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PREFACE

The Basics: English, 3e, presents the essential rules of English usage. This text-workbook
also provides many opportunities for review and practice so that you will express yourself
effectively when you write and when you speak.

Organization

The text presents fundamental English grammar, punctuation, capitalization, and number
usage guidelines in the following order:

Print and electronic references: Chapter 1
Parts of speech: Chapters 2 through 8
Phrases, clauses, and sentences: Chapter 9
Punctuation: Chapters 10 and 11
Capitalization and numbers: Chapter 12

Special Features

The following special features will help you achieve fundamental English competencies:

Learning Objectives describe expected outcomes after you complete the chapter.

Checkpoints “check” your understanding of important chapter concepts.

Checkpoint Solutions appear on pages 219-242.

Examples follow each principle to illustrate correct usage.

Margin notes provide helpful usage tips and reinforce key points.

Workplace Connections relate language skills to job and school success.

Chapter Summaries recap the essential points of the chapter.

Chapter Applications encourage practice and application of chapter principles.

Chapter Reviews assess your overall understanding of chapter content and

readiness for the chapter test.

The Frequently Confused/Misused Words Appendix, an easy-to-use reference,

-offers definitions of frequently misused and confused words to help you make

correct word choices.

B NEW! Student CD Exercises provide additional opportunities to check your
understanding of important chapter concepts.

m NEW! Web-based Resources

B The Basics: English website at http://miller.swlearning.com offers
additional activities, crossword puzzles, links to useful sites, and other
helpful materials for each chapter.

B iLrn Activities, correlating with each chapter, evaluate your understanding
of chapter concepts and give you immediate feedback.

® Web Exercises reinforce correct English usage and sharpen your Internet
search skills.
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Icons

Icons help you identify certain special features of The Basics: English.

Chart of Icons

Icon Explanation

The Web Exercise icon alerts you to Internet-based exercises

that complement chapter content.

The iLrn icon signals a variety of interactive, Web-based
0- applications designed to reinforce your understanding of
chapter content.

The Series

The Basics: English may be used as a stand-alone resource or in conjunction with The
Basics Series, a series of text-workbooks that helps you master the communication skills
needed in the workplace. The other books in the series are The Basics: Business Commu-
nication, The Basics: Writing, The Basics: Employment Communication, The Basics:
Speech Communication, and The Basics: Proofreading.

Acknowledgments

The contributions of these individuals are greatly appreciated.

Timothy Allen Brantley, Freelance Writer
Miami, FL.

Jerrie Sue Cleaver, Coordinator, Office Technology Department
Central Texas College
Killeen, TX

Denise M. Cosper, Adjunct Instructor
Management and Information Systems
Mississippi State University
Starkville, MS

Charmaine E. Kuczmarski, English Instructor Adult High School
Milwaukee Area Technical College
Milwaukee, WI

Marguerite E. Lara, Teacher, Business Department
Wright Business School
Oklahoma City, OK

Alton O. Rice, Jr., Instructor, Drafting & Design Technology
Northwest-Shoals Community College
Muscle Shoals, AL

Michele Goulet Miller
Clarice Pennebaker Brantley

http://miller.swlearning.com

Preface



CONTENTS

Preface v
CHAPTER 1 Print and Electronic References 1
The Dictionary 1
The Thesaurus 5
Electronic References 7
CHAPTER 2 Nouns 17
Noun Classification 17
Nouns as Subjects and Objects 19
Singular and Plural Nouns 20
Possessive Nouns 25
CHAPTER 3 Pronouns 37
Personal Pronouns 37
Relative Pronouns and Interrogative Pronouns 44
Demonstrative Pronouns 46
Indefinite Pronouns 46
Pronoun—Antecedent Agreement 47
CHAPTER 4 Verbs 57
Definition of Verbs 57
Tenses 60
Commonly Confused Verbs 66
Voice 68
Verbals 69
CHAPTER 5 Subject-Verb Agreement 81
Singular and Plural Subjects 81
Verb Forms 83
Subjects Joined by Connecting Words 86
Subject—Verb Separation 88
Indefinite Pronoun Subjects 89
Collective Noun Subjects 91
CHAPTER 6 Adjectives 99
Definition of Adjectives 99
Descriptive Adjectives 99
Predicate Adjectives 100
Nouns and Participles as Adjectives 100
Proper Adjectives 101
Compound Adjectives 101
Limiting Adjectives 102
Degrees of Comparison 104

