
oa 

or 

A, an, 419
 
A, an, the, repetition of, 418
 
A, the, 518. see also Number of, a and
 

number of, the
 
Abbreviations, 334, 447--49
 
Absolute words, 28-29
 
Abstractions, language uses, 30
 
Accept, except, 512
 
Achievement tests, hints for taking, 212-13
 
Action, 121
 
Active voice, 286-87, 370, 372, 537
 
Ad, prefix, 463
 
Address, inside, 149
 
Addresses, punctuation of, 342
 
Adjective(s), 261, 269, 270, 271
 

and adverb confusion, 423-25
 
controlled, 273
 
effectiveness of, 416-25
 
infinitive used as, 300
 
after noun, 537
 
piled up, 490
 
position, 277
 
predicate, 276
 
predicate, and adverb, 423
 
proper, 446
 

Adjective clause, 313-16
 
Adverb(s), 261-62, 269, 270-71,423
 

and adjective confusion, 423-25
 
controlled, 273
 
effective use of, 416-25
 
infinitive used as, 301
 
piled up, 490
 
and predicate adjective, 423
 
standard use, 421
 
transitional, 480-81
 

Adverb clause, 317-20
 

Index
 

Adverbial noun, 274, 282-83
 
Adverse, averse, 512
 
Affect, effect, 512
 
Agreement
 

and predicate noun or pronoun, 387
 
of pronoun and antecedent, 406
 
of subject and verb, 385-92, 565-66
 

A half, half a (an), 418
 
All ready, already, 512
 
All the farther, as far as, 430
 
Allusion, illusion, 512
 
Almanacs, yearbooks, 243
 
Although, 346--47
 
Among, between, 430
 
Amount, deal of, less; number, many, fewer, 518
 
Analogies, 216-18
 
And, 265-66, 310-11, 337, 389, 400. see also
 

Coordinate conjunction
 
Anecdote, personal, 62
 
Ant, suffix, 465
 
Antecedent, 260
 

ambiguous reference to, 493
 
nearer, agreement of pronoun with, 407
 
pronouns and their, 406-09, 493
 

Antonyms, 214, 245
 
Anymore, 421
 
Any other, 417
 
Apology, letter of, 153
 
Apostrophe, 410, 426-28
 
Application form, 157-58
 
Application letters, 155-57
 

guide for writing, 155
 
Appositive, 281-82, 532-33
 

case of, 399
 
commas to enclose, 342
 
adjective as, punctuation for, 342
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Appreciation, letter of, 152
 
