a family that has lived next door to me for twenty years. I
have grown up with the Eabelle’s Labelles’ daughter, Nicole. My family is bigger
than ke#’s bers. When 1 go to her house, MNieetes Nicole’s favourite pastime is doing
jigsaw puzzles. We always start off by separating a puzsles puzzle’s pieces into
different categories. She makes piles of edge pieces, sky pieces, flower pieces, and
so on. Then I start putting the edge pieees pieces together to form the border. The
Labelles’ son is named Marc, and he usually shows up just in time to put the last

piece in the puzzle.

REVIEW OF CONTRACTIONS AND POSSESSIVES (PP. 37-38)

1. I've, Seinfeld’s
2. show’s, wasn’t
. I'm, television’s, series’

. wasn’t, wouldn’t, show’s

. show’s, they’'d

@ N SN R W

. characters’, witnesses’
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9. jury’s, would've, they’re

10. there’s, it's

A Journal of My Own

I've been keeping a journal ever since I was in high school. I don’t write it for
my teachers’ sake. I wouldn’t turn it in even if they asked me to. It’s mine, and it
helps me remember all of the changes I've gone through so far in my life. The way
I see it, a diary’s purpose isn’t just to record the facts; it’s to capture my true feel-
ings.

When I record the day’s events in my journal, they arer’t written in minute-
by-minute details. Instead, if /’ve been staying at a friend’s house for the weekend,
I'll write something like this: “Sharon’s the only friend I have who listens to my
whole sentence before starting hers. She’s never in a hurry to end a good conver-
sation. Today we talked for an hour or so about the pets we’d had when we were
kids. We agreed that we’re both ‘dog people.” We can’t imagine our lives without
dogs. Her favourites are Pomeranians, and mine are golden retrievers.” That’s the
kind of an entry I'd make in my journal. It doesn’t mean much to anyone but me,
and that’s the way it should be.

I know that another person’s diary would be different from mine and that most
people don’t even keep one. I'm glad that writing comes easily to me. I don’t think
I'll ever stop writing in my journal because it helps me believe in myself and value
others’ beliefs as well.

RULE FOR DOUBLING A FINAL LETTER (PP. 40-41)

EXERCISE 1

1. scanning 6. missing
2. trusting 7. reading
3. tripping 8. occurring
4. planning 9. skimming
5. benefiting 10. screaming

EXERCISE 2

1. shopping 6. omitting
2. rapping 7. honouring
3. wrapping 8. bragging
4. nailing 9. marking
5. knitting 10. hopping
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EXERCISE 3

1. steaming 6. setting

2. expelling 7. stressing

3. sipping 8. flopping

4. suffering 9. spinning

5. warring 10. differing
EXERCISE 4

1. creeping 6. weeding

2. subtracting 7. fogging

3. abandoning 8. occurring

4. drooping 9. referring

5. dropping 10. submitting
EXERCISE 5

1. interpreting 6. inferring

2. preferring 7. guessing

3. betting 8. bugging

4. stooping 9. jogging

5. stopping 10. building
SPELLING PROGRESS TEST

1. A. complimented 6. A. children’s

2. B. where 7. B. already

3. A. could have 8. B. effects

4. A. tutored 9. A. principle

5. A. conscience 10. A. You're
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SPELLING POST-TEST

1.
2.
3.
4.

- - B - N |}

SENTENCE ESSENTIALS PRE-TEST

1.
2,

3
4.
5

.

passed
counsellor (or counsellors)
flipped

quiet

. threw

. t0O

. roommate
. doesn’t

. ours

10.

personnel

11. stationery

12. occurrence
13. witnesses’

14. brakes

15. it’s

16. responsibilities
17. believe

18. lead

19. all right

20. know

PART 2 SENTENCE ESSENTIALS

arrival, encourages

some, are planning

. model, sells out

hiking, canoeing, remind

families, take, visit

days, bring

gardeners, start

others, turn

Y o® NS

Does, game, need

10. one, prefers

IDENTIFYING SENTENCE PARTS (PP. 53-56)

EXERCISE 1

1.

PRO ADV v N

I really love cookies.

PRO vV ADJ ADJ N

ZI TCLerae]

2. They are my favourite snack. (The pronoun my is playing its adjective part

here.)

PRO V PRO PREP ADJ

N CONJ N

3. I prefer the ones with chocolate chips or nuts.
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4.

5.

6.

7.

8.

9.

10.

1.

NEL

Answers
N V ADV CONJ PRO V ADJ Egéé:u

Cookies taste best when they are fresh.

ADV PRO V N CONJ N PREP N
Sometimes, I have cookies and milk for breakfast.

ADV ADJ ADJ N v ADJ N
Now some fast-food restaurants offer fresh-baked cookies.

ADJ N v ADJ CONJ PRO Vv ADV ADJ
Oatmeal cookies are delicious when they are still warm.

N v ADJ N PREP ADJ N
Companies release new versions of traditional cookies.

ADJ N PREP N ADV v ADJ N
One variety of Oreos now has chocolate centres.

INTERJ V PRO ADJ

Wow, are they yummy!

EXERCISE 2

ADJ ADJ N v ADJ PREP ADJ N PREP N
Tall office buildings are dangerous for migrating birds at night.

ADJ ADJ N v N

The buildings’ lighted windows confuse the birds.

PRO V PREP ADJ N CONJ V ADJ N
They fly toward the glowing windows and lose their way.

ADJ N v ADJ N
Bird experts studied this phenomenon.

N v ADJ N PREP N
McCormick Place is a tall building in Chicago.

N v N ADJ N ADV PREP ADJ N
Scientists counted the number of bird deaths there for two years.

N PREP N v PREP ADJ N
Hundreds of birds flew into the lighted windows.

ADV N PREP ADJ N v ADJ N
Only one-fifth of that number hit the dark windows.

N v ADJ N PREP ADJ N PREP N PREP N

2

Scientists suggest a lights-out policy for tall buildings from midnight to dawn

PREP ADJ N
during migration periods.
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N v PREP N PREP N CONJ PREP N PREP N E~;'~“"L~;j
10. Birds migrate from March to May and from August to November.

EXERCISE 3
N ADV \' ADJ N PREP N

1. Jan Demczur recently donated several objects to the Smithsonian Institution.

N v ADJ N PREP N
2. Demczur was a window washer at One World Trade Center.

PRO V PREP N PREP N CONJ N v N
3. He was in an elevator of the building when terrorists attacked the tower.

PREP N PREP ADJ ADJ N N v ADJ ADJ N
4. With the help of his squeegee handle, Demczur saved several people’s lives.

N CONJ PRO PREP N \'4 N PREP N
5. Demczur and the others in the elevator used the handle as an axe.

PRO v N PREP ADJ N PREP N
6. They cut an opening from the elevator shaft into the building.

N CONJ ADJ ADJ N v ADV CONJ N v
7. Demczur and his five elevator-mates escaped just before the tower fell.

ADJ ADJ N v N N
8. Such survival stories give people hope.

N v ADJ N PREP ADJ N
9. The Smithsonian is the U.S.’s place for rare artifacts.

ADJ ADJ N CONJ ADJ ADJ N Y ADVY PREP N PREP
10. Demczur's squeegee handle and his dusty clothes are now on display at

N
the Smithsonian.

EXERCISE 4
N v N CONJ N

1. Plants need water and sunlight.

ADVY ADJ N v ADV
2. Sometimes house plants wither unexpectedly.

N ADV v PRO ADV ADJ N CONJ ADV ADJ N
3. People often give them too much water or not enough water.

PRO V N PREP ADJ N ADV
4. I saw an experiment on a television show once.
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PRO v ADJ N
5. It involved two plants.

ADJ N v ADJ N PREP N CONJ N
6. The same woman raised both plants with water and sunlight.

N V PREP ADJ ADJ N
7. The plants grew in two different rooms.

PRO YV PREP ADJ N CONJ V ADJ N PREP PRO
8. She yelled at one plant but said sweet things to the other.

ADV ADJ N v ADV conNJ ADJ PRO v

9. The verbally praised plant grew beautifully, but the other one died.

N v N ADV
10. Plants have feelings too.

EXERCISE 5

PRO ADV v ADJ N PREP ADJ N
1. I recently read some facts about movie kisses.

ADJ PRO V PREP N PREP N PREP N
2. The first one occurs in a film by Thomas Edison in 1896.

N PREP ADJ ADJ N v N

3. The title of that short film is 7he Kiss.

ADJ ADJ N v N PREP N
4. A longer movie kiss holds the record for time.

PREP ADJ N N v N PREP ADJ ADJ N
5. In a 1941 film, Jane Wyman kisses Regis Toomey for three full minutes.

N v PREP ADJ N PREP ADJ N CONJ PRO ADV v PRO
6. Mae West flirts with many men in her movies although she never kisses any

PREP PRO
of them.

N v N PREP ADJ N PREP PRO
7. Don Juan (1926) is a movie with many Kkisses in it.

N v ADYV ADJ N PREP PRO
8. John Barrymore delivers nearly two hundred of them.

PREPADJ N ADJ N v PREP ADJ N PREP N
9. In that movie, one kiss occurs for each minute of film.

INTERJ PRO V ADJ N PREP N
10. Gee, I love trivial facts like these.
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PROOFREADING EXERCISE EQAMMMJ
ADJ N v ADV ADJ N ADV PRO v ADV CONJ PRO v

Your eyelids blink regularly all day long. They stop only when you sleep.

N v ADJ ADJ N PREP N conNJ PRO v PREP
Blinking protects your delicate eyes from injury. When something flies toward

PRO ADV ADJ N v ADV CONJ v ADJ N
you, usually your lids shut quickly and protect your eyes.

N ADV v N PREP ADJ N PRO v ADJ N ADJ CONJ
Blinking also does a kind of washing job. It keeps your eyelids moist. If

N PREPN V PREP ADJ N ADJ ADJ N V PRO ADV ADJ N
a speck of dirt gets past your lids, your moist eyeball traps it. Then your eyes

V PREP N ADJ N v CONJ N v ADV PREP ADJ N
fill with water, your lids blink, and the speck washes out of your eye.

FINDING SUBJECTS AND VERBS (PP. 59-61)

EXERCISE 1
1. Cats are extremely loyal and determined pets.

2. They form strong attachments to their families.

3. One cat recently showed her love for the Sampson family very clearly.

4. The Sampsons made a temporary move and took Skittles, the cat, with them.

5. The Sampsons and Skittles spent several months 350 miles away from home.

6. Before the end of their stay, Skittles disappeared.

7. The family returned home without their beloved cat and considered her lost.

8. Seven months later, there was a surprise on their doorstep.

9. Skittles somehow navigated her way home but barely survived the 350-mile
trip.

10. This incredible story proves the loyalty and determination of cats.

EXERCISE 2
1. Weather forecasts affect many people.

2. But they are not always correct.

3. Sometimes rain and wind arrive instead of sunny skies.

4. Travellers need accurate weather predictions.
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5. There are many possible dangers in travelling.
6. A hurricane is never a welcome event on a vacation.

7. At times, the weather seems more enemy than friend.

8. Often the skies cooperate with people’s travel plans.
9. At times like this, the sun shines as if by special request.

10. Then the weather is perfect and feels like a friend again.

EXERCISE 3
1. There is a long-standing tradition in aviation.

2. Passengers get peanuts and a drink as a mid-flight snack.

3. Any drink tastes better with peanuts.

4. And the tiny foil packages please people.

5. But peanuts are dangerous to passengers with peanut allergies.
6. Most _pg(_)p_lee__ag peanuts and feel fine.

7. A mildly allergic person gets watery eyes and hives.

8. In extreme cases, people with peanut allergies die.

9. So many airlines propose peanut-free zones on airplanes.

10. Needless to say, peanut companies are not happy about the proposal.

EXERCISE 4
1. Plastic snow domes are popular souvenir items.

2. They are clear domes usually on white oval bases.
3. People display these water-filled objects or use them as paperweights.

4. Inside are tiny replicas of famous tourist attractions like the Eiffel Tower or
Big Ben. :

5. Snow or glitter mixes with the water for a snowstorm effect.

6. These souvenirs often hold startling combinations.

7. In a snow dome, even the Bahamas has blizzards.

8. There is also a dome with smog instead of snow.

9. Some people consider snow domes valuable collectables.

10. Others just buy them as inexpensive mementos.
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PROOFREADING EXERCISE Eg.:ié:'lj

My friend Maria spends every weekday afternoon in the school library. She

does her homework, finishes her reading assignments, and organizes her notes and

handouts. I envy her good study skills. She is always ready for the next day of class.

I, however, go back to my apartment in the afternoon. There are so many distrac-

tions at home. The television blares, and my roommates invite their friends over. I

am usually too tired to do school work. Maybe the library is a better place for me

too.

LOCATING PREPOSITIONAL PHRASES (PP. 64-67)

EXERCISE 1

1. Tornadoes are the fiercest (of all weather patterns).
2. They begin (during thunderstorms) and bring (with them) rain, hail, and lightning.

3. The circling winds (of a tornado) often achieve speeds (of 320 km per hour).

4. Most (of the damage) and many (of the injuries) come (from flying debris).

5. Tornadoes normally travel (across the land) (at about 48 km per hour).

6. But they sometimes move as quickly (as a speeding car).

7. The part (like a vacuum cleaner hose) (at the centre) (of the tornado) pulls up
anything (in its path) — automobiles, buildings, livestock.

