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PREFACE

English at Hand is a concise, easy-to-use reference tool for the first-year college writer and re-
searcher as well as for the more advanced student needing a quick answer to a writing question. Its
modest price and compact form make this book easy to have and keep at hand — in a notebook or bind-
er, in a folder of essay drafts, or in a backpack.

English at Hand reviews the basics of traditional English grammar and the conventions of academic
and professional punctuation, mechanics, and usage. In addition, it offers the following: illustrations
and explanations of the most common sentence errors and how to correct them; advice on constructing
clear, effective sentences; valuable ESL pointers for nonnative speakers; advice for writing effective
paragraphs, essays, and research papers; and MLA and APA guidelines for documentation. Through-
out, the explanations are always brief, clear, and fully illustrated.

The book is also easy to use. Because it can fit inside a three-ring notebook, its information is only
a finger-flip away. Because of its clear headings and thorough index, it takes only a moment to find the
answers to your questions. Need to review sentence types? Look at Chapter 5. Don’t know what your
instructor means by parallelism? Turn to Chapter 12. Unsure of whether to use affect or effect or lay
or lie? Page through Chapter 28, “Glossary of Usage.” Want to know how to document a quotation
from a book? Refer to Chapters 36 — 38, “Documentation. ”

English at Hand will be an invaluable resource in any course that requires writing. Keep it with

you, and you’ll always have the answer — right at hand.
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GRAMMAR
1 / Parts of Speech

Words — the building blocks of sentences —
can be divided into eight parts of speech.
Parts of speech are classifications of words
according to their meaning and use in a sen-
tence.

This section will explain the eight parts of
speech:

nouns prepositions conjunctions
pronouns adjectives interjections
verbs adverbs

la Nouns

A noun is a word that is used to name some-
thing: a person, a place, a thing, or an idea.
Nouns are classified in various ways:

Proper nouns and common nouns, A proper
noun refers to someone or something specific
and is capitalized ( Alice Walker, Chicago,
July). All other nouns are common nouns
(woman, city, month). (See 23g, page 45.)

Singular and plural nouns, A singular noun
names one person, place, thing, or idea
(boy, alley, truth). A plural noun refers to
two or more persons, places, things, or
ideas. Most singular nouns can be made plu-
ral with the addition of an s (boys, alleys,
truths). Some nouns, like box, have irregu-
lar plurals (boxes). You can check on nouns
you think may have irregular plurals by look-
ing up the singular form in a dictionary. (See
Za, page 5.)

Collective nouns. A collective noun refers to a
group of persons or things that is generally
thought of as one unit. Examples are group,
jury, and team. (See 6d. page 13.)

Count and noncount nouns. Count nouns name
persons, places, things, or ideas that can be
counted (one man, two cities, three balls,
four questions). Noncount nouns name things
that come in forms that cannot be counted
(flour, air, affection). (See “Articles with
Count and Noncount Nouns,” page 61.)

1b  Pronouns

A pronoun is a word that stands for a noun.
Pronouns eliminate the need for constant
repetition. Compare the following two ex-
amples;

B
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Lisa met Lisa’s friends in the record
store at the mall.

Lisa meets Lisa’s friends there every
Saturday.

Lisa met her friends in the record store
at the mall. She meets them there every
Saturday.

The pronoun her is used to replace
the word Lisa’s. The pronoun she
replaces Lisa. The pronoun them
replaces the words Lisa’s friends.

Personal pronouns. A personal pronoun refers
to a particular person, place, or thing. It
can act in a sentence as subject, object, or
possessive.

Singular: I, me, my, mine, you, your,
yours, he, him, his, she, her,
hers, it, its

Plural:  we, us, our, ours, you, your,
yours, they, them, their, theirs

Relative pronouns, A relative pronoun refers
to a person or thing already mentioned in the
sentence. It begins a dependent clause: Here
is a watch that 1 found.

who whose whom  which that

Interrogative pronouns. An interrogative pro-
noun introduces a question: What day is this?

who whose whom which what

Demonstrative pronoums. A demonstrative
pronoun is used to point out a particular per-
son or thing: This is my car.

this that these those

Do not use them (as in them shoes), this
here, that there, these here, or those there
to point out.

