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First Arm: Convention Chart 

Symbol   Meaning of Symbol    reference page 
 

agr    Make subject and verb or pronoun   pp. 20-25 

and antecedent agree     

 
case    Use correct pronoun case   p. 35  
 

 cs    Fix comma splice    p.28  
         

dm/mm   Fix dangling or misplaced modifier  p. 32 

 

frag    Fix sentence fragment    pp. 27-28 

 

fs    Fix fused sentence (run-on)   p. 28 

 

ital    Add or delete ital 
 

p    Insert, change, or delete punctuation  pp. 27-32  39 
 

pass    Fix needless passive voice   pp. 32-33 
 

ref    Fix ambiguous/ vague pronoun reference p. 35-36 

 

sp    Use correct spelling 

 

ss    Improve sentence structure 

 
trans    Improve transition 

 

vb    Use correct verb tense or form  pp. 25-27 

 

ww    Wrong word     pp. 36-38 

 

 or no    Insert or delete apostrophe   p. 27 

 

 or no    Insert or delete comma   pp. 29-30 

 

¶    Start new paragraph 

 

//    Use parallel structure    pp. 33-35 
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Second Arm: Grammatical Definitions                                  

 

Phrases: a word or group of words that functions as a unit in the sentence and is not a clause 

because it does not contain both a subject and a verb.  The boy is a noun phrase. The boy with 

the blue shirt is a noun phrase that includes a prepositional phrase modifying the noun boy. The 

boy who is mowing the lawn is a noun phrase that includes an adjective clause modifying the 

noun boy. (Notice that the adjective clause contains a subject “who” and a verb “is mowing.”)  

 

English sentences work by having different kinds of phrases perform different kinds of 

functions.  Some phrases are movable without altering meaning; others are not movable.  Usage 

matters; dangling modifiers and ambiguous reference can occur when phrases are moved too 

far away from whatever it is they are supposed to modify.  One of the ways we enhance the 

beauty of our language is by arranging phrases in similar ways, creating parallel structure.   

 

The important thing to remember about a phrase is that, because it does not have both a subject 

and a verb, a phrase is not a clause.  A phrase is usually part of either the subject or the 

predicate of a clause; it can also be a modifier of the sentence as a whole. Phrases are often 

named for the first word in the group, so a prepositional phrase begins with a preposition, a 

participial phrase begins with a participle, and a gerund phrase begins with a gerund, and so on. 

 

Preposition: A structure-class word that combines with a nominal (the object of the preposition) 

to form a prepositional phrase, which functions adjectivally or adverbially, as in On Tuesday, the 

circus came to town. 

 

Common prepositions: 

about 

above 

across  

after  

against  

along  

among  

around  

as  

at 

before  

behind  

below  

beside  

besides  

between  

beyond  

but 

by  

concerning  

considering 

despite  

down  

during  

except  

for  

from  

in 

inside 

into  

like 

near  

next  

of  

off  

on  

onto  

opposite  

out  

outside  

over  

past  

plus  

regarding  

respecting 

round  

since 

than  

through  

throughout  

till  

to 

toward  

under  

underneath  

unlike 

until  

unto  

up 

upon 

with 

within 

without 
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Verb phrase: A verb together with its auxiliaries, modifiers, and complements.  The 

predicate of the sentence is a verb phrase, as in:  

 

He left all his belongings, including his guitar, in the house.   

 

The term is sometimes used more narrowly to refer to just the main verb and its 

auxiliaries. A predicate can be thought of simply as the part of the sentence that says 

something about the subject.  

 

Absolute phrase: A noun phrase with one modifier. The modifier is often a participial 

phrase following the noun headword.  An absolute phrase can explain a cause or 

condition, as in: 

 

 The temperature having dropped suddenly, we decided to build a fire in the fireplace.  

 

Or, it can add a detail or a point of focus, as in:  

 

The children rushed out of the schoolhouse door, their voices filling the playground with 

shouts of freedom.  
 

Absolutes are not syntactically connected to any one word in the sentence; in other words, 

they do not directly modify any word in particular within the main clause. Instead, they 

serve to add context for what happens in the sentence or why something is the way it is in 

the sentence. They are called “absolutes” because they function, as their name suggests, 

in a sort of self-contained way. 

 

Gerund phrase: A gerund together with all of its complements and modifiers, as in:  

 

Playing the piano relaxes me.  