8. (Among their amazing tricks), tornadoes suck the fish and frogs out (of small

lakes) and drop them (on land) (in another location).
9. I like watching movies (about tornadoes), (like The Wizard of Oz and Twister).

10. But professional “storm chasers” like to watch the real ones.

EXERCISE 2

1. Most (of us) remember playing (with Frisbees) (in our front yards) (in the

early evenings) and (at parks or beaches) (on weekend afternoons).

2. Fred Morrison invented the original flat Frisbee (for the Wham-O toy com-
pany) (in the 1950s).

3. Ed Headrick, designer (of the professional Frisbee), passed away (at his
home) (in California) (in August) (of 2002).

4. Working (at Wham-O) (in the 1960s), Headrick improved the performance (of
the existing Frisbee) (with the addition) (of ridges) (in the surface) (of the
disc).
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5. Headrick’s improvements led (to increased sales) (of his “professional model”
Frisbee) and (to the popularity) (of Frisbee tournaments).

6. (After Headrick’s re-design), Wham-O sold 100 million (of the flying discs).

7. Headrick also invented the game (of disc golf).
8. (Like regular golf) but (with discs), the game is played (on specially-designed
disc golf courses) (like the first one) (at Oak Grove Park) (in California).

9. (Before his death), Headrick asked (for his ashes) to be formed (into memo-
rial flying discs) (for select family and friends).

10. Donations (from sales) (of the remaining memorial discs) went (toward the
establishment) (of a museum) (on the history) (of the Frisbee and disc golb).

EXERCISE 3
1. Romeo and Juliet is my favourite play (by William Shakespeare).

2. It is one (of the most famous love stories) (in the world).
3. Many movies use this story (as part) (of their plots).
4. One thing (about the story) surprised me.

5. Both Romeo and Juliet have other love interests (at some point) (in the play).

6. Romeo has his eyes (on another woman) (before Julie.
7. And (after Tybalt’s death,) Juliet promises (against her will) to marry Paris.

8. But (before that), Juliet marries Romeo (in secret).

9. Friar Lawrence helps the newlyweds (with a plan) (for them) to escape (without

anyone’s notice).

10. However, the complicated timing (of the plan) has tragic results (in the lives)
(of Romeo and Juliet).

EXERCISE 4
1. (For a change) (of pace), I shopped (for my Mother’s Day gift) (at an antique
show).

2. [ found old jewellery (in every shade) (of yellow, red, blue, and green).

3. There were even linens (from all the way) back (to pre-Confederation).

4. One booth sold only drinking glasses (with advertising slogans and cartoon
characters) (on them).
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o

5. Another stocked old metal banks (with elaborate mechanisms) (for Ch?(@’”sw““w'j

pennies).

6. (In the back corner) (of the show area), I found a light blue pitcher (with a

dark blue design).
7. My mother had had one (like it) (in the early years) (of my childhood).
8. My sisters a;d—_l_ég&k punch (from it) (on hot days) (in the summer).
9. I checked the pril?(?m the tag) (underneath the pitcher’s handle).

10. But (at a moment) (like that), money didn’t matter.

EXERCISE 5
1. (Over the weekend), I watched a hilarious old movie, Genevieve, (on late-
night television).
2. The whole story takes place (in the countryside) (of England).
3.Itisa black-and-v@ movie (from the 1930s or 1940s).

4. The clothes and manners (of the characters) (in Genevieve) are very proper
and old-fashioned. o

. Two young couples enter their cars (in a road rally) (for fun).

. They participate (in the race) strictly (for adventure).

. Genevieve is the name (of the main couple’s car).

® N &N W

. (During the road rally), the two couples’ polite manners disappear (in the
rush) (for the finish line).

9. Predictably, they begin to fight (with each other) and try to sabotage each

other’s cars.

10. But (like all good comedies), Genevieve and its ending hold a surprise (for

everyone).

PROOFREADING EXERCISE

Folklore (from all over the world) reveals that people (in many cultures)
(throughout history) have believed (in some type) (of vampire). Many (of the ancient
vampires), however, do not resemble the ones we are familiar with (from movies and
books).... [Alncient vampires do not possess prominent canine teeth or fear garlic, the
cross, and the dawn. These are modern touches, added (by the writers) (of horror
novels and films) to intrigue and scare us.
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IDENTIFYING VERB PHRASES (PP. 69-72)

EXERCISE 1

1. John Harrison has been tasting ice cream (for nearly twenty years).

2. He has recently hired an insurance company to protect his very valuable taste
buds.

3. The new policy will pay $1 million (in the event) (of damage) (to his
tongue).

4. The ice cream’s taste would be altered (by a metal or a wooden spoon).

5. So he always samples the different flavours (from a gold-plated spoon).

6. This professional taster does not smoke, drink caffeinated beverages, or eat
hot chilis.

7. He never even gets to swallow the ice cream itself.

8. He just swishes it briefly (around his mouth).

9. Harrison may have inherited his special tasting talents.

10. Many (of Harrison’s family members) have also worked (in the ice cream

business).

EXERCISE 2
1. I like to walk (around the park) (with my two little poodles) (in the early

evening).

2. The three (of us) have enjoyed this ritual (for several years) now.

N

. (On Friday evening), a big dog (with no owner) ran over (to us) (near the
duck pond).

. It was obviously looking (for other dogs) to play with.

. Yip and Yap have never barked so loudly before.

. I had originally named them (for their distinct barking noises).

. But lately I had not heard these short, ear-splitting sounds very often.

® X N N A

. The big dog was shocked (by the fierceness) (of my little dogs’ reply) and
quickly ran to find other friends.

9. Even I could not believe it.

10. T will never worry (about their safety) (around big dogs) again.
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EXERCISE 3 R

1. Felix Hoffmann, a chemist, trying to ease his own father’s pain, discovered
aspirin (in 1897).

2. Each year, people (around the world) give themselves 50 billion doses (of the
popular painkiller). '

. But people (in different countries) take this medicine (in different ways).

. The British like to dissolve aspirin powder (in water).

. The French have insisted that slow release methods work best.

. Italians prefer aspirin drinks (with a little fizz).

. And North Americans have always chosen to take their aspirin (in pill form).

. Aspirin continues to surprise researchers (with benefits) (to human health).

- N - Y N ]

. It has been found to benefit people susceptible (to heart attack, colon cancer,
and Alzheimer’s disease).

10. Where would we be (without aspirin)?

EXERCISE 4
1. I have just discovered “The Farnsworth Chronicles,” an Internet site (about
Philio T. Farnsworth).

2. You may not have heard (of Farnsworth).

3. (In 1922), (at the age) (of 13), he visualized the concept (of transmitting televi-
sion waves).

4. Others were already working (on the idea) (of sending images) (through the

air).

5. But young Farnsworth solved the problem (by looking) (at rows) (of

ploughed land).

. (In his imaginative mind), images could be broken down (into rows).

. Then each row could be sent (through the air) and (onto a screen).

. Farnsworth’s idea made television a reality.

o I

. Unfortunately, he has never been recognized (for this and several other

achievements).

10. (In 1957), he was featured (as a guest) (on I've Got a Secret, a television show)
(with mystery contestants).
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EXERCISE 5

1. Most people do not connect bar codes and cockroaches (in their minds).

2. We do expect to see bar codes (on almost every product) (in shopping malls).

3. And we might not be surprised to see a cockroach (by a trash can) (outside

one) (of those mallsT

4. But we would definitely look twice (at a cockroach) (with a bar code) (on its
back).

5. (In 1999), exterminator Bruce Tennenbaum wanted everyone to watch (for his

roaches).

6. He had attached bar codes (to one hundred cockroaches) and released them
(in Tucson, Arizona), (as a public-awareness campaign).

7. People capturing a bar-coded bug could return it (for a hundred-dollar prize).

8. One (of the roaches) was even tagged (with a unique bar code) and was
worth fifty thousand dollars.

9. Many (of the tagged roaches) were found.

10. But the fifty-thousand-dollar bug was never seen again.

RECOGNIZING VERBAL PHRASES (PP. 73-77)

EXERCISE 1
1. [Choosing a program] is one of the most important decisions for students.

. Many students take a long time [to decide about their programs].

. But they fear [wasting time in the wrong courses] more than indecision.

W

. They spend several semesters as undecided students [taking general education

classes].

. [Distracted by class workl, students can forget [to pay attention to their interests].

. Finally, a particular subject area will attract them [to study it further].

. One student might find happiness in [doing a psychology experiment].

® N & W

. [Writing a poem in an English class] may be the assignment [to make another
decidel.

9. [Attracted by telescopes], a student might choose [to study astronomy].

10. [Finding the right program] takes time and patience.
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EXERCISE 2
1. I have learned how [to manage my leisure time].
. Tlike [to go to the movies on Friday nights].
. [Vatching a good film] takes me away from the stress of my job.
. I especially enjoy [eatin;LTttery popcorn] and [drinking a cold popl.
. Itis the perfavay for me [to begin the weekend].

. I get [to escape from deadlines and the pressure [to succeed]].

. I indulge myself and try [to give myself a break].

. All day Saturday I enjoy [lounging around the house in my weekend clothes].

N SN N NN

. I do a little [gardening] and try [to relax my mind].

[y
(=]

. By Sunday evening, after [resting for two days], I am ready [to start my busy

week all over again].

EXERCISE 3

1. Many people dislike [speaking in front of strangers].

2. In fact, there is an almost universal fear of [giving speeches].

3. [Feeling insecure and [exposed]], people get dry mouths and sweaty hands.

4. Note cards become useless, [rearranging themselves in the worst possible

order].

5. [To combeat this problem], people try [to memorize a speechl, only [to forget
the whole thing]. o

6. Or the microphone decides [to quit at the punch line of their best jokel.
7. [Embarrassed] and [humiliated], they struggle [to regain their composure].

8. Then the audience usually begins {to sympathize with and encourage the

speaker].

9. Finally [used to the spotlight], the speaker relaxes and finds the courage [to
finish].

10. No one expects [giving a speech] [to get any easier].

EXERCISE 4

1. Canadian astronaut Roberta Bondar blasted off into space [to gather data] on

how living things function in space.
2. Bondar was aboard the space shuttle Discovery in January 1992, [setting a
%ﬁy%{&%&g&nada’s first woman in space).
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3. After [graduating from high schooll, Bondar assertively pursued her career,
{obtaining five university degrees in science and medicine].

4. She applied to the new Canadian Space Agency [to become a candidate for

astronaut].
5. Bondar’s wait [to go into space] lasted nine years.

6. Leaving the launch pad on the Discovery, Bondar thrust her fists in the air,

[shouting “Yes, yes, yes!”"]

7. Bondar and her six colleagues spent eight days in space, linvestigating the

effects of weightlessness on the human body].

8. Today Bondar does research at the University of Western Ontario, [travelling

around the country] [to encourage young people in the sciences].

9. Bondar was appointed Chair of the Science Advisory Board, a board set up [to
advise the federal health minister].

10. She believes that [protecting the environment] is one of the most important

responsibilities we have today.

EXERCISE 5

1. E-mail has begun [to be the most popular form of [written] communication].
2. In the [beginning], people searched for a way [to show emotion].

3. It was time [to invent a new type of punctuation], now [known as “emoti-
cons.”]
4. Scott Fahlman proposed two of the first emoticons in the early 1980s [to show

when something was meant [to be funny or not]].

5. [Called the “smiley” and the “frown,”] these combinations of colon, hyphen,
and parentheses look like this :-) and :-(

6. In an effort [to document computer history], Mike Jones, Jeff Baird, and others

worked hard [to retrace the steps of the first uses of the smiley and the frown).

7. They found them [used by Scott Fahlman] in a [posting] to a computer bulletin
board in 1982.

8. These and other emoticons have continued [to help people express them-
selves online].

9. So when you finish [typing your next joke in an email], don’t forget [to add a
=)
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10. [Frowning : - (] is seen by some as questionable net etiquette and is

consequently not as commeon.

PROOFREADING EXERCISE

In the opinion of most westerners, “barkeeps were ... the hardest [worked]
folks in camp.... ” One of these burdens was [to sound the alarm]. Western saloons

never closed. Therefore, [to sound the alarm], the saloon owner would dash into

the street, [running up and down)] [hollering] and [emptying his six-shooter at the
moon]. The commotion would send the volunteer firemen [pouring into the
street in their long johns] [to put out the fire]. [Having done sol, all and sundry
naturally assembled in the saloon [to mull over the event] while [imbibing a tum-

bler of {gut-warming} red-eyel.

SENTENCE WRITING
Your sentences may vary, but make sure that your verbals are not actually the
main verbs of your clauses. You should be able to double underline your real
verbs, as was done here.

1. I enjoy [speaking Frenchl].

2. [Typing on a small keyboard] hurts my wrists.

3. [Driving to Regina from here] takes about three hours.

4. I spent the day [reading the final chapters of my bookl.

5. I love [to eat breakfast outside in the summer].

6. We were invited [to go out to dinner].

7. I would like [to chat with you], but I am late for a meeting.

8. [To cook like a real gourmet] takes practice.

9. [Impressed by my grades], my parents bought me a new car.