Apt, likely, liable, 521
 
Aptitude tests
 

hints for taking, 212-13
 
scholastic, 214-21
 
verbal,213
 

Articles, writing, 98-100
 
checklist for, 99-100
 

As, 346-47,430
 
As far as, 430
 
At, in, 431
 
Atlases, 244
 
Atmosphere in short story, 118-19
 
Attitude, 31
 
Audience
 

choosing a topic for an, 191
 
learning to speak to an, 189-201
 

Authority
 
analyzing an, 225-26
 
mysterious, 226
 

Auxiliary verb. see Verb, auxiliary
 
Avocation, vocation, 513
 

Bandwagon, 229
 
Because, that, 506
 
Being that, 430
 
Beside, besides, 513
 
Between, among, 430
 
Bias, 225
 
Bible, punctuation for, 358
 
Bibliography, preparation of, 139
 
Biographical information, 344
 
Biography, guide for reviewing, 96
 
Block style, 151
 
Body, 150
 
Boldface, 58, 77, 340
 
Book(s), 182--84
 

arrangement of, 235--36
 
capitalization of a part of a, 443
 
hints for reading a, 183
 
reviewing, 96-97
 
source card for a, 130
 

Book list, guide to developing a, 182
 
Borrow, lend, loan, 519
 
Both, 419
 
Both ... and, 266
 
Both, each, 519
 
Brackets, 364
 
Brainstorming, 55--56
 
Bread-and-butter letter, 152-53
 
Bring, take, 519
 
Business, profession, 519
 
Business letter, 149-51, 154-56
 

guides for a streamlined, 154
 
But, 310-11,337
 

Call number, 236-37
 
Call slip, 239
 

Can, could, 381
 
Can, may, 523
 
Capitalization, 442-47
 
Card catalog, 237-39
 
Case, 398
 
Ceed, sede, ced, 461
 
Character, 115-17
 

development of, 115
 
sketch, 117-18
 

Character, reputation, 519
 
Characterization, 120
 
Checking your final copy, 454
 
Citizen, subject, 519
 
Clarity, 337-38, 493
 
Oassification, language as, 23-27
 
Oauses, 309-28
 

adjective, 313-16
 
adverb,317-20
 
dependent, 312
 
elliptical, dangling, 498-99
 
independent, 310
 
nonessential,344
 
noun, 320-23
 
two or more dependent, 325
 
using, 326-28
 

Client, patient, 519
 
Climactic, climatic, 519
 
Oimax,113
 
Oipping file, 239-40
 
Closing, 150
 
Cognate object, 592
 
Colon, 356-59, 361
 
Column, newspaper, 178
 
Com, prefix, 464
 
Comma(s), 335--53, 559~0
 

with compound sentence, 337
 
with contrasting expressions, 341
 
and the dash, 362
 
with echo question, 337
 
in numbers, 336
 
paired, 340-47
 
with parenthetic expressions, 341
 
with quotation marks, 361
 
in a series, 335-36
 
single, 335-40
 

Command,531
 
Communication, 31-32
 
Comparison
 

clear, 417
 
complete, 436
 
double, 417
 
in paragraph development, 62~, 72
 
of two, 416
 

Complement
 
objective, 284--86
 
subjective, 593
 

Complement, compliment, 513
 
Complete predicate, 255
 

steps in finding the, 255
 

Complete subject, 255
 
steps in finding the, 255
 

Complex sentence, 312-31, 534-35
 
Complication in short-story devell
 
Compliment, complement, 513
 
Composition
 

basic expository writing, 83-101
 
effective English sentence, 45--5
 
letter writing, 149-59
 
narrative writing, 103-25
 
research paper, 127-47
 
steps to better paragraphs, 5~
 

Compound-complex sentence, 32~
 
Compound personal pronouns, 4(
 
Compound predicate, 311, 533-34
 
Compound sentence, 309-11
 

punctuation of, 337
 
Compound words, capitalization
 
Comprise, compose, 520
 
Conciseness
 

omitting unnecessary words fOI
 
verbals for, 303-04
 

Conflict in short-story developmE
 
Congratulations and reply, letter
 
Conjugation, 593
 

of to be, 593-94
 
of to see, 594-95
 

Conjunction(s), 265~6
 

comma with, 346-47
 
in compound sentences, 337
 
coordinate, 310-11
 
correlative, 266, 501
 
paired, 266, 501
 
and prepositions, 429-32
 
subordinate, 312
 

Connectives
 
accurate, 505
 
in paragraphs, 66-67,77--80
 

Connotation, 9
 
Consonant, final, 468~9
 

Construction
 
shifts in, 503-04
 
unfinished and mixed, 504
 

Consul, council, counsel, 513
 
Contemptible, contemptuous, 513
 
Context, word meaning from, 1/il 
Continual, continuous, 513
 
Contractions and possessive pror 
Contrasting expression, punctuat 
Conversation, 186--89 

sentence fragments in, 475-79
 
Conversation types, avoiding the
 

187--88
 
Coordinate conjunction, 310-11
 

punctuation with, 337
 
Corrections, final copy, 453-54
 
Correlative conjunctions, 266
 
Could've, 253
 
Council, consul, counsel, 513
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Complete subject, 255
 