Reflexive pronouns, A reflexive pronoun is one
that ends in -self or -selves. It is used as the ob-
ject of a verb: Cathy cut herself. It can also be
used as the object of a preposition when the
subject of the verb is the same as that object;
James sent a birthday card to himself,

Singular: myself, yourself, himself,
herself, itself

Plural: ourselves, yourselves, them-
selves

Intensive pronouns. Intensive pronouns have
exactly the same forms as reflexive pro-
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nouns. The difference is in how they are
used. An intensive pronoun is used to add
emphasis: I myself will need to read the con-
tract before 1 sign it.

Indefinite pronouns. An indefinite pronoun
refers to a nonspecific person or thing.

each either everyone nothing
both several all any
most none

Reciprocal pronouns. A reciprocal pronoun
expresses shared actions or feelings. It refers
to individual parts of a plural antecedent:
The students help each other prepare for fi-
nals.

each other one another

(For more information on pronouns, see 6d,
pages 13 — 16, and “Pronouns.” pages 16 —
20

Verbs

Verbs generally express action or being. Eve-
ry complete sentence must contain at least
one verb. There arc several categories of
verbs.

Action and linking verbs. A verb that expres-
ses action is called an action verb. It tells
what is happening in a sentence.

Mr. Jensen swatted at the bee with his hand.

A verb that expresses a state of being is a
linking verb. A linking verb joins (or links)
the subject of a sentence to a subject comple-
ment, a word that modifies or renames the
subject. Linking verbs are usually forms of
be .

Forms of the Linking Verb Be

am are were have been
had been is was will be
has been  will have been

The sun is a star.
Is joins the subject, sun, to a word that re-
names, or identifies, it: star.

Verbs such as look , seem, and taste are also
linking verbs when they are followed by a
subject complement. (For more about sub-
ject complements, see 2b, page 5.)

This cucumber tastes bitter.

Tastes links the subject, cucumber, to a
word that modifies it bitter.

PARTS OF SPEECH

Some Common Linking Verbs

look sound smell taste
feel become appear seem

Main and helping verbs. A verb is made up of
at least one word, the main verb, plus one or
more helping verbs that may precede it.

The basketball tcam will be leaving for a
game at six o’clock.

In this sentence, the main verb is leav-
ing. The helping verbs are will and be.
Leaving by itself would not make sense
as a verb. It would be incorrect to say,
“The basketball team leaving for a game
at six o’clock.” Words that end in -ing
cannot be the verb of a sentence unless
they are accompanied by at least one
helping verb.

Oscar should have wern a jacket to his job
interview.

In this sentence, Oscar is the subject.
What should Oscar have done? He
should have worn (a jacket). Should
and have arc helping verbs. The last
verb in the phrase, worn, is the main
verb. Worn by itself could not be the
verb. It would not be correct to say,
*Oscar worn a jacket to his job inter-
view.”

The Helping Verbs

Forms of be: be, am, is, are, was, were,
being, been

Forms of have: have, has, had

Forms of do:  do, does, did

Modals : can, could, may, might,
must, ought ( to), shall,
should, will, would

Each of the helping verbs can be used alone
or in a variety of combinations, such as have
been . may be, might have been, and would
have been .

Modals. unlike other helping verbs, do not
change form to indicate tense. In other
words. they do not take such ending as -ed,
-s, and -ing. After the modals, always use
the basic form of a verb, the form in which a
verb is listed in the dictionary (go, see,
work , and so on).

The factory will close tomorrow.
We should attend the wedding.

Helping verbs are sometimes called auxiliary
verbs. (For more about helping verbs, see
“Verbs.” pages 9—16.)

Transitive and intransitive verbs. A transi-
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tive verb requires a direct object to com-
plete its meaning. A direct object is a word
or words that receive the action of the
verb and answer such questions as whom?
or what?

The florist uses wildflowers.
Uses is a transitive verb. The direct ob-
ject is wildflowers; it answers the ques-
tion uses what?

An intransitive verb does not nced a direct
object to complete its meaning.

Qil floats.

Many verbs can be transitive or intransi-
tive depending on their use. For instance, in
the following sentence, floats is transitive:

My brother floats paper boats in the tub.
In this sentence, floats has a direct ob-
ject — paper boats.
Paper boats answers the question floats
what?

