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STRATEGIES FOR USING TRANSPARENCIES WITH
Tue GREGG REFERENCE MANUAL AND THE WORKSHEETS

TRANSPARENCIES H-1 10 H-6. Use these trans-
parencies to introduce (or reteach) how to look things
up in The Gregg Reference Manual. These transparencies
use a problem-and-solution approach to explain how
to look things up.

Display Transparencies H-1 and H-2 to emphasize us-
ing the index of The Gregg Reference Manual. After you
have led your students through Transparency H-1,
have them consult 103 to determine that a question
mark is the right punctuation for this sentence. In the
same way, have them consult pages 257-258 to deter-
mine that among is the right word to use in the exam-
ple depicted on Transparency H-2.

Display Transparency H-3 to present consulting lists of
topics in The Gregg Reference Manual for solutions to
problems. Obscure 1328 at the bottom of the trans-
parency until your students have determined for them-
selves that federal is the correct form.

Display Transparencies H4 and H-5 to present playing
the numbers. For the first problem, ask your students to
consult §1421-422 to determine that Forty is the cor-
rect form. For the second problem, ask your students
to explain why 99429-431 and 535-538 are irrelevant.
Then ask them to consult 4620 to determine that & is
the correct plural form.

Display Transparency H-6 to present looking for specific
words. When discussing the index entries under
Comma, point out grammatical terms they may not un-
derstand (for example, transitional expressions). Ask
them to consult Appendix A to find the definition of
such terms.

TRANSPARENCIES 1-1 TO 1-11. Use these trans-
parencies to introduce (or reteach) the basic rules for
the major punctuation marks.

Display Transparencies 1-1 and 1-2 to introduce (or
reteach) the three marks of terminal punctuation (the
period, the question mark, and the exclamation

point). Display Transparency 1-1 to discuss §§101, 110,

104, 119, and 103. Note that the first example of {101
makes a statement about the writer’s views, even
though it begins with the words I question. Use the sec-
ond example to point out when a sentence ends with
an abbreviation, the period that marks the end of the
abbreviation also serves to mark the end of the state-
ment. In the examples of direct and indirect questions
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for 9110 and 9104, point out the difference in word
order. In a direct question, the verb typically precedes
the subject; in this case, is precedes the subject policy.
In an indirect question, the verb follows the subject; in
this case, is follows policy. In the example for {119, an
exclamation expresses strong feeling and requires an
exclamation point. In the final pair of examples for
§108, point out that both make polite requests. How-
ever, the first example asks someone a favor and re-
quires that person to give a yes-or-no response. The
second example does not call for a yes-or-no answer; it
requires someone to take action (in this case, letting
someone know whether you are planning to attend the
seminar or not). Finally, note that a period, a question
mark, or an exclamation point at the end of a sentence
is followed by 2 spaces before the start of the next sen-
tence.

Display Transparency 12 to introduce (or reteach)
19102, 111, 119, and 107. In the examples for 44102,
111, and 119, underlining is used to highlight the el-
liptical expressions. Ask students to explain why a pe-
riod, a question mark, or an exclamation point is used
in each case. In the first example for 4107, point out
that the three numbered elements are needed to com-
plete the introductory statement, whereas in the sec-
ond example of a displayed list the introductory state-
ment is complete by itself. Also note that numbers (or
letters) used to enumerate the displayed elements are
followed by a period and 2 spaces, whereas bullets are
simply followed by 2 spaces.

Display Transparencies 1-3 and 14 to introduce (or
reteach) 9122, the basic rule for using commas that set
off nonessential expressions, and to present examples of
various types of nonessential expressions.

Display Transparencies 1-5 and 1-6 to introduce (or
reteach) §9123-124, the basic rules for using commas
that separate elements within a sentence to clarify their re-
lationship to one another. Discuss the examples that re-
quire a comma to separate elements within a sentence.

Display Transparency 1-7 to introduce (or reteach)
19126~132, the basic rules for using commas within a
sentence.

Display Transparency 1-8 to introduce (or reteach)
99176 and 178, the basic rules for using the semicolon.
Explain that a period may be preferable to a semicolon



when the independent clauses are long and would
make an extremely long sentence. Also explain that a
period is preferable when the clauses are not closely
related. (See §176b for an example.) Also point out
that a comma follows the transitional expression when
it introduces the second independent clause.

Display Transparency 19 to introduce (or reteach)
11187, the basic rule for using the colon. If your students
have difficulty grasping when to use a colon or a semi-
colon in sentences like those provided on this trans-
parency, encourage them to take the sure way out and
treat the clauses as independent sentences.

Display Transparencies 1-10 and 1-11 to introduce (or
reteach) 14181 and 182, the basic rules for using a sem:-
colon or a colon with transitional expressions. Here again,
point out that a comma follows these transitional ex-
pressions when they introduce the second clause in the
sentence.

TRANSPARENCIES 2-1 TO 2-5. Use these trans-
parencies to introduce (or reteach) the basic rules for
other marks of punctuation.

Display Transparency 2-1 to introduce (or reteach)
19183, 201, and 219, the basic rules for using dashes,
parentheses, and commas to set off expressions introduced by
for example, namely, and that is.

Display Transparencies 2-2, 2-3, and 2-4 to introduce
(or reteach) the basic rules for using quotation marks.
Display Transparency 2-2 and the example for 4227 to
point out that when a quoted statement falls at the end
of a larger statement, the period goes inside the clos-
ing quotation mark. Also note that a comma typically
separates the introductory words from the quoted ma-
terial that follows. Use the example for §253 to explain
that when a quoted statement falls at the beginning of
a sentence, the period that normally ends a statement
is in this case replaced by a comma. Then use the ex-
ample of 9254 to highlight the difference when a
quoted question falls at the beginning of a statement.
In this case the quoted question retains the question
mark.