steps in finding the, 255
 

Complex sentence, 312-31, 534-35, 557-59
 
Complication in short-story development, 113
 
Compliment, complement, 513
 
Composition
 

basic expository writing, 83-101
 
effective English sentence, 45-53
 
letter writing, 149-59
 
narrative writing, 103-25
 
research paper, 127-47
 
steps to better paragraphs, 55-81
 

Compound-complex sentence, 324
 
Compound personal pronouns, 404
 
Compound predicate, 311, 533-34
 
Compound sentence, 309-11
 

punctuation of, 337
 
Compound words, capitalization of, 442
 
Comprise, compose, 520
 
Conciseness
 

omitting unnecessary words for, 433
 
verbals for, 303-04
 

Conflict in short-story development, 113
 
Congratulations and reply, letter of, 153
 
Conjugation, 593
 

ofto be, 593-94
 
of to see, 594-95
 

Conjunction(s), 265-66
 
comma with, 346-47
 
in compound sentences, 337
 
coordinate, 310-11
 
correlative, 266, 501
 
paired, 266, 501
 
and prepositions, 429-32
 
subordinate, 312
 

Connectives
 
accurate, 505
 
in paragraphs, 66--67, 77-80
 

Connotation, 9
 
Consonant, final, 468-69
 
Construction
 

shifts in, 503-04
 
unfinished and mixed, 504
 

Consul, council, counsel, 513
 
Contemptible, contemptuous, 513
 
Context, word meaning from, 166-67
 
Continual, continuous, 513
 
Contractions and possessive pronouns, 410
 
Contrasting expression, punctuation for, 341
 
Conversation, 186-89
 

sentence fragments in, 475-79
 
Conversation types, avoiding the nine deadly,
 

187-88
 
Coordinate conjunction, 310-11
 

punctuation with, 337
 
Corrections, final copy, 453-54
 
Correlative conjunctions, 266
 
Could've, 253
 
Council, consul, counsel, 513
 

Credible, credulous, creditable, 514
 
Cross-references in card catalog, 238-39
 

Dangling expressions, 498-99, 573-74
 
Dash, 362-63
 
Dates, punctuation of, 342
 
De, prefix, 465
 
Deal of, 518
 
Decimal point, 334
 
Declarative sentences, 592
 
Definitions
 

for fun, 86
 
longer, 87-88
 
as method of paragraph development, 60
 
paragraph, 73-74
 
tests for logical, 84
 
writing clear, complete, 84-88
 

Definitive, definite, 523
 
Denotation, 9
 
Dependent clause, 312
 
Description, 103, 107-11
 

direct, 120
 
in expository writing, 100-01
 
and painting pictures in words, 107-09
 
vivid suggestions for, 109
 

Details
 
in paragraph development, 59-60
 
spotting, in reading, 163
 
supporting, 70
 

Diagraming, 321-22
 
adjective clauses, 313-15
 
adverb clauses, 317-18
 
adverbial nouns, 282-83
 
appositives, 282
 
direct objects, 278
 
gerunds, 296-97
 
indirect objects, 279-80
 
infinitive phrases, 301
 
participles, 293-94
 
predicate adjectives, 276
 
predicate nominatives, 285
 
sentences, 261, 262, 265-66
 

Dialog, 121
 
capturing people in, 105
 
hints for writing, 105-07
 

Diagnostic test, 251, 292, 308, 332-33, 354-55,
 
367-68,385,396-97,415-16,441,456,474,
 
488-89,527
 

Dictionaries, unabridged, 243
 
Dilemma, problem, 520
 
Directions, giving, 88-92
 

guides for, 90-91
 
Direct object, 278
 
Direct quotation, 359-60, 531
 
Disinterested, uninterested, 523
 
Distortion of facts, 227-28
 
Doesn't, don't, 387
 
Double comparison, 417
 
Double letters, 460
 

---- -- ~-- \. '",--"'.. 
--..~............ 
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Double negative, 420
 