10. [Taken in small doses], aspirin helps prevent heart attacks.

USING STANDARD ENGLISH VERBS (PP. 80-83)

EXERCISE 1

1. walk, walked 6. am, was

2. is, was 7. has, had

3. have, had 8. are, were

4. do, did 9. does, did

5. needs, needed 10. works, worked
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1. is, was

2. do, did
3. have, had
4. asks, asked
5. have, had
EXERCISE 3
1. started, like
. creates
. are, have

. finished, needed

MR W N

. owns, does

EXERCISE 4
1. do, don't
2. am, is
3. need, explains

4. help, does

5. works, hope

EXERCISE 5

o 3 &

N w3 S

10.

o @ 3 N

10

Answers
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. learn, learned
. are, were
. does, did
. plays, played
10.

am, was

. watches, follow
. enjoys, was
. completed, expected

. have

have

. did, dropped
. was, do
. work, check

. learn, learns

. expect, don't

1. Last year our high school drama class travelled to London, England.

2. The sentence is correct.

3. We were all very excited about the trip.

4. Before the trip, we learned to read the London subway map.

5. We discovered that the people in London call the subway “the tube.”

6. Once we were there, we understood why.

7. The underground walls are round just like a tube.

8. The sentence is correct.

9. We even walked right past the Crown Jewels.

10. The sentence is correct.
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PROOFREADING EXERCISE

Every day as we drive through our neighbourhoods on the way to school or
to work, we see things that need to be fixed. Many of them cause us only a little bit
of trouble, so we forget them until we face them again. Every morning, 1 have to
deal with a truck that someone parks right at the corner of my street. It blocks my
view as I try to turn onto the main avenue. I need to move out past the truck into
the oncoming lane of traffic just to make my left turn. One day last week, I turned
too soon, and a car almost hit me. This truck doesn’t need to be parked in such a
dangerous place.

USING REGULAR AND IRREGULAR VERBS (PP. 88-91)

EXERCISE 1

1. looked 6. look
2. look 7. looked
3. looking 8. looking
4. look 9. looks
5. looked 10. look

EXERCISE 2

1. drive, driven . knew, know

2. thinking, thought . teach, taught

3. take, takes . torn, tearing

A" BN B

4. told, telling . ridden, rode

5. wrote, written 10. made, make

EXERCISE 3

1. were, heard 6. written, coming, lost
2. seen, begun 7. swore, felt

3. flown, eaten 8. bought, paid

4. got, did 9. getting, thought

5. take, eating 10. saw, told, lay

EXERCISE 4
1. use, puts

2. does, do

. trusts, is
. imagine, made

3. transfers, spend . talking, asked, worries

o 0 &

4. is, like, choose . looked, said, lived, understand

5. does, wants 10. wonder, is
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EXERCISE 5

1. laid, lying, felt 6. read, frightened
2. know (or knew), been 7. kept, shook

3. broke, had 8. worked, rose
4. became, thought 9. left, find

5. was 10. lose, stung

SENTENCE ESSENTIALS PROGRESS TEST

1. types, are 6. Herman, has shared

2. Linda agg_@, agree 7. Lydia, is finding, sharing
3. Homer, studies, works, plays 8. Father, laughs, takes

4. George and wife, spend 9. He, told

5. mother and niece, go, invite 10. we, le?ned

SENTENCE ESSENTIALS POST-TEST

1. children, have been born

2. Martha, welcomed

3. George, would have enjoyed

4. Kaitlyn Lori, arrived, went, sleeps

5. Marianne and Susanne, greeted, made

6. rest, have been

7. Martin, was born

8. sister, carried

9. names, are

10. three, sleep, play, recognize
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PART 3 BUILDING EFFECTIVE SENTENCES ]

EFFECTIVE SENTENCES PRE-TEST

1. Monday; we (or Monday. We)

2. options so that

3. here but in

4. ago; regrettably (or ago. Regrettably)

5. OK

6. conditions; unionized (or conditions. Unionized)

7. strike although

8. middle having

9. side, in

10. union; these

IDENTIFYING CLAUSES (PP. 99-104)

EXERCISE 1
1. I am not a big talker in school.

2. Whenever a teacher asks me a question in class, I get nervous.

7. In my last public speaking class, the assignment was to give a speech that

demonstrated some sort of process.

demonstration.
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10. The crépes cooked quickly, and the teacher and students were so busy eating

them that I didn’t have to say much at all.

EXERCISE 2
1. Many of us remember when microwave ovens were first sold to the public.

3. Before we had the microwave oven, we cooked all of our food over direct heat.

4. At first, it was strange that only the food heated up in a microwave.

7. Since they are fast and don’t heat up themselves, microwave ovens work well

in offices, in restaurants, and on school campuses.

8. People who are on a budget can bring a lunch from home and heat it up at

work.

9. Now that the microwave oven is here, we can even make popcorn without

EXERCISE 3

1. When Canadians gather at sporting events, everyone sings “O Canada,” while

banquet for skaters in Quebec City on June 24, 1880.

4. Adolphe-Basile Routhier wrote the French version, which he called “Chant

national.”

www.ztcprep.com

NEL




258 Answers

Rruvawtrre

use it until the end of the 19th century.

7. When it gathered in 1967, the Parliament approved “O Canada” as the

Canadian national anthem.

8. The words, which were altered somewhat after parliamentary debate, became

EXERCISE 4

1. Many of us wouldn’t mind shedding a few pounds from time to time.

2. There are a number of dieting problems that can leave you back at square

one or worse.

4. As part of your preparation, you should consider your long- and short-term

goals before you commit to a specific action.

action or have unrealistic expectations.

6. It’s easy to become disappointed and frustrated if those expectations aren’t

met.
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7. Skipping meals and not eating for long periods of time are common mistakes

that you need to avoid.

EXERCISE 5

1. When I first heard the expression “white elephant,” I didn’t know what it

6. The ruler of an ancient land received any white elephants born in his country;

it was a custom that sometimes came in handy.

9. That is why we now use the term to describe objects that cause us to feel

10. Whenever [ give a present, I choose it carefully so that it will not become a
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PROOFREADING EXERCISE

We can think about an eclipse of the Sun in another way. Since sunlight cannot

usually does not touch the Earth. But sometimes it moves across the Earth. When

that happens, there is an eclipse. Inside the small place where the shadow touches,

people can see no eclipse at all.

The Moon’s shadow makes a circle when it touches the Earth. The circle

only a few minutes.

CORRECTING FRAGMENTS (PP. 106-10)
EXERCISE 1

Answers may vary, but here are some possible revisions.

1. My car’s compact disc player is difficult to use while driving.

2. The discs refleeting reflect the sunlight and shinteg shine in my eyes.

3. The old CD ejects from the slot with a hissing sound.

4. There is nowhere to put it while getting the new one.

5. Then I try to insert imserting the new CD without touching its underside.
6. Fumbling with those flat plastic cases can be really frustrating.

7. There is one case for the old one and one case for the new one.

8. Meanwhile I am driving along.

9. I'm not paying any attention to the road.

10. T hope I don’t hit anything.
EXERCISE 2
Answers may vary, but here are some possible revisions.

1. We shopped all day at the mall. We were looking for the perfect suitcases to
take on our cruise this summer.
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2. We were sure that one of the specialty stores would carry a good selection,
with hard and soft luggage, large and small sizes, and lots of accessories to
choose from.

3. We gave up and ate lunch after walking from store to store and getting tired.

4. We could not believe how crowded the mall was on a weekday. There were
long lines in every shop and at the food coutrt, too.

5. Everywhere we looked people stood around, crowding the walkways and
window shopping.

6. Many teenagers gathered in groups. They laughed at each other but ignored
the shoppers.

7. Pairs of older people walked briskly around the balconies, using the mall as
an exercise track.

8. Actually, we did enjoy ourselves as we ate. We watched all the curious people
around us.

9. We finally found the luggage we were looking for in a tiny shop near the ele-
vators at the end of the mall.

10. Without the crowds and the poor selection, our shopping trip would have
been a complete success.

EXERCISE 3
Answers may vary, but here are some possible revisions.

1. Thrift stores, yard sales, and flea markets have become very popular places to
shop because they sell items that are not available anywhere else as cheaply.

2. Most thrift stores benefit charities, which use the profits to help people in
need.

3. Although the styles of clothing and furniture found in thrift stores are often
outdated, many people prefer the old styles over the new.

4. Modern shelving units are made of particle board or plastic, but thrift store
shoppers can find more substantial ones, which are made of solid wood or
thick metal.

5. There are also famous stories of people becoming rich because they visited
yard sales and flea markets.

6. One man bought a framed picture for a few dollars at a flea market. He liked
www.ZIgReFeAfe itself but not the picture.



262 Answers

Rruvawtrre

7. When he returned home, he removed the picture from the frame and found
the signature of a famous artist.

8. At a yard sale, a woman bought a small table. She later discovered that it was
worth half a million dollars.

9. Of course, collectors always shop at these places. They hope to find treasures
like rare cookie jars, pens, paintings, records, toys, and other objects of value.

10. In a way, shopping at thrift stores, yard sales, and flea markets is a kind of
recycling that benefits everyone.

EXERCISE 4
1. OK (sentence)

2. OK (sentence)

3. Phrase fragment: Add to previous sentence: A forest of 345-million-year-old
trees sticks out of a rock face outside Sussex, N.B., about 65 kilometres from
Saint John.

4. OK (sentence)

5. Dependent clause fragment: Add to previous sentence: A geology curator with
the New Brunswick Museum found the forest while he was looking for road-
side fossils six years ago.

6. OK (sentence)
7. OK (sentence)

8. Phrase fragment: Add to previous sentence: Then he saw it was a whole forest
standing on end, sideways, and extending on and off the road for 10 kilome-
tres.

9. OK (sentence)

10. Dependent clause fragment: Add to previous sentence: Researchers have iden-
tified more than seven hundred trees, which were mostly moss-like plants that
grew to 20 metres high.

EXERCISE 5
1. Correct phrase fragment by adding to first sentence: Kaitlyn’s father recently
purchased a used car after saving his money for over a year.

2. Phrase fragment: add to first sentence: Now he is looking for a good mechanic
because the car won't start at least in damp weather.

3. OK (sentence)
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4. Dependent clause fragment: Add to previous sentence: This dealership doesn't
offer extended warranties on used vehicles unless they have been regularly
serviced by authorized service technicians.

5. Phrase fragment at end: Add to first sentence: Routine maintenance, including
regular oil changes and other inspections, is critical to ensure a car’s perform-
ance.

6. Dependent clause fragment: Add to first sentence: Kaitlyn is hoping to locate a
good mechanic for her father because he has always tried to help her.

7. Dependent clause fragment: Add to first sentence: Generally, the hourly rate of
independent licensed mechanics is over $65 an hour, which results in an
expensive bill unless the problem is easy to identify and quick to repair..

8. Dependent clause fragment: Add to previous sentence: One of my neighbours
is a student in the motive power program where cars are serviced as part of the
students’ hands-on learning activities.

9. Phrase fragment: Add to first sentence: I know the school is always looking for
vehicles, especially those with complicated electrical problems.

10. Dependent clause fragment: Add to first sentence: T'll tell Kaitlyn about this pro-
gram so that she can follow up on this possibility.

PROOFREADING EXERCISE
Answers may vary, but here are some possible revisions.

The information superhighway, or the Internet as it's called, was quick to
arrive in our homes and businesses. Bringiag-with-it With if, we have access to mer-
chandise, movies, services, and much more. Aldheugh However, it is not clear yet
exactly where this “highway” is going. Holding up the process are legal questions
and software and hardware limitations. Aae It is also unclear whether everyone will
have equal access to the benefits the Internet provides—Beesuse because fees for
these services can be high. Also, people worry about credit card security. If and
when these problems are solved=We , we will be ready for the future.

CORRECTING RUN-ON SENTENCES (PP. 113-18)

EXERCISE 1
Your answers may differ depending on how you choose to separate the two
clauses.

1. Nearly everyone yawns, but few understand the dynamics of yawning.

2. The sentence is correct.
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3. The sentence is correct.
4. The sentence is correct.

5. Groups of people do similar things, for they are acting somewhat like herds of
animals.

6. The sentence is correct.
7. The yawning helps the group act as one, so it minimizes conflict.

8. There are a few misconceptions about yawns. One of them has to do with
oxygen levels.

9. The sentence is correct.

10. Surprisingly, studies show no changes in yawning patterns due to levels of
oxygen; in fact, research subjects inhaling pure oxygen yawned the same
number of times as those breathing normally.

EXERCISE 2
Your answers may differ depending on how you choose to separate the two
clauses.

1. I am writing a research paper on Margaret Laurence; she was one of Canada’s
most celebrated novelists and a pioneer in the world of Canadian literature.

2. She was born in Neepawa, Manitoba. In her novels The Stone Angel, A Jest of
God, The Fire-Dwellers, and The Diviners, the town was called “Manawaka.”

3. Laurence was encouraged to write by Jack McClelland. He also published the
works of other Canadian writers such as Mordecai Richler and Farley Mowat.

4. Margaret and her husband, Jack, briefly lived in England; then they moved to
Africa.

5. She became very interested in European—African relations. As a result, her
early books, This Side jordan and The Tomorrow-Tamer, deal with this issue.