Display Transparency 2-3 to explain that when a quo-
tation falls at the end of a sentence, a period always
goes inside the closing quotation mark.

Display Transparency 2-4 to explain that the placement
of a question mark depends on whether the quotation
is a question embedded in a statement or a statement
embedded in a question. When the quoted material is
a question at the end of a statement, the question mark
goes inside. If the quoted material is a statement at the
end of a question, the question mark goes outside. If
students should ask what happens when a quoted ques-
tion falls at the end of a question, explain that the

question mark in that case would fall inside and refer
the students to §257.

Display Transparency 2-5 to introduce (or reteach) the
basic rules for using quotation marks, italics, and under-
lining. Refer students to 4287 in the manual for a list
of the most commonly used foreign expressions that
are now considered part of the English language. If
students ask what the term macro means (in the ex-
ample for §285), refer them first to the glossary in Ap-
pendix B for the definition and then to the index so
that they can see how the word is used in context within
the manual.

TRANSPARENCIES 3-1 TO 3-4. Use these trans-
parencies to introduce (or reteach) the basic rules for
capitalization.

Display Transparency 3-1 to explain the function of cap-
italization—namely, to give distinction, importance, and
emphasis to words (see the introduction to Section 3).
That is why the first word of a sentence is capitalized:
to indicate distinctively and emphatically that a new sen-
tence has begun.

Display Transparency 3-2 to introduce (or reteach)
1303, the basic rule for capitalization of proper nouns.
Note that here again these terms are capitalized to
convey the special importance and distinction of the
persons, places, and things that they refer to. Point
out that the term federal government is not typically cap-
italized except by federal employees, who as insiders
would assign the term a special significance that out-
siders would not. Make use of the insider-outsider con-
cept to explain why the rules of capitalization vary
from one style manual to another. The differences
arise because the authors of these manuals assign or
withhold importance, emphasis, and distinction de-
pending on where they stand in relation to the thing
being named.

Display Transparency 3-3 to introduce (or reteach)
19307-309, the basic rules for capitalization of common
nouns. To help your students grasp the difference be-
tween proper and common nouns, you might explain
that the expression the White House (the home of the
U.S. President) is capitalized to indicate its special im-
portance and to distinguish it from the white house next
door or any white house. You might also warn your stu-
dents about the Tarzan Syndrome, the tendency to cap-
italize words that do not deserve this special distinc-
tion or emphasis. Explain that when Jane gave birth to
a son, she told Tarzan that they were now the parents
of a boy (using a common noun). Tarzan, misunder-
standing, thought she was giving a formal name to the
child and thereafter called him Boy. Urge your students
to be more like Jane and less like Tarzan.
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You might also point out that short forms such as com-
pany and university are capitalized in formal or legal
writing when the short form is intended to evoke the
full authority of the full official name.

Display Transparency 34 to introduce (or reteach) the
basic rules for capitalization of titles. Explain that the
titles of local officials (such as mayor) are often capi-
talized in internal documents and even in the local
newspaper, because within that limited context the
Mayor is viewed as a very important person. Similarly,
the titles of company officials are often capitalized in
internal documents because of the importance that
these people have within their organization. By the
same token, organizational terms such as the board of di-
rectors or the advertising department are usually capitalized
in internal documents because of the importance they
have from an insider’s perspective; they would be low-
ercased when viewed from an outsider’s perspective.

TRANSPARENCIES 4-1 TO 4-3. Use these trans-
parencies to introduce (or reteach) the basic rules for
expressing numbers. Explain that two sets of basic rules
are in wide use: the figure style (which uses figures for
most numbers above 10) and the word style (which uses
figures for most numbers above 100). Students need
to be familiar with both styles and be prepared to use
each appropriately as the situation demands.

Display Transparencies 4-1 and 42 to introduce (or
reteach) the figure style of numbers. Stress that the fig-
ure style is most commonly used in business documents
and technical material. In this kind of writing, most
numbers represent significant quantities or measure-
ments that need to stand out for emphasis or quick
comprehension. If students inquire why the numbers
I through 10 are expressed in figures in 4401 (see
Transparency 4-2), refer them to 401a in the manual
and explain that these numbers should be expressed
in figures when they need to stand out for quick com-
prehension.

Display Transparency 4-2 for additional rules and ex-
amples for the figure style. The examples that illustrate
the treatment of numbers in dates can also be used to
illustrate the use of commas in dates. Use the exam-
ple from 84.95 to $9 to point out that it is not neces-
sary to add a decimal point and two zeros to $9 except
in a column of figures. Use the concluding examples
to explain that numbers used in technical references to
age, periods of time, and measurements are expressed
in figures even when they are below 11, whereas num-
bers used in nontechnical references to these elements
are expressed in words even when they are above 10.
To make this point, compare the technical references
to 2-year-olds and packages over 5 pounds with the non-
technical reference to over twenty years ago and need to
lose five pounds.
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Display Transparency 4-3 to introduce (or reteach) the
word style of numbers. Point out that the word style is
used chiefly in nontechnical material and certain high-
level executive communication where the writing is of
a more formal nature and the use of figures would give
numbers an undesired emphasis and obtrusiveness.
Also use the examples to explain that numbers like
three hundred and ninety-five million may be spelled out
when they appear alone in a sentence but should be
put in figures when they appear together with num-
bers like 350 and 125 million. Refer to §407—470 in
The Gregg Reference Manual for rules covering those sit-
uations that require special handling.