Double subject, 433
 
Doubt that, 430
 
Draft, final, 139-47,452-55
 

hints on preparing a, 146
 
Draft, first, 136-37
 

of a speech, 195-96
 
Draft, rough, 122
 
Drama, guide for reviewing, 97
 

Each, both, 519
 
Each, every, 390,406
 
Echo question and use of comma, 337
 
Editorials, 178-79
 
Effect, affect, 512
 
Either, neither, 520
 
Either . .. or, 266. see also Correlative
 

conjunctions 
Emigrant, immigrant, 514
 
Eminent, imminent, 514
 
Emphasis with a dash, 362-63
 
Emphatic forms, 384
 
Encyclopedia article, source card for, 130
 
Encyclopedias, 243
 
Ending, short-story, 122
 
English, formal and informal, 5-9
 
Enormity, enonnousness, 520
 
Ent, suffix, 465
 
Enunciation and pronunciation, 458
 
Envelope, 151
 
Enviable, envious, 520
 
Er, the syllable, 459
 
Essays, writing, 98
 
Essay test, 220
 

hints on taking an, 209-10
 
Etc., 448
 
Euphemisms, 14
 
Every, each, 390, 406
 
Exaggeration, 539
 
Examination, taking an, 208-20
 

hints on, 208-09
 
Examinations. see Tests, taking
 
Examples
 

in definitions, 73-74
 
paragraph development, 59, 63
 

Except, accept, 512
 
Exclamation point, 334
 

and quotation marks, 361
 
Exclamations, sentence variety using, 531
 
Exclamatory sentences, 592
 
Exercises, supplementary practice, 547-88
 
Expert ... in what?, 225-26
 
Explanations, giving, 88-92, 94
 

guides for, 90-91
 
Explicit, implicit, 520
 
Exposition, 103
 
Expository writing, basic, 83-101
 

Facts on file, 240
 
Feature story, 178
 
Few, little, 520
 
Fewer, 518
 
Fiction, 235
 

guide for reviewing, 97
 
Figurative, literal, 521
 
Figurative and literal expressions, 509
 
Figurative language, 34--42
 
Figures, writing, 450-51
 
Final c, 469
 
Final consonant, 468-69
 
Final copy. see Draft, final
 
Final draft. see Draft, final
 
Final e, 467
 
Final y, 466
 
First draft. see Draft, first
 
First words, capitalization of, 442
 
Flammable, inflammable, 521
 
Flaunt, flout, 514
 
Flexible mind, 224-25
 
Flout, flaunt, 514
 
Footnotes, proper form for, 137-38
 
For, punctuation with, 346--47
 
Formal English, 5-7, 400
 
Formal introduction, 357
 
Formal resolution, 357
 
Former, first; latter, last, 521
 
Friendly letter, 149-53
 
Full, fulsome, 521
 
Future perfect tense, 373
 
Future tense, 373
 

progressive for, 383
 

Gazetteers, 244
 
Gender, 407
 
Generalities, 228-29
 
Generalizations, use of, in language, 27
 
Gerund, 292, 295-300
 

modifier of, 410
 
and participle, 299-300
 
with a possessive, 299
 

Gerund phrase, 298
 
Good, well, 424
 
Grammar, 251-52, 551-52, 568-70, 591
 

compound and complex ~entences, 308-30
 
the simple sentence, 251-91
 
verbals, 292-307
 

Grammatical element, wrong, 503
 

Had of, 431
 
Half a (an), a half, 418-19
 
He, 407
 
Heading, 149
 
Her, 407
 
Heteronyms, 517
 
His, 407
 

His or her, 407
 
Homonyms, 517
 

fun with, 518
 
Human-interest story, 98
 
Hyperbole, 41
 

I, 0, capitalization of, 442
 
Ideas not related, 539
 
Illusion, allusion, 512
 
Imminent, eminent, 514
 
Immigrant, emigrant, 514
 
Imperative mood, 592
 
Imperative sentences, 592
 
Implicit, explicit, 520
 
Implied reference, 493
 
Importance, order of, 65--66
 
Impromptu speeches, 199-200
 
In, at, 431
 
In, into, 431
 
In, the prefix, 463
 
Indented style, 151
 
Independent clause, 310
 
Indicative mood, 592
 
Indirect object, 279-81
 

retained, 286, 'ZB7 
Infer, imply, 523-24
 
Inferences
 

drawing, 163-64
 
making, 164-66
 

Infinitive, 292, 300-02
 
dangling, 498
 
perfect, 381
 

Infinitive phrase, 301
 
introductory, 338
 

Inflammable, flammable, 521
 
Informal English, 5-7
 
Initials, period after, 334
 
Inquiry and request letters, 154
 

guides for writing, 154
 
Inside address, 149
 
Intention, 32
 
Interjection, 267
 
Interrogative sentences, 592
 
Interrupters, long, 501
 
Into, in, 431
 
Intransitive verb, 370
 
Introduction, formal, 357
 
Inverted order, 256-58
 
Invitation, reply to an, 153
 
Irregular verbs, 369
 
It 

with or without an antecedel
 
indefinite, in formal use, 495
 

Italic type, 58
 

Jargon, 14-15
 
Judgments
 

making, 164-66
 
two-value, 33
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Language 
abstractions, 30 
classification, 23-27 
as a contract, 22-23 
figurative, 34-42 
flowery, 491 
generalizations in, 27 
and point of view, 32 
three jobs for, 226-27 
what you see determined by, 22 

Latter, last; former, first, 521 
Lay, lie, 375--77 
Learn, teach, 521 
Legible, readable, 524 
Lend, loan, borrow, 519 
Less, 518 
Letters 

capitalization in, 442 
courtesy, 152-53 
to the editor, 95-96 
form of and punctuation of, 149-51, 339 
hints for interesting, 152 
of inquiry and request, 154-55 
style of, 151 
of sympathy, 153 
of thanks, 152 
writing, 149-59 

Library, 235-47 
Lie, lay, 375--77 
Likely, liable, apt, 521 
Linking verb, 275--76 
Literal, figurative, 521 
Literal and figurative expressions, 509 
Literary abbreviations, 449 
Literary allusions, 245 
Loan, borrow, lend, 519 
Logical statement, 509 
Loose, lose, 514 

Magazine article 
source card for, 130 
writing the, 99-100 

Magazines, 180-82 
Main idea, 57-59, 134 

in paragraph conclusion, 67 
in reading, 161-62 

Majority, plurality, 521 
Many, 518 
Margins of final copy, 452-53 
Marking symbols, 5% 
Mastery test, 290-91, 307, 330-31, 353-54, 

365-66, 384-85, 394-95, 412, 437-38, 455, 
470-71, 486-87, 526, 544-45 

Materials for final copy, 452 
May, can, 523 
May, might, 381 
Meaning, literal, 31 
Mechanics, 441-55 

I 
\
i"'.,. 

His or her, 407 
Homonyms, 517 

fun with, 518 
Human-interest story, 98 
Hyperbole, 41 

I, 0, capitalization of, 442 
Ideas not related, 539 
Illusion, allusion, 512 
Imminent, eminent, 514 
Immigrant, emigrant, 514 
Imperative mood, 592 
Imperative sentences, 592 
Implicit, explicit, 520 
Implied reference, 493 
Importance, order of, 65-66 
Impromptu speeches, 199-200 
In, at, 431 
In, into, 431 
In, the prefix, 463 
Indented style, 151 
Independent clause, 310 
Indicative mood, 592 
Indirect object, 279-81 

retained, 286, 287 
Infer, imply, 523-24 
Inferences 

drawing, 163-64 
making, 164-66 

Infinitive, 292, 300-02 
dangling, 498 
perfect, 381 

Infinitive phrase, 301 
introductory, 338 

Inflammable, flammable, 521 
Informal English, 5--7 
Initials, period after, 334 
Inquiry and request letters, 154-55 

guides for writing, 154 
Inside address, 149 
Intention, 32 
Interjection, 267 
Interrogative sentences, 592 
Interrupters, long, 501 
Into, in, 431 
Intransitive verb, 370 
Introduction, formal, 357 
Inverted order, 256-58 
Invitation, reply to an, 153 
Irregular verbs, 369 
It 

with or without an antecedent, 408 
indefinite, in formal use, 495 

Italic type, 58 

Jargon, 14-15 
Judgments 

making, 164-66 
two-value, 33 

age,27 
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Mental aids in spelling, 460
 
Metaphor, 37-39
 

mixed,508
 
tricky, 38-39
 

Metonymy, 40
 
Militate, mitigate, 522
 
Mini-paragraph, mastering the, 51-52
 
Mitigate, militate, 522
 
Modifier, 252, 255, 415-25. see also Adjec

tive(s); Adverb(s); etc.
 