6. Her husband wanted her to be a traditional wife and mother, but Margaret
wanted to be a full-time writer.

7. The sentence is correct.

8. The sentence is correct.

9. Twice her books were condemned or banned in schools, yet today they are
taught as Canadian classics.

10. In 1986, she was diagnosed with inoperable and fatal lung cancer. Several
months later she took her own life.
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EXERCISE 3
Your answers may differ since various words can be used to begin dependent
clauses.

1. On summer evenings, people around the world enjoy the sight of little lights
that are flying around in the air.

2. Although most people know the glowing insects as fireflies, they are also
called lightning bugs and glowworms.

3. Glowworms are unique since they don’t fly.

4. The term fireflies is a little misleading because they are not technically flies.
5. Lightning bugs are beetles that have special substances in their bodies.

6. The substances that make them glow are luciferin and luciferase.,

7. When the luciferin and luciferase combine with oxygen, they produce a
greenish light.

8. The light can be so intense that people in some countries use caged fireflies
as lamps.

9. The sentence is correct.

10. Incredibly, even though groups of fireflies blink out of order at first, they
seem to coordinate their blinking within a few minutes.

EXERCISE 4
Your answers may differ since various words can be used to begin dependent
clauses.

1. When Glenn Gould died, Canada lost a great musician.

2. Not only was Gould a sublime pianist, but he was also a composer of inter-
national fame.

3. The sentence is correct.
4. Because he was a child prodigy, he was put on the stage at a very young age.
5. When he was 14 years old, he became a soloist with the Toronto Symphony.

6. Though he began touring across Canada at age 19, in later years Gould
stopped performing in public.

7. The sentence is correct.

8. Since he was an eccentric and a loner, few people knew much about his
personal life.
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9. The sentence is correct.

10. Gould’s music continues to live on though he is no longer alive.

EXERCISE 5
Your answers may differ depending on how you choose to separate the two
clauses.

1. There is a new way to find a date in Japan; singles use vending machines to sell
information about themselves to others.

2. Men provide personal details in packets to be sold in the machines, but first
the men swear they are not married.

3. If a woman chooses to purchase a packet for a couple of dollars, in it she will
find a picture of the man, his age, and his employment status.

4. The packets also include the men’s phone numbers so that the women can
contact only the men they like.

5. The system seems to be working, and many of the couples are dating more
than once.

6. A lot of Japanese businesspeople use the machines since they do not have
time to meet people in other ways.

7. Employees have little opportunity to socialize in Japan, where it is normal to
stay at work until late into the evening.

8. Although a man might pay almost $50 to put many of his packets into the
machines, that doesn’t mean that women will call him.

9. Japan is famous for its vending machines, which are even used to sell meat
and clothes.

10. Whereas other countries might find it unusual to sell personal information in
vending machines, they seem to be working well as matchmakers in Japan.

PROOFREADING EXERCISE
Note: There are several other sentence-combining options other than those
shown here. Check with your instructor to determine if your choices are correct.

The shiny black sports car zipped through the heavy rush hour traffic. Chang-
ing lanes without signalling, tailgating the car immediately in front of him, and act-
ing as though he owned the road were signs of an impatient driver. When it
approached the intersection with the red light, the car paused only long enough to
allow the signal to turn green. The driver quickly accelerated; however, another car
was entering the intersection at the same time. The sports car slammed into it. Metal
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screeched; glass broke. Both cars were immobilized, but thankfully no one was hur
badly. Still, all the time that the driver had “saved” was lost now. It would be at leas
45 minutes before the police arrived to investigate the accident. If eyewitnesses
stayed to give their statements, likely the sports car driver would get a ticket; then
he would need to pay not only a large fine but also higher premiums for his autc
insurance.

EFFECTIVE SENTENCES PROGRESS TEST

There are several other ways to correct the structure errors. Check with you
instructor.

1. enclosed; an
ended, we
OK

force because
line. The
year, so

products; therefore

week although

¥ BN AWM e N

plant, which

locations to

jury
e

EFFECTIVE SENTENCES POST-TEST

1. options for voters 6. scope; specifically,

2. parties, many 7. riding in the last election.
3. country; as 8. representative; however,
4. Quebec because 9. elected when

5. issues, which 10. Canada although
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PART 4 KEEPING THE MESSAGE CLEAR
CLARITY PRE-TEST

1. Committee, the councillors were confused
2. The plan for recommended ski hill changes is being debated ...

3. Discussions at that meeting will involve city staff, elected representatives, and
interested citizens.

4

5. Does either ...

B

Everyone in the sporting community is wondering ...

.

6. attention if we taxpayers supported ...
7. ... a bunny hill and an intermediate bill, but it needs a ...
8. When the ski hill was first developed 50 years ago, it had only one ...

9. Ideally, taxpayers, politicians, and sport enthusiasts would cooperate in devel-
oping plans for sports complexes like this hill.

10. Louis Mayer, the manager of Leisure Activities, is unhappy that bhis brother skis
at a hill in another city now.

Or

Louis Mayer, the manager of Leisure Activities, says bis brother is unbappy that
he has to ski at a hill in another city now.

11. to be so complicated, expensive, and controversial.
12. Planning ... thing; making ... is another.

13. ... positive about it as she (is).

14. OK

15. ... there are two kinds of people

16. ... snowboarders, and sledders don't ...

17. Please encourage everyone ... but also to contact his/ber councillor ...
18. None of my other friends is a skier, ...
19. hill; he and his wife will attend ...

20. ... hill as much as they (care).
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MAINTAINING SUBJECT-VERB AGREEMENT (PP. 129-33)

EXERCISE 1
1. is

2. fly
3. knows, stand
4. are
5. is
EXERCISE 2
1. is
was
. cling

. make

MR W N

. soften

EXERCISE 3
1. is, call

2. is, are, has
3. is, are, is
4. was, takes, connects

5. believes, are

EXERCISE 4
1. have

2. 1s
3. is
4. is, is

5. are
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8
9

. seem, go
are
. take

. have

10. have

o o 3 &

. dre
. is
. radiate

. overlooks

10. enjoy

v oo N oo

. happens
. hypothesizes, control
gives

is

10. think, produces, activates

6. has

7.

8

9.

represent
. are

comes

10. shine
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EXERCISE S5

1. are, require 6. request, make
2. is, exists 7. are, maintains
3. is, are 8. is, are

4. is, are. " 9. fund, are

5. doubles, allows 10. belongs, is

PROOFREADING EXERCISE

My courses for this academic year are really challenging. Each of the classes
is difficult in a different way. Some of them regquire us to learn on our own in labs.
And the others demand that students carefully follow the minute instructions of the
professor. The assignments given by my geography instructor, for example, are
harder than I expected. Everybody in the class bas to prepare a scale model of a
mountain range. All of the models so far have looked the same. But one of the
models was a little out of scale, and the instructor failed it. The other students and
I have decided to work together so none of us make the same mistake. 1 guess that
all of this hard work is worthwhile. My instructors say it helps prepare us for our
future careers.

USING PRONOUNS (PP. 138-42)

EXERCISE 1

1.1 6. he

2. he 7.1

3. he and1 ' 8. him and me
4.1 9. he

5. he and I 10. him

EXERCISE 2
1. its.

2. them

3. All the patients in the chronic care wing of the retirement home must have
separate charts to indicate which medications they should take. (recast in plural)

4. they

5. their

6. it
Www.ztcprep.com
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7. their

8. When relatives move into a hospital setting with nurses providing constant

10.

care, their drug interactions are more closely observed. (recast in plural)

. Still, otherwise bealthy people may not be aware that over-the-counter drugs

can be harmful to them. (recast in plural)

Individuals should make a point of checking all medicine purchases with

their pharmacist. (recast in plural)

EXERCISE 3

1.
2.
3.

4.
5.

me 6. she (does)
He and I 7. Larry and 1
he and I (could) or 8. they (are)
(she loves) him and me 9. us

us 10. we (could)

We

EXERCISE 4

1.
2.

w

10.

OK (its refers to ceremony).

The programs didn’t arrive on time from the printers and contained several
misspelled names.

Award recipients could invite their parents to the ceremony.

However, some students invited their entire families.

5. Although the workers placed 300 chairs in the hall late yesterday afternoon,

the chairs (or the workers) weren’t clean at the time.

. Some of the award recipients tripped over the electrical cords as the winners

went to the podium.

. A serious accident outside the hall involved a truck and an ambulance; the

truck’s horn stuck and drowned out the introductions.

. The affair was expected to last just two hours, but guests began leaving after

only an hour.

. Luanne, who won the President’s Award, promised her sister, “I’/l be home by

10:00.”

The high point of the evening was the award-winners’ group photo.
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EXERCISE 5
1. The MacNeils bought some new trees, but the trees were too tall.

2. The sentence is correct.

3. I signed the credit card slip, put my card back in my wallet, and handed the
slip to the cashier.

. When students work in groups, students get a lot of work done.

. As he took the lenses out of the frames, the frames broke.

. Whenever I put gas in my car, I get a headache from the smell of gasoline.
. Coupons help people save money on certain items.

. The sentence is correct.

D= - B - WY I

. “Will you copy my notes for another student?” Sheema'’s teacher asked her.

10. The sentence is correct.

PROOFREADING EXERCISE (CORRECTIONS ARE ITALICIZED.)

I told my cousin Miles a secret at our last family reunion, and as soon as I did,
I knew the secret would get out. I forgot that Miles is six years younger than 7 when
I told him that I was taking a job overseas. Right before I told him the secret, I said,
“Now this is just between you and me, and you're not going to tell anyone, right?”
He assured me that the only person he would talk to about it was I I made the mis-
take of believing him. If I had printed my secret in a full-page ad in the newspaper
and delivered it to my family, my secret could not have been spread around faster.
Miles and I are still cousins, but be and I are no longer friends.

CORRECTING MISPLACED OR DANGLING MODIFIERS (PP. 143-46)

Your answers may differ slightly.

EXERCISE 1
1. After test-driving several cars, I decided to purchase a Chevrolet Impala as my
first vehicle.

. Twas 21, and the car seemed to include all the features that I required.
. A dealer sold me a car with a leaky gas tank.

. The car was full of gas when 1 drove home from the dealer’s lot.

WMo W N

. After sitting in my driveway all night, the car wouldn't start the following
morning.

6. 1 began to worry because the driveway smelled like spilled gasoline.
7. A neighbour pointed at the puddle of gas under the car.
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8. Less than a day after I bad purchased the car, it had run out of fuel.
9. A tow truck used its book to tow the car back to the dealership.

10. After the gas tank was repaired, I drove almost 500 000 km in this car.

EXERCISE 2
1. Canada Day on July 1 is a time to celebrate in my hometown.

2. In the park, families with laughing children spread out blankets and eat pic-
nic lunches.

3. To 7-year-old children, the lake’s waters beckon.
4. While the children sit on the beach, the sand feels warm.

5. People line up along the street to watch the marching bands with loud trum-
pets and drums.

6. Marching and playing their instruments with perfect precision, the members of
school bands are particularly loved.

7. Some floats in the parade distribute candies designed with tiny Canadian flags
to the spectators.

8. Face painters use red theatre makeup to decorate children’s faces with maple
leafs.

9. When the fireworks display begins, children sit on blankets scattered through-
out the park and try to touch the sudden showers of light in the sky.

10. Holding their ears to muffle the loud booms, small children squeal with
delight.

EXERCISE 3
1. My sister accidentally ran over the neighbour’s cat.

2. Weeping loudly, the neighbour reacted like a child.
3. OK.
4. You would think that a 35-year-old would react more reasonably.

5. Our family loves cats, but this one roamed the streets and enjoyed killing
barmiless little birds.

6. Feeling sorry for my sister, who would never intentionally hurt any animal, 7
suggested that we replace the cat.

7. After we offered to purchase a new cat for her, the neighbour stopped crying.

8. We adopted a fluffy-tailed cat for the neighbour.
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9. Unfortunately, less than six weeks later, the new cat wandered away.
10. When we offered to belp look for it, the neighbour just shrugged her
shoulders.
EXERCISE 4 !

1. As I took tickets at the Tilt-a-Whirl, the carnival quickly lost its appeal.
. The sentence is correct.

. Still dressed in their costumes, the actors opened their gifts.

. The sentence is correct.

. The dog pulled at its heavy leash dragging along the floor.

. The sentence is correct.

. Going through ber pockets, she found a dollar bill.

. The sentence is correct.

- B B I - WY R S I

. The sentence is correct.

10. After shouting “Happy New Year!” everyone was completely quiet.

EXERCISE 5
1. One day after I turned 40, my new car broke down on the freeway.

2. My brother lets his dog hang out the car window because the dog likes the
rush of fresh air on his face.

. The sentence is correct.

. Studying in the writing lab, I eliminated my comma problems.

. The sentence is correct.

. We saw a pair of squirrels chasing each other up and down a tree.

. The sentence is correct.

@ N SN N W

. The sentence is correct.
9. As she lifted the heavy television, her face turned red.

10. The sentence is correct.

www.ztcprep.com

NEL




Answers 275
Z[TCLoSY

PROOFREADING EXERCISE
Corrections are italicized. Yours may differ slightly.

I love parades, so last year my family and I went to Toronto to see the Caribana
parade. It turned out to be even more wonderful than I expected.