TRANSPARENCIES 5-1 TO 5-3. Use these trans-
parencies to introduce (or reteach) several rules for
abbreviations. Define abbreviation as a shortened form
of a word or phrase used primarily to save space. Ex-
plain that abbreviations occur most frequently in tech-
nical writing, statistical material, tables, and notes. As
you discuss each of the basic rules on these trans-
parencies, ask the students to identify the meaning of
each abbreviation. Ask students to identify other ab-
breviations for each rule. Stress the importance of fol-
lowing company standards and using a dictionary. To
review spacing rules for abbreviations, refer students
to §9511-513. Ask students to critique realistic business
documents to determine whether abbreviations were
used appropriately. Refer students to the remaining
rules in Section 5 for special rules on abbreviations
(especially 9541 regarding abbreviations for business
expressions).

TRANSPARENCIES 6-1 TO 6-4. Use these trans-
parencies to introduce (or reteach) basic rules for form-
ing plurals. Refer to The Gregg Reference Manual for ad-
ditional examples for each rule. Ask students to
identify other examples as you discuss each rule. Stress
the importance of referring to a dictionary whenever
they are uncertain about the plural form of a word.

Refer to the remaining rules in Section 6 (1§601-626)
for special cases for forming plurals. Ask students to
critique realistic business documents for the correct
forms of plurals.

TRANSPARENCIES 6-5 TO 6-7. Use these trans-
parencies to introduce (or reteach) basic rules for form-
ing possessives. Display Transparency 6-5 to discuss pos-
sessives of singular nouns, Transparency 6-6 to discuss
possessives of plural nouns, and Transparency 6-7 to
discuss possessive pronouns.

On Transparency 6-5 note that in the examples for
9630 words like inois and Arkansas end with an s but
not with an s sound. It is for that reason these words
require an apostrophe plus s. With regard to the



examples for §631, point out that some people spell
hoss’s without the final s. Ask your students to try say-
ing your boss’ approval aloud (without the extra s
sound), and they’ll quickly understand why the cor-
rect form is boss’s. Also ask your students to try pro-
nouncing goodness’s, Massachusetts’s, New Orleans’s, and
Los Angeles’s with the extra s sound, and they’ll under-
stand why these words require only an apostrophe to
form the possessive.

On Transparency 6-6 call attention to the example in
§632 where an apostrophe is used in a few dollars’ worth.
Omitting the apostrophe before worth is a common er-
ror. Note also that the two final examples for §635—
the editors in chief's judgments and my sons-in-law’s busi-
ness ventures—are correct but extremely awkward. Ask
students to revise the two examples to avoid the pos-
sessive form: the judgments of the editors in chief and the
business ventures of my sons-in-law.

On Transparency 6-7 caution students to never use an
apostrophe for possessive pronouns. Use Transparency
10-19 to help students identify the possessive forms for
I, you, he, she, it, we, and they. To reinforce the differ-
ence between possessive forms and contractions that
sound like them, display Transparency 10-20. For a dis-
cussion of the difference between who’s and whose, dis-
play Transparency 10-25. Ask students to critique real-
istic business documents for correct versus incorrect
possessive forms. Refer to §§627-651 in the manual for
other special rules for forming possessives.

TRANSPARENCIES 6-8 TO 6-9. Use these trans-
parencies to discuss forming plural and possessive forms
of surnames. Stress the importance of never changing
the spelling of names. Ask students to compose sen-
tences using the plural possessive forms for surnames.

TRANSPARENCIES 7-1 TO 7-4. Use these trans-
parencies to introduce (or reteach) basic spelling rules.
Emphasize that the authority for spelling in The Gregg
Reference Manual is the Merriam-Webster’s Collegiate Dic-
tionary, Tenth Edition, and Webster’s Third New Inter-
national Dictionary. Point out that the rules in Section
7 are truly spelling guides and many exceptions to the
rules do exist. Using an up-to-date dictionary is criti-
cal when in doubt regarding the spelling of a word.

Display Transparency 7-1 to introduce (or reteach)
99701 and 702—spelling guides that indicate when a
final consonant should or should not be doubled. Ask
students to identify other words as examples or ex-
ceptions for these rules.

Display Transparency 7-2 to introduce (or reteach)
19705, 707, 708, and 710. Ask students to identify other
words as examples or exceptions for these rules.

Display Transparency 7-3 to introduce (or reteach)
§712—spelling guides for i¢e and ¢ words. Refer

students to the rhyme for the i-before-e rule on page
162 of The Gregg Reference Manual. Ask students to iden-
tify other examples or exceptions for this rule.

Display Transparency 7-4 to introduce (or reteach)
19715 and 716—spelling guides for words ending in
ize, ise, and yze and words ending in cede, ceed, and sede.

As a classroom exercise, ask students to critique re-
alistic business documents for spelling errors. Discuss
the nonverbal message of spelling errors in business
documents and potential risks in terms of present and
future business. Ask students to identify how spelling
errors can be avoided: spell checkers, careful proof-
reading, verification against a dictionary, proofread-
ing with the help of another person. Instruct students
to always proofread documents carefully, even if they
have used a spell checker to verify the spellings. Em-
phasize that spell checkers do not catch words that
are spelled correctly but used incorrectly in context.

Ask students to review §719 for commonly confused
words. Note that a spell checker would not catch an
instance where the incorrect word was used. Ask stu-
dents to review §720 for troublesome words that are
often misspelled. Discuss ways students can use the two
lists to reduce spelling errors.

TRANSPARENCIES 8-1 TO 8-6. Use these trans-
parencies to introduce (or reteach) the basic rules for
compound words. Explain that some compound words
are written as solid words, some are written as separate
words, and some are hyphenated. Remind your stu-
dents that the only way to be sure of the spelling of a
compound noun is to check a manual or a dictionary.

Display Transparency 8-1 to introduce (or reteach)
19801, 802, and 811—basic rules for compound nouns
and verbs. Demonstrate that compound nouns and
verbs follow no set pattern in the way they are written.
For §802, emphasize the need to distinguish a com-
pound noun from a verb phrase that consists of the
same elements. Note the slight difference in wording
that distinguishes a get-together from to get together.

