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INTRODUCTION

T he purpose of this book is very simple: to help you master the English
language quickly, easily, and thoroughly. If you are a poor speaker or
writer, this book will help you become a good one. If you are a good
speaker and writer, it will help you become a better one. It will help
you to increase that vital asset—your word power.

Starting with the very first chapter, How To INcrease Your Worp
Power teaches you thousands of words to add to your vocabulary
and gives you all the clear explanations, simple rules, and professional
tips for vocabulary building, perfect spelling, correct pronunciation,
proper punctuation, correct usage, and good grammar.

Actual tests have shown that a person’s success in any field is closely
related to his or her vocabulary and language skills. Such tests show
that successful executives, students, scientists, secretaries, housewives,
doctors—successful people in all walks of life—all have in common a
mastery of words. That is why How To INcreasE Your Worp POwER
can be important to you. It can teach you to use your language far more
easily, correctly, and effectively than you now do. It offers you the
kind of self-training that can make you a confident, persuasive speaker
and writer.

What This Book Contains

To do all these things, this book is actually two volumes in one. The
first contains six parts, which form a complete self-teaching and review
book on vocabulary building and good English. The second is the
Lexoguide section, which is your own quick A-to-Z reference guide to
over 4,000 of the most troublesome but useful words in the English
language.

The first six parts of the book are Three Keys to Greater Word
Power, Spell It Right, Say It Right, Punctuate It Right, Practical Gram-
mar, and Using Your Word Power. Each contains step-by-step chap-
ters that give you important vocabulary words and all the facts
and easy-to-remember rules, hints, and tips you need to know. Each
teaches you vocabulary building and the do’s and don’t's of good
English. Each is complete, authoritative, and full of information, word
lists, and entertaining special features. These special features include
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over 100 tests, quizzes, and word games. Scattered throughout the en-
tire book, these features include Fun With Words to test your vocabu-
lary, Quickie Quizzes for speedy review, Exploring Words to tell you
the fascinating stories behind many of the words we use every day,
and spelling, pronunciation, punctuation, usage, and grammar exercises
to sharpen your skills. (The correct answers immediately follow all
vocabulary tests, review quizzes, and exercises so that you can check
yourself quickly.)

Every chapter in the first section of the book gives you concise,
easy-to-remember explanations of one basic group of vocabulary words
or of one basic problem in English. Most chapters contain lists of
words to add to your vocabulary or of spelling, pronunciation, or usage
demons for you to learn or review. And finally, of course, many chap-
ters end with an entertaining vocabulary test, review quiz, or even a
word game to stump your family and friends.

Remember that just because this section is divided into six parts
does not mean that you should separate vocabulary building, spell-
ing, pronunciation, punctuation, usage, and grammar in your own
mind. The divisions are intended only to make learning easy by letting
you concentrate fully on a single vocabulary list or language problem
at a time. Even though each part is a unit by itself, all six have been
thoroughly integrated into the overall plan of How To INCREASE YOUR
Worp Power. Here’s what you will find in each of them.

THREE KEYS TO GREATER WORD POWER This is the longest and one
of the most important parts of the book, because a large, useful vocab-
ulary is the basis of word power. It takes up the three keys to vocabu-
lary building by teaching you to recognize the basic building blocks
of words, while at the same time teaching you thousands of words us-
ing these building blocks. Every chapter in this part explains one or
more basic word elements or building blocks and then lists, defines,
and teaches the most useful, typical, and interesting core words based
on them. Since the lists of vocabulary words taught in each chapter
are grouped together and related in meaning, spelling, and pronuncia-
tion, they are easy to learn and remember. This part of the book also
lists further related words to study. Many chapters are followed by
vocabulary tests and drills.