 

Gerunds can be confused with participles and present continuous verbs because they also 

have the “-ing” ending.  In this sentence, the word “playing” is the gerund, and “the 

piano” is its complement. Most of the time, you can think of a gerund as the name of an 

activity, and when you think of it this way, it helps you to remember that a gerund is 

simply a verb acting as a noun. Because verbs can take complements and modifiers, they 

can retain those same objects and modifiers when they are used as gerunds. That’s why, 

in the sentence above, the noun phrase “the piano” is called the object of the gerund.  

 

Participial phrase: A present or past participle together with its complements and/or 

modifiers. A participle is a verb acting as an adjective.  

 

For example, in the sentence: 

 

The frozen pizza took a long time to thaw. 

the word “frozen” is a past participle modifying the noun “pizza.”  
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In the sentence: 

 

The clinking ice in the glasses made them all thirsty. 

 

the word “clinking” is a present participle modifying the noun “ice.” (It is important not 

to assume that the labels past and present apply to tense with the use of participles – we 

use these terms to refer only to the form of these words. It is probably better to use the 

terms passive participle and active participle. Please refer to the section on participles 

for a full explanation of these terms.) 

 

Participial phrases usually begin with the participle, which is then followed by its 

complements and/or modifiers. It is important to remember that the participle always 

modifies a noun outside of its phrase, and almost always that noun is the subject of the 

main clause that the phrase introduces.  

 

For example, in the sentence: 

  

Balancing their pizza and their drinks in their hands, the kids left the room. 

 

the word “balancing” is the participle, the nouns “pizza” and “drinks” are its complement 

(objects of the participle), and the prepositional phrase “in their hands” is an adverbial 

modifying the word “balancing” (indicates where the balancing is being done.) The most 

important thing to understand in this construction is that the participle “balancing” 

modifies the subject noun “the kids.” The participle in this case is active because the 

noun it modifies is performing the action named in the participle: “the kids” are doing the 

“balancing.”  

 

In the following sentence:  

 

Forgotten after years of disuse, the velveteen rabbit slumped sadly in its corner. 

 

the word “forgotten” is the participle, modifying the subject noun “rabbit.” In this 

sentence, though, the participle is indicated as being passive because the noun it modifies 

is receiving the action named in the participle – others have done the “forgetting,” not the 

rabbit. 

 

Clauses  

 

Simply stated, a clause is a group of words that contains a subject and a verb. If a clause 

can stand alone, then we call it a main or independent clause. (For this reason, some 

grammarians simply call it the sentence.)  A clause that begins with a subordinating 

conjunction (a list of these can be found below) is called a subordinate or dependent 

clause.  A dependent clause is not allowed to stand alone as a sentence and can only be 

grammatically acceptable when it is connected to the independent clause. See examples 

below for further explanation. 
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Independent clause (main clause):  The independent clause of a sentence is, as its name 

suggests, one that can stand on its own. Look at the underlined words in the following 

example:  

 

Sarah will play point guard tonight because she is the most skilled at shooting. 

 

 

Notice that the words in bold can stand alone as a complete sentence, while the ones that 

are not, cannot. This sentence is known as a complex sentence because it is made up of 

one independent clause (a sentence always has at least one independent clause) and a 

dependent clause (of which there could be more than one.) It can be difficult sometimes 

to know which is which. A rule of thumb is to look for the word or words in the sentence 

that could be the subordinating conjunction (check the list, if necessary). In this sentence 

it is the word “because.” The subject and verb that follow that subordinating conjunction 

- and the complement and all associated modifiers - comprise the dependent clause. 

Everything else, then, is the independent clause. 

 

 

Dependent clause (subordinate clause):  A clause that fills an adjectival, adverbial or 

nominal role in a sentence and that cannot stand independently as a sentence. In other 

words, whole clauses can behave as single adjectives, adverbs or nouns, and when they 

do, they “subordinate” themselves to the main clause, as they “depend” upon it for their 

relevance. 

 

 

Adjective Clauses: A clause introduced by a relative pronoun or relative adverb that 

generally functions as an adjective. (Some grammarians call these clauses relative 

clauses because they begin with the relative pronoun or relative adverb, which can be 

found in the list of subordinating conjunctions below.) The difference between the 

relative pronoun and other subordinating conjunctions is that it really performs two roles: 

it connects the adjective clause to a noun in another clause (that’s the relative part), and it 

acts within the clause as a subject, direct object, possessive pronoun or other sentence 

part. Here are some examples: 

 

The man who lives upstairs is crazy. 