Display Transparency 82 to introduce (or reteach)
99809 and 840—the basic rules for gender-free nouns.
Ask students to identify other examples for the two
rules. Ask students to critique realistic business docu-
ments for the use of genderfree nouns. You may also
want to use this transparency in conjunction with a dis-
cussion of §§1050-1053 (which deal with the agree-
ment of pronouns with common-gender antecedents
and indefinite-pronoun antecedents).

Display Transparencies 8-3 through 8-5 to introduce (or
reteach) basic rules for compound adjectives. Display
Transparency 8-3 to present 14813, 814, and 815—three
basic rules for compound adjectives. As you discuss
each rule, ask students to identify other examples.
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Discuss {813 and the accompanying examples to
demonstrate what happens when an adjective phrase or
clause is converted to a compound adjective. In many
cases (like the first three examples), the phrase or clause
is simply condensed to a few essential words (long-term,
well-known). Sometimes they undergo a change in word
order (exempt from taxes becomes tax-exempt). Sometimes
they undergo a change in form (for two weeks becomes
two-week, who speaks softly becomes soft-spoken). In the ex-
amples for §815, the first two display normal form and
normal word order when they occur elsewhere in a sen-
tence: that lasts all day, part of the time. However, in the
final example (I work part-time), part-time retains the con-
densed form; as a result, it must also retain the hyphen.

Display Transparency 8-4 to introduce (or reteach)
19816 through 820—additional basic rules for com-
pound adjectives. As you discuss each rule, ask students
to identify other examples. For 4816 note that high-
speed and red-carpetf are not hyphenated in the affer ex-
amples because they are in normal form and normal
word order. Moreover, three-hourand 20-year are not hy-
phenated in the after examples for §817 because they
appear in normal form (three hours and 20 years). When
compound nouns (§818) and proper names (§819) are
used as adjectives, they are not hyphenated because
they can be readily grasped as a unit in each case. The
noun + adjective examples for 9820 are hyphenated be-
Jore and after because in either position the elements
are in inverted order.

Display Transparency 8-5 to introduce (or reteach)
9821, 822, 823, 826, and 831—additional basic rules
for compound adjectives. Explain that the adjective + par-
ticiple examples for §9821-823 are hyphenated before
and afler because in either position the elements are
not in normal word order (is friendly-looking rather than
looks friendly). Note that the after examples for 14826
and 831 are not hyphenated because the elements are
-in normal word order. Ask students to identify other
examples for these rules.

Display Transparency 86 to introduce (or reteach)
99833 through 836—basic rules for hyphenation with pre-
fixes and suffixes. Note the exception in §§835 and 836
where a few co words and one de word require a hy-
phen. Ask students to identify other examples for these
rules.

After discussing all the basic rules on Transparencies
8-1 through 846, ask students to critique realistic busi-
ness documents for hyphenations with compound
words.

TRANSPARENCIES 9-1 AND 9-2. Use these trans-
parencies to introduce (or reteach) the basic rules for
word division. Many word processing programs provide
automatic hyphenation. As a result, some students may
feel that word division at the end of a line will take
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care of itself. However, certain situations exist in which
judgment is required. Emphasize the importance of
referring to a dictionary. Ask students to identify other
examples for each rule.

TRANSPARENCY 10-1. Use Transparency 10-1 to in-
troduce (or reteach) the principal parts of common reg-
ular verbs (§1030a). Explain that the principal parts of
a verb are the four simple forms upon which all tenses
and other modifications of the verb are based. Note
that the first six words—ask, confirm, need, reveal, main-
tain, and taxi—simply add ed or ing to the root word
(present form). Explain also that some verbs require a
minor change in the ending of the present form before
ed and ing (for example, planned and shipped).

Use occur and compel to explain that a two-syllable root
word ending in a vowel plus a consonant with the ac-
cent on the second syllable must double the final conso-
nant before ed and ing. Explain that similar words with
the accent on the first syllable (like offer and travel) re-
quire no change in the root word. Use Transparency
7-1 to illustrate these points.

Use recetve, agree, die, and tie to show that only d (rather
than ed) is added, and note the change of ie to y (in
die and tie) before ing. Use Transparency 7-2 to illus-
trate these points.

Use carry and hurry to show that y changes to i before
ed (carried, hurried) but does not change before ing
(carrying, hurrying). Use Transparency 7-2 to illustrate
these points.

Use obey and annoy to show that there is no change in
a root word ending in a vowel plus y.

TRANSPARENCIES 10-2 AND 10-3. Use these trans-
parencies to introduce (or reteach) the principal parts
of common irregular verbs (1030b). Point out that there
is no rule for forming the past and the past participle
for many verbs; that is why they are called irregular.
The present participle is formed regularly except for
the doubling of the final consonant in certain root
words before ing (for example, beginning, forgetting, get-
ting, running, setting, sitting, and swimming) and the
dropping of the final ¢ from other root words before
ing (for example, choosing, coming, driving, giving, los-
ing, shaking, and writing). Also note that the word le
(like die and tie) changes ie to y before ing (lying, dy-
ing, and tying).

TRANSPARENCIES 10-4 TO 10-9. Use these trans-
parencies to introduce (or reteach) the formation of
verb tenses, using to see as a model (11031-10384 and
1036). As you discuss the conjugation of to see, you may
want to display Transparencies 10-1 and 10-2 again and
ask your students to use the principal parts of some of
these regular and irregular verbs to form the tenses
under discussion (following the pattern of fo see).