Contents 1




CHAPTER 7 Adverbs 113

Definition of Adverbs 113
Uses of Adverbs 114
Adverb Forms 115
Placement of Adverbs 116
Degrees of Comparison 116
Double Negatives 118
Adverb—Adjective Confusion 119
CHAPTER 8 Prepositions, Conjunctions, and Interjections 129
Prepositions 129
Conjunctions 133
Interjections 137
CHAPTER 9 Phrases, Clauses, and Sentences 145
Phrases 145
Clauses 148
Sentences 150
CHAPTER 10 Basic Punctuation 163
Definition of Punctuation 163
Periods 163
Question Marks 165
Exclamation Points 166
Commas 167
CHAPTER 11 More Punctuation 177
Semicolons 177
Colons 179
Quotation Marks 181
Apostrophes 183
Hyphens 184
Parentheses 186
Brackets 186
CHAPTER 12 Capitalization and Numbers 195
Capitalization 195
Numbers 203
Appendix Frequently Confused/Misused Words 215
Checkpoint Solutions 219
Index 243

I Contents




Print and Electronic
References

_reyou e are you anxious? 1d pronounce words correctly.

To careful or too careful? Is the - Thesauruses help you choose the -

correct spelling iliterate or iliter- best word for the situation. Other refer-
ate? Do you give someone advice or ences help you present information in
advise? The words you choose make a grammatically correct form. Together,
difference! A wrong word not only can these tools aid you in communicating
change the meaning of your message but  your thoughts and ideas clearly so
also can affect what others think of you. that others will understand what
Dictionaries help you spell, define, use, you say.

THE DICTIONARY

Most people use a dictionary to confirm spelling and to learn what
a word means. In addition to spelling and definitions, dictionaries
show word origins, parts of speech, syllables, grammatical forms,
and pronunciations. They may show brief examples of how to use
the word. Depending on size and purpose, dictionaries may con-
tain historical and geographical entries, abbreviations, punctuation
and style rules, illustrations, common foreign words and phrases,
and other helpful information.

Buying a Dictionary

What kind of dictionary fits your needs?

Dictionaries are divided into two broad categories: general and
specialized. A general dictionary contains everyday words as well
as some technical words; a specialized dictionary is specific to
one field, language, or topic. Dictionaries are either abridged (a
shortened version) or unabridged (the most complete of its kind).
Collegiate dictionaries and pocket dictionaries are abridged. The
collegiate dictionary is a good reference for students or employees.
The pocket dictionary is an easy-to-carry reference that has lim-
ited features because of its size.

Look at several dictionaries before making a purchase. Ask
yourself the following questions to help you decide which size and
type of dictionary is best for you:

LEARNING OBJECTIVES

m Locate words in the dic-
tionary efficiently.

m |dentify and explain the
basic parts of a dictionary
entry.

m Use a thesaurus to find
appropriate word options.

m ldentify types of electronic
references.

m Discuss advantages and
disadvantages of elec-

\ tronic references. j




B How am I most likely to use the dictionary? Is my main purpose to
confirm spelling? To develop language skill?
W Where will I store my dictionary? Will I keep the dictionary at
home? In my office? In my backpack?

Using a Dictionary

'To use a dictionary efficiently, read the introductory pages, which contain
information about the format and symbols used in that particular diction-

ary. Although dictionary formats vary, the following labeled selection
from Merriam-Webster’s Collegiate® Dictionary will help you identify typi-
cal parts of a dictionary entry.