Phrasal verbs, A phrasal verb is made up of a
main verb followed by a particle. A particle
is a preposition that functions as part of the
verb. The particle gives the verb a different
meaning than it has by itself. For example,
the particle up changes the verb look to look
up: Look up the definition in the dictionary.
There are numerous phrasal verbs. including
call up, find out, hand in, make up, and
put off.

When your papers are done, hand them in.
Let’s hug and make up.

Words that are not verbs, Here are some tips
to help you find the verb in a sentence:

« The verb of a sentence never begins with the
word to.

The instructor agreed to provide ten minutes
for study before the quiz.
Although provide is a verb, to provide
cannot be the verb of a sentence. The
verb of this sentence is agreed .
(For more information on verbs that follow
the word to. see 3b, page 7, and 13b, page
27.)

¢ Certain adverbs — such as nor, just, never,
only, and always -— may appear between the
main verb and the helping verb. They de-
scribe the verb, but they are never part of it.

The canary does not sing in front of visitors.
We will never eat at that restaurant again.

PARTS OF SPEECH

1d Prepositions

A preposition is a word that connects a noun
or a pronoun to another word in the sen-
tence.

A man in the bus was snoring loudly.

In is a preposition. [t connects the noun
bus to man.

The following is a list of common preposi-
tions.

Common Prepositions

about before  down into through
above behind  during like to
across below except of toward
after beneath for off under
among  beside from on up
around  between in over with

at by instead of  since  without

A prepositional phrase is a group of words
that begins with a preposition and ends with
a noun or pronoun. The words in the bus,
for example, are a prepositional phrase.
There is a prepositional phrase in the follow-
ing sentence:

The man with the black moustache left the
restaurant quickly.
The noun moustache is the object of the
preposition with.
The prepositional phrase with the black
moustache describes the word man. It
tells us exactly which man left the res-
taurant quickly.

( For more about prepositions, see 3a,
page 6, and 6d, pages 13 -14.)

Adjectives

An adjective is a word that describes a noun
(the name of a person, place, thing, or idea).
Look at the following sentence:

The dog lay down on a mat in front of the
fireplace.

Now look at this sentence when adjectives
have been inserted:

The shaggy dog lay down on a worn mat in
front of the fireplace.
The adjective shaggy describes the noun
dog; the adjective worn describes the
noun mat.

Adjectives add spice to our writing. They al-
so help us to identify particular people,
places, or thing. They can be found in two
places:
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» An adjective may come before the
word it describes: a damp night. the
moldy bread, a striped umbrelia.

« An adjective that describes the subject
of a sentence may come after a linking
verb. The linking verb may be a form
of the verb be: He is furious, I am ex-
hausted. They are hungry. Other link-
ing verbs include feel, look, sound,
smell, taste, appear, seem, and be-
come: The soup tastes salty. Your
hands feel dry. The dog seems lost.

The words a, an, and the (called articles)
are generally classified as adjectives.

(For more information on.adjectives, sce
* Adjectives and Adverbs,” pages 20 — 21.
Also see page 52 for when to use g and an.)

1f  Adverbs

An adverb is a word that describes a verb, an
adjective, or another adverb. Many adverbs
end in the letters ly. Look at the following
sentence:

The canary sang in the pet store window as
the shoppers greeted each other.

Now look at this sentence after adverbs have
been inserted:

The canary sang softly in the pet store win-
dow as the shoppers loudly greeted each oth-
er.

The adverbs add details to the sentence.
They also allow the reader to contrast the
singing of the canary to the noise the shop-
pers are making.

Look at the following sentences and the
explanations of how adverbs are used in each
case:

The chef yelled angrily at the young waiter.
The adverb angrily describes the verb
velled .

My mother has an extremely busy schedule on
Tuesdays.
The adverb extremely describes the ad-
jective busy.
The sick man spoke very faintly to his loyal
nurse.
The adverb very describes the adverb
faintly.
Some adverbs do not end in -ly. Examples
include very, often, never, always, and
well .

( For more information on adverbs, see
2b, pages 5 — 6. and “Adjectives and Ad-

PARTS OF SPEECH

verbs.” pages 20—21.)