Display Transparency 10-4 to introduce (or reteach)
the present, past, and future tenses (§§1031-1032). After
you review the conjugation of to seein the present, past,
and future tenses, note that the use of shall in the first
person (I, we) is limited these days to the most formal
speech and writing. (Under ordinary circumstances,
will is used with all three persons.) For full discussion
of the use of shall and will, refer your students to the
entry Shall-will in Section 11.

Display Transparency 10-5 to introduce (or reteach)
the perfect tenses (§1033). Present the conjugation of ¢o
have (the helping verb) in the present, past, and fu-
ture tenses. Also note that the past participle of the
main verb (seen) remains unchanged in all three per-
fect tenses.

Display Transparencies 10-6 and 10-7 to introduce (or
reteach) the progressive tenses (91034). Use Trans-
parency 10-6 to present the conjugation of to be (the
helping verb) in the present, past, and future pro-
gressive tenses. Note that the present participle of the
main verb (seeing) remains unchanged in all three
tenses. Use Transparency 10-7 to present the conjuga-
tion of fo be in the present perfect, the past perfect,
and the future perfect progressive tenses. Also note
that the present participle of the main verb (seeing) re-
mains unchanged in all six progressive tenses.

Display Transparencies 10-8 and 10-9 to introduce (or
reteach) passive and perfect passive tenses (11036). Re-
view the conjugation of t be (the helping verb) in the
present, past, and future passive tenses as well as in the
three perfect passive tenses. You may also want to em-
phasize that these passive forms use o be plus the past
participle, whereas the progressive forms use ¢ be plus
the present participle.

TRANSPARENCIES 10-10 T0 10-16. Use these trans-
parencies to introduce (or reteach) the basic rules of
subject-verb agreement.

Display Transparency 10-10 to introduce (or reteach)
191001 and 1002. If your students are not familiar with
the concepts of number and person, use Transparency
104 (showing the conjugation of a verb) and Trans-
parency 10-17 (showing personal pronouns in all three
persons in the singular and plural).

Display Transparency 10-11 to introduce (or reteach)
991003 through 1005. In discussing the last three ex-
amples on this transparency, point out that sentences
of this type usually sound better if the second
subject is plural; then the verb can be made plural as
well.

Display Transparency 10-12 to introduce (or reteach)
911006 through 1008. Encourage your students to read
the examples without the intervening phrases or

clauses so that they can make sure the subjects and
verbs agree.

Display Transparency 10-13 to introduce (or reteach)
191009, 1010, 1012, and 1013.

Display Transparency 10-14 to introduce (or reteach)
191018 and 1019. Point out that The jury have not yet
agreed is grammatically correct but sounds funny
nonetheless. For that reason, inserting a phrase such
as the members of before the jury better conveys the idea
that the jury is not acting as a unit.

Display Transparency 10-15 to introduce (or reteach)
191023, 1025, and 1027.

Display Transparency 10-16 to introduce (or reteach)
191028 and 1029.

As a classroom exercise, ask students to critique real-
istic documents, especially noting the subjectverb
agreement.

TRANSPARENCIES 10-17 10 10-20. Use these trans-
parencies to introduce (or reteach) the basic rules for
personal pronouns (191054-1056).

TRANSPARENCIES 10-21 TO 10-22.  Use these trans-
parencies to introduce (or reteach) 91049, the basic
rule for pronoun-antecedent agreement. If a question
comes up concerning how to choose a pronoun when
the antecedent consists of two nouns—one singular
and one plural—that are joined by or or noy; refer your
students to 1049c, note. Also use Transparency 10-22
to discuss ways to avoid an awkward sentence that re-
sults from the use of he or she (or a similar expression).
Refer your students to §1053, note, in the manual for
further details.

TRANSPARENCIES 10-23 T0 10-25. Use these trans-
parencies to introduce (or reteach) §41060, 1061, and
1063, the basic rules for compound personal pronounsand
interrogative and relative pronouns.

TRANSPARENCIES 10-26 TO 10-31. Use these trans-
parencies to introduce (or reteach) the basic rules for
adjectives and adverbs.

Display Transparency 10-26 to define an adjective. In
discussing adjectives, point out that a compound mod-
ifier such as power-hungry is a stripped-down version of
arelative clause (as in the example above—uwho hungers
Jor power).

Display Transparency 10-27 to define an adverb.
Display Transparency 10-28 to introduce (or reteach)
991065 through 1067. Use the example Joe seemed
Jriendly to make an observation embodied in §1069a:

although the ly ending usually signifies an adverb, a
few adjectives also end in h—for example, friendly,
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costly, lively, lovely, lonely. With respect to the incorrect
example [ feel badly, explain that the only way you can
feel badly is to have your fingertips cut off.

Display Transparencies 10-29 through 10-31 to intro-
duce (or reteach) 91071. On Transparency 10-29 note
that a word like thin doubles the n before adding er
and est. Also note that a word like happy changes the y
to ¢ before adding erand est. Warn students about not
making double comparisons; for example, more better, less
thinner. In the second Trudy example on Transparency
10-31, explain that without the word else it would ap-
pear that Trudy is not on the staff. Similarly, in the sec-
ond Chicago example, without the word other it would
appear that Chicago is not in Illinois. In the second
Jim example, explain that the comparative form taller
is correct because Jim is being compared with his two
brothers one at a time.

TRANSPARENCIES 10-32 TO 10-33. Use these trans-
parencies to introduce (or reteach) the basic rules for

prepositions.

Display Transparency 10-32 to present a list of com-
mon prepositions. Note that the object of a preposi-
tion needs to be in the objective case. By way of ex-
ample, point to between you and me and indicate why
between you and I'is wrong. You could also display Trans-
parency 10-18. Point to the third example (They gave
Jfree tickeis to Jim and me) and note that the preposition
to requires a pronoun in the objective case (me).