Although we arrived one day before the festivities, the city was already crowded
with tourists. Early the next morning, people set up lawn chairs on Lakeshore
Boulevard. We didn’t want to miss one float in the parade, so we found our own
spot and made ourselves at home. When the parade began, I had as much fun
watching the spectators as watching the parade itself. I saw children sitting on their
Dparents’ shoulders and pointing at the breathtaking floats. The costumes were deco-
rated extravagantly with feathers and sequins. I couldn’t believe how beautiful they
were.

The crowd was overwhelmed by the sights and sounds of the parade. Every-
one especially enjoyed hearing the steel drum bands, marching and playing their
instruments with perfect rbythm. They must have practised the whole year to be
that good.

My experience didn’t end with the parade, however. After the last float had
passed, I found a $20 bill as I walked up Yonge Street. I framed it as a souvenir of
my Caribana experience, and now it bangs on my wall at bome.

AVOIDING SHIFTS IN TIME AND PERSON (PP. 148-49)

PROOFREADING EXERCISES
1. I loved travelling by train. The rocking motion made me so calm, and the

clackety-clack of the railroad ties as we rode over them sounded like a heart-
beat to me. I also enjoyed walking down the aisles of all the cars and looking
at the different passengers. Whole families sat together, with children facing
their parents. I noticed the kids liked to ride backward more than the adults.
The food that we ate in the dining car was expensive, but it was always fancy
and delicious. My favourite part of the train was the observation car. It was
made of glass from the seats up so that we could see everything that we
passed along the way.

2. People, especially those who have money, are sometimes wasteful. They
exhibit wastefulness in different ways. Restaurants throw out a lot of food
every day. Homeowners water their lawns for too long and let the excess run
down the street. People cleaning out their garages discard their clothes and
furniture instead of giving them to charities. I do admit that I am wasteful too,
for I am a typical member of my society. Last week, I used three sheets of
paper for a one-page assignment because I made tiny mistakes, and I usually
order too much food at restaurants. We all need to start conserving our
resources now while there is still time.
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3. There is an old joke that people tell about being on the “see-food diet.” When
they are asked what the “see-food diet” means, the jokers reply, “Whenever 1
see food, I eat it.” There is a kernel of truth in this old joke, according to sci-
entists. When the human brain sees food, it sends out a chemical that gives a
person pleasure. That substance is called dopamine, and it is probably the
way that the brain fempts the body to eat so that it doesn’t starve. Unfortu-
nately, there is so much food in our modern North American society that
dopamine makes people want food even when they don’t need it.

CORRECTING FOR PARALLEL STRUCTURE (PP. 151-56)

EXERCISE 1
1. I like coffee and tea.

2. I've heard that coffee is bad for you but that tea is good for you.

3. It must not be the caffeine that’s bad because both coffee and tea have caf-
Seine.

4. The sentence is correct.

5. All teas are supposed to be healthy, but green tea is supposed to be the bealthi-
est.

6. The sentence is correct.
7. 1 love orange pekoe tea with tons of milk and sugar.
8. The sentence is correct.

9. I know that all coffee comes from coffee beans, but I didn’t know that all tea
comes from Camellia sinensis leaves.

10. The sentence is correct.

EXERCISE 2
1. [ recently discovered the meaning and bistory of the word trivia.

2. The sentence is correct.

3. She would do spooky things to them on highways, at crossroads, and on
country patbs.

4. The sentence is correct.
5. The three roads came together and formeda “T” shape.

6. This type of place had two different ancient names: triodos in Greek and trivium
in Latin.
7. The sentence is correct.

www.ztcprep.com

NEL




Answers 27

ZITCLIEY]
8. To please Hecate (Trivia), people placed statues of her with three faces or
bodies wherever three roads met.

9. Because these landmarks were so easy to find, people began to use these dec
orated spots as gathering places to talk about daily business and to catch up
on gossip. ;

10. The sentence is correct.

EXERCISE 3
1. The sentence is correct.

2. My mother, father, and I'were all born on July 1.
3. My mother’s name is Sarab Louisa; my cousin’s name is Louisa Sarab.

4. Both my mother and ber sister-in-law had their first babies within months of
each other.

5. The sentence is correct.

6. When my father was in high school, he had three jobs: waiter, babysitter, and
newspaper carrier.

7. To earn extra money, I often deliver newspapers, work in a restaurant, and
' babysit for my neighbour.

8. My cousin and I sometimes meet accidentally at the movies, wearing the same
shirts.

9. Is this just a coincidence or do we have something in common?
10. My cousin and I both hope to become veterinarians: I study science at school
she volunteers at an animal shelter.
EXERCISE 4
1. The sentence is correct.

2. It has a plush lounge that offers free coffee, cookies, and even pretzels for
those who don't like sweets.

3. The sentence is correct.

4. Full plate-glass windows line the front wall of the lounge so that people
can see their vehicles being dried and check out the cars of the people
around them.

5. For those who don't like to sit down, a full assortment of greeting cards and
car accessories lines the back wall of the lounge.

6. To keep things interesting, every hour there is a drawing for a free car wash,
but I bave never won one.
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7. The sentence is correct.

8. Why do people talk on cell phones when they could be resting, and why do
some people stand up when they could be sitting on a nice leather sofa?

9. The sentence is correct.

10. It’s the modern equivalent of going to the barbershop or getting a new hairdo
at the beauty parlour.

EXERCISE 5
1. The sentence is correct.

2. First, I need to accept that my writing needs work and that I can make it better
if T try.

. Second, I need to eliminate wordiness.

. Third, I need to work on my vocabulary.
. The sentence is correct.

. Fifth, I need to vary my sentence length.

. Sixth, I need to use the active voice.

® SN N W

. Seventh, I need to budget my time so that a first draft can sit for a while before
I revise it.

9. Finally, I need to look at the overall structure of a paper when I revise, not just
at the words and sentences.

10. The sentence is correct.

PROOFREADING EXERCISE

Alfred Hitchcock was born in England in 1899, but he became a citizen of the
United States iz 71955. He hated his childhood nickrnames, “Fred” and “Cocky.” He
did not have a close relationship with his brother, his sister, or any friends. When
Hitchcock was only 6 years old, his father gave Alfred a note and told him to take
it to the police station near their house. He delivered the note to one of the officers.
The officer followed the directions in the note, put little Alfred in a holding cell for
several minutes, and told him that was what happened to bad children. It was his
father’'s way of keeping Alfred on the right track, but it had the opposite effect.
Throughout his life, Hitchcock had an intense fear of doing something wrong. He
made more than 50 films; the most successful of them was Psycho. In the opening
credits of his television series, he used to step into a line drawing of his famous pro-
file. Many people don’t know that Alfred Hitchcock drew that sketch himself.
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AVOIDING CI.ICHES, AWKWARD PHRASING, AND
WORDINESS (PP. 159-63)
Your answers may differ from these possible revisions.
EXERCISE 1

1. I compare prices before I buy.

2. I often try three or four stores.

3. I look for the lowest price.

4. I have saved $100 on one item this way.

5. Omit this sentence.

6. Prices may vary significantly on a single item.

7. But knowing when to buy is not easy. ‘

8. Once [ waited for a computer sale that never happened.

9. However, I am happy when I do find a bargain.
10. Looking for good prices is what I always try to do.
EXERCISE 2

1. I received a surprise in the mail today.

2. It was a small square brown box.

3. It came from Cape Dorset.

4. I wondered if I knew anyone in Cape Dorset.

5. Finally, I remembered that our former next-door neighbours had moved to
Cape Dorset.

6. Their son Josh and I had been good friends, so I thought that it was from him.
7. As soon as I looked in the box, I knew Josh had sent it.
8. Josh had remembered that I collect snow domes as souvenirs.

9. Inside was a large snow dome with a polar bear and a man riding a dog sled;
the nameplate said Cape Dorset in red letters.

10. When I shook the dome, it looked like a blizzard inside.
EXERCISE 3
1. Many supermarket shoppers want organic meats and vegetables.
2. They will buy fresh, canned, or packaged organic foods.

3. I've learned about shoppers’ preferences by working at a busy supermarket.
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10.

. Most shoppers prefer foods grown without pesticides and hormones.

. (Sentence 5 was combined with the previous sentence.)

. People care about what they eat and what their children eat.

. I enjoy the taste of organic eggs.

. I also feel good that the eggs come from happy, free-ranging chickens.

. Price will always affect some people’s choices.

These people will not buy organic foods if they cost more than traditionally
grown foods.

EXERCISE 4
1.

2.
3.

Old-fashioned places are hard to find these days.
Black Creek Pioneer Village, near Canada’s Wonderland, is that kind of place.

The original Pioneer Village was settled in the early nineteenth century,
mainly by German farmers from Pennsylvania.

. The village has been carefully restored and is shown as it was in the 1860s.

5. The village has over 35 shops and homes.

. Pioneer Village also has a blacksmith, a cabinet maker, and other tradespeople

willing to discuss their crafts with visitors.

There are also a doctor’s house, Roblin’s Mill and water wheel, and a local
schoolhouse.

. The village’s costumed hosts lead guests through a part of Canadian history.

9. People can even take a ride on a horse-drawn wagon.

10.

Special events include a Pioneer Festival in September and Christmas celebrations
in December.

EXERCISE 5
1. The other day I stayed home from work because I was sick.

2. I told my boss I needed one day of rest, but I almost didn’t get it.

3. I had forgotten that Thursdays were gardeners’ days.

4. These gardeners use power leaf blowers and tree trimmers.

5. Due to the noise, I couldn’t sleep.

6. 1 tried watching television.

7. The daytime shows were worse than the noise.
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8. Once the gardeners finished in the afternoon, I fell asleep.
9. Omit this sentence.

10. After 16 hours of sleep, I felt better and went happily back to work.

PROOFREADING EXERCISE

Many people collect books, but one woman collected too many. She piled
stacks of books around her house. She was 70 years old before her love of books
led to her death. In 1977, the woman’s worried neighbours called the police to tell
them that she hadn’t been seen. When the police arrived, they found that a stack of
books had collapsed on her in bed. She was alive when they found her, but she
died as they took her to the hospital.

CLARITY PROGRESS TEST
1. My father often asks my brother, “Do you understand ...”
2. ... in the 1950s, when men and women bad clearly defined ...
3. Today’s moms and dads share the same responsibilities in the home.

4. Before the war, the working man’s expectation of finding a good, hearty meal
on the table at the end of a hard day was reasonable.

5. ... a wife and mother very seldom gave much thought to careers and school-
ing because ber job was to look after ...

6. However, when comparing my mother and father, I can see that Mom saw
the ...

7. ... baskets to complete high school, obtain technical training, or find employ-
ment ...

8. I doubt if these women thought ...

9. Soon, many women found themselves earning the family’s food money and
making all the major decisions.

10. After the war ended, many women discovered that the husbands returning
from the fields of battle expected wives to return to their pre-war roles.

11. All my motber’s friends had worked outside the house during the war and
were confused about how to use the skills they had acquired.

12. Because some mothers never did return to full-time housekeeping, working
mothers are no longer viewed as non-traditional.

13. ... male partners economically, politically, and even sexually.

14. Feminists faced a particularly bitter uphill battle in the workplace, where

women’s salaries lagged considerably behind their male counterparts’.
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15. ... expectations of where they could work, how they could work, and even
what salary they should expect.

16. ... one of my daughters, a mining technologist, earns only two-thirds ...

17. ... insist that the definition of traditional/non-traditional domestic roles has just
moved into the workplace ...

18. Everyone with the same qualifications and job descriptions should feel that
he/she is being fairly treated when it comes to calculating rates of pay.

19. ..., there are still many unaddressed issues.

20. My daughters and I now take ...

CLARITY POST-TEST
1.... information about their community activites ...

2. Many résumé consultants suggest including personal activities because some
employers appreciate getting this information right at the beginning.

3. Human resource managers at my husband’s company admit ...
4. ... indicates that the applicant is respected, influential, and positive.

5. ... hand, for other jobs, applicants must exhibit the ability to set and meet
deadlines consistently ...

6. ... one of the candidates has the type of personal skills ...
7. ... than she (has).
8. The skills she is referring to were acquired ...

9. ... he certainly is great at phoning clients, discussing their immediate and
long-term requirements, and /listening to their concerns.

10. My daughter’s career couldn’t be more different because her supervisor, Mrs.
Benton, thinks my daughter is better at keeping records than at speaking with
clients.

11. ... to hear that Mindy spends most of her leisure hours reading books, doing
crossword puzzles, or balancing ber chequebook.

12. Some activities in the community also haze the side benefit ...

13. Then, when newcomers have a question or need advice, they can ask one of
these leaders.

14. During my high school and university years, I read lots of books and newspa-
pers, but I don't seem to have time to read much anymore.
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15. My older sister, who dreamed of writing for a newspaper, lost interest after

hearing our mother describe being a good wife and mother as the only impor-
tant job in a woman'’s life.

16. Between you and me ...

17. ... they seem a lot happier than 7 (am).

18.
19.
20.

... like volunteering at the hospital and donating their artwork to charity.
Neither one of my sisters bas a husband, children, or a full-time job.

But each of their résumés is packed with exciting ...

PART 5 PUNCTUATING CORRECTLY

PUNCTUATION PRE-TEST

. When the guest speaker entered, the room went quiet.