essential, 345
 
misplaced, 500
 
nonessential, 345--46
 
squinting, 501
 

Mood
 
in a short story, 118-19
 
or tone, 31
 
of verbs, 592
 

Name
 
with date and class as heading, 453
 
a person's, used for a product, 478
 

Name-calling, 228-29
 
Narration, definition of, 103-04
 
Narrative writing, 103-25
 
Narrow-mindedness, 224
 
Negative, double, 420
 
Neither, either, 520
 
Neither . .. nor, 266,310,389,431
 
Newspapers, 175-80. see also Story, feature;
 

Story, human-interest; Story, writing a 
news
 

departments of, 177
 
hints for reading, 177
 
judging, 176
 

News story, 93-94, 178
 
hints for writing a, 93
 

New York Times Index, 240
 
No, punctuation with, 343
 
Nominative absolute, 592
 
Nominative of address, 592
 
Nominative case, 398
 
Nominative, predicate, 276, 284-85
 
None, some, 390 '
 
Nonessentials, 537, 572
 
Nonfiction, 236
 
Nor, 310-11,337,389
 
Nor, or, 431
 
Notebook
 

keeping a, 112
 
vocabulary, 3
 

Noted, notorious, 522
 
Notes, organization of, 134
 
Note-taking, 131-34,205-06
 

hints for, 205-06
 
suggestions for, 131
 

Not only . .. but also, 266
 
Notorious, noted, 522
 

Noun(s), 259, 268-69, 270, 271, 425-29
 
abstract, 259
 
adverbial, 274, 282--83
 
collective, 259, 391, 407
 
infinitive used as a, 300
 
plurals and possessives, 425
 
possessive, 274, 426-29
 
predicate, 275, 387
 
proper, capitalization of, 443--46
 
specific, 273
 

Noun clause, 320-23
 
Now, punctuation with, 343
 
Number, many, fewer; amount, deal of, less, 518
 
Number of, a and number of, the, 391
 
Numbers
 

comma with, 336
 
page, 453
 
writing, 450-52
 

0, I, capitalization of, 442
 
Object
 

cognate, 592
 
direct, 278, 280-81
 
indirect, 279-80
 
retained, 286, 287
 
secondary, 593
 

Objective case, 398-99
 
Objective complement, 284-86
 
Objective and subjective writing, 47-49
 
Objective tests, hints on taking, 209
 
Off of, 431
 
Oh, punctuation with, 343
 
Omission, incorrect, 434
 
One of, 388
 
One's, 407
 
Open mind, 224-25
 
Or, 310-11,337
 
Or, nor, 389,431
 

antecedents and, 406
 
Order
 

inverted, 256-58
 
in paragraph unity, 64-65
 

Ought, 377
 
Ous, the suffix, 461
 
Outcome
 

predicting an, 168
 
in a short story, 113
 

Outline
 
hints for developing your, 194-95
 
preparation of an, 135-36
 
of a speech, 194-95
 

Overpunctuation, 349-50
 

Paired commas, 340--47 
Paragraph
 

conclusion, 67
 
definitions, 73
 
development, 58-63
 

elements in an effective, 72-73
 
indentation, 453
 
mastering the mini-, 51-52
 
putting together a, 77-80
 
saying something in a, 70-72
 
starting anew, 68
 
steps to abetter, 55--81
 
summary of precis, 75-76
 
twelve-point program for a bet
 
unity, 63-64
 

Parallel sentence structure, 542-4
 
Parentheses, 363
 
Parenthetic expressions, use of, ~
 

Parenthetic matter and dashes, 31
 
Partake, participate, 524
 
Participial phrase, 294, 338
 
Participle, 274-75, 292-95
 

dangling, 497-98
 
and gerund, 299-300
 
perfect, 381
 

Parts of speech, 259-75
 
structure clues for, 268-72
 

Passive voice, 286-87, 370, 372-7
 
Past participle, 377
 
Past perfect tense, 379
 
Past tense, 378
 
Perfect infinitive, 381
 
Perfect participle, 381
 
Period, 333, 334, 448
 
Perpetrate, perpetuate, 514
 
Persecute, prosecute, 514
 
Personal address, 343
 
Personal pronouns, compound,4
 
Personification, 40, 443
 
Phrase, 263
 

dangling, 498
 
introductory, 338-39
 
nonessential, 344
 

Place order as method of paragra
 
Plain folks appeal, 229
 
Plot, developing a, 112-13
 
Plural
 

in form, singular in idea, 389-'
 
forming the, 425
 
of measure units, 425-26
 

Plurality, majority, 521
 
Point of view
 

determining the author's, 167
 
language influenced by, 32
 
for the short story, UO
 
"who says so," bias of, 225
 

Positive and negative and agreeD
 
Possession, joint, 428
 
Possessive
 

forming the, 426
 
with gerund, 299
 
noun, 274
 
plural,427
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elements in an effective, 72-73
 