Use Transparency 10-33 to introduce (or reteach)
191078 and 1079. Ask your students to say these sen-
tences out loud. In that way they may develop some
real sense of why the prepositions in the first set of ex-
amples are unnecessary and why prepositions need to
be inserted in the second set of examples.

TRANSPARENCY 10-34. Use this transparency to in-
troduce (or reteach) parallelism in sentence construction
(Y1081). In the first wrong example, point out that
stimulating is an adjective and challenge is a noun. The
corrected version uses two adjectives—stimulating and
challenging.

The second wrong example uses two adjectives (easy
and ¢fficient) and an independent clause (it is relatively
inexpensive). The corrected version uses three adjec-
tives—easy, efficient, and inexpensive.

In the third wrong example, the enumerated items
consist of an infinitive phrase (how to deal . . .), a par-
ticipial phrase (coping with . . .), and a dependent clause
(what the . . .). The corrected version uses three
nouns—uways, technigues, and role.

TRANSPARENCY 10-35. Use this transparency to in-
troduce (or reteach) dangling constructions (1082). To
help your students understand what makes a phrase

Copyright © Glencoe/McGraw-Hill.

dangle, make the following points. In the first wrong
example, it would seem that the questions had stud-
ied the cost estimates. In the corrected version, the
doer of the action of studying is the subject of the sen-
tence—1.

In the second wrong example, it would seem that the
coupon was obtaining the booklet. In the corrected ver-
sion, the doer of the action of obtaining is the subject
of the sentence—you.

In the third wrong example, the errors seem to be ana-
lyzing the data. In the corrected version, the doer of the
action of analyzing is the subject of the sentence—I.

TRANSPARENCIES 11-1 TO 11-2. Use these trans-
parencies to introduce (or reteach) usage (§1101). For
reasons of space these two transparencies provide only
examples without explanatory text. Thus, for example,
when discussing the entry for between-among, explain
that between is used when referring to two things and
among when referring to three or more things.

TRANSPARENCY 12-1. Discuss the definition of proof
reading (§1201a). Point out that a spell checker will not
catch all errors; ask students to identify the types of er-
rors that a spell checker will not catch. (Refer them to
pages 281-282 in the manual.) Remind students that they
must read carefully and thoughtfully. Discuss the differ-
ent types of mistakes to watch for in the proofreading
process. Use Transparency 12-1 to illustrate 91202b.

TRANSPARENCY 12-2. Discuss the definition of edit-
ing (§1201b). Use Transparency 12-2 to introduce (or
reteach) the factors to consider in the editing process
(Y1203a—g). Use this transparency in conjunction with
Transparencies 12-3 through 12-6, which show the
most commonly used proofreaders’ marks. You could
also ask your students to look at the charts on pages
286287 (which show the same proofreaders’ marks)
as you discuss each correction on this transparency.

TRANSPARENCIES 12-3 TO 12-6. Use these trans-
parencies to introduce (or reteach) the proofreaders’
marks. Emphasize the importance of using proofread-
ers’ marks in the editing and proofreading process.
When you introduce the worksheets, display Trans-
parencies 12-3 through 12-6 so that your students will
know how to correct the errors they find in the edit-
ing exercises. You may also want to prepare trans-
parencies showing an edited document and a final ver-
sion of the same document.

TRANSPARENCIES 13-1 TO 13-4, Use these trans-
parencies to illustrate four letter styles: modified-block
letter style—standard format (Transparency 13-1),
modified-block letter style—with indented paragraphs
(Transparency 13-2), block letter style (Transparency
13-3), and simplified letter style (Transparency 13-4).



You may also want to discuss letter templates available
with word processing programs (see the introduction
to Section 13).

Display Transparency 13-1 to introduce (or reteach)
the modified-block letter style-standard format, the most
commonly used letter style. Ask students to identify the
features of this style: (1) the date line, the compli-
mentary closing, the company signature, and the
writer’s identification all begin at center; (2) all other
lines begin at the left margin. Ask students to identify
the letter parts illustrated in this letter (and discussed
in the specified paragraphs):

A Letterhead (91311-1312)

Date Line (§1314)

Inside Address (141317-1343)
Salutation (191346-1351)

Message (191354-1357)
Complimentary Closing (191358-1360)
Company Signature (§1361)

Writer’s Identification (141362-1369)
Reference Initials (191870-1371)

File Name Notation (§1372)
Enclosure Notation (§41373-1374)
Delivery Notation (§13875)

Copy Notation (191376-1380)

Display Transparency 13-2 to introduce (or reteach)
the modified-block letter style with indented paragraphs. Ask
students to identify the features of this style: (1) the
date line, the complimentary closing, the company sig-
nature, and the writer’s identification all begin at cen-
ter; (2) all other lines begin at the left margin except
the first line of each paragraph, which is indented 0.5
inch (5 spaces on a typewriter). Ask students to iden-
tify the letter parts illustrated in this letter (and dis-
cussed in the specified paragraphs):

N Return Address (§1313)

O Reference Notation (§1316)

P Attention Line (191344-1345)
Q Paragraph Indentions ({1356a)
R Postscript (]1381)

ErR—-—~oIOommoOw

Display Transparency 13-3 to introduce (or reteach)
the block letter style. Ask students to identify the features
of this style: all lines begin at the left margin. Ask stu-
dents to identify the letter parts illustrated in this let-
ter (and discussed in the specified paragraphs):

S Confidential Notation (]1315)
T International Address (§1343)
U Subject Line (191352-1353)
\Y% Displayed Extract (§1357a)

Display Transparency 13-4 to introduce (or reteach)
the simplified letter style. Ask students to identify the fea-
tures of this style: (1) all lines begin at the left margin,
(2) the salutation is replaced by an all-capital subject

line, (3) the complimentary closing is omitted, (4) the

“writer’s identification is typed in all-capital letters on

one line, and (5) open punctuation is always used. Ask
students to identify the letter parts illustrated in this
letter (and discussed in the specified paragraphs):

w Subject Line (in place of a salutation) (]1352)
X Complimentary Closing (11858)

Y Writer’s Identification (]1363)

Z Justified Right Margin (]1356b)

TRANSPARENCY 13-5. Use Transparency 13-5 to in-
troduce (or reteach) the placement of the return ad-
dress, the name of the writer, the confidential nota-
tion, and the mailing address on an envelope. Note the
use of capital and small letters in the mailing address,
the same style that is used for the inside address. Note
the advantage for computer users of being able to use
the envelope feature of a word processing program to
reproduce the inside address on the envelope without

any retyping.