. The speaker’s topic was going to be an interesting and important one;

understanding it would be necessary to pass the provincial exam.

. Ms. Saunders, the dean of the School of Trades, and Mr. Whiteborse, the

college president, were on the podium with the speaker.

. When Ms. Saunders introduced Bill Lee, she said that be bad worked in the

skilled trades for over 20 years.

. My friends and I wondered if Mr. Lee had to attend university or college.

6. In his introductory remarks, Mr. Lee explained his background, which

included attending — and being expelled from! — our college.

. He was, be explained, the type of student that assumed he would learn all the

really important skills once he finally landed an apprenticeship.

. Unfortunately, in the 1980s, getting an apprenticeship was easier said than

done, and although he personally visited one possible employer after another,
he kept losing opportunities to those with certification from a trades institute
or college.

. Finally he decided to return to school with a new focus and a revised opinion

of education’s importance to his future success.

10. Lee’s experience is typical of many who flooded into the skilled trades in the

11.

late 1980s.

The economic recession, as well as the relative youth of the trades’ workforce
at the time, meant there were fewer employment opportunities.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

Once he returned to his shop classes, however, he discovered that many other
students didn’t have the same motivation and understanding that he had.

Terrified of computers, be was puzzled and irritated when classmates surfed
the Internet instead of listened to the instructor.

And were the students ever Joud!
Could he have been like them when he first attended college?

He finally overcame his fear of computers by getting a tutor, practising key-
boarding skills during his spares, and taking a course called Introduction to
Keyboarding.

Once employed in industry, be discovered that virtually every job required
some level of computer competency.

Later he went on to become a computer-based training instructor with the
province of Alberta’s well-known Apprenticeships Online program.

“There were two courses I felt T would never use after college graduation,”
Lee admitted to the audience. “They were English and computers.”

Now, however, be depends heavily on both to teach other tradespeople how to
do their jobs.

PERIOD, QUESTION MARK, EXCLAMATION POINT,
SEMICOLON, COLON, DASH (PP. 174-79)

EXERCISE 1

1.

My friend Kristine and I arrived early for work yesterday; it was a very impor-
tant day.

. We had worked late the night before perfecting our presentation.

. The boss had given us an opportunity to train our colleagues in the use of a

new computer program.

. I wondered how the other workers would react when they heard that we had

been chosen to teach them.

. Would they be pleased or annoyed?

6. Kristine and I worked hard on the visual aid to accompany our workshop: a

slide show of sample screens from the program.

. Kristine thought our workshop should end with a fest; however, I didn’t think

that was a good idea.

. I knew that our fellow employees—at least some of them—uwould not want us

to test them.
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9. By the time we ended our presentation, we both realized that I had been
right.

10. Now our co-workers see us as a couple of experts—not a couple of know-it-
alls.

EXERCISE 2

1. People have not stopped inventing mousetraps; in fact, there are over 4000
different kinds/

2. Some are simple; however, some are complicated or weird.
3. Nearly 50 new types of machines to kill mice are invented every year.

4. The most enduring mousetrap was designed by John Mast; it is the one most of
us picture when we think of a mousetrap: a piece of wood with a spring-loaded
bar that snaps down on the mouse just as it takes the bait.

5. John Mast created this version of the mousetrap in 7903; since then no other
mousetrap has done a better job.

6. There is a long list of technologies that have been used to trap mice: electricity,
sonar, lasers, super glues, etc.

7. One mousetrap was built in the shape of a multi-level house with several
stairways; however, its elaborate design made it impractical and expensive.

8. In 1878, one person invented a mousetrap for travellers; it was a box that was
supposed to hold men’s removable collars and at night catch mice, but it was
not a success.

9. Who would want to put an article of clothing back into a box used to trap a
mouse?

10. Can you guess the name of the longest running play in Toronto? It was The

Mousetrap!

EXERCISE 3
1. People in Australia are asking themselves a guestion: why are some dolphins
carrying big sponges around on their beads?

2. First it was just one dolphin; now several dolphins are doing it.

3. Marine biologists all over the world are trying to understand this unusual
sponge-carrying bebaviour.

4. They wonder about whether the sponges decrease the dolphins’ ability to
manoeuvre under water.

5. If they do, then why would the dolphins sacrifice this ability?
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6. The dolphins might be using the sponges for a very important reason: to help
them find food.

7. Some scientists think that the sponges may protect the dolphins’ beaks in
some way.

8. The sponges might indicate position in the social order; that's another
explanation.

9. Or the dolphins could be imitating each other— a kind of dolphin “fad,” in
other words.

10. Only one group of experts knows whether these sponges are hunting tools or
just fashion statements: that is the dolphins themselves.

EXERCISE 4
1. Who would have thought that educators were a nomadic group?

2. In 1899, Frontier College was founded by Alfred Fitzpatrick and a group of
university students; their aim was to make education available to the labourers
in the work camps of Canada.

3. Labourer-teachers were trained and sent to the camps where they worked
alongside the labourers during the day; then they taught reading and writing
to them at night.

4. Frontier College was also involved in encouraging Canadians to take up
Jarming; a woman by the name of Margaret Strang offered her tutorial and
medical services for those who were interested at a model settlement at
Edlund, Ontario.

5. The Department of National Defence made an agreement with Frontier College,
which placed labourer-teachers in Depression relief camps to provide recreation
and tutoring.

6. Some other projects that labourer-teachers were involved in were constructing
the Alaska Highway, working in rail gangs after World War II, tutoring new
Canadians, and working in long-term community development projects in
northern settlements.

7. In the mid-1970s, Frontier College enlarged its focus to include urban frosn-
tiers; volunteers began working in prisons and with street youth, ex-offenders,
and people with special needs.

8. More than a decade ago, Frontier College began doing work with children,
teens, and families, while at the same time developing the workplace literacy
program called Learning in the Workplace.
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9. The original idea — to help out those isolated in work camps across Canada
— bhas changed a great deal since Frontier College’s founding in 1899, but it
continues to be an important aspect in today’s education system.

10. In 1999, Frontier College celebrated its centenary— 100 Years of Teaching
and Learning in Canada.

EXERCISE 5
1. Do you believe in ghosts?

2. On Aug. 14, 1999, the body of a young man was found on the Yukon and
B.C. border by three teachers who went hunting for the day.

3. The man — be was named Kwaday Dan Sinchi by the Champagne and Aishi-
hik First Nations— was found on a northern B.C. glacier.

4. Though the First Nations people of the area believed he was as old as 10 000
years, test results show show the remains to be about 550 years old.

5. Discovered along with the hunter were various artifacts: a hat, a robe made of
animal skins, and spear tools.

6. Radiocarbon dating was done on two samples: the hat and the cloak. The
results are considered to be 95 percent accurate.

7. The “ghost” is believed to be a hunter who is estimated to have lived between
the years 1415 and 1445, about the time Henry V was king of England and the
Black Plague ravaged Europe.

8. This means the hunter died more than 300 years before the first known
European contact on the northwest coast; however, it is still not known if he
is an ancestor of the Champagne and Aishihik First Nations.

9. Scientists say that there are only two certainties: the “ghost” is a young male,
and he was on a trading route between the coast and the interior.

10. The remains, which are now in the care of the Royal British Columbia
Museum in Victoria, B.C., will be studied for further historic information.

PROOFREADING EXERCISE

The ingredients you will need for a lemon meringue pie are lemon juice, eggs,
sugar, cornstarch, flour, butter, water, and salt. First, you combine flour, salt, butter,
and water for the crust and bake until lightly brown, then you mix and cook the
lemon juice, egg yolks, sugar, cornstarch, butter, and water for the filling. Once the
filling is poured into the cooked crust, you whip the meringue. Meringue is made
of egg whites and sugar. Pile the meringue on top of the lemon filling, place the
pie in the hot oven for a few minutes, and you’ll have the best lemon meringue pie
you've ever tasted/!
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COMMA RULES 1, 2, AND 3 (PP. 181-86)

EXERCISE 1
1. Whenever I ask my friend Nick a computer-related question, I end up regret-

ting it.

. Once he gets started, Nick is unable to stop talking about computers.
. When I needed his help the last time, my printer wasn’t working.

. Instead of just solving the problem, Nick went on and on about print settings

and font choices that I could be using.

. When he gets like this, his face lights up, and I feel bad for not wanting to

hear the latest news on software upgrades, e-mail programs, and hardware
improvements.

6. I feel guilty, but I know that [ am the normal one.

. I even pointed his problem out to him by asking, “You can’t control yourself,

can you?”

8. The sentence is correct.

9. Nick always solves my problem, so 1 should be grateful.

10.

When I ask for Nick’s help in the future, I plan to listen and try to learn
something.

EXERCISE 2

1.

Scientists have been studying the human face, and they have been able to
identify 5000 distinct facial expressions.

. The sentence is correct.

. Winking is action number 46, and we do it with the facial muscle that sur-

rounds the eye.

. People around the world make the same basic expressions when they are

bappy, surprised, sad, disgusted, afraid, or angry.

. These six categories of facial expressions are universally understood, but dif-

ferent societies have different rules about showing their emotions.

. The smile is one of the most powerful expressions, for it changes the way we

feel.

. If we give someone a real smile showing genuine bhappiness, then our brains

react by producing a feeling of pleasure.

. If we give more of a polite imitation smile, then our brains show no change.

9. The sentence is correct.

www.ztcprep.com

NEL



Answers 289
Z| TCEErarl]

10. A smile also wins the long-distance record for facial expressions, for it can be
seen from as far away as several hundred feet.

EXERCISE 3
1. Most people don’t know how coffee is decaffeinated, do you?

2. I just discovered that there are three methods used to decaffeinate coffee, but
one of them is the most popular.

3. The most popular method is called water processing, and it draws the caffeine
from the coffee beans into a water solution that removes most of the caffeine.

4. After going through the water-processing method, the coffee may be a little
less flavourful, but at least the process is “natural.”

5. To decaffeinate coffee another way, manufacturers add a chemical solution to
the beans and then steam them to remove the leftover chemicals.

6. Compared to the water processing method, the chemical method is more “sci-
entific” and removes more of the caffeine.

7. Finally, there is the method that infuses coffee beans with carbon dioxide gas
to get rid of the caffeine.

8. Since carbon dioxide is safe, plentiful, and non-toxic, this process is also pop-
ular.

9. The carbon dioxide method may be the most expensive of the three ways to
decaffeinate coffee, but it also removes the most caffeine.

10. Whenever I drink a cup of decaf in the future, I'll wonder which method was
used to remove the caffeine.

EXERCISE 4
1. The sentence is correct.

2. Vinyl record albums may not be as easy to find as the other music formats,
but many people think that they still sound the best.

3. The sentence is correct.

4. But there is no doubt that CDs are easier to package, to bhandle, and to
maintain.

5. At the time CDs took over the music market, vinyl records almost disap-
peared.

6. In the past few years, musicians have begun releasing their work on CDs,
cassettes, and LPs.

7. The sentence is correct.
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8. There are even new models of turntables, but some are extremely expensive.

9. Most turntables are about the same price as a CD player, but some can cost up
to $40 000.

10. People can buy new LPs in music/video stores, classic LPs in used-record
stores, and old LPs in thrift stores.

EXERCISE 5
1. Gold is amazing, isn’t it?

2. Unlike metals that change their appearance after contact with water, 0il, and
other substances, gold maintains its shine and brilliant colour under almost
any circumstances.

3. When a miner named James Marshall found gold in the dark soil of California
in 1848, the gold rush began.

4. Though few people are aware of i, the first gold in Canada was found in
small deposits in central Nova Scotia and the Eastern Townships of Quebec.

5. Harry Oakes developed the deepest gold mine in North America at Kirkland
Lake, Ontario.

6. Beginning with the Fraser River Gold Rush in 1858, a series of gold discover-
ies in British Columbia transformed the colony’s history.

7. During the famous Klondike Gold Rush, the huge influx of people prompted
the Canadian government to establish the Yukon Territory in 1898.

8. The sentence is correct.

9. Some people have become rich directly because of gold, and some have
become rich indirectly because of gold.

10. For example, if it had not been for the gold rush, Levi Strauss would not have
had any customers, and the world would not have blue jeans.

PROOFREADING EXERCISE

When Niels Rattenborg studied the brains of mallard ducks, he made an inter-
esting discovery. Rattenborg wondered how ducks protected themselves as they
slept. The ducks slept in rows, and these rows were the secret to their defence. To
his surprise, Rattenborg found that the two ducks on the ends of the row did some-
thing special with the sides of their heads facing away from the row. Instinctively,
the ducks on the edge kept one eye open and one half of their brains awake as they
slept. The rest of the ducks slept with both eyes closed and both sides of their
brains inactive. The two guard ducks were able to frame the ducks in the middle,
watch for danger, and sleep almost as soundly as their neighbours.
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SENTENCE WRITING
Here are some possible combinations. Yours may differ.
I like to swim, but I have never taken lessons.
When the alarm rings, I get up and get ready for school.

Although he is currently an elementary school teacher, he was a math tutor in
college, and he worked as a ski instructor.

Since Tricia and James are both practical, organized university graduates, they
are equal partners in their business.