indentation, 453
 
mastering the mini-, 51-52
 
putting together a, 77-80
 
saying something in a, 70-72
 
starting a new, 68
 
steps to a better, 55-81
 
summary of precis, 75-76
 
twelve-point program for a better, 55-68
 
unity, 63-64
 

Parallel sentence structure, 542-43
 
Parentheses, 363
 
Parenthetic expressions, use of, 341
 
Parenthetic matter and dashes, 362
 
Partake, participate, 524
 
Participial phrase, 294, 338
 
Participle, 274-75, 292-95
 

dangling, 497-98
 
and gerund, 299-300
 
perfect, 381
 

Parts of speech, 259-75
 
structure clues for, 268-72
 

Passive voice, 286-87, 370, 372-73, 538
 
Past participle, 377
 
Past perfect tense, 379
 
Past tense, 378
 
Perfect infinitive, 381
 
Perfect participle, 381
 
Period, 333, 334, 448
 
Perpetrate, perpetuate, 514
 
Persecute, prosecute, 514
 
Personal address, 343
 
Personal pronouns, compound, 404
 
Personification, 40, 443
 
Phrase, 263
 

dangling, 498
 
introductory, 338-39
 
nonessential, 344
 

Place order as method of paragraph unity, 65
 
Plain folks appeal, 229
 
Plot, developing a, 112-13
 
Plural
 

in form, singular in idea, 389-90
 
forming the, 425
 
of measure units, 425-26
 

Plurality, majority, 521
 
Point of view
 

determining the author's, 167
 
language influenced by, 32
 
for the short story, 120
 
"who says so," bias of, 225
 

Positive and negative and agreement, 387
 
Possession, joint, 428
 
Possessive
 

forming the, 426
 
with gerund, 299
 
noun, 274
 
plural,427
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pronoun, 274, 410
 