TRANSPARENCY 13-6. Use Transparency 13-6 to in-
troduce (or reteach) the all<ap style for a mailing ad-
dress on an envelope. This style uses no punctuation and
many abbreviations. Explain that this style was devel-
oped primarily for the use of mass mailers. While the
U.S. Postal Service (USPS) encourages the use of this
style for envelopes individually prepared, note that the
OCR equipment used by the USPS can read the “in-
side address” style just as well. Since this all-cap style is
not suitable for use in the inside address, computer
users will have to type the envelope address anew.

TRANSPARENCIES 13-7 TO 13-9. Use these trans-
parencies to illustrate three formats for memos: a memo
with a blockstyle heading (Transparency 13-7), a
memo with an alternative block-style heading (Trans-
parency 13-8), and a memo with a two-column head-
ing (Transparency 13-9). You may also want to discuss
memo templates available on word processing pro-
grams (§1392).

Display Transparency 13-7 to introduce (or reteach) a
memo with a block-style heading format. In this format, all
the elements in the memo heading and the memo itself
are blocked at the left margin. Also note that the use of
a typed signature line or initials is optional. If the writer
of the memo intends to insert a handwritten signature
or initials above the typed signature line, leave 3 blank
lines for the insertion; otherwise, leave only 1 blank line.

Display Transparency 13-8 to introduce (or reteach)
an alternative memo format. In this format, the word MEM-
ORANDUM (or MEMO) appears on a line by itself; the
first guide word in the heading simply reads 70: (in-
stead of MEMO TO:, as on Transparency 13-7). Also
note that the writer of this memo chooses to write her
initials next to her typed name in the heading. In this
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case no typed signature line appears below the memo
message.

Display Transparency 13-9 to introduce (or reteach) a
memo with a two-column heading format. Note that this
two-column heading arrangement is more commonly
used with printed memo forms than with computer-
generated memos. Note that the typed signature line
(if used) aligns at the same point as the start of the
fill-ins in the second column of the memo heading.

TRANSPARENCIES 14-1 AND 14-2. Use these trans-
parencies to illustrate an informal business report and
an academic report. Display Transparencies 15-2 and
154 to illustrate a displayed extract (§1424d).

Display Transparency 14-1 to introduce (or reteach)
the format of an informal business report. What distin-
guishes an informal report from a formal report is that
the informal report has no front matter. The infor-
mation that would go on a separate title page in a for-
mal report appears at the top of the first page in an
informal report and is immediately followed by the
body of the report. Note that this transparency illus-
trates only two levels of text headings: side heads and
run-in heads. However, other heading arrangements
may be used. (See 1425).

Display Transparency 14-2 to introduce (or reteach)
the format of an academic report. Ask students to iden-
tify the differences between the format of an academic
report and the format of an informal business report:
(1) the first page uses a top margin of 1 inch (rather
than 2 inches) and (2) a block of copy (including the
writer’s name) goes in the upper right corner.

TRANSPARENCIES 15-1 TO 15-4. Use these trans-
parencies to introduce (or reteach) functions of notes:
(1) they provide comments and (2) they serve as source
references. Emphasize that many variations for notes ex-
ist, but that the style in The Gregg Reference Manual em-
ploys the simplest punctuation and the most straight-
forward presentation of the necessary data without any
sacrifice in clarity or completeness.

Display Transparency 15-1 to present two format styles
of a source reference note for a book title. Note that the
book title may be italicized or underlined. Point out
that the only difference between the business and the
academic styles occurs in the treatment of three ele-
ments: the name of the publisher, the place of publi-
cation, and the year of publication. Also note that the
number at the start of the note must be on the line
for endnotes, but a superscript (raised) figure is com-
monly used in academic-style footnotes. Mention that
991508-1522 discuss how to construct notes for all
types of material. You may also want to discuss exe-
cuting notes using the footnote and endnote features
of word processing software (141503, 1505).
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Display Transparency 15-2 to present the format for
Jfootnotes. Note the use of superscript (raised) figures in
the text to refer to the numbered footnotes at the bot-
tom of the page. Point out that the second footnote
in this illustration reflects the format shown on Trans-
parency 15-1 for a reference to a book title. Also note
that when a state name is used to identify the place of
publication, it is abbreviated in the traditional style
(see 1527b) and not in the two-letter style used in mail-
ing addresses. You may also want to discuss executing
footnotes using the footnote feature of word process-
ing software (91503). You may also want to point out
the format for a displayed extract (§1424d) as illus-
trated in Transparencies 15-2 and 15-4.

Display Transparency 15-3 to present the format for
endnotes. Point out that endnotes are becoming more
popular because they are easier to type than footnotes
and leave the text pages looking less cluttered. How-
ever, until the reader turns to the endnotes page, the
reader will not know whether the endnote contains a
comment of substance (as in the first endnote on this
transparency) or simply a source reference (as in the
second endnote on this transparency). You may also
want to discuss executing endnotes using the endnote
feature of word processing software (1505).