SPELL IT RIGHT Step by step this part of the book teaches you all
the facts, rules, tricks, and tips you need to spell perfectly—and it
actually lists and tells you how to spell all of the most commonly mis-
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spelled words. It includes spelling lists from high schools and colleges,
business firms, and government agencies. Almost every chapter in this
section takes up one basic spelling problem, such as double letters;
-able or -ible; -ie or -ei; -ceed, -cede, or -sede; -ance or -ence, and tells
you how to solve the problem. Helpful lists of all the most troublesome
words in a specific problem category make it easier for you to learn all
the related facts, rules, and tips.

say 1T micHT This part teaches you to pronounce words properly.
Almost every chapter in this part deals with one common pronuncia-
tion problem, such as avoiding slovenly speech, accenting the right
syllable, long and short a sounds, silent letters, tricky ¢ and k sounds,
what words end in the confusing -ate or -if sounds and in the -ile or
-il sounds. Each of these chapters contains lists of pronunciation de-
mons, telling you exactly how to pronounce the words properly, and
gives you rules and tips on pronouncing new words as you encounter
them.

PUNCTUATE IT RIGHT This part of the book gives simple but complete
explanations of all the punctuation marks and how, why, and where
to use each—plus hundreds of examples for you to study or refer to at
any time. Separate chapters cover the use of every punctuation mark
and formality, including capital letters, the period, the comma, the
semicolon, quotation marks, question marks, exclamation points, and
parentheses. There are punctuation exercises and drills to give you
practice and the Fun With Words vocabulary tests, quizzes, and word
games that appear throughout the book.

PRACTICAL GRAMMAR This part of the book does not teach gram-
matical theory but only practical grammar, the grammar you must
know and use to speak and write well. It tells what good grammar is
and how to know and use it easily and quickly. It takes up only the
most common mistakes and problems in grammar and tells you how
to recognize and avoid them. There are complete, up-to-date discus-
sions of such old puzzlers as It is I or It is Me, Who or Whom, split in-
finitives, ending sentences with prepositions, and many others. There
are many examples, showing you exactly what to do and how to do it.

USING YOUR WORD POWER This part explains the various levels of
speech and writing (formal and informal, slang, nonstandard) and
when and how to use or avoid them. Most of the chapters in this
section list the most commonly confused, misused, and abused words
in the English language, point out the pitfalls of each, tell you how
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to avoid embarrassing mistakes, and show you how to use the proper
word in the proper place.

Thus, the six parts which make up the first section of How To IN-
crReASE YOUR Worp PoweR can increase your vocabulary by thousands
of words and teach you perfect spelling, correct pronunciation, perfect
punctuation, correct usage, and good grammar. They will increase
your word power and help you master English.

The Lexoguide

The second major section of this book is the Lexoguide, an easy-
to-use A-to-Z list of over 4,000 of the most troublesome but useful
words in the English language. It gives you quick answers to their
correct spelling, hyphenation, pronunciation, meaning, and use—along
with thousands of sample sentences showing how the words are used;
tips on their spelling, pronunciation, and usage problems; and thou-
sands of synonyms and antonyms. Thus, the Lexoguide is your personal
language reference book, a combined short dictionary, thesaurus, and
usage book of the words most likely to be looked up in home, school,
or office. The Lexoguide, along with the many word lists and tips
throughout the first six sections of this book, can serve as a permanent
guide book to answer your language questions and solve your language
problems at a glance.

How This Book Was Written

How To Increase Your Worp POower combines the “tried-and-
true” methods of teaching with the latest modern methods of vocab-
ulary building and English instruction. All of the text, all the words
taught and examples given, and all the tests, quizzes, exercises, and
word games have been carefully selected to help you master a large
vocabulary and the rules of good English.

In order that this book be complete, it teaches you both the most
effective and the most troublesome words in the English language,
as shown by thousands of actual tests and major word lists. For
example, spelling word lists from grade-school tests, high-school
tests, Regents and college-entrance exams, remedial-reading courses,
college-board and placement exams, secretarial and business schools,
large business firms, government agencies, and research bureaus have
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been checked to insure that all the most important, useful spelling
words, rules, and tips are given in this book. The same care has been
taken with all the other sections to insure that the word lists, rules,
tips, and tests given in the vocabulary, spelling, pronunciation, punctu-
ation, usage, and grammar sections include all the most important,
practical, easy-to-use information, all the demon words, and all the
answers to the questions and problems you may have.