 

 

In this sentence, the clause “who lives upstairs” is an adjective modifying the noun 

“man.” Notice how the relative pronoun “who” performs two functions: it serves as the 

subject of the adjective clause (it’s a subject relative pronoun), and it’s a pronoun with its 

antecedent, “man,” in the main clause – that’s how it connects, or relates, the adjective 

clause to the main clause.  

 

Here are some other examples: 

 

The boots that she wore were too tight. 
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       The word “that” is both the object of the verb in the adjective clause and the 

       pronoun for “boots” in the independent clause. 

 

 

Ms. Edmondson, whom our family has known for decades, recently married. 

  

        The word “whom” is both the object of the verb in the adjective clause and the       

        pronoun for “Ms. Edmondson” in the independent clause. 

 

 

Mr. Bunting is the man whose car I borrowed.  

 

       

        The word “whose” is both the possessive pronoun in the adjective clause and the 

        pronoun for “Mr. Bunting(‘s)” in the independent clause.  

 

 

It’s important to remember that the antecedent of the relative pronoun is the same one the 

adjective clause is modifying; in the first sentence, the adjective clause is about the man, 

in the second sentence, it’s about the boots, in the third, it’s about Mrs. Edmondson, and 

so on. In modern English, the noun being modified by the adjective clause is usually 

placed very close to the relative pronoun, if not directly before it. 

 

 

Essential and Non-essential Adjective Clauses 

 

In order to understand the difference between essential and non-essential adjective 

clauses, it’s necessary first to know that adjectives modify nouns in two discreet ways: an 

adjective can identify a noun – that is, indicate which specific person, place or thing is 

being referred to - or it can simply describe the noun. Context plays an important role 

here. Let’s take the sentence: 

 

Please hand me that red pen, Mary. 

 

If this sentence is uttered in a situation where there is a choice of a few differently 

colored pens, and the speaker wants a certain, specific one (the red one), then the 

adjective “red” is said to be essential because it indicates which pen the speaker is 

referring to. It provides necessary information for Mary. 

 

But, if this same sentence is uttered in a situation where there is only one pen available 

and the speaker is asking Mary for something to write with (the red pen will do), then the 

adjective “red” is said to be non-essential because it simply describes the pen. It provides 

unnecessary, extra information which Mary does not need.  
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Understanding the difference between essential and non-essential adjective clauses helps 

you to know how to punctuate them and to choose the correct relative pronoun. Consider 

the following examples: 

 

The man who teaches French is from Toronto. 

 

 

Mr. Bassum, who teaches French, is from Toronto. 

 

 

The first sentence above contains an essential adjective clause. The subject “the man” 

requires identification for the sentence to be logical, and the adjective clause provides the 

identification. That’s why the clause is not set off by commas, as the adjective clause in 

the second sentence is. It is necessary information, too important to be separated from the 

rest. 

 

The second sentence above contains a non-essential adjective clause. The subject “Mr. 

Bassum”, a proper noun, requires no identification to be logical, so the adjective clause 

simply describes the subject here; it only adds extra information. That’s why the clause is 

set off by commas. 

 

Choosing the right relative pronoun can sometimes be determined by whether the 

adjective clause is essential or non-essential. Look at the sentences below: 

 

The car that lost its front wheel is mine. 

 

My new car, which lost its front wheel, was expensive. 

 

Notice that in the first sentence, “car” is identified by an essential adjective clause and 

that in the second one, “car” is modified by a non-essential clause because it has already 

been identified by the adjectives “my” and “new.”  

 

It’s important to note the use of “which” as the relative pronoun for non-essential clauses 

off-set by commas and the use of “that” for essential clauses.  

 

Adverb Clauses: a clause introduced by a subordinating conjunction that acts as an 

adverb modifying the main verb in the independent clause. The adverb clause is less 

restricted than the adjective clause and the noun clause in that it may either introduce the 

sentence – that is, come before the independent clause – or it can follow the independent 

clause. When the adverb clause introduces the sentence, it is separated from the 

independent clause with a comma. It is not separated by a comma when it follows the 

independent clause. (These last two sentences are examples of the rule they describe.) 

 

More examples of the comma rule: 

 

Because it rained last night , we postponed planting the garden. 
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                                              ^ 

          adv. clause            [comma]             ind. clause 

 

We postponed planting the garden because it rained last night.   

          ind. clause                    [no comma]        adv. clause 

There are four types of adverb clauses: Time, Cause and Effect, Opposition, and 

Condition.  

 

 

Adverb clauses of Time indicate when the verb is performed. They usually begin with 

subordinating conjunctions like “when”, “after”, “as”, “before”, “since” and “until”: 

 

             He bolted for the car when he heard the air-raid siren. 

 

 

Adverb clauses of Cause and Effect generally indicate why the verb is (or is not) 

performed. They usually begin with subordinating conjunctions like “because”, “since”, 

“as”, “so that” and “in order that”: 

 

            Since she left her cell phone at home, she had to borrow mine. 

 

Adverb clauses of Opposition indicate that the verb is performed despite an opposing 

context or expectation. They usually begin with subordinating conjunctions like 

“although”, “though”, and “even though”: 

 

          He felt hungry even though he had just eaten. 

 

Adverb clauses of Condition indicate the situation or context in which the verb is (or is 

not) performed. They usually begin with subordinating conjunctions like “if” and 

“unless”: 

 

          If you travel to New York, you have to see the monument at Ground Zero. 

 

                                     

Sentences 
Simple sentence: A sentence consisting of a single independent clause, as in: 

 

 Computers can be frustrating. 

 

Compound sentence: A sentence consisting of two or more independent, or main, 

clauses, as in: 

 

 Computers are frustrating sometimes, but we all use them anyway. 

 

Complex sentence:  A sentence consisting of one independent, or main, clause and at 

least one dependent clause, as in: 
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Computers are frustrating when they don’t work. 

 

Compound-complex sentence: A sentence consisting of two or more independent 

clauses and at least one dependent clause, as in: 

 

Computers are frustrating when they don’t work, but we all use them anyway. 

 

Subject:  The opening position in the basic structure of a sentence, filled by a noun 

phrase or other nominal that functions as the topic of the sentence, as in: 

 

 This old upright piano still sounds beautiful. 

 

We have indicated the entire noun phrase “this old upright piano” as the subject of the 

sentence, but notice that the verb “sounds” must agree with the head noun “piano.” 

 

Predicate: One of the two principal parts of the sentence, it’s the comment made about 

the subject.  The predicate includes the verb together with its complements and modifiers:  

 

The building finally collapsed after years of decay. 

 

Verb Patterns: 

 

Linking verb: A verb that allows the complement to modify or re-name the subject of 

the sentence, as in: 

 

The chicken is tasty.                                  The parent gets suspicious. 

 

The salad looks delicious.                         Jimmy smells bad today. 

 

Notice that all of these verbs serve as a “link” between the subjects and the adjective 

complements by allowing them to describe (modify) the subject. Now look at these: 

 

The chef just became my friend.               She was a dancer. 

 

Notice that the complements in these sentences do not describe the subject at all; they 

actually give it another name: “the chef” and “my friend” are two nouns (names) for the 

same person. The same thing happens with “she” and “dancer.” This is why we say that 

linking verbs allow the complement to “rename” the subject when that complement is a 

noun.  

 

Forms of the verb “be”—be, am, is, are, was, were, being, been—not used as helping 

verbs, usually function as linking verbs.  Verbs such as appear, become, feel, get, grow, 

look, make, seem, smell, sound, and taste are sometimes linking verbs when the word or 

words that follow it rename or describe the subject. 
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It can be tricky sometimes to know whether a verb is being used as a linking verb or an 

active verb. Here is a simple test to help you decide: substitute the appropriate form of 

the verb “be” for the verb in question, and if the sentence still makes sense, then the verb 

is linking. If it doesn’t make sense, then it’s an active verb. Look at these sentences: 

 

Reginald felt sick. 

(Reginald is sick.) = “felt” is a linking verb 

 

Reginald felt the new velvet chair cover. 

(Reginald is the new velvet chair cover.) = “felt” is an active verb 

 

Intransitive verb: A verb that requires no complement, although it may take an 

adverbial modifier:  

 

Denzel’s parents arrived at the airport. 

 

Transitive verb: A verb that requires a direct object as its complement to be complete, as 

in: 

 

He drove the car.   

 

Many verbs can be either transitive or intransitive:  

 

Charles drove.  (intransitive)      Charles drove me crazy.  (transitive) 

 

Most transitive verbs can be made passive:  

 

The car was driven by Charles. 

 

Complement:  A structure that completes the predicate, such as a direct object (She 

baked a cake), indirect object (She baked Ted a cake), subject complement (The frog 

became a prince), and object complement (The princess called him charming).  

 

Note: The word “complement” literally means “something that completes or makes 

whole.” It should not be confused with its homophone “compliment,” which is an 

expression of praise or admiration. Note the spelling difference between the two. 

 

Subject complement: The nominal or adjectival that follows a linking verb and renames 

or modifies the sentence subject. There are two types of subject complements: predicate 

adjective and predicate nominative.  (See linking verbs above.) 

 

Predicate adjective: The adjective that functions as a subject complement following a 

linking verb:  She became hungry. (See linking verbs above.) 

 

Predicate nominative: The noun, noun phrase or noun clause that functions as a subject 

complement by re-naming the subject (See linking verbs above): 
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Charles became a prince.                                            Noun 

 

The cheetah is the fastest cat around.                        Noun phrase 

 

Chas Bono is what he always wanted to be.              Noun clause 

 

Direct object: The noun, noun phrase or noun clause that names the goal or the receiver 

of the action of the verb. This is the construction that makes the active verb transitive. 

 

Angela bought a brilliant diamond.                            Noun 

 

The lion loves eating the tasty gazelle.                       Noun phrase 

 

We saw that it was impossible.                                   Noun clause   

 

Indirect object:  The noun phrase naming the recipient of the direct object.  Indirect 

objects can be shifted into prepositional phrases with to or for:  

 

The flying ace gave the enemy a fight.  The flying ace gave a fight to the enemy. 

 

Object complement: A word or phrase in the predicate that completes the idea of the 

verb and modifies or renames the direct object:   

 

I found the football game boring and dull.  We thought the politician a liar and a fraud. 

 

Conjunction: A structure-class word that connects two or more words, phrases, or 

clauses. A great deal of grammar instruction involves teaching students how to punctuate 

sentence elements where conjunctions are used.  As students become more sophisticated 

writers, they use more kinds of conjunctions.  

 

It is essential to understand that structure-class words work in two ways: they either show 

the relationship between words, or they draw a direct connection between words. 

Prepositions are the first type; conjunctions are the second type. The best way to think of 

the difference between how these words work is really to think about physicality. 

Prepositions are words that literally indicate where nouns are in spatial relation to each 

other: It’s on the desk; she’s under the bus; they are in the theater. The location can also 

be metaphorical: She has power over us; He is at a crossroads in his career. 

 

Conjunctions are words that indicate a logical connection between words, and by doing 

so, they provide a kind of transition from one idea to another that serves to make prose 

more coherent. For example, they can show that one idea is the effect of another’s cause 

(He asked me, so I answered him), or one idea is in addition to another (I answered him 

and drew a diagram), or one idea is in opposition to or despite another (I explained it 

fully, but he still doesn’t understand), or that there is a choice between two ideas (I could 

spend the money now or save it.) 
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A quick perusal of the conjunctive adverbs below will help you fill in some other logical 

connections.  

 

Conjunctive adverb:  A conjunction with an adverbial emphasis that connects two 

clauses as in: 

 

School can be overwhelming; consequently, I try to work at a steady pace. 

 

accordingly 

also 

anyway 

besides 

certainly 

consequently 

conversely 

 

finally 

furthermore 

hence 

however 

incidentally 

indeed 

instead 

 

likewise 

meanwhile 

moreover 

nevertheless 

next 

nonetheless 

otherwise 

 

similarly 

specifically 

still 

subsequently 

then 

therefore 

thus 

 

Coordinating conjunction: A conjunction that connects two words, phrases, or clauses as 

grammatical equals:  and, but, or, nor, for, so, and yet—some students remember them 

with the word: FANBOYS (for, and, nor, but, or, yet, so). The elements conjoined with a 

coordinating conjunction can be thought of to be grammatically equal or balanced; that is, 

one idea in the construction is not dependent upon or subordinate to the other. 

 

 

Correlative conjunction: A two-part conjunction: either-or; neither-nor; both-and; not 

only-but also. It is important to remember that one must employ parallel structure when 

using correlative conjunctions; that is, the elements being combined must be grammatically 

equal and of the same type. Some examples: 

 

 

You can either surf or fight!! 

 

            Either [verb] or [verb] 

 

I can neither resist the smell of napalm in the morning nor avoid talking about it.  

 

           Neither [verb phrase] nor [verb phrase] 

 

He is both a soldier and a beach bum. 

 

          Both [noun] and [noun] 

 

The next combination is worth some extra attention, as many students misuse it by leaving 

off the “also” in the second part of this conjunction. It is important always to include the 

“also,” as it provides the force of the essential meaning of the combination, which is 

inclusion: 
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Wrong: Charlie was frightened not only by the Wagner but by the gunships.  

 

Corrected: Charlie was frightened not only by the Wagner but also by the gunships.   

                                                        Not only [prep. phrase] but also [prep. phrase] 

 

Subordinating conjunction: A conjunction that introduces a subordinate clause. In this 

construction, one idea is dependent upon or subordinate to another, and the logical 

relationship between the two clauses.  Among the most common, both simple and compound 

are: 

after 

although  

as 

as if 

because 

before 

even though 

if 

in order that 

since 

so that 

than 

that 

though 

unless 

until                              

when  

which 

where         

whether  

while 

who 

whose 

whom

 

 

Nominal: A word, phrase, or clause that functions as a noun does:   

 

Traveling can be hard work.  

 

I’ll accept whoever volunteers.   

 

Nominals can perform several functions: subject, subject complement, object of 

preposition, appositive, direct object, indirect object, object complement. 

 

Noun: A word that can usually be made plural or possessive, as in boy/boys/boy’s.  

Nouns fill the headword slot in noun phrases (my old Kentucky home); they can also 

serve as adjectivals (the home team) and adverbials (They went home). 

 

Noun phrase: The noun headword together with all of its modifiers.  In the sentence:  

 

The gardener trimmed the pine tree with the broken branches. 

 

“the gardener” is a noun phrase that functions as the sentence subject, and its headword is 

gardener. The word “the” in the phrase is called a definite article and is actually a 

modifier of the noun “gardener,” as it serves to specify or identify the noun.  

“The pine tree with the broken branches” is a noun phrase functioning as a direct object 

of the verb “trimmed”, and its headword is “tree.”  “The broken branches” is another 

noun phrase that functions as the object of the preposition with, and its head word is 

“branches.” 

 

Noun clause: A clause that fills one of the seven nominal functions (see Nominal above.) 

It is often introduced by the subordinating conjunction that, but it can also be introduced 

with words like “if” and “why” and “when” and “whether” and a host of other words, so 

understanding how noun clauses work can help prevent labeling them erroneously. They 

work differently than other subordinate clauses: whereas adjective and adverb clauses 

always modify elements in other separate and complete clauses, noun clauses always 

serve as part of a complete clause. 
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One of the most difficult of the noun clause functions to identify is the noun clause 

subject. The PSAT and the SAT have, in recent years, given at least one example of it in 

section 5, which deals with usage problems. Here is an example, taken from the PSAT in 

2011: 

 

That the American Discovery Trail comprises more than 200 local, regional, and 

national trails came as a surprise to the visitors from the city. 

 

To most people, this is very stilted and formal sounding, so much so that many students 

do not realize that it is correct. Because it can be lengthy and complex, and because it can 

often contain the most important information in the sentence, as the one above does, a 

noun clause subject can have the effect of making the main clause seem “lost.”  Notice 

the amount of information contained in the noun clause above, and notice, also, how all 

of the sentence is introduced by the word “That,” the subordinating conjunction. 

Normally, the subordinating conjunction is between the clauses. That is why most of the 

time, even in formal English, we would utter the above sentence in what is called a 

delayed subject structure: 

 

It came as a surprise to the visitors from the city that the American Discovery Trail 

comprises more than 200 local, regional, and national trails. 

 

We call this a delayed subject because the head noun “it” is a pronoun standing for the 

clause that comes later. Even though it comes after the main verb, everything in bold 

italics is still the subject of the sentence! 

 

Because a noun clause is always part of the main clause, locating the main verb in a 

sentence is the key to determining its function. Look at the placement of the noun clauses 

below relative to the verbs: 

 

Noun clause as subject: 

 

Who wins the contest is determined by a panel of judges. 

                s                   v     

Noun clause as delayed subject: 

 

 It was clear to the teacher that the students were not prepared for the grammar test.                               

pro. v.                                                                        s. 

 

Noun clause as direct object: 

 

Please invite whomever you want to the festivities.  

              v                  d.o. 
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Noun clause as subject complement (or predicate nominative): 

 

She is what she always wanted to be. 

       v.              sub. comp. 

 

Noun clause as indirect object: 

 

His blunt manner gave whoever approached him a shock. 

                                v                    i.o.                          d.o. 

 

Noun clause as object of preposition: 

 

Use the money for whatever purpose you choose. 

   v                                       obj. prep.  

 

Noun clause as object complement: 

 

We found the restaurant to be what we expected.  

        v.            d.o.                        obj. comp. 

 

Noun clause as appositive: 

 

The occupied country rejected our plea that orphans be cared for by the Red Cross. 

                                       v                d.o.                  appositive                                      

 

Appositive: The placing of a second noun side by side with one already given, where the 

second noun acts as a descriptor to the first and is treated as grammatically parallel to it. 

We can think of the appositive as working in the same way a noun complement does, that 

is, it re-names a noun already given. It does not perform as an adjective. The appositive 

construction can be fulfilled by a word, phrase or clause. 

 

Some examples: 

 

His worst habit, smoking, kept him from being his best. 

                  n.           n. 

 

Mr. Hancock, the headmaster, opened the evening with a short address. 

          n.                    n. phrase 

 

My daily exercise routine, running around the track, sometimes gets very boring. 

n. n. phrase 

 

The fact that the world does not revolve around her bothers her. 

n. n. clause 
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There can be some confusion about the use of the clause as an appositive, specifically, 

that it can sometimes appear to be functioning as an adjective clause. 

 

Consider these two sentences: 

 

The reason that he gave for being late was ridiculous.       

 

The reason that he was late was ridiculous. 

The dependent clause in the first sentence, “that he gave for being late,” is an adjective 

clause, and the second one, “that he was late,” is a noun clause appositive. How do we 

know? In the first sentence, the subordinating conjunction “that” is a relative pronoun. 

Notice that the noun phrase “the reason” can be placed within the adjective clause as the 

object of the verb “gave” to make a complete sentence. (He gave the reason for being 

late.) When you can manipulate the structures this way, you have an adjective clause. 

 

In the second sentence the subordinating conjunction is an expletive, a word that serves a 

function but carries no meaning. Notice that you cannot manipulate the structures in this 

sentence the same way we did above; that is, “the reason” cannot be placed anywhere 

within the subordinate clause in any logical way to make a complete sentence. (The 

reason he was late) is not a complete sentence. This means that the subordinate clause is 

a noun clause appositive. 

 

Verbal: Another term given to nonfinite verbs when their function is as a noun, adjective 

or adverb. Although a verbal does not function as a verb, it still retains two important 

characteristics of verbs: 1) It can be modified by adverbials and 2) it can take an object or 

complement. There are three types of the verbal: infinitives, gerunds, and participles. 

 

Infinitive: The base and un-conjugated form of the verb, often preceded by to.  It is the 

most flexible of the verbals, as it can be used as a noun, adjective or adverb.  

 

Infinitive as noun: 

 

To fantasize was his only way out of a dreary life. 

s. v. 

 

Infinitive as adjective: 

 

Last night we had too many pages to read. 

                                                obj.     adj. 

 

Infinitive as adverb: 

 

We were reluctant to leave. 

                  adj.          adv.       

 

Infinitive phrase: The infinitive together with all of its complements and modifiers.   
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Rajesh wants to watch his favorite TV show. 

                         inf.           obj. of inf. 

 

We just want him to sit quietly. 

                               inf.     adv. 

 

 

Gerund: an –ing verb functioning as a noun. The gerund can be thought of as the name 

of an activity: teaching, learning, studying, playing, etc.  The gerund is not as flexible as 

the infinitive, as it can only act as a noun, but it is like the infinitive in that it can still be 

modified by adverbials and take an object. 

 

Gerund Phrase: see page 3. 

 

Participle: The verb forms that appear in verb phrases after the auxiliary verbs to be, as 

in I was eating (present participle), and to have, as in I have eaten (past participle).  

 

Participle is also the term used to refer to the present or past participle in its role as an 

adjective, as in the following:  

 

The returning students were allowed to register first.                       (present participle) 

          adj.            n. 

 

 

The confused partygoers did squeak and gibber in the streets.         (past participle) 

          adj.            n. 

 

 Present Participle: The –ing form of the verb used with the auxiliary be: 

 

We are going; they should be leaving soon.  

 

This –ing form of the verb is also used as an adjective as well as a main verb:  

 

Leaving the park, she was feeling the excitement of the city.   