//’—’@,rn;;\;try
confide . conforms @syliablcation
con-fide\kon-'fid\ vh con-fid-ed; con-fid-ing [ME (Sc), fr. L Spirit and among Protestants full church membership (2) : a

fr. comn- + to trust — more at B10E] v (15¢) 1 : to have confidegee :
TRUST 2:toshow confidence by imparting secrets <~in a friend>
1 : to tell confidentiaily 2 : to give to the care or protection o
another: ENTRUST syz see comMMIT — conefid-er

con-fi-dence\'kin-fa-don(t)s,’-',den()s\ z (14c) la : a feeling or
conscicusness of one’s powers or of reliance on one’ circumstances
<had perfect ~ in her ability to succeed> <met the risk with brash
~> bz faith or belief that one will act in a right, proper, or effective
way <have ~ in a leader> 2 : the quality or state of being certain :
CERTTTUDE <they had every ~ of success> 3a : a relation of trust or
intimacy <took his friend into his ~> b : reliance on another’s dis-
cretion <their story was told in strictest ~> ¢ : support esp. in a
legislative body <vote of ~> 4 : a communication made in confi-
dence : SECRET <accused him of betraying a ~> syn CONFIDENCE.
ASSURANCE, SELF-POSSESSION, APLOMB mean a state of mind or a man-
ner marked by easy coolness and freedom from uncertainty, diffi-
dence, or embarrassment. CONFIDENCE stresses faith in oneself and
one’s powers without any suggestion of conceit or arrogance <the
confidence that comes from long experience>. ASSURANCE carries a
stronger implication of certainty and may suggest arrogance or lack
of objectivity in assessing one’s own powers <handled the cross-
examination with complete assurance>. SELF-POSSESSION implies an
ease or coolness under stress that reflects perfect self-contol and
command of ones powers <answered the insolent question with
complete self-possession>. APLOMB implies a manifest self-possession in
trying or challenging situatons <handled the reporters with great
aplomb>.

261

ceremony esp. of Reform Judaism confirming youths in their
faith b : the ratification of an executive act by a legisladve
body 2a : confirming proof : CORROBORATION b : the pr
supporting a statement by evidence — con fomieal \-shnal, -

Tmo-,tor-&\ alh (1636) : serving to confirm
: CORROBORATIVE <a r~ test>

consfirmed \kan-'formd\ 4df (14c) 1a : marked by long continu-
ance and likely to persist <a ~ habit> b fixed in habit and unlikely
to change <a ~ do-gooder> 2 : having received the rite of confir-
mation sym see INVETERATE -— con-firm-ed-dy\-'for-mad-le\ zdv —
confirmed-ness\-'for-mad-nas, -'form{d)-nas\ »

confis-casble\kan-'fis-ko-bal\ adj (ca. 1736) : liable to confiscation

confis-cat-able\'kin-fa-'ska-to-bal\ 24 (1863) : CONFISCABLE

!confis-cate\ 'kin-fo-'skat, kon-'fis-kot\ adj [L confiscatus, pp. of confis-
care to confiscate, fr. coms- + fiscus treasury] (ca. 1533) 1 : appropri-
ated by the government : FORFEITED 2 : deprived of property by

confiscation

“con-fis-cate\ 'kin-fo-'skat\ vt 15 52) 1 : to seize as
forfeited to the public treasury 2 T T0 S€ize by or as if by authority
— consfis.ca-tion\'kiin-fo-'ska-shan\n — con«fis-ca-tor\'kiin-fo-'ska-
tor\n — conefis-ca-to-ry\ kon-'fiszka-"tor-8\ adi

confit\kon-'fé, kon-"n-\n [F, fr{ reparation, preserves, fr. pp. of
confire to prepare — more at COMFIT] (1951) 1 : meat (as goose,
duck, or pork) that has been cooked and preserved in its own fat
2 : a garnish made usu. from fruit or vegetables that are cooked unul
tender in a seasoned liquid

By permission. From Merriam-Webster's Collegiate Dictionary, Eleventh Edition © 2004 by Merriam-Webster, Inc. (www. merriam-webster.com).