1g Conjunctions

Conjunctions are words that connect. There
are three kinds of conjunctions.

Coordinating conjunctions. A coordinating
conjunction joins ideas with equal roles in a
sentence.

Max and Roger interviewed for the job. but

their friend Anne got it.
The coordinating conjunction and con-
nects two proper nouns that are both
subjects of the same verb: Max and
Roger. The coordinating conjunction
but connects two equal word groups
(independent clauses): Max and Roger
interviewed for the job and their friend
Anne got it.

The Coordinating Conjunctions

and SO nor yet
but or for

(For more on coordinating conjunctions, see
5b, page 8; 10c, page 23; and 13a, page
26.)

Correlative conjunctions, Correlative conjunc-
tions., which function in pairs, also join ideas
with equal roles in a sentence.

We will either repaint the room or wallpaper
it.
Either and or join the two verbs of the
sentence; repaint and wallpaper .

Common Correlative Conjunctions

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

(For more on correlative conjunctions, sec
12a, pages 25.)

Subordinating conjunctions, When a subordi-
nating conjunction is added to a clause. the
clause can no longer stand alone as an inde-
pendent sentence. It is no longer a complete
thought. For example, look at the following
sentence:

Karen fainted in class.

The word group Karen fainted in class is a
complete thought. It can stand alone as a
sentence. See what happens when a subordi-
nating conjunction is added to a complete
thought.

When Karen fainted in class.
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Now the words cannot stand alone as a sen-
tence. They are dependent on other words to
complete the thought.

When Karen fainted in class, we put her feet
up on some books.

Common Subordinating Conjunctions

after before so that  whenever
although even if though  where

as even though  unless wherever
as if if until whether
because since when while

(For more information on subordinating con-
junctions, see bb, page 8; 9a, page 22; and
13a, page 26.)

lh Interjections

Interjections are words that are used to ex-
press emotion. They have no grammatical
connection with the rest of a sentence and
can stand alone. Mild interjections are fol-
lowed by commas; strong ones are followed
by exclamation marks. Examples are oh,
wow, ouch, and oops. These words are usu-
ally not found in formal writing.

Oh, we're late for class.
“Hey!” yelled Maggie. “That’s my bike.”

1li A note on words being more than one
part of speech

A word may function as more than one part
of speech. For example, the word dust can
be a verb or a noun, depending on its role in
a sentence.

I dust my bedroom once a month, whether it
needs it or not. (verb)

The top of my refrigerator is covered with an
inch of dust. (noun)

2 / Sentence Basics

A sentence is made up of two basic parts:

1 A complete subject — the simple subject
and its modifiers;

2 A predicate — a verb and its modifiers,
objects, and complements.

2a Subjects and their modifiers
The simple subject of a sentence is the noun
or pronoun — the person, place, thing. or

SENTENCE BASICS

idea — that the sentence is about. The
subject usually performs an action or is de-
scribed by the sentence. The subject can be
called the “who or what” word. To find the
subject, ask yourself, “Who or what is doing
something in this sentence?” or “Who or
what is being described in this sentence?”

The players ran onto the field.
Who is doing something in the sentence?
The answer is players. That’s who ran
onto the field. So players is the subject
of the sentence.

The popcorn is overly greasy.
What is being described in this sentence?
The answer is popcorn. That’s what is
overly greasy. So popcorn is the subject
of the sentence.

Singular, plural, and compound subjects. A
subject is singular or plural. Most plural sub-
jects simply end in s. :

Singular: The car in front of us is speed-
ing.

Plural: The cars in front of us are
speeding.

Some plural subjects are irregular;

Singular: The child was crying.
Plural: The children were crying.

(For more information on making nouns plu-
ral, see 27¢, page 50.)

A compound subject is two or more subjects
connected by a coordinating conjunction such
as and. Compound subjects are usually plu-
ral. (See 6d, page 13.)

Compound: The car and the truck in front of
us are speeding.

Maedifiers. The subject of a sentence may be
accompanied by words, phrases. and clauses
that modify it.

A very large truck stalled on the bridge.
The subject, truck, is modified by the
words a very large.

Several bunches of green grapes fell onto the

supermarket floor.
The subject, bunches. is modified by
the word several and the prepositional
phrase of green grapes.