singular, 426
 
using the, 427
 

Practice exercises, supplementary, 547-88
 
Precis, 75-76
 
Predicate, complete, 255
 
Predicate, compound, 311, 533-34
 
Predicate adjective, 276-77
 

and verb, 423
 
Predicate nominative, 284-85
 

and passive voice, 276
 
Predicate noun, 275
 

and agreement, 387
 
Predicate pronoun, 275
 

and agreement, 387
 
Predicting outcome, 168
 
Prefixes, 462-69
 
Premise, premises, 522
 
Preposition(s), 262-63
 

and conjunctions, 429-32
 
needed,436
 
object of, 263
 

Prepositional phrase, 263
 
introductory, 338
 

Present perfect tense, 378-79
 
Principal, principle, 514
 
Principal parts of verbs, 368-74
 
Principle, principal, 514
 
Problem, dilemma, 520
 
Profession, business, 519
 
Progressive forms, 382-84
 
Pronoun(s), 260, 396-414, 567-68
 

with and, 400
 
antecedent of, 406-09, 493
 
compound personal, 404
 
manners, 404
 
possessive, 274,410
 
predicate, 275, 387, 398
 
relative, 409-10
 

Propaganda, 227-31
 
devices, 228-30
 

Proper adjectives, 446
 
Proper nouns, 443-46
 
Prosecute, persecute, 514
 
Proverbs, 28
 
"Provincialism:' 224
 
Public speaking, 189-203
 
Punctuation, 333-53, 560-63
 

nonessential, 349
 
Purpose of your speech, 191-92
 

Question mark, 334
 
and quotation marks, 361
 

Questions
 
echo, 337
 
sentence variety with, 531
 

Quotation, 244-45
 
direct, 359-60, 531, 560-61
 

! 
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punctuation of a, 343
 
within a quotation, 361
 

Quotation marks, 359-62
 
with borrowed words, 360
 
punctuation with, 361
 
and quoted paragraphs, 362
 
single, 361
 
with slang, 360
 
with titles, 361
 

Raise, rise, 375--77
 
Readability of final copy, 452
 
Readable, legible, 524
 
Readers' Guide, 240-43
 
Reading
 

comprehension test, 218
 
critical, 161--85
 
for information and enjoyment, 175--85
 
key skills in, 161--85
 
skills, review of, 169-70
 

Reality, words and, 19-22
 
Reasons in paragraph development, 62, 73
 
Reference books, 243-46
 
Regular verbs, 368-69
 
Relative pronouns, 409-10
 
Remember, recollect, 522
 
Repetition
 

for clearness, 510
 
in definitions, 74
 
and restatement in paragraph development,
 

59
 
tautology (saying it twice), 490
 

Reports
 
ey'ewitness, 110-11
 
making, 164-66
 
secretary's, 92
 

Reputation, character, 519
 
Research
 

the joys of, 244
 
paper, 127-47
 
for a speech, 192-93
 

Resources and study skills
 
the library, 235-47
 
test taking, 205-21
 
thinking, 223-33
 

Respectfully, respectively, 515
 
Retained object, 286--87 

indirect, 286--87
 
Rhetoric, 591
 
Rise, Raise, 375-77
 
Rob, steal, 522
 
Rough draft. see Draft, rough
 

S, ss, pronunciation of, 459
 
Salutation, 149, 358
 
Saying what you mean, difficulty of, 494
 
Say it and spell it, 458
 
Scholastic Aptitude Test (SAT), 214-21
 

Scientific slant, 229
 
Secondary object, 593
 
Secretary's report, 92
 
Seldom, usually, 421
 
Semiblock style, 151
 
Semicolon, 355--56, 361
 
Sentence(s),252
 

abbreviation at the end of a, 448
 
clear, 492-511, 570-72, 572-73
 
clear, concise, 488-526, 574
 
clumsy, 502
 
complete, 474--87 
completions, 215--16 
complex, 312-21, 534-35
 
compound,309-11, 337
 
compound-complex, 324
 
connectives, 505-07
 
construction, overlapping, 541
 
direct and strong, 47
 
effective English, 45--53 
follow-up, 49-50
 
fragment, 475--79 
inverted, 386
 
kinds of, 556-57, 592
 
long, 528-29
 
objective, 47-49
 
order, 256-58
 
overloaded, 4%,573 
with parallel structure, 542-43
 
pleasing, forceful, 527-46, 574
 
rambling, 540
 
run-together, 480--83 
saying what you mean simply, 46-47
 
shifts, 503--05 
short, 528
 
simple, 251-91
 
topic, 57-59
 
unified, 539-41
 
varied, 528-32
 

Sentence patterns, 268-69, 288-90, 555
 
using subordinate clauses, 328-30
 
verbals in, 305--06
 

Series
 
parallelism in a, 542
 
use of comma in a, 335-36
 

Set, sit, 375--77
 
Setting, 121
 

for a short story, 118-19
 
Shall, should, 381
 
She, 407
 
Short story
 

beginning a, 120
 
development of a, 113
 
hints for appreciating a, 123
 
outcome in a, 113
 
revising (cutting) a, 122
 
setting of a, 118
 
situation in a, 113
 

theme for writing a, 119
 
writing a, 111-24
 

Should've, 253
 
Signature, 150
 
Simile, 39-40
 
Simple sentence, 258
 
Simple subject, 254
 
Since, punctuation with, 346-47
 
Sit, set, 375--77
 
Skimming, 168-69
 
Slang, 7-9
 

quotation marks with, 360
 
Slanting, 34. see also Point of vil
 
Snob appeal, 229
 
Some, 389
 
Some time, sometime, 522
 
Source
 

cards, preparing, 130-31
 
finding a, 129
 

Speaker's performance, evaluatil 
Speaking and listening 

effective and attentive, 186-2C 
Speech
 

extemporaneous, 190
 
figures of, 40-41
 
formal,190
 
hints for writing a, 196
 
impromptu, 190
 
memorized,19O
 
organizing a, 193-95
 
practical problems of, 201
 
practicing a, 1%-97
 
purpose of a, 191-92
 

Spelling, 456-73
 
funny, 464
 
mental aids in, 460
 
problems, 457
 

Stage fright, 197-98
 
Standard written English test, 2
 
Statue, stature, statute, 515
 
Steal, rob, 522
 
Story
 

feature, 98-99
 
human-interest, 98
 
ideas, looking around you for
 
short, 111-24
 
strategy, developing a, 114
 
telling your own, 104
 
writing a news, 93-94
 

Study habits, developing efficie
 
Studying a textbook assignrnen
 

206-07
 
Style, 251-52
 

arrangement of sentence p
 
and clear, concise sentences
 
and complete sentences, 47
 
improving, suggestions for
 
and pleasing, forceful sent
 



theme for writing a, 119
 
writing a, 111-24
 

Should've, 253
 
Signature, 150
 
Simile, 39-40
 
Simple sentence, 258
 
Simple subject, 254
 
Since, punctuation with, 346-47
 
Sit, set, 375-77
 
Skimming, 168-69
 
Slang, 7-9
 

quotation marks with, 360
 
Slanting, 34. see also Point of view
 
Snob appeal, 229
 
Some, 389
 
Some time, sometime, 522
 
Source
 

cards, preparing, 130-31
 
finding a, 129
 

Speaker's performance, evaluating a, 199
 
Speaking and listening
 

effective and attentive, 186-203
 
Speech
 

extemporaneous, 190
 
figures of, 40-41
 
formal, 190
 
hints for writing a, 196
 
impromptu, 190
 
memorized, 190
 
organizing a, 193-95
 
practical problems of, 201
 
practicing a, 196-97
 
purpose of a, 191-92
 

Spelling, 456-73
 
funny, 464
 
mental aids in, 460
 
problems, 457
 

Stage fright, 197-98
 
Standard written English test, 218-20
 
Statue, stature, statute, 515
 
Steal, rob, 522
 
Story
 

feature, 98-99
 
human-interest, ~8
 

ideas, looking around you for, 112
 
short, 111-24
 
strategy, developing a, 114
 
telling your own, 104
 
writing a news, 93-94
 

Study habits, developing efficient, 206-08
 
Studying a textbook assignment, guides for,
 

206-07
 
Style, 251-52
 

arrangement of sentence parts for, 257
 
and clear, concise sentences, 488-526
 
and complete sentences, 474-87
 
improving, suggestions for, 273-74
 
and pleasing, forceful sentences, 527-46
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Subject, 252-59
 