COMMA RULES 4, 5, AND 6 (PP. 188-94)

EXERCISE 1
1. This year’s class pictures, I believe, turned out better than last year’s.

2. The sentence is correct.

3. There were, however, a few problems.

4. You may leave the sentence alone, or you may use a comma after However.
5. The sentence is correct.

6. My little brother, who is wearing a red sweater, is sitting on the left, but it’s
hard to see him.

7. Ms. Patel, the teacher who took the picture, needed to stand a little closer to
the group.

8. The sentence is correct.
9. And no one, it seems, bad time to comb the children’s hair.

10. The sentence is correct.

EXERCISE 2
1. The Ironman competition, one of the most gruelling athletic races in the
world, takes place in Hawaii every year.

2. The sentence is correct.
3. The sentence is correct.

4. As if that race weren’t enough for some fitness fanatics, it is followed soon
after by the XTerra World Championship, anotber attraction for triathletes from
around the world.
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5. The Xterra, an obstacle course through the extreme Hawaiian landscape,
takes participants over ocean waves, blistering sand, dried lava, fallen tree
limbs, exposed roots, and huge chunks of coral.

6. The sentence is correct.

7. Some triathletes participate in both races, Ironman and Xterra, in what triath-
letes refer to as The Double.

8. The sentence is correct.
9. The sentence is correct.

10. However, the male and female athletes with the best times overall in both
races are considered winners of the The Double; they earn a thousand dollars
and an invaluable title, World’s Toughest Athlete.

EXERCISE 3
1. One of the weirdest competitions on earth, the Wife Carrying World Champi-
onships, takes place in Finland once a year.

2. These load-carrying races, which may have begun as training rituals for
Finnish soldiers, have become popular all over the world.

3. Each pair of participants, made up of one man and one wife, has to make it
through an obstacle course in the shortest time possible.

4. The sentence is correct.

5. She does not have to be married to the man who carries her; she can, indeed,
be someone else’s wife or even unmarried.

6. The wife-carrying course includes two sections, a part on land and a part in
water.

7. The sentence is correct.

8. The wife-dropping penalty, which is 15 seconds added to the pair’s time, is
enough to disqualify most couples.

9. Contest officials allow one piece of equipment, a belt that the man can wear
so that the wife has something to hold on to during the race.

10. The winning couple wins a prize, but the coveted title, Wife Carrying World
Champion, is reward enough for most.

EXERCISE 4
1. England’s Prince Charles has two sons, William and Harry.

2. The sentence is correct.
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3. William, whose full name is His Royal Highness Prince William Arthur Philip

Louis of Wales, was named after William the Conqueror.

4. The princes’ grandmotber, Queen Elizabeth II, will pass the crown to her son
Charles, who will then pass it on to William.

5. William, who was born in 1982, stands over six feet tall and has become as
popular as a movie star.

6. The sentence is correct.

7. William exchanged e-mails with Britney Spears, but the two never met in
person.

8. William is well read and intelligent; however, be is also athletic and fun-
loving.

9. The sentence is correct.

10. However, it will probably be many years before William takes on his future
title, which will be King William V.

EXERCISE 5
1. Jim Henson, who created the Muppets, begawn his television career in the
mid-1950s.

2. He was, it seems, eager to be on TV, and there was an opening for someone
who worked with puppets.

3. Henson and a buddy of his quickly fabricated a few puppets, including one
called Pierre the French Rat, and they got the job.

4. Henson’s next project, Sam and Friends, also starred puppets.
5. The sentence is correct.

6. Kermit the Frog, a character that we now associate with Sesame Street and
The Muppet Show, was part of the cast of Sam and Friends.

7. The sentence is correct,

8. In 1969, the Muppets moved to Sesame Street, however, they graduated to
their own prime-time program, The Muppet Show, in the late 1970s.

9. At the high point of its popularity worldwide, more than 200 million people,
adults and children, tuned in to a single broadcast of The Muppet Show.

10. The sentence is correct.
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PROOFREADING EXERCISE

Unlike my mom and my sister, who generally don’t like dealing with food, I
love to cook. I think I inherited this passion for cooking from my grandfatber, who
is always interested in trying out new recipes. He has a whole bookshelf full of
cookbooks; what's more, be likes to read them, from cover to cover. Most of the
meals we eat are, of course, prepared by him. But sometimes, when 1 have enough
time and energy, I cook a special meal. My sister and her busband, Ted, bave
recently asked me to cook brunch for them and eight of their friends on New Year’s
Eve. Believe it or not, I can’t wait!

SENTENCE WRITING
Here are some possible combinations. Yours may differ.

I have seen Shrek, the very funny movie, several times.
I have seen the very funny movie Shrek several times.
I will, I believe, learn best in “hands-on” environments.

I believe I will learn best in “hands-on” environments.

My friend, who has curly hair and sits in the back of the class, takes good
lecture notes.

My curly-haired friend who sits in the back of the class takes good
lecture notes.

REVIEW OF THE COMMA

PROOFREADING EXERCISE

I am writing you this note, Helen, to ask you to do me a favour. [ 4] When
you get home from work tonight, would you take the turkey out of the freezer? [ 3]
I plan to get started on the pies, the rolls, and the sweet potatoes as soon as [ walk
in the door after work. [ 2] 1 will be so busy, bowever, that 1 might forget to thaw
out the turkey. [ 5] It’s the first time I've made the holiday meal by myself, and 1
want everything to be perfect. [ 7] My big enamel roasting pan, which is in the back
of the cupboard under the counter, will be the best place to keep the turkey as it
thaws. [ 6] Thanks for your help.

QUOTATION MARKS AND UNDERLINING/ITALICS (PP. 196-200)

EXERCISE 1
1. I am reading a book called Don’t: A Manual of Mistakes & Improprieties More
or Less Prevalent in Conduct and Speech.
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The book’s contents are divided into chapters with titles such as “At Table,”

“In Public,” and “In General.”

In the section about table don’ts, the book offers the following warning:
“Don’t bend over your plate, or drop your head to get each mouthful.”

The table advice continues by adding, “Don’t bite your bread. Break it off.”

5. The sentence is correct.

6. For instance, it states, “Don’t brush against people, or elbow people, or in any

way show disregard for others.”

When meeting others on the street, the book advises, “Don’t be in a haste to
introduce. Be sure that it is mutually desired before presenting one person to
another.”

In the section titled “In General,” there are more tips about how to get along
in society, such as “Don’t underrate everything that others do or overstate
your own doings.”

Don’t has this to say about books, whether borrowed or owned: “Read them,
but treat them as friends that must not be abused.”

And one can never take the following warning too much to heart: “Don’t
make yourself in any particular way a nuisance to your neighbours or your
family.”

EXERCISE 2

1.

WMo W N

10.

“Have you been to the bookstore yet?” Monica asked.

. “No, why?” T answered.

“They’'ve rearranged the books,” she said, “and now I can’t find anything.”
“Are all of the books for one subject still together?” I wondered.

“Yes, they are,” Monica told me, “but there are no markers underneath the
books to say which teacher’s class they’re used in, so it’s really confusing.”

“Why don'’t we just wait until the teachers show us the books and then buy
them?” I replied.

7. “That will be too late!” Monica shouted.
8. “Calm down,” I told her. “You are worrying for nothing.”

9. “I guess s0,” she said once she took a deep breath.

“I sure hope I'm not wrong,” I thought to myself, “or Monica will really be
mad at me.”
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EXERCISE 3
1. Women'’s Wit and Wisdom: is the title of a book I found in the library.

2. The sentence is correct.

3. England’s Queen Elizabeth I noted in the 16th century, “A clear and innocent
conscience fears nothing.”

4. “Nothing is so good as it seems beforehand,” observed George Eliot, a female
author whose real name was Mary Ann Evans.

5. Some of the women’s quotations are funny; Alice Roosevelt Longworth, for
instance, said, “If you don’t have anything good to say about anyone, come
and sit by me.”

6. “If life is a bowl of cherries,” asked Erma Bombeck, “what am I doing in the
pits?”

7. Some of the quotations are serious, such as Gloria Steinem’s statement, “The
future depends on what each of us does every day.”

8. Maya Lin, the woman who designed Washington D.C.’s Vietnam Veterans
Memorial, reminded us, “War is not just a victory or a loss.... People die.”

9. Emily Dickinson had this to say about truth: “Truth is such a rare thing, it is
delightful to tell it.”

10. Finally, columnist Ann Landers advised one of her readers, “The naked truth is
always better than the best-dressed lie.”

EXERCISE 4
1. Kurt Vonnegut, in his novel Slapstick, describes New York City as “Skyscraper
National Park.”

2. “The past is still, for us, a place that is not safely settled,” wrote Michael
Ondaatje.

3. In her book The Mysterious Affair at Styles, Agatha Christie wrote, “Every mur-
derer is probably somebody’s old friend.”

4. “Swear not by the moon,” says Juliet to Romeo.

5. Pierre Trudeau told a U.S. audience, “Living next to you is like sleeping next
to an elephant.”

6. Norman Bethune stated, “The function of the artist is to disturb.”
7. “Writers are always selling somebody out,” Joan Didion observed.

8. The expression “All animals are equal, but some animals are more equal than
others” can be found in George Orwell’'s novel Animal Farm.
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9. A Swahili proverb warns, “To the person who seizes two things, one always
slips from his grasp!”

10. Groucho Marx once remarked, “I wouldn’t want to belong to any club that
would accept me as a member.”

EXERCISE 5
1. The sentence is correct.

2. “We know what a person thinks not when he tells us what he thinks,” said
Isaac Bashevis Singer, “but by his actions.”

3. The Spanish proverb “El pez muere por la boca” translated means “The fish
dies because it opens its mouth.”

4. “Ask yourself whether you are happy, and you cease to be so,” John Stuart
Mill wrote.

5. A Russian proverb states, “Without a shepherd, sheep are not a flock.”
6. Stephen Leacock felt, “The essence of humour is human kindliness.”

7. St. Jerome had the following insight: “The friendship that can cease has never
been real.”

8. Oscar Wilde found, “In this world there are only two tragedies. One is not
getting what one wants, and the other is getting it.”

9. “Self-respect,” observed Joe Clark, “permeates every aspect of your life.”

10. “Choose a job you love,” Confucius suggested, “and you will never have to
work a day in your life.”

PROOFREADING EXERCISE

It may be decided, sometime off in the future, that the sum of Douglas
Coupland’s literary contribution equals the two words he used for the title of his
1991 debut as a novelist. In Generation X, Coupland pointed and clicked onto the
generation born in the late 1950s and the 1960s as it stared into the future and tried
to figure out what was going to fulfil it there. If the book didn’t attract universally
favourable reviews, it was a resounding commercial success and made Coupland an
instant spokesperson for his generation. It didn’t matter so much that he didn’t want
the job — “I speak for myself,” he’s said, repeatedly, “not for a generation.” No, he’d
been deemed a sociological seer and, like it or not, each of his subsequent novels
— books like Microserfs (1995) and Girlfriend in a Coma (1998) — found itself
judged less as fiction than as the words of an oracle between hard covers.
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CAPITAL LETTERS (PP. 202-06)

EXERCISE 1

1.
2.
3.

Mom and I have both decided to take classes next fall.
Fortunately, in Toronto we live near several colleges and universities.

Classes at the community colleges usually begin in late August or early
September.

. We could easily drive to York University, the University of Toronto, Ryerson

University, Humber College, George Brown College, or Sheridan College.

. T want to take credit classes, and my mom wants to sign up for community

education classes.

. For instance, I will enroll in the academic courses necessary to transfer to a

university.

7. These include English, math, science, and history classes.

8. My mother, on the other hand, wants to take non-credit classes with titles like

9.

“Learn to Play Keyboards,” “Webpages Made Easy,” and “Be Your Own Real
Estate Agent.”

Mom already has a great job, so she can take classes just for fun.

10. I know that if I want to go to one of the colleges at the University of Toronto,

I will have to be serious from the start.

EXERCISE 2

1.

2.
3.

4.

5.

6.
7.
8.

Now that DVDs are more popular than VHS tapes, I am updating my movie
library.

My friends say that I shouldn’t waste my money on repeat titles.

But my friend Jake is on my side because he and I are usually the ones who
watch movies together.

Even though I have good VHS copies of famous films such as Chinatown,
Jaws, and Blade Runner, the DVD versions offer behind-the-scenes footage
and original trailers that VHS tapes don't include.

Of course, 'm aware that another technology will replace DVDs before too
long.

Then I guess I'll just have to commit to that new format.
There are always collectors who want the old stuff.

In fact, I know someone who has a collection of laserdiscs and 8-track
cassette tapes.
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9. I may be leaning that way myself.

10. I haven't disposed of my VHS duplicates yet, and I've been buying old record
albums at thrift stores.

EXERCISE 3
1. Imagine an ocean on the prairies and mountains higher than the Himalayas in
Ontario.

2. That’s part of the picture unveiled by Lithoprobe, the name of a 20-year
examination of Canada’s ancient geological history.

3. Since 1984, more than 800 university, government, and industry scientists, led
by Dr. Ron Clowes, have been examining the movements of ancient conti-
nents, oceans, and islands.

4. “Underneath the surface of Alberta, we found a subsurface mountain range,”
reported Dr. Clowes, a professor of earth and ocean sciences at the University
of British Columbia.

