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Progrummed College English is a thoroughly reseazched,
developed, and tested program specifically designed for
one-term collegiate courses in which the students® pri-
mary objectives ate as follows:

. A plete, fully fanctional, and always applicabl
understanding of the relatively few and surpris-
ingly stable basic structures of effective thought
expression and of the techniques for adapting these
basic seavence pattecns o achieve specific special
effects in both oral and written ¢
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Preface

Review isting of based on principl
and applications “covered in detail in the Units
within the particuiar Section.

@

. Writing Mechanics. In zddition to the presentation
of various Bpects of capitalization, abbreviation,
punctuation, etc., within the programmed Units, a
concisc and well-iflustrated summary of the gen-
erally agoepred rules for styling written commuai-
cations is provided in the nonprograr-med Writing
Mechani section. Appli

® An increased proficiency in applying various prin-
ciples that refiect contemporary standard English
usage and style; for example, the cucrendy pre-
! ferred fotms and wes of noun plurals, noun and
pronoun possessives, and modals.

To assute the successful achievement of these primary
objagtives 1s well as corollaty goals, Programmed College
English develops the principles of English Ianguage
structure, usage, and style through the popular and
highly successful sentcnce-pattern approach that has

d with the rules in this ° ‘abridged style
manual” are included in 2 number of the Work-
sheets and Reviews.

4. Appendixes. An illustrated listing of the nine basic
sentence pattesrns developed in the program and
liscs of the principal parts of commonly used
irsegular verbs, subordinators, transitive “‘giving-
type” verbs, and 50 on, arc included in the Appen-
dixes following the Writing Mechanics section.

w

. Glossary. ‘The linguistic terms used in this program
are listed and defined in the Glossary following
the Appendixes.

evolved from the research of linguists. These principles 6. Tndex, A comprehensive Index to the instructional
ase presented and applied in the uniquely blended maerials immediately follows the Glassary. Wher-
format of prog: d and P cver apptopriate, the entties are indexed both by
outlined below: Unit frame number and by page number.

L. Self. . its, The basic text materials 7. Tests. A pretest, iaterim tests, and a post-test are
:‘:éf (I)’;;::l‘:z”f‘:g’;‘:’ sazj:nsbwhid; are further provided in the scpru.z;cly bound Tests {:}r_ Pro-
divided into 45 short Units programmed for self- ﬁ’zﬁﬂi iﬂlﬁg' E"ﬁlil' Snc cop‘};luf cds lmst
insrocion sccordig o dhe mosk hecde and O e o oo wih
widely accepted principles of learning and teaching. each copy of the ’:cxz.zvorkbook.

2. Worksheets and Reviews. To assute stcp—hy step
maseery of the principles and their i
each p d Unit is immediately followed by ~ The s Manual and Key for Programmed Col-

a nonprog:mm:d Worksheet providing review
and application exercises correlated with the prin-
ciples presented in the Unit
Secdon is p

In addition, cach
d

id by 2 noap

lege English includes facsimile keys to the Worksheer,
Review, and Test excrcises; general teaching sugges-
tions; optional enrichment exercises; copy for transpar-
encies; and similar aids for the classroom instructor.
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The English language is most probably the medium
in which you think, by which you express your thoughts,
and through which you understand the thoughes of
others. Your objective in studying English therefore is
not likely to be to acquire 2 tool of communication but
to exfand and refine your knowledge of how English can
be used most effectively in various situations.

To communicate effectively in any situation, most of
us find that we must meet the norm of language usage
of those to whom we are speaking or writing, In every-
day social situations, we generally communicate most
effectively by using colloquial English. In most other
situations, we normally communicate most effectively
by using standard English.

Colloquial English typicatly differs from one group to
another, and it is subject to frequent and radical changes.
In comparison, scandard English ks relatively uniform and
stable because it is governed by formalized principles of
structure, usage, and style that have been established and
are maintained through continued acceptance and appli-
cation by the majoriry of educaied speakers and wrirers.