The wallet that I lost was never found.
The subject, wallet, is modified by the
word the and the clause that I lost.

2b  Verbs and their modifiers, comple-
ments, and objects
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The verb of a sentence is the word or words
— the main verb and any helping verbs --
that express action or being. (See 1c, pages 2
— 3, for a more complete explanation of
verbs. )

The verb and its modifiers. The verb of a sen-
tence may be accompanied by words, phra-
ses, and clauses that modify it.

Traffic moved slowly.
The verb moved is modified by the ad-
verb slowly.

The boy was waving at the airplane,
The verb was waving is modified by the
prepositional phrase at the airplane.

I sneezed when the instructor called on me,
The verb sneezed is modified by the
clause when the instructor called on
me.

Compound verbs, A sentence may contain a
compound verb — two or more verbs that
have the same subject or subjects.

The impaticnt customer tapped her fingers on
the counter and cleared her throat.
The subject of this sentence, customer.
did two things: tapped (her fingers) and
cleared (her throat).

Subject complements. A subject complement
follows a linking verb (such as is, was, were,
look, appear, and seem) and provides infor-
mation about the subject. A subject comple-
ment is either an adjective or a noun or pro-
noun. If it is an adjective, it describes the
subject.

This potato is blue.
The verb is links the subject, potato, to
an adjective that describes it: blue.

Nouns and pronouns are naming words.
‘When a subject complement is a noun or pro-
noun, it renames the subject. identifying it in
some way.
Cara’s boyfriend is a good mechanic,
The verb is links the subject, boyfriend ,

to a noun that identifies it: (a good)
mechanic .

Direct and indirect objects. A direct object is a
noun or pronoun that receives the action of a
verb.

Mr. Duncan built a bookcase.
Bookcase is the direct object; it is what
was built.

Sometimes a direct object is preceded by an

PHRASES

indirect object. The indirect object is the noun
or pronoun that tells to whom or for whom
the action of the verb is done.

Mr. Duncan built me a bookcase.
Me is the indirect object. It tells for
whom the bookcase was built.

To find out if an object is direct or indi-
rect, try mentally inserting the word fo or
for before it. If the word is an indirect ob-
ject, the sentence will make sense.

Mr. Duncan built [ for | me a bookcase.

Object complements, An object complement
follows a dircct object and describes or re-
names it. An object complement is either an
adjective or a noun or pronoun.

My boss made me angry.
The direct object is me — that’s who re-
ceived the action of the verb, made.
The object complement is angry, an ad-
jective that describes the direct object.

She called the puppy Minnie.
The direct object is puppy — that’s
what was called something. The ob-
ject complement is Minnie., a prop-
er noun that renames the direct ob-
ject.

Object complements are found with verbs
such as appoint, call, consider, name, and
make .

3 / Phrases

A phrase is a word group that never functions
as a complete sentence. It may lack a sub-
ject. a verb. or both. Phrases function as
parts of speech —— nouns, verbs, adjectives,
and adverbs.

3a  Prepositional phrases

A prepositional phrase begins with a preposi-
tion (a word such as from, on, and to) and
ends with the object of the preposition. It
may also include modifiers of the object.

Prepositional phrases function as adjectives
or adverbs. (For a list of prepositions, see
1d, page 3.)

The 1995 earthquake in Kobe, Japan, killed

more than five thousand people within mi-

nutes, )
The first prepositional phrase functions
as an adjective; it modifies the noun
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earthquake. The second prepositional
phrase functions as an adverb; it modi-
fies the verb killed .

3b  Verbal phrases

A verbal phrase is a word group that contains
one of the three types of verbals — infini-
tives, participles, and gerunds.

Infinitive phrases, An infinitive phrase is
made up of to plus the base form of a verb
(for example, to go or to sing) and any
modifiers or objects. It can function as a
noun, adjective. or adverb.

To delay is dangerous.
To delay functions as a noun, the sub-
ject of the sentence.

[ would like a place to do my woodworking.
To do my woodworking functions as an
adjective modifying the noun place.

The old cat is happy te sleep all day.
To sleep all day functions as an adverb
modifying the adjective happy.