case of, 398
 
complete, 255
 
double, 433
 
of infinitive, 399
 
other words before the, 257, 529-31
 
simple, 254
 
words after the, 387
 

Subject and verb agreement, 385-92, 565-66
 
Subjective and objective writing, 47-49
 
Subjective complement, 593
 
Subjunctive mood, 592
 
Subordinate clauses in sentence patterns,
 

328-30
 
Subordinate conjunctions, 312
 
Suffixes, 462-69
 
Summary or precis, 75-76
 
Superlatives, 416
 
Supplementary practice exercises, 547-88
 
Symbols, 20
 

marking, 596
 
words as, 20-21
 

Sympathy letters, 153
 
Synecdoche, 40-41
 
Synonyms, 11-14, 245
 

Take, bring, 519
 
Taunt, taut, 522
 
Teach, learn, 521
 
Tense, 372-84
 

shift, 380
 
Testimonial, 229
 
Tests
 

aptitude and achievement, 212-20
 
objective and essay, 209-12
 
preparing for, 207-08
 
reviewing for, 207-08
 
taking, 205-21
 

Than, then, 431
 
Than, when, 431
 
Thank-you letter for a gift, 152
 
That, 387-88,409-10,418
 
That, because, 506
 
That, this, 496
 
The, a, 518
 
Their, there, 422
 
Them, 418
 
Theme, 121
 

for writing a short story, 119
 
Then, than, 431
 
There, beginning a sentence, 257
 
There, their, 422
 
These, 418
 
They
 

with or without an antecedent, 408
 
indefinite in formal use, 495
 

Thinking, 223-33
 
Thinking, clear, 507-11
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This, that, 496
 
This, that, these, those, 418
 
Those, 418
 
Though, punctuation with, 346-47
 
Time, punctuation for, 258
 
Time limit for speeches, 191
 
Time order in paragraph unity, 64-65
 
Titles
 

abbreviation of, 448
 
placement and form of, 453
 
quotation marks with, 361
 
story,. 122
 
underlining, 361
 

To, too, 422
 
Topic
 

exploring a, 128-29
 
narrowing the, 56-57
 
picking a, 127-28
 
for a speech, 190-91
 

Topic sentence, 57-58
 
development of, 58-63
 
stimulating curiosity with a, 58
 

Transfer, 229-31
 
Transitional adverb, 480-81
 
Transitive, 370
 
Twisting of facts, 227-28
 

Unabridged dictionaries, 243
 
Unaccented syllable, 461
 
Underlining titles, 361
 
Understatement, 41
 
Uninterested, disinterested, 523
 
Unless, without, 430
 
Us, we, 399
 
Usage, 251-52, 552-53, 568-70, 591
 

mechanics, 441-55
 
modifiers, nouns, and joining words,
 

415-40
 
pronouns, 396-414
 
punctuation, 332-66
 
spelling, 456-73
 
verbs, 367-95
 

Usually, seldom, 421
 

Verb, 252-59, 260, 268, 270, 271,367-95
 
active or passive voice of, 286--87, 370,
 

537-38
 
agreement of, with subject, 385-92, 565-66
 
auxiliary, 253, 377, 436
 
colorful, 392
 
forms, 563-65
 
irregular, 369
 
linking, 275-76
 
powerful, 273
 
principal parts of, 368-69
 
regular, 368-69
 
repeated, 435
 

transitive and intransitive, 370-72
 
vivid,393
 

Verbals, 292-307
 
for conciseness, 303-04, 556
 
in forceful sentences, 536-37
 
in the sentence pattern, 305-06
 

Vertical file or clipping file, 239-40
 
Very, 422
 
Vocabulary, building a, 1-4
 

hints for, 3
 
Vocabulary notebok, 3
 
Vocation, avocation, 513
 
Voice
 

active and passive, 286-87, 370, 537-38
 
passive, 276
 

Want, 422
 
We, us, 399
 
Well, good, 424
 
Well, punctuation for, 343
 
What, 410
 
When, than, 431
 
When, where, 505-06
 
Where, 431
 
Which, 387--88,409-10,495
 
Who, 387-88, 402-04, 409-10
 
Whoever, 402-04
 
Whom, 402-04, 409-10
 
Whomever, 402-04
 
"Who says so," bias of, 225
 
Why, punctuation with, 343
 
Will, would, 381
 
Without, unless, 430
 
Word(s)
 

absolute, 28-29
 
accurate, 507
 
analogies, 216-18
 
borrowed, 360
 
choice of, 1-17
 
connotation of, 9-10
 
as different parts of speech, 267-68
 
with double roles, 274-75
 
endings, 269-71
 
the exact, 511-46
 
to fit the occasion, 4
 
meaning, derived from context, 166-67
 
the most dangerous, 29
 
the nature of, 19-43
 
paint pictures with, 107
 
for phrase, 273
 
and reality, 19-22
 
signal,271
 
simple, 491
 
troublesome, 512-15, 518-22
 
useless, 489-90
 
to watch, 522-24
 
writing numbers in, 451
 
at your service, 253, 297, 373, 397
 

Wordiness, eliminating, 15-16
 
Word study, 16, 42, 52, 80, 101, ]
 

172, 184--85, 220-21, 232, 246
 
Would,377 
Would've, 253
 
Writing. see also Composition
 

freedom in paragraph, 61
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Wordiness, eliminating, 15-16 sample (essay test), 220
 
Word study, 16,42, 52, 80, 101, 124, 147, 157, subjective and objective, 47-49
 

172, 184-85, 220-21, 232, 246, 583-88
 
Would,377 Yes, punctuation with, 343
 
Would've, 253 You, 408
 
Writing. see also Composition indefinite, 495
 

freedom in paragraph, 61 Your, 408
 
You were, 386
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