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Editor’s Introduction

This book is part of a system of materials—McGraw-Hill Basic Skills: Tools for
Learning Success. Designed at the University of Minnesota Reading and Study
Skills Center, Basic Skills is aimed at college-bound high school students, and
junior college and college students who need to improve those skills necessary
for academic success. The system consists of tests to determine instructional
needs and materials designed to meet those needs, plus an instructor’s manual
to explain the tests and materials and the relationship between them. The pur-
pose of the tests is to find out what instruction a student needs in basic skills:
the purpose of the materials is to give that instruction. Each student gets what
he or she needs, without wasting time on unnecessary tasks.

Six basic skill topics—study, reading, vocabulary, spelling, writing, and
mathematics—are covered, and two tests (A and B forms) are provided for
each topic. Subscales on the tests are matched to accompanying instructional
materials: thus a student with a low score on one or more subscales gets in-
struction in the corresponding skill. The second form of the test may be used to
evaluate progress after instruction.

The instructional materials are designed to be used separately, if desired, and
can be purchased as single units. Most of the materials are suitable for adop-
tion as textbooks in such basic skill courses as Freshman English, Communica-
tions, How to Study, Vocabulary Development, and Remedial or Develop-
mental Mathematics. Individualized diagnosis and instruction are optional in
such settings.

This second edition, prepared after several years of successful use of the first
edition, provides several new features that will make it even more useful. The
three books have been combined into one effective program. The material is
extremely well organized to teach skills in the early parts that are used in the
later parts.

The authors have done many things to increase the clarity, the diagnostic
features, and the down-to-earth utility of the material, and they have done so
in a pleasant, interesting style.

The main objectives of the authors were to focus on student life in college and
to promote strategies for effective study. The authors have done both, and
have produced an extremely effective instructional tool.

Alton L. Raygor
Consulting Editor
University of Minnesota



To the Instructor

This book attempts to set forth a clear system for enabling college students to
express their intended meaning effectively in both sentences and paragraphs—
the basic necessities for good writing.

The revision of three prior texts into one has combined the original traditional
grammar emphasis with one that is rooted in transformational grammar and
rhetoric. The existing structural strengths of the original text have been main-
tained, with editing aimed at conciseness and student involvement.

It is hoped that the student will develop a personally useful set of strategies and
rules for writing from the ideas presented in this text. The stories and examples
were based on two major criteria: student life in college and strategies for ef-
fective study.

[t is possible to measure growth in knowledge of writing rules by using the
companion McGraw-Hill Writing Test. For best use of the text in relation to
the test, start with the diagnostic item analysis of the student’s writing
strengths and weaknesses. Through using specific parts of the text and periodic
criterion reference check tests to strengthen diagnosed areas of weakness, the
student should be able to progress toward proficiency as a college-level writer.

In order to have the option of directly measuring growth in writing fluency,
we are also including a writing sample evaluation form on page xii. Such a
form can be modified to your individual tests. The idea is to be able to
evaluate systematically the student’s actual writing and to be able to get pre-
and posttest indices of the student’s progress in writing. It may very well be a
good idea to generally review for the student a system for organizing his or her
initial writing sample theme. The following approach has proved helpful in
getting our developmental students started: (1) Identify a topic to write about
(you may wish to provide that for the student); (2) brainstorm all the ideas the
student can think of on the topic; (3) eliminate all ideas that are not important
to the topic as delimited; (4) group related ideas together; and (5) arrange the
groups in the order that the writer feels makes most sense. Such a system will
enable the student to start out in theme writing. Writing Skills should improve
the sentence and paragraph skills necessary for writing a polished theme.
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To the Student

Writing skill can be helpful in a variety of situations. Many times we write,
only to find that our message was misunderstood by our reader. For instance,
students often do poorly on essay tests, not because they don't know the
answers, but because they cannot explain their thoughts on paper. Many
graduates miss out on job interviews because they cannot write personal letters
to prospective employers. Furthermore, people are often held back from job
opportunities or promotions because of their limited writing skill.

Good writing begins with understanding how to construct and use effective
sentences and paragraphs. The intent of this book is to enable you to acquire
skill in writing sentences and paragraphs that will be useful to you in a wide
variety of situations.

In this book we will set up questions and examples for you, and you will write
your answers directly in the book. You can check your answers as you go
along. This approach is designed to help you become your own instructor,
editor, and critic, so that your writing expresses your intention to your
readers. To see how you do this, turn now to the next page.

Phillip Shew

Debra Pincar
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Section 1
The Sentence

In this section, we will give you some clues for writing good sentences. We will
begin working with simple sentences and then proceed to more difficult ones.
As you write frequently and compare what you write with what you read, you
will develop your own guidelines for writing.