(@ guide words

@ pronunciation

® part of speech
@ definitions

@ inflected forms

@ word origins

1. Guide words: Guide words appear at the top of each page of

The dic

show that a word has
more than one accept-
able spelling. The most
common spelling is gen-
erally listed first.

entries to help you decide whether the word you are seeking is on
that page. The left guide word tells which word, or main entry,
appears first on the page, and the right guide word tells which main
entry appears last on that page.

2. Main entry: Main entries are the words included and defined in

— the dictionary. Each main entry is flush with the left margin of the
column and is printed in bold.

3. Syllabication: The main entry is usually divided into syllables (parts
of the word) by means of centered dots. (Some dictionaries use the
dots to show where 2 word may be divided at the end of a keyed line.)
The phonetic spelling, between backward slash marks (\) or in
parentheses, shows syllables separated with hyphens. An accent mark
(") shows which syllable to emphasize during pronunciation.

* Phonetic means that
each sound of speech is
represented by a specific

symbol.

Chapter 1:
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4.

Pronunciation: The phonetic spelling of a word appears between
backward slash marks (\) or in parentheses to aid in pronouncing
the word. If you have difficulty finding a word in the dictionary
because the spelling differs from the way the word sounds, you
will find the following “sound” guide helpful.

Sounds Like
f £, pf, ph

Possible Spelling

k,c,ch

k
n n, gn, kn, pn
r

r, rh, wr

S S, C, CY, PSy

5.

Label
adj.
adv.
cony.
intery.

6.

t t, ct, pt

z z, X, Xa, Xe, Xi, Xy

Part of speech: The part of speech of a main entry is abbreviated
and placed before the definition(s) of the word. Labels indicate the
part of speech and the classification of verbs:

Term

transitive
verb

intransitive
verb

Label

tr.v. or
.1,

mtr. v, or
V..

Term
noun
preposition
pronoun
verb

Term Label
adjective n.
adverb prep.
conjunction  prozm.
interjection  v. or vb.

Inflected forms: Inflected forms show suffixes or other changes
to the stem form, including principal parts of regular and irregular
verbs, degrees of adjectives and adverbs, and plurals of irregular
nouns.

Word origin: Word origin, also called etymology, appears in brack-
ets. The etymology tells what language(s) the word comes from and,
sometimes, how the original word has changed over the years.

Definition: When a word has more than one definition (mean-
ing), each definition is numbered. An example may follow a defini-
tion to show how the word is used with that particular meaning.
Carefully reading definitions and examples helps you find the
meaning that makes the most sense.

. Synonyms and antonyms: Sometimes synonyms (words that are

similar in meaning) and antonyms (words that are opposite in
meaning) follow a definition.

* Mini Pronunciation

Guide

das in ate
aas in apple
éas in even
eas in évery
Tasinice

i as in interest
0 as in open
0 as in not
uas in unit
uasin uncle

Chapter 1: Print and Electronic References




[CHECKPOINT 1-1]

Use the Dictionary
The words below are spelled phonetically. Review the pronunciation guide on page 3 or in your dictionary. Then locate

each word in the dictionary, and provide this information: (1) the correctly spelled word, (2) its part of speech (page 3
contains part-of-speech abbreviations), (3) any inflected forms, and (4) the first definition listed in the dictionary.

Phonetic Correct Part of Inflected
Spelling Spelling Speech Forms

1.in-vad'

Definition:

2.to'man’

Definition:

3. me'de-o0-kar

Definition:

4. ak-nol'-ij-mant

Definition:

5.7-nish'e-at’

Definition:

6. grev'vas

Definition:

7. pri-sip'i-tat

Definition:

8. sood'n-im'

Definition:

9. par-tik'ya-lar-1e

Definition:

10. ni-mon'iks

Definition:

Chapter 1: Print and Electronic References




THE THESAURUS

When a word you are using is not quite the right fit, a thesaurus provides
synonyms. Although a thesaurus contains some of the same information

as a dictionary, the main purpose of a thesaurus is to help you find words
that best represent your ideas. Use a thesaurus to:

B Avoid repeating words.