Display Transparency 154 to present the format for a
textnote. Note that the textnote in this illustration re-
flects the business style format for a reference to a book
title (shown in Transparency 15-1) except in one re-
spect: no number is needed to introduce the textnote
since it appears in the text at the point where it is
needed. You may also want to point out the format for
a displayed extract (§1424d) as illustrated in Trans-
parencies 15-2 and 15-4.

TRANSPARENCY 15-5. Use Transparency 15-5 to in-
troduce (or reteach) the format for a bibliography. Ask
students to identify how the style for the entries in a
bibliography differs from the style for entries in a list
of endnotes: (1) the name of the first author is in-
verted (last name first) and (2) page numbers are not
used unless the work being cited is part of a larger
work. Also note that the entries in Transparency 15-5
reflect the business style. For the academic style, see
f11536c.

Display Transparency 15-3 to discuss the differences
between a page of endnotes and a bibliography.

TRANSPARENCIES 16-1 TO 16-3. Use these trans-
parencies to introduce (or reteach) types of tables. Note
that in designing a table, you should aim (1) to pre-
sent information in a compact form, (2) to assist your
reader in locating specific information quickly, and
(3) to assist your reader in detecting significant pat-
terns or trends in data more quickly. You may also want



to discuss executing tables using the table feature of a
word processing program (§1601f).

Display Transparency 16-1 to introduce (or reteach)
the format for an open (unruled) table. Note that an open
table has no horizontal or vertical rules (lines). This
table uses column.heads, but such heads are unnec-
essary when the preceding text makes it possible to un-
derstand the data in the table without any heads (see
the illustration in §1601a in the manual).

Display Transparency 16-2 to introduce (or reteach)
the format for a boxed table. Note that a boxed table
uses horizontal rules above and below the column
heads and at the foot of the table. It also uses vertical
rules between columns (as shown on this trans-
parency) and may also use vertical rules at the left and
right margins to box the table completely. If the ver-
tical rules are omitted from the illustration, it would
simply be called a ruled table (see the illustration in
91601c in the manual). Call attention to the use of
leaders in the first column (see §1631).

Display Transparency 16-3 to introduce (or reteach)
the format for a boxed table with other elements. Call at-
tention to the two-line arrangement for the table num-
ber and the table title, and note that these elements
can be formatted on one line if they are relatively
short. Discuss the special treatment of dollar amounts
in the table text and in the subtitle, and refer to al-
ternative treatments in §1630. Also discuss the format
of a table note (191634-1636). To illustrate how the
table on this transparency could be executed using the
table feature of a word processing program, refer your
students to §1601f and to the sequence of illustrations
on pages 441-444.

TRANSPARENCIES 17-1 TO 17-5. Use these trans-
parencies to introduce (or reteach) the overall con-
tent for a résumé and the various formats for résumés.
Emphasize that there is no one correct format; indi-
viduals must select a format that best presents their
qualifications for the job they want to get. You may also
want to discuss résumé templates available with some
word processing programs.

Display Transparencies 17-1 and 17-2 to introduce (or
reteach) the chronological-style résumé emphasizing dates.
The chronological style is the most widely used résumé
style and presents a person’s employment history se-
quenced by date, starting with the most current job
and working backward. On Transparency 17-1 call at-
tention to the following features on this opening page:
the heading (A), the objective statement (B), and ex-
perience (C). Note in particular that in this sample ré-
sumé, the dates for each job are featured in the left
column, starting with the most recent job. The listing
of jobs continues on the second page of the résumé
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(see Transparency 17-2). Generate a class discussion
on when this style would be most effective.

Display Transparency 17-2 to introduce (or reteach)
the remaining sections of a chronological-style résumé.
Note the continuation of the Experience section, with
the jobs listed in reverse chronological order. Also call
attention to the following features on this page: edu-
cation (H), continuing education (1), special skills (J),
and community service (K). Note that other sections
can be added to this résumé (using such headings as
professional affiliations, professional activities, military
service, and special interests) if they will provide job-
related information.

Display Transparency 17-3 to introduce (or reteach) a
chronological-style résumé emphasizing job titles. Note the
use of job titles (A) rather than dates in the first col-
umn. Also note the arrangement of specific achieve-
ments for each job in a single paragraph (C), and com-
pare it with the bulleted format used on Transparency
17-1. Generate a class discussion on when this style
would be most effective.

Display Transparencies 174 and 17-5 to introduce (or
reteach) the functional-style résumé. Note on these trans-
parencies that the achievements of this person have .
been grouped under four functional headings (B):
marketing experience, administrative experience, writ-
ing skills, and computer skills. Note further that these
four headings are closely tied into the wording of the
objective statement (in which marketing and administra-
tive experience plus strong writing and computer skills can be
used). Generate a class discussion on when this style
would be most effective.

TRANSPARENCIES 17-6 TO 17-8. Use these trans-
parencies to introduce (or reteach) three other em-
ployment documents: application letter; follow-up letter af-
ter an interview, and acceptance letter. Mention that the
general guidelines in 91714 in the manual apply to all
employment comimunications.

Display Transparency 17-6 to introduce (or reteach)
the application letier. Call attention to the two-column
arrangement in the body of the letter (C) which re-
lates the writer’s qualifications to the job requirements
stated in the ad for the organization. You may also want
to discuss how an application letter and a résumé
should be correlated: same type and color of paper,
same font for heading on both documents, same font
for text, most important details from résumé repeated
on letter in appropriate manner. You may also want to
discuss the importance of the application letter in
terms of the initial contact with a potential employer.

Display Transparency 17-7 to introduce (or reteach)
the follow-up letter. Ask students to identify the signifi-
cance of a follow-up letter: (1) to thank the interviewer
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