5. Even more spectacular was the evidence that there was once an ocean the
size of the Pacific under modern day Saskatchewan and Manitoba.

6. The results of the Lithoprobe study provide a map of Canada’s origins.

7. From the Maritimes through the Prairies to the West Coast and from the Great
Lakes to the Artic Ocean, the study maps a view of the country 80 km deep
and 6 000 km wide.

8. The sentence is correct.
9. The sentence is correct.

10. The study is providing data on the process that might lead the volcano in
Mount St. Helens, Washington, to erupt again.

EXERCISE 4
1. I grew up watching The Wizard of Oz once a year on TV before video stores
like Blockbuster even rented movies to watch at home.

2. | especially remember enjoying it with my brother and sisters when we lived
on Maple Drive.

3. Mom would remind us early in the day to get all of our homework done.
4. “If your homework isn’t finished,” she’d say, “you can’t see the Munchkins!”

5. My favourite part has always been when Dorothy’s house drops on one of the
wicked witches and her feet shrivel up under the house.
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6. The Wicked Witch of the West wants revenge after that, but Dorothy and Toto
get help from Glinda, the Good Witch of the North.

7. Glinda tells Dorothy about the Emerald City and the Wizard of Oz.

8. On their way, Toto and Dorothy meet the Scarecrow, the Tin Man, and the
Cowardly Lion.

9. Together they conquer the witch and meet Professor Marvel, the real man
who has been pretending to be a wizard.

10. The ruby slippers give Dorothy the power to get back to Kansas and to Auntie
Em and Uncle Henry.

EXERCISE 5
1. In spring 2004 viewers of the CBC TV series The Greatest Canadian nomi-
nated ten individuals for the title: Frederick Banting, Alexander Graham Bell,
Don Cherry, Tommy Douglas, Terry Fox, Wayne Gretzky, Sir Jobn A. Macdon-
ald, Lester B. Pearson, David Suzuki, and Pierre Trudeau.

2. Macdonald, the first Prime Minister, united the French and the English and
facilitated the construction of the Canadian Pacific Railway.

3. Under Pearson’s leadership in the 1960s, the Canada Pension Plan, national
Medicare, the Bilingualism and Biculturalism Commission, a national labour
code, and the Maple Leaf flag were introduced.

4. Pierre Trudeau, the most contemporary Prime Minister to make the list,
worked to promote bilingualism, stamp out Quebec separatism, and patriate
the Canadian Constitution and Charter of Rights.

5. The winner of the title Greatest Canadian was the late Tommy Douglas, five-
term Saskatchewan premier, who is credited as being the “Father of Medicare’

»

6. After Bell patented the invention and staged a demonstration of the telephone
at the Centennial Exbibition in Philadelphia, Pennsylvannia, in 1876, he went
on to form the Bell Telephone Company in 1877.

7. A contemporary ambassador of science, David Suzuki taught at the University
of Alberta and University of British Columbia before moving his teaching out
of the classroom and into the media as host of Suzuki on Science, Quirks and
Quarks, and, most recently, The Nature of Things.

8. Known as the man who discovered insulin, Frederick Banting brought new
hope to diabetics the world over, earned a knighthood in the British crown,
and was awarded Canada’s first-ever Nobel Prize in Medicine.

9. Another medical hero was Terry Fox, whose Marathon of Hope to collect
funds for cancer research is re-enacted every year across the country.
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10. Don Cherry, the outspoken host of CBC’s Hockey Night in Canada, and
Wayne Gretzky, the greatest scorer in NVHL history and winner of four Stanley
Cups, represented the sports world on the list of nominees.

PUNCTUATION PROGRESS TEST
1. ... challenges facing many newcomers ...
2. ... learn a word’s spelling correctly, they have ...
3. ... the person can spell, pronounce, define, and use ...
4. ... friend, who is from Sri Lanka, tells me ...
5. ... find Canadian English so difficult.
6. Unless he stops to think about ##, my neighbour from Britain still ...
7. The sentence is correct.
8. ... the importance of words; she told us that ...
9. ... Cutter—1 think that was her name— clearly explained ...
10. ... vocabulary building fu#n, so I remember taping ...
11. ... essential information: correct spelling, ...
12. ... cluttering the house, I learned another ...
13. ... at a time; then mastering ...
14. ... flash cards like the ones she ...
15. ... had studying togetber!
16. ... difficulty in spelling words could be traced ...
17. ... introduced many new words; at the same time, they ...
18. ... between pronunciation and its verb ...
19. Even though they appeared on my cards for montbs, I still have ...

20. Perhaps the most important Jesson was how many ...

PUNCTUATION POST-TEST
1. ... system, a creation of government that has become a cultural icon, is ...
2. ... paramedic care, this country ...
3. ... accessibility for granted and expect their ...
4. ... individuals— my brother is one of them — require ...
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5. ... system is perfect, especially a health care web ...
.. health care professionals; others, Canadians ...
7. ... Hospital for Sick Children ...
8. ... 12 years old, but she still needs ...
. concerned because so many ...
10. ... the thousands and can’t spend ...
11. When my niece gave birth last spring to ...
12. ... death, retirement, or relocation, that physician’s roster of patients ...
13. ... that misiakes — some of them tragic! — can occur.
14. ... horror story or two to fell about a relative or friends who ...
15. ... to find out that the surgeon had removed the wrong part?
16. Nurses and pharmacists are increasingly ...

17. As well as these, front-line health care professions now ...

18. Regrettably, many of the services offered by these individuals are not
covered ...

19. ... only those Canadians who have extended health care plans through their
employment are likely to take advantage ...

20. ... without the same level of service —what a shame/

PART 6 WRITING WELL

EXERCISE: TOPIC SENTENCES
1. Everyone loves the excitement of shopping for a new automobile.

2. The writer’s responsibility for clear writing can’t be taken lightly.

3. There is no topic sentence in paragraph 3.

EXERCISE: MAIN IDEAS AND SUPPORTIVE DETAILS
(Topic) Lovable Pets

I. Devoted Dogs
A. Pampered Poodles
B. Huggable Hounds

II. Curious Cats
A. Sassy Siamese
B. Talkative Tabbies
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EXERCISE: TRANSITIONS
Finding a family doctor in Northern Ontario is not an easy task. In the first
place, most family physicians already have huge practices. To illustrate this prob-
lem, statistics from the Sudbury District Health Unit indicate that the average Sud-
bury doctor maintains a practice with between 4 000 and 5 000 patients. A second
problem is the age of those currently practising family medicine. With an average
age of 52, many family doctors are burning out under the strain of the work they
are facing. Such burnout has several results: a reluctance to take on any new
patients, a desire to take time off or retire prematurely, the decision to withdraw
from hospital privileges, and sometimes a willingness to move to another area
where the workload is less onerous. Finally, Sudbury’s family doctors often find
themselves without specialists to whom patients with unique needs can be referred
for more detailed diagnoses. For all these reasons, a newcomer to Sudbury is sure
to face challenges in locating a family physician willing to take the person on as a
new patient.

EXERCISE: THESIS STATEMENTS
1. FACT

2. THESIS
3. THESIS
4. THESIS
5. THESIS
6. FACT
7. FACT
8. THESIS
9. THESIS
10. FACT
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avs. an, 5
abbreviations, 46
accept vs. except, 5
addresses, 182
adjectives, 51
adverbs, 51

advice vs. advise, 5
affect vs. effect, 5-6
all ready vs. already, 6
and, 112, 128, 136
arevs, our, 6
articles, 5, 53

brainstorming, 218-19
brake vs. break, 6
but, 112

capitalization, 45, 200-206
of names, 201-2
in quotations, 195, 200-201
in titles, 201
choose vs. chose, 6
clarity, 123-69
clauses, 95
dependent, 95, 97-99, 105, 114~16
identifying, 96-103
independent, 95, 97, 111-12, 179
punctuating, 117, 172-73
which, 137-38
clichés, 156-57, 159-60, 161-63
clothes vs. cloths, 7
clustering, 219
coarse vs. course, 7
colons, 173, 174-78
commands, 58
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commas, 98, 179-94
complement vs. compliment, 7
conjunctions, 52

conscious vs. conscience, 7
contractions, 24-31, 37-38

dangling modifiers, 13846

dashes, 173, 174-78

dates, 182, 201

definitions, 44

dependent clauses, 95, 97-99
cotrecting run-ons with, 114-16
as fragments, 105
punctuation with, 98

desert vs. dessert, 7

dictionaries, 4347
miscellaneous information in, 47
parts of speech in, 52

do vs. due, 8

editing, 224-25

effect vs. affect, 5-6

English, Standard Written, 1, 78-91
except vs. accept, 5

exclamation points, 172, 174-78

FANBOYS, 112, 119-20

Sfeel vs. fill, 8

Sfor, 112

Sorth vs. fourth, 8

fragments, 96
correcting, 104-10
dependent clauses as, 105
phrases as, 104-5

free writing, 218-19
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gender bias, 136-37
Grammar Check, 225

bave vs. of, 8
bearvs. here, 89
bowever, 187

independent clauses, 95, 97
connecting, 111-12, 179

-ing phrases, 104

interjections, 52

it, 138

italics, 195-96

it’svs. its, 9

knew vs. new, 9
know vs. no, 9

lead vs. led, 15
loose vs. lose, 15

modifiers, 138
dangling/misplaced, 138-46

names
capitalization of, 201-2
of people, 47, 186
of places, 47,

new vs. knew, 9

no vs. know, 9

nor, 112

nouns, 51

of vs. have, 8
or, 112, 128, 136
ourvs. are, 6

paragraphs, 211-17
concluding, 22324
introductory, 220-21
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topic sentence, 212-13
transitional devices, 215-17

parallel structure (sentences), 150-55

parts of speech, 51-56

passed vs. past, 15

peace vs. piece, 16

periods, 172, 174-78

personal vs. personnel, 15

phrases, 62, 95, 104
fragments as, 104-5

prepositional, 62-67, 105, 127-28

verb, 68-72

verbal, 72-77
phrasing, awkward, 157, 159-60,

161-63

piece vs. peace, 16
possessives, 31-38

words ending in s, 32, 33
prefixes, 39
prepositional phrases, 62-67

as fragments, 105

and subject-verb agreement,

127-28
prepositions, 52, 62, 63. See also
prepositional phrases

pre-writing, 217-19
principal vs. principle, 16
pronouns, 51, 13442

agreement of, 135-37

and gender bias, 136-37

as objects, 134, 135

person of, 148

references of, 137-38

as subjects, 134-35

as transitional devices, 216
pronunciation, 43
proofreading, 225, 227-28
punctuation, 170-210

of clauses, 117

colons, 173, 174-78

ex 305

organizational patterns, 215-16
repetition in, 216

support, 221-22

supportive details, 214, 216, 221
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periods, 172, 174-78

question marks, 172, 174-78
quotation marks, 194-95
semicolons, 105, 172-73, 174~78
of sentences, 119, 120

question marks, 172, 174-78
questions, 58

quier vs. quite, 16

quotation marks, 194-95

repetition, 216

revisions, 224-25

right vs. write, 16

run-on sentences, 96, 179
correcting, 111-18

semicolons, 105, 172-73, 174-78

sentences, 50-122
building, 94-122
complex, 119, 120
compound, 119-20
fragments of, 96, 104-10
interruptions in, 186-88
inverted order in, 58, 128
parts of, 51-56
person consistency in, 148
plan of development, 221-22
punctuating, 119, 120
reverse order in, 58, 128
run-on, 96, 111-18
simple, 119
structure of, 95-96, 150-55
subject-verb agreement in, 126-33
time consistency in, 147
topic, 212-13
transitional, 222
variety in, 119-20

series items, 182

so, 112

Spell Check, 225

spelling, 3—49
Canadian, 44
in dictionaries, 44
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doubling final letter, 39—41

Spell Check and, 225

words often confused, 5-24
Standard Written English, 1, 78-91
subjects

compound, 58-59

finding (in sentences), 50, 56-61

part/portion, 127-28

singular (always), 127
synonyms, 46

than vs. then, 17

that, 99

their vs. there vs. they’re, 17
therefore, 187

thesis statement, 219-20, 221
threw vs. through, 17

titles, 195-96, 201

to phrases, 104

to vs. too vs. two, 17

verbals, 72-73
verbal phrases, 72-77
verbs, 51
compound, 58-59
finding, 50, 56-61
helping, 84
irregular, 78-79, 85-87
linking, 135
non-action, 57
passive use of, 88
regular, 78, 84-85
tense of, 147
using, 78-91
verb phrases, 68-72

wear vs. were vs. where, 18
weather vs. whether, 17-18
which clauses, 137-38

who vs. whom, 31

who’s vs. whose, 18
woman vs. women, 18
wordiness, 158-59, 160-63

NEL



words

breaking into parts, 38-39

compound, 38-39, 44

confused often, 5-24

definitions, 44

dependent warning, 97-98, 112,
117

derivations, 46

foreign, 47

singular (always), 127

usage, 4546

write vs. right, 16
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writing, 211-29
clear, 12369
multi-paragraph, 217-29
pre-writing, 217-19
proofreading, 225, 227-28
repetition in, 216
revising and editing, 224-25, 226
stages of, 217-29
thesis statement, 219-20, 221

yet, 112
you, 148
you'revs. your, 18