 

The word “present” in the label for this verb form does not denote present time, and in 

fact the present participle is not definite as to time. Note that in the following two 

sentences, the present participle form is used, but it is the auxiliary verb that is the tense 

marker:  

 

John is leaving.   (present continuous)        John was leaving.     (past continuous) 

 

When the present participle acts as an adjective, it can also be termed the “active 

participle” because it denotes only that its subject is performing the action named in it, no 

matter when that action takes place. Consider the following sentences: 
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A fluttering white flag flew over our heads.   (The flag does the fluttering) 

        adj.                 n. 

Drizzling rain kept us housebound.                (The rain does the drizzling)    

        adj.     n.    

 

Past Participle: The form of the verb used with the auxiliary have. Past participles 

usually end in –ed, but many have irregular endings such as –en or –t. Generally, the past 

participle with the auxiliary “have” indicates an action that is finished but which is 

relevant in the present and which, in some contexts, will continue.  

 

We have forgotten something.       

 

She has walked two miles.   

 

He has burst the balloon. 

 

When the past participle acts as an adjective, it can also be termed the “passive 

participle” because it denotes only that its subject is receiving the action named in it, no 

matter when that action takes place. Consider the following examples: 

 

The broken window needed our attention.      (The window receives the break) 

         adj.        n. 

I threw out the burnt toast.                              (The toast receives the burning) 

                           adj.    n. 

The exhausted horse walked more slowly.      (The horse receives the exhaustion) 

             adj.         n. 

Voice: The form of the verb that shows whether or not the subject is performing the 

action. There are two voices in English: active and passive. Linking verbs do not show 

voice.  

 

Active voice: A feature of sentences in which the subject performs the action of the verb 

and the direct object, if it is present, is the goal or the recipient of the action.   

 

The mechanic fixed the car. 

          sub.         v.        obj. 

 

In this sentence, “the mechanic” performs the action and “the car” receives the action.  

 

Because all English sentences require a subject, whether stated or implied, active 

sentences allow for no grammatical ambiguity about the performer of the action. This is 

why active sentences are always the best choice over the passive voice when there is a 

choice.  

 

Note: Some grammarians refer to the performer of the verb as the agent, a term that can 

help in understanding how passive structures work.  
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Passive voice: A verb is passive when its action is performed on the subject. The passive 

verb has two parts:  be (some form of it: e.g., is, are, was, were) + the passive 

participle. Notice that the passive sentence differs from the active one in two important 

ways: 1) the form of the verb and 2) the function of the subject. Look at the differences 

below: 

The mechanic fixed the car.                  (active) 

         sub.          v. 

 

The car was fixed by the mechanic.      (passive) 

    sub.         v.                    agent 

 

In passive sentences, the agent (the performer of the verb) becomes the object of the 

preposition “by,” if it is present.  Because the agent is not a necessary element in an 

English sentence, even if the subject is, many passive sentences do not include one. 

Consider the following example: 

 

The car was fixed. 

      sub.       v.             agent? 

 

The lack of an agent creates a type of ambiguity that is unacceptable in many rhetorical 

forms, especially papers of literary analysis, where it is important to state unequivocally 

the source of important ideas. Take into consideration the following sentences from an 

actual student paper on Flaubert’s Madame Bovary: 

“Society encourages the middle class to act happy regardless of how they feel. The ability 

to hide emotion is valued and associated with strength. Flaubert disagrees.” 

 

The problem with the second sentence is that we cannot be sure who the writer intends us 

to see as the one or ones who “value” hidden emotion and “associate” the ability to hide 

it with strength. Is it society? Is it the middle class? With whom does Flaubert disagree? 

This last question would be central to a paper of this type, so this level of ambiguity is 

unacceptable.  
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Third Arm: Grammar 

Subject-Verb Agreement 

agr 
Verbs must agree with their subjects in person and in number. 

 

1. Singular subjects must take singular verbs; plural subjects must take plural verbs. 

 

2. Make the subject and verb agree regardless of the phrases or clauses between them. 

Wrong: The enormous sums bid on Mary Cassatt’s impressionist painting demonstrates the 

wealth of the bidders. 

Corrected: The enormous sums bid on Mary Cassatt’s impressionist painting demonstrate the 

wealth of the bidders. 

 

Good practice suggests: Cross out the intervening words. 

Example: The enormous sums bid on Mary Cassatt’s impressionist painting demonstrate the 

wealth of the bidders. 

 

Parenthetical phrases introduced by  words like:  together with, like, as well as, including, in 

addition to  do not affect the number of the actually subject. 

Wrong: The raccoon, in addition