Participial phrases. A participial phrase is
made up of a present participle (the -ing
form of a verb) or a past participle (the -ed
form of a regular verb or the past participle
form of an irregular verb) plus accompanying
words. A participial phrase always functions
as an adjective.

Bobbing in the air, the round white kite re-
sembled a drunken cloud.
The participial phrase modifies the noun
kite.

The instructor smiled, delighted at the class’s
enthusiasm.
The participial phrase modifies the noun
instructor .

Frozen with fear, Rashid felt his heartbeat
accelerate.
The participial phrase frozen with fear
describes the proper noun Rashid .

Gerund phrases. A gerund phrase -- the -ing
form of a verb plus any modifiers or objects
-— always functions as a noun. You can dis-
tinguish between a participial phrase that con-
tains the -ing form of a verb and a gerund
phrase because of their different functions —
a participial phrase functions only as an adjec-
tive.

Spanking children may cause them to become
aggressive toward their peers.
The gerund phrase serves as the subject
of the sentence.

CLAUSES

3¢ Absolute phrases

An absolute phrase usually includes a noun or
pronoun followed by a participle or participi-
al phrase. Absolute phrases modify an entire
clause or sentence.

Dental fear being common, some dentists ad-
vertise a gentle approach.
The noun fear is followed by the parti-
cipial phrase being common.

4 / Clauses

A clause is a group of words that has a subject
and a verb. There are two types of clauses —
independent and dependent.

4a Independent clauses

An independent clause is able to stand alonc as
a sentence.

The breeze is chilly.

4b Dependent clauses

A dependent clause cannot stand alone as a
sentence. It begins with a word that requires
it to be connected to an independent clause.

Although the sun is shining brightly.

The word although makes this clause de-
pendent — it must be joined to an independ-
ent clause:

Although the sun is shining brightly, the
breeze is chilly.

There are three types of dependent clauses.
They are named according to their function
in a sentence.

Adjective clauses, An adjective clause, like an
adjective, can modify a noun or a pronoun.
It begins with a relative pronoun, such as
who, or a relative adverb, such as where.
Words that commonly begin adjective clauses
are listed below.

Words That Begin Adjective Clauses

Relative pronouns: who, whom, whose,
which. that
when, where, why

Relative adverbs

We gave cereal samples to every customer
who came in today.
Who refers to customer, so the adjec-
tive clause modifies customer.
There is a rumor that our apartment building
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is going to be sold.
That refers to rumor, so the adjective
clause modifies rumor. The word that
can be omitted from a dependent clause
if the sentence remains clear without it:
There is a rumor our apartment building
is going to be sold .

adjective clauses may be essential to the
meaning of the independent clause or nones-
sential. Nonessential material is set off by
commas.

The Shu family moved to Cherry Hill, where
the schools are considered excellent,

Adverb clauses, An adverb clause, like an ad-
verb, can modify a verb, an adjective, or an
adverb. Tt begins with a subordinating con-
junction. such as because or if. Adverb clau-
ses generally explain when, where, why,
how, under what condition, to what degree,
or with what result.

Words That Begin Adverb Clauses

Subordinating conjunctions:

after before so that  whenever
although even if though  where

as even though unless wherever
as if if until whether
because since when while

Tina decided to study more after she saw her
mid-semester grades.
The adverb clause modifies the verb de-
cided , explaining when Tina decided to
study more.

If an adverb clause begins a sentence, it is
usually followed by a comma.

After she saw her mid-semester grades, Tina
decided to study more. :

Noun clauses. Noun clauses begin with some
of the same words that adjective clauses be-
gin with. Unlike adjective clauses, however,
noun clauses do not modify. A noun clause
can function in the same ways that a single
noun does, including as a subject, a subject
complement, and a direct object. A noun
clause may begin with a pronoun such as who
or whoever or with a subordinating conjunc-
tion such as when or where. Words that
commonly begin noun clauses are listed be-
low.

Words That Begin Noun Clauses

SENTENCE TYPES

Relative and who, whoever, whom,
related pronouns. whomever, whose, what,
whatever, that, which,

whichever
Subordinating when, whenever, where,
conjunctions wherever, how, why, if,
whether

What you see is What you get,
The first noun clause is the subject of
the sentence; its verb is is. The second
noun clause is the subject complement.