B Add interest to your message by varying the vocabulary.
®  Choose words that best convey your meaning.

Read the introductory pages of your thesaurus so that you will know how
to use this reference quickly and correctly. A typical arrangement for a
thesaurus is as follows: At the top of each page is a guide word or a pair of
guide words. Entries follow in alphabetical order. Main entries appear in
bold and are followed by the part of speech, a brief definition, and syno-
nyms. A thesaurus may also include examples of how a word is used as

well as antonyms for that word.

Words that may be used as more than one part of speech and
words that have significantly different meanings are listed separately.
For example, the word /ight has many variations; a few are shown

below.

Thesaurus
Definition with
Example Synonyms

light ». Electromagnetic illumination,

radiation. Tirn on the luminosity

light.
light v. "To cause to burn. Light | ignite, torch

the candle.
light adj. Free from worry. Tina’s | carefree

mood was light.

Not many words are exactly interchangeable.

You may want to use

both a dictionary and a thesaurus to confirm that you have chosen the
best words to represent your ideas. Always use these references to
confirm your word choice whenever you use unfamiliar words.
Otherwise, you might say something that you did not intend to say!

Coihpleté Applications
1-1 and 1-2.

“Knowledge isof
two kinds. We know a
subject ourselves, or
we know where we can
find information
upon it.

-Samuel Johnson,
British writer and
lexicographer
(1709-1784)

-

% e g
A thesaurus is a collec- ‘
tion of synonyms.

WORKPLACE
CONNECTION

We live in a knowledge-
based society. No one
expects you to know every-
thing; but if you know where

to find information, you

possess a highly desirable
job skill.

Chaprer 1:
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[CHECKPOINT 1-2]

Use the Thesaurus

Use a thesaurus to find each of the main entries listed below. Choose one definition for the main entry, list at least two
synonym:s for the definition you chose, and list antonyms, if provided.

1. promote (v.)

Definition:

Synonyms:

Antonyms:

2. insipid (adj)

Definition:

Synonyms:

Antonyms:

3. huff (n.)

Definition:

Synonyms:

Antonyms:

4.  hot (adj)

Definition:

Synonyms:

Antonyms:

5, defeat (v.)

Definition:

Synonyms:

Antonyms:

Chapter 1: Print and Electronic References




ELECTRONIC REFERENCES

Electronic references are computerized versions of standard reference
material, such as dictionaries, thesauruses, and encyclopedias. Electronic
references are available on the Internet, on CD-ROM, as handheld devi-
ces, and in various software programs. Word processing and other soft-
ware programs include common electronic reference tools such as spell
checkers, thesauruses, and grammar checkers.

Many electronic references are enhanced with capabilities such as
audio. With some electronic dictionaries, for example, you can click an
icon and hear the pronunciation of a word. Handheld electronic transla-
tors are especially popular. These pocket-sized devices can translate
thousands of words and phrases into other languages.

Spell Checker

The most popular electronic reference is the spell checker. The spell
checker compares the words in your document to a dictionary in the
spell-checker software. When a word in your document is misspelled or
not included in the dictionary, the word is flagged, or marked, usually by
highlighting. The spell checker may offer a list of alternative words from
which you can choose. You can also key the correct spelling in the spell-
checker dialog box or directly in the text.

A spell checker is a helpful but limited tool. Word choices are offered,
but you must make the correct choice. When the spell checker presents
no options, you must decide whether or not the word is spelled correctly.
Spell checkers usually do 7ot flag words that are spelled correctly but used
incorrectly. None of the errors in the following examples would be
flagged by a spell checker.

Incorrect: Did June #d the cost of the #dd to her budget?
Correct: Did June add the cost of the 4d to her budget?
Incorrect: Wear will you where that jacket?
Correct: Where will you wear that jacket?