When you finish this chapter you will be able to (1) identify sentences and
clauses; (2) avoid the two most common sentence mistakes, the fragment and
run-on; and (3) differentiate among the three basic sentence types—simple,
compound, and complex.

This program will not try to teach every English rule. Instead, we will help you
get in touch with the logical connections that can be made between the natural
oral language which you've already learned and the written language which
you are learning.

The basic idea in writing is the same as it is in speaking. The sender of a
message is trying to transfer his intended meaning to a receiver. People can
communicate the same message in many ways. For example, when a baby falls
down, he cries. When an older child falls down, she might say, “ow!” An adult
who falls down might say, “My knee hurts!”

1

In writing, the form for expressing a message or idea is called the sentence. A
sentence expresses a complete idea. It names who or what we are talking
about, and it tells us something about it. Which of the examples above is com-
municating by means of a sentence?

The adult is using a sentence.

2
Look at this sentence: He yawns.

1. Which word answers the question, Who yawns?

2. Which word answers the question, He does what?




2 SECTION1

3
Now read these sentences. Then answer the questions that illustrate how a

sentence explains itself.

1. Babies cry.
a. Who cries?

b. Babies do what?

2. George smokes.
a. Who smokes?

b. George does what?

4
You can conclude that a sentence must contain at least (Check the correct

answer.)

a. one basic part
b. two basic parts
c. three basic parts

5

There are names for the two basic parts of a sentence. You have probably
heard these names before—subject and verb.

In “He yawns,"” the subject is the word that answers the question, Who yawns?

In the blank below, write the subject of the sentence “He yawns.”




THE SENTENCE 3

6

The verb is the word that answers the question, He does what?

In the sentence “He yawns,” what is the verb?

7
Read this sentence: Lightning strikes.

1. a. What strikes?

b. The subject of this sentence is

2. a. Lightning does what?

b. The verb of this sentence is

8
Two-word sentences are the simplest types of sentence. In two-word
sentences, one word must be the and the other the

9

From your answer to the last frame, you can see that all sentences must have a

and a




4 SECTION 1

You may be thinking that people can and do communicate clearly without us-
ing sentences. For example, if someone asks, “Who went with you?” and your
answer is “George,” you will be understood.

However, when you speak, you have an advantage that you don't have when
you write—if someone doesn’t understand what you say to her, she can ask
you what you mean. If she doesn’t understand something you have written,
you may not be around to explain it.

10
People will understand what you write much better if you

use complete sentences. (do) (do not)

Every sentence has a subject and verb—but not all groups of words with a sub-
ject and verb are sentences. A sentence should express a complete idea. It
should make sense. Look at this group of words: “He went to.” This group of
words has a subject (“He"”) and a verb (“went”). Is it a sentence?

11
“The noisy crowd” is not a sentence because it doesn't express a complete idea.

It makes you ask questions like: What about the noisy crowd? Are these two
groups of words sentences?

1. The disco was crowded.
Answer
(yes) (no)

2. The crowded disco.
Answer
(yes) (no)



THE SENTENCE 5

12

“The crowded disco” does not express a complete thought. It leaves the reader
wondering “What happened at the crowded disco?” More information is
needed in order for this sentence to make sense. Tell what happened at the
crowded disco. For example:

Intimacy was difficult at the crowded disco.
or
The crowded disco excites me.

Writing good sentences becomes easier if you remember these three clues. Ask
yourself:

1. Is there a subject?
2. Is there a verb?
3. Does what I'm saying make sense?

Are these groups of words sentences? If not, add what is missing and make
them into sentences. Have your instructor check your work.

1 He ate.
(Answer yes or no)

2. After he ate.
(Answer yes or no)

3. While it rained.
(Answer yes or no)

4. Before the concert.
(Answer yes or no)
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 yes .

- No, add what happened after he ate.

No, add what happened while it rained.
No, add what happened before the concert.

13
There are three clues to writing good sentences. Let’s review them. Write them

in the blanks provided.

1. A sentence has a subject.
2. A sentence has a verb.
3. A sentence expresses a complete idea. It makes sense.

14

Now that we can write sentences, we can make our writing more interesting by
adding more information to them. Let’s go back to the sentence “He ate.” We
know that it is a sentence because it has a subject, a verb, and it makes sense.
However, if more information were added we would know more about what he
ate. For example:

He ate the sandwich.
Sandwich explains what he ate.

The term for the words used to complete the thought by telling who or what is
object. In the sentence above, “sandwich” is the object. Pick out the object in
the following sentences. Remember the two clues for finding the object: it
answers the question who or what the subject did.

1. He fixed the car.
2. The secretary answered the telephone.

g5

car
2. telephone