The plastic spider on the wall tile surprises
whoever enters the shower,
The noun clause is the direct object of
the verb surprises.

5 / Sentence Types

Sentences can be classified according to their
purpose or their structure.

5a The four sentence types based on
purpose
Declarative sentences. A declarative sentence
makes a statement. Most sentences are de-
clarative.

The average human body is covered with
fourteen to eighteen square feet of skin.

Interrogative sentences. An interrogative sen-
tence asks a question.

Where are we?

Imperative sentences. An imperative sentence
gives a command, makes a request, or offers
advice. Generally the subject, you, is omit-
ted, but understood.

Stay away from that closet.

Exclamatory sentences. An exclamatory sen-
tence expresses sudden strong emotion. It is
often an incomplete sentence.

You've come back!
What a game!

5b The four sentence types based on

structure
Sentences can be divided into four types ac-
cording to how many and what kind of clauses
they contain. (See “Clauses,” page 7.)

Simple sentences. A simple sentence is made
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up of a single independent clause. (Below,
subjects are italicized, and verbs are bold-
faced. )

A jet soared through the darkening sky.
Several customers complained about the slow
service.

A simple sentence may have a compound sub-
ject, a compound verb, or both.

Shorts and T-shirts sway on the clothesline.
The children splashed and squealed in the
swimming pool

Every weekend, Gary. Chet, and Rita go to
the movies, eat at a Chinese restaurant, and
dance at a club.

Compound sentences. A compound sentence is
made up of two or more independent clauses.
The two clauses may be joined by a comma
and a coordinating conjunction (such as and ,
but, or so) or by a semicolon.

Rose wants chili for dinner, but she forgot to
buy beans.
This sentence is made up of two inde-
pendent clauses joined by a comma and
the coordinating conjunction but.

The plane landed safely; everyone felt relief.
The two independent clauses are joined
by a semicolon.

(For a complete list and explanation of coor-
dinating conjunctions, see lg, page 4.)

Complex sentences., A complex sentence in-
cludes one independent clause and at least one
dependent one. When a dependent clause be-
gins a sentence, it is generally followed by a
comma. In the following sentence, the de-
pendent clause is boldfaced.

Although nearby trees were blown down, our
house escaped the tornado.
The first clause begins with the subordi-
nating conjunction although, so it de-
pends on the independent clause to finish
the thought.

Compound-complex sentences, A compound-
complex sentence has the characteristics of
both a compound sentence and a complex sen-
tence. Like the compound sentence, the
compound-complex sentence includes at least
two independent clauses. Like the complex
sentence, it contains at least one dependent
clause. In the following example, the de-
pendent clause is boldfaced:

When the children’s parents were out of town,
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the baby sitter had parties, and the children

watched TV until midnight.
The two independent clauses are
connected by the coordinating con-
junction and. Together they could
make a compound sentence: The
baby sitter had parties, and the
children watched TV until mid-
night. The dependent clause begins
with the subordinating conjunction
when. Combined with either of the
two independent statements, it
would make a complex sentence,
for example: When the children’s
parents were out of town , the baby-
sitter had parties.

6 / Verbs

6a Verb tenses

The four principal parts of verbs. Each verb
tense is formed with one of the four principal
parts of verbs. Following are explanations of
each of these verb parts.

1 Basic form, The basic form is the form in
which verbs are listed in the dictionary (the
infinitive form). It is used for the present
tense for all subjects except third-person sin-
gular subjects.

I ask questions in class.

Third-person singular verbs are formed by
adding -s to the basic form.

Dalila always asks questions in English class.

2 Past tense form. The past tense of regular
verbs is formed by adding -ed or -d to the
basic form.

We asked the instructor to postpone the test.
I named my son after my grandfather.

3 Present participle. The present participle
is the -ing form of a verb. It is used in the
progressive tenses (see page 11).

Mimi is asking the instructor something in
the hallway.

I am naming my next child after my grand-
mother.

4 Past participle. The past participle of a
regular verb is the same as its past tense
form. The past participle is the form that is
used with the helping verbs have, has. and
had and with am, is, are, was. or were.

Qur lab instructors have asked us to study in
groups.