How To Use This Book

How much time you should spend on building your vocabulary and
your mastery of good English depends on your present level of skill and
your own need and desire to learn. Fifteen minutes a day may be
enough to achieve what you want, or you may want to put in as much
as an hour a day if you need to make more rapid progress. You can
learn the material in How To INcrease Your Worp Power in 30 days
or you can enjoy learning from it at your leisure over a period of
several months. '

To get the most out of this book be sure to master the simple rules,
easy tips, and problem words from each chapter before starting the
next. Do all the tests, quizzes, and word games, too—they are fun and
you will learn something from all of them. In other words, don’t just
let your eyes passively read this book—get your mind actively involved
in it, chapter by chapter and quiz by quiz. Concentrate on your own
language problems. If you already know and use a word properly or
don’t have a problem with this or that spelling, pronunciation, punctu-
ation, usage, or grammar rule, then just review the chapter that covers
it and spend more time on the words and chapters that you, as an indi-
vidual, need to work on.

However much time you take to study, read, browse in, or refer to
this book, remember one thing: you'll be mastering the English lan-
guage—there aren’t many more profitable or satisfying ways to spend
your time.




HOW TO USE THE PRONUNCIATION KEY

One problem of teaching proper pronunciation in a book is that the
reader sees the printed words but cannot hear them. All dictionaries and
language books, including this one, overcome this problem in a very
simple way: We “respell” the words within brackets or parentheses so
that they are written exactly as they should sound. For example, if the
word cat were a pronunciation demon that we wanted to show you how
to pronounce, we would respell it [kat].

Why is such respelling necessary to show correct pronunciation?
First, because the English language uses over 45 basic sounds but has
only 26 letters in the alphabet to represent them. Thus, some letters
must do double duty and stand for more than one sound (all vowels,
a, e, i, 0, and u, do double duty as does y, which is both a consonant and
a vowel ). Second, because our normal, correct spelling does not always
indicate the way words are pronounced today.

Thus, the letter ¢ can be represented by a k to show that cat is pro-
nounced [kat] or it can be represented by an s to show that the word
city is pronounced [sit’€]. This is simple for all the letters except the
vowels g, ¢, i, 0, and u and the letter g when it is pronounced[j] in such
words as gentleman, gem, gelatin, and genius. Each vowel can be pro-
nounced in two or more ways (the letter 0 can be pronounced in at
least seven different ways!). So to show you exactly how an ¢, ¢, i, or u
should be pronounced in any given word, certain simple marks (called
diacritical marks) may be placed over the letter. For example, if a
vowel in any word should be pronounceed like the @ in ace, then that
vowel is represented by a. Thus, if the word age were a pronunciation
demon we would respell it for you as [aj].

You never really have to memorize the letters and symbols used in
such respellings. You already know exactly what k and s sound like; so
that, if cat is respelled [kat] and city is respelled [sit’é], you just pro-
nounce them exactly as you see them. But suppose you don’t know how
the € in the respelling [sit’é] should be pronounced? It’s simple. You
turn to the ProNunciaTion Key (a list of all the letters, symbols, and
marks used to indicate pronunciation) and find that the ¢ is pronounced
as the first e in even or the ee in tree. Thus, by already knowing how to
pronounce the letters in a respelled word or by looking up any unusual
symbols, combinations, or marks (such as an aq, ¢, i, 0, or u with dia-
critical marks) in the pronunciation key, you can pronounce the word
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properly—because it has been respelled for you exactly as it sounds.