Also, spell checkers do not include most proper names, specialized
terms (unless you are using a spell checker for a specialized vocabulary),
abbreviations, or acronyms. Most spell checkers can be customized so
that you can add names, acronyms, and other words (including any words
that you frequently misspell) as well as abbreviations.

Do not rely solely on a spell checker to find errors. When in doubt,
use a dictionary or spelling reference to confirm that you have spelled a
word correctly.

] Complete Application
[
|

13

|
|
J
|

Electronic references are

usually “spelling toler-
ant.” You can key a rea-
sonably close phonetic
spelling, and the word
you seek or words simi-
lar to your entry will be
displayed.

" Acronyms are shortened

forms of names or
expressions typically
formed from the first let-
ter of each word. For
example, AARP stands
for American Associa-
tion of Retired Persons.

Most spell checkers have
an autocorrect feature
that corrects common
spelling errors as you
key. If you frequently
misspell a word, you can
add the troublesome
word to autocorrect.

Chapter 1: Print and Electronic References




[CHECKPOINT 1-3]

Conduct a Spell Check

The following paragraph contains five errors that a spell checker would not flag. Underline each error, and write the
correction above the error.

Did you no that the word ballot (related to the English words ball and balloon) is of Germanic origin? Small, individually
marked or colored balls have been use over the centuries fore secret voting. For example, jurors in ancient Athens voted
to free ore to condemn a person using balls. Even today, some clubs except or reject candidates for membership using

white balls and black balls (thus the word blackball).

[
|
]

'}

Complete Application

1-4.
o Complete the
*’*‘3\ Chapter 1 Web
“¥  Exercise at

miller.swlearning.com.

i

© 2004 Ted Goff

il

“It looks like your blog was hacked
into by someone with really terrible
spelling and grammar skills.
Oh, guess not. Nevermind.”

Thesaurus

An electronic thesaurus presents a word, its part(s) of speech, its mean-
ings, and its associated synonyms. Each synonym you select typically will
cause the electronic thesaurus to offer a new selection of words to
consider—synonyms for the synonym!

Chapter 1: Print and Electronic References



Grammar Checker

A grammar checker evaluates the grammar and style of a message and
suggests corrections and improvements. Grammar checkers identify
typical grammar errors. They also suggest improvements in style, such as
changing from the passive to the active voice, varying sentence structure,
and reducing wordiness.

The grammar checker compares your message with the rules for
grammar and style contained in the software program. As shown in the
following example, a grammar checker does not catch all errors, nor is
the checker able to evaluate the intent of your message. Sometimes, the
grammar checker makes suggestions that are incorrect or inappropriate
for the situation.

Original Sentence: Once your credit application have been
approved you will receive a 15 percent discount on your Ist
purchase.

Grammar Checker Review: The grammar checker flagged the
words application have because the singular subject #pplication does
not agree with the plural helping verb have. The grammar checker
suggested these options to correct the subject-verb error: application
has (singular) or applications have (plural).

Analysis: The grammar checker did identify the subject-verb prob-

lem but did not recognize that the sentence begins with an introduc-
tory clause that should be followed by a comma. Also, the grammar

checker did not flag the ordinal figure Isz, which should be the

ordinal word first in this situation.

Corrected Sentence: Once your credit application has been
approved, you will receive a 15 percent discount on your first
purchase.

Electronic spell checkers, thesauruses, and grammar checkers help make
writing and editing easier, but they #re nor substitutes for careful proof-
reading and good language skills. A grammar handbook, style manual, or
other writing reference (printed or online) provides you with adequate
information to make the correct choices for your message.

You may be able to set
the grammar checker to
reflect different writing
styles, such as casual or
business.

Mol

Run the sp;lling and

grammar checkers just
before you proofread
(check your document
for errors). When you
proofread, be alert to
errors that the software
missed.
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Complete the Chapter 1 Review.

0 Complete the Chapter 1 iLrn Activities at miller.swlearning.com.
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