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R

Reflexive pronouns, 27

Regular verbs, 24–25

Relative pronouns, 27

Repetition, fixing, 92–93

Restrictive clauses, 50–51

Run-on sentences, 116–17

S

Sayings, misused, 112–13

School papers, 120

Semicolons, 65–67, 117

Sentence fragments, 36

Sentence functions, 36–37

Sentence length, 92–93

Sentence structure

clarity, 52–53, 92–93

clauses, 36–37, 48–51, 63, 67, 116

complements, 44–45

complete sentences, 36–37, 66–67,

116

complex sentences, 37

compound sentences, 37, 63

compound subjects, 42–43

compound-complex sentences, 37

imperative sentences, 39

incomplete sentences, 36, 57

logical sentences, 52–53

non-restrictive clauses, 50–51

objects, 19, 44–45, 86–87

parallelism, 52–53

phrases, 41, 46–48, 87

predicates, 38–39

punctuation, 55–81

restrictive clauses, 50–51

run-on sentences, 116–17

sentence fragments, 36

sentence functions, 36–37

sentence length, 92–93

sentence variety, 92–93

simple sentences, 37

subjects, 38–43

subject-verb agreement, 40–43

wordiness, 116–17

Sentence variety, 92–93

Serial comma, 62–63

Simple past verb forms, 24–25

Simple present verb forms, 24

Simple sentences, 37

Since/because, 121

Singular pronouns, 26, 41

Singular subjects, 42–43

Singular verbs, 40–43

Slang, 65, 96–97

Slash, 78–79

Speech, parts of, 13–33. See also Parts

of speech

Squinting modifiers, 115

Style guides, 100–101

Subjects

compound subjects, 42–43

explanation of, 38–43

plural subjects, 42–43

singular subjects, 42–43

subject-verb agreement, 40–43

Subordinate clauses, 36–37, 49

Subordinating conjunctions, 31

Synonyms, 92, 93

T

Technical terms, 65, 85, 105

That/which, 51

Their/there/they’re, 106

Thesaurus, 93

Titles, 41, 57, 65, 67, 74–75

Too/to/two, 107

Toward/towards, 121

Transitional words/phrases, 88–89

Transitive verbs, 19

U

Underlining, 74–75

URLs, 78



 
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
               
          

V

Variety, using, 92–93

Verbs

action verbs, 18–19, 86

auxiliary verbs, 18, 23, 87

of being, 18, 19

infinitive verb forms, 24–25

intransitive verbs, 19

irregular verbs, 24–25

linking verbs, 18, 45

negative verb forms, 118

past participle verb forms, 24–25

plural verbs, 40–43

present participle verb forms, 24

regular verbs, 24–25

simple past verb forms, 24–25

simple present verb forms, 24

singular verbs, 40–43

subject-verb agreement, 40–43

tenses, 22–23, 53, 87

transitive verbs, 19

Voice, active, 52, 86–87

Voice, passive, 52, 86–87, 117

W

Which/that, 51

Whose/who’s, 106

Who/whom, 108–9, 120

Word processing programs, 99

Wordiness, 116–17

Words, confused, 106–7

Writing purpose, 84–85

Writing style

active voice, 52, 86–87

audience and, 84–85

clarity, 52–53, 92–93

content considerations, 84–85

dialect, 96–97

foreign words/phrases, 74, 94–95

goal of, 84–85

improving, 98–99

paragraph structure, 90–91

passive voice, 52, 86–87, 117

purpose of, 84–85

repetition and, 92–93

sentence length, 92–93

sentence variety, 92–93

slang, 65, 96–97

style guides, 100–101

transitional words/phrases, 88–89

Y

You and me/you and I, 120

Your/you’re, 106
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