Are there any other letters or marks used in respelling words so that
they read the same way they sound? Yes, three easy ones. A primary
stress mark (’) is placed after the group of letters forming a syllable
that should be “stressed” or said loudest. Thus, city is respelled [sit’é]
and the primary stress mark shows that it is stressed or accented on
the first syllable, said as SITe rather than as sitE. Some longer words
will have both a primary stress mark (”) over the syllable to have the
greatest emphasis and a secondary stress mark (’) over the syllable to
have slightly less emphasis. Thus, the word commendation is respelled
as [kom’sn-da’shan], which shows you that the first syllable, kom, has
the greatest emphasis and the third syllable, da, has slightly less empha-
sis. So the primary stress mark (’) and the secondary stress mark ()
are two marks you should remember to help you pronounce the re-
spelled words properly.

The third unusual mark or symbol you will see in respelled words
looks like this: 5. Linguists call this 5 symbol the “schwa” and it merely
indicates the very common “uh” sound in English. So when you see the
symbol 3 in a respelled word, it is pronounced “uh.” Amazingly enough,

all five of our English vowels, a, e, i, 0, and u, are often pronounced as
5 or “uh.” For example:

the a in above respelled [s-buv’]
the e in sicken respelled [sik’sn]
the i in clarity respelled [klar’s-té]
the o in melon respelled [mel’an]
the u in focus respelled [f6’kas]

That’s all you need to know about how words are respelled in this
book when it is necessary to show you how they are actually pro-
nounced. The respelling system is simple: it uses common letters like k
to respell cat [kat] and a few special combinations and marks to respell
the a, e, 1, 0, and u vowel sounds, like the e sound in city [sit’e], or like
the combined th sound in this [this]. It also uses primary (’) and
secondary (”) stress marks and the » symbol to represent the common
“uh” sound.

On the following page is a complete pronunciation key for you to
refer to whenever you see a word respelled to indicate its proper pro-
nunciation and aren’t sure what the letters, symbols, or marks stand for.

(This pronunciation key is based on that used in the Reader’s Digest
GreaT EncycLopepic DictioNary. )
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The primary stress mark (’) is placed after the syllable having the heavier
stress; the secondary stress mark (’) follows a syllable having a somewhat
lighter stress, as in com-men-da-tion (kom’on-da’shan).

a add, map m move, seem u up, done
a ace, rate n nice, tin i(r) urn, term
a(r) care, air ng ring, song y6o use, few
i palm, father
b bat, rub (_) odd, hot v va.m, eve
ch check, catch g op:;n, S0 W win, away
d dog, rod i 03‘ er, jaw y yet, yearn
oi oil, boy z zest, muse
e end, pet ou out, now zh  vision, pleasure
e even, tree 60  pool, food
f fit, half 60  took, full 2 the schwa, an un-
g go, log stressed vowel
h hope, hate p pit, stop representing the
. r run, poor “uh” sound spelled
! 1t, give s see, pass a in above
1 ice, write sh  sure, rush e in sicken
i joy, ledge talk, sit i in clarity
k cool, take th  thin, both o in melon
1 look, rule th  this, bathe u in focus
FOREIGN SOUNDS
a  as in French ami, patte. This is fn This symbol indicates that the
a vowel midway in quality be- preceding vowel is nasal. The
tween [a] and [i]. nasal vowels in French are cen
[brun], an [main], an [cham-
e as in French peu, German bre], 61 [dont].
schon. Round th? lips for [5] > This symbol indicates that a
and pronounce [a]. preceding (1) or (r) is voice-
less, as in French fin-de-siécle
it asin French vue, German griin. [fan.de.sye’kl'] or fiacre [fya’-
Round the lips for [60] and pro- kr’]; that a preceding [y] is
nounce [a] pronounced consonantly in a
separate syllable followed by a
kh as in German ach, Scottish loch. slight schwa sound, asin French

Pronounce a strongly aspirated
[h] with the tongue in position
for [k] as in cool or keep.

fille [fe’y’]; or that a consonant
preceding a [y] is palatalized,
as in Russian oblast [&’blasty’].
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