Section 1 of this program is designed to give you an
explicit understanding of the structuse of standard Eng-
lish. Unie 1 deals with the two essential parts of the
sentence, the basic unit of communication. Units 2, 3,
and 4 present the nine basic patterns of the seatence
that occur in the expression of an infinite number and
varicty of thoughts.




UNIT 1: The Essential Parts of a Sentence

-

In business writng, and usually in business speech, the senfence s the basic unit of com-
municahon. Check {}/ ] the item below that is o sentence and place @ period after it.

_____ Whan people vote —___ People vate
2. When presidents preside Although the secrstary loft
i the chairman orrived As the jury deliberated
The groups of words above {are/are nof) iy com-
plefe English sentences.
3. When presidents preside Although the secretary left
If the chairman arrived As the jury deliberated

Is it possible to turn each fragment above into a senfence by omifting the first word?

The first word of each resvlfing sentence should begin with o

leher, and o should be placed of the end of each sentence.
4. All busic serfrences consist of two parts—the subject ond the predicote.
SUBJECT PREDICATE SUBIECT PREDICATE
Managers administer. Accountanis - audit.
Employers hire. Lowysrs advise.
In each of these short sentences, the fist word isthe —_____ and the
second word is the ’
5. Fobrics fode.
Copy the predicate of the sentence above.
6. Automobiles depreciate.
Tha underlined word isthe — *_ of the sentence.
7. Clarks Ble.
The word is the of the sentence.
8. Emplayers hire. Managers administer.
Al sentences, like the two above, have {one/two/three) main

part(s).




The Essential Ports of o Sentence 3

Q. The two main parls of & sentence, i the order in which they normally are writen, ore the

ond the .

10. Sometimes the subject ncludes @ word such as @, the, that, or his. Copy the complete
subject of the following sentence.

The auditor left.

11, The two masn ports of the following sentence hove been bracketed. In the space below
the arrows, label eoch par.

[The ) 5

12. Brocket and label the two main paris of each of the following santences in the manner
lustrated in the praceding frame.

He  arrived.

Mr. Wilson presided,

13. Place a period offer the group of words below that is gramratically complete and makes
sense as a senfence.

Although tales decreased Business increased

Determiners and Nouns

14, The words listed below ohten precede nouns and are examples of words called determi
[Other commonly used determiners ore given in Appendix 1, poge 536.)

a an some that the this

Words that normally follow 5 are called

15. Check (/) the sentence-that contains o determiner.

_—_ Typewritars requits ribbons. ___ That typewriter is electric.




The Essential Parts of « Sentence

16. « an some that the this
These words are called de 5.
17. A back lay on the table, The weather is bad.

The underlined words cre called - The word to the right of

soch underlined word is a {noun/verb)

18. A clerk made on erver. He saw the fireworks.
List three determiners used in the above sentences,

19. an the

These three words ore: the only wards in the English lkunguoge thot are colled articles.

Articles {are/are not) also colled. d

20. a an the

These three words can be called either determiners or

2. my  yowr  her ks owr  thew s
The deferminers above are also called possessive pronouns.
’ My notes are legible. The foes are unreusonable.

The deferminer My is [o possessive pronoun/an article}

The determiner The is (a possessive pronoun/an arficle)

22, this  that  these  thess

These four words are the only words in the English language that are called demonstrative

pronouns, They arealsocalled |

23.  This custemer purchased the furniturs,
In the exomple sentence, which determiner is o demonstrating pronown?

‘Which determiner is an article?

24. Miss Burns brought her correspondence.

Whet possessive pronoun 15 used in the senfence above? Is it

olse a deferminer?




The Essential Parts of o Sentence 5

25, This salesman sold our land on the shore.

In the space provided, write the other name of each determiner listed below.

DETERMINER QTHER NAME
this d_ pronoun
the e

our P proncun

26. Singulor means {one/more than one)

27. Plural means (one/maore than one)

28.  both many fow several

These determiners occur only with [singular/plurl) ——___ nouns.”
Complete the following sentence with on appropriate noun.

She sow several

29. every each a an

These determiners accur only with {singulor/plural)
Complate the foliowing sentence with an appropricte noun.

nouns,

Mr.Burmstoldeach _____ _ his number.

30.  Charles Bums Phitadelphia Eloanor  Milwoukee

Are proper nouns, such os those abeve, commonly preceded by determinerst

31. In most cases, pranouns that precede nouns are deferminers. Check the sentence in which
Ench is a determiner.

____ Euch secretary eats junch at Bach will corract his own
twelve. errors,

32. Check each sentence in which the underlined pronoun precedes o noun.

Al of the applicants were ____ Both salesmen ore college
inserviewed, groductes.
____ Your recommendations ‘will ____ Everyone likes 1o receive

help him. recognition.




The Essential Parts of o Sentence

33. Check each sentence n which the underlined pronoun is a determiner

—_— All invoices must be verified. 1 left a message with her.

. All must be verified immediately. Her repost is overdue.

34. Check each senfence in which the underlined pronaun does not precede o noun and thus
is not a determiner.

— . Each hos a satisfactory rating. ____ All exominations were final.

Al stockholders met Friday. Al need repair.

35. Check each sentence in which the underlined pronoun stonds in the pasition of, or replaces,
o noun.

—em Thet automebile has depraciated.
Jackson gave her the message. Frank made those suggestions.

Five Forms of Verbs

36. The predicate of o seatence must alwoys contain a verh. Check sach sentence in which

the underlined word is a verb.

_____ Stemographers tronscribe laters. ——— Orators speck well.
— Bookkeojers in ledgers. — | red the review.

37. The infinitive form is the simplest form of a verb. It is usuolly, but not always, preceded
by to. These are examples of infinitives:

1o talk to write to botome 1o go to udd 1o tee
Which af the following is an nfinitive? Check ane.

—— too seon to writing —— to write

38. The infinitive form of the verb draw may be written sither draw or ta draw. The -
finitive form of the verl appaint may be wrillen either to appoint or

39.  typewniting added Ysts typewritten speak

One of the words above 15 an infinitive form of o verb. You can select the infinitive by
testing each of the words with 16 in order 1o see which one makes sense as o verb, In the
list above, the infinitive is the word




The Essential Parts of a Sentence 7

40.

hear reply attach make

Each of the words above is a verb n _ form.

41.  she typewrites rapidly.
The undeshned word illusirotes the third person singular form of verbs, To typewrite
and typewrite are the two ways of weing the
form. Typewrites 1s the form.
42. M. Allen guorantees the radios.
is the form.
To drive « the form.
43. To determine whether o word ending in 5 or @5 is a verb in third person singular form,

drop the finol 5 or @8 and use the word with te. ¥f the result mokes sense as an infinitive,
the word is the third person singular form of a verb. Test the underlined word.

Mr. Wilson gives the typist the report daily.

Is gives the third person singular form of a verb?

44,

a. We try to aveid unpleusant situations.
b. The manager bought o new desk.
¢, The customer remits on the Arst of the month.

In which senfence is the underlined word the infinitive form of a verb? {a/b/c)

10 which senfence is the underlined word the third person singular form ot o verb?

45.

The test to defermine whether o word ending in s or @s is o verb in third person singular
. [b] Then ploce

form has these two steps: {a) Drop the final _ or

in front of the resulting word to see whether it makes sense a3 an

46.

The third form of verbs is the present participle. The present porticiple is formed by adding
ing to the infinitive form withaut to. (if the infinitive ends in &, the e usually must be *
dropped before adding ing.) Form the present participle from the following infinitives:

to leave to deliver

foincreate . 1o beliave
When ing s odded to the infinitive form of o verb, the = .

. _ s formed




The Essential Ports of o Sentence

47. entering deciding selling quoting

These verbs are in the form.

A8, The three forms of verbs that you hove studied so fararethein

the thid , and the pressat

49, Must the infinitive form of a verb always include fe?

50. How can you determine whether of not @ word is an infinifive? (Answer in your own words.}

51. How con you defermine whether or not a word is a verb in third person singular formé

. ]
52. How can you determine whether o not & word is a verk in present pariciple form?

53. ldentify the form of the underlined verb in sach of these sentences.
The supervisor relies on your juch

The mechanic tried to repair the motor.
| was referring to last

Henry Jockson plems to call woekly. P ) i

CTopper resists sust.

54, The fourth form of verbs is the post tense form. The post tense of regular verts is formed
by adding d or ed to the infinitive farm without te, Form tha past tense from the fol-
lowing infinitives:

to blame 10 cover

to check fo mend




The Essential Parts of o Sentence 9

55, The post tense of irregular verbs is formed in several different ways—often by changing
to a word that 1s complefely {or almost completely) different from the infinitive form of
the verb, Examples:

INFINITIVE  PAST TENSE IMFINITIVE  PAST TENSE
bring brought do did

come  came eat ate

cut cut think thought

Write the past tense form of each of the following verbs in the space pravided. {If nec-
essary, refer fo the list of commonly used irregular verbs in Appendix 2, poge 536.)

INFINITIVE  PAST TENSE INFINITIVE  PAST TENSE
tear - tell
strike — mest
rise e grow
T

56. In each of these sentences, underline the vesb and identify its form.

Each i his
| write ali the credit pond
The clerk filed the papers immedi

57. The fifth form of verbs is the post participle form. The past parficiple form of a regular
verb is the same as the past tense form. In the spaces provided, write the post tense and
the past participle farms of the following regular verbs.

INFINITIVE PAST TENSE PAST PARTICIPLE

promise

wait

58. There are about 200 irregular verbs in the English language. As in the following example,
the five Forms of an irregular verb are often very dissimilor in spelling.

go goes going waent gone

Complete the following table. (If necessary, refer to Appendix 2, page 536; or, betier yet,
reter fo @ dicfionary} :

INFINITIVE PAST TENSE PAST PARTICIPLE
choose
forget N L

fie {recline]

ride




The Essential Parts of a Sentence

59. You will learn more about forms of verbs later. The five forms of verbs thot you have
studied so for ore ilustrated by these examples. Opposte each example, write the verb
torm thot it illustrates

save

saves

saving

savad Tense

saved

- 80, Compiete the following table. {1f necessary, refer ta Appendix 2, page 536.)

THIRO PERSON

INFINITWVE SINGULAR PRESENT PARTICIFLE
draw draws drawing
subiract subtracts subtracting
got '

ring .

conclude

take

61. Complete the following toble. {1f necessary, refer to Appendix 2, page 536.)

INFINITIVE PAST TENSE PAST PARTICIPLE

draw drew drawn
subtroct subtracted subtracted

get
fing
conclude

take

62, In any order, list the five forms of verbs you have studied so far.

63. Chock the word that con be signaled by the determiner th and is therefore a noun.
—e — book
The word that cannot be signoled by the determiner the is a/an




Worksheet: Unit 1 Dot seom_

Review of Principles

In the space provided, write the word or words thot correctly complete eoch statemsnt or onswer sach question.
Be propared to discuss the flems and Jour answers in class.

1. List at Jeast three ways in which a sentence differs from a fragment in written communication.

2. If the two main parts of o sentence ore stoted in their normal order, the
precedas the

3. The subject of o sentence must be either a noun or a/an

4. What is a d ineré

5. The determiners @, o, and the are also called
" 6. The determinérs my, your, his, her, iis, eur, ond theirorecisocalled __ ~ prenouns.
7. The deferminers this, that, these, ond those ore also colled pronours,

8. Can o determiner signal o pronown? __ follow the noun that it signals?

9. As applied to nouns, what do the terms singular end plural mean? _

10, Such determiners as both, many, ond few signal nouns thet are in number,

11 Such determiners. as each, @, and every signal nouns that are in number.

212, The predicate of every sentence ust contain a/an

' 13. Whot are the five forms of verbs?

14. What is the differance between a regulor verb and, an irtegular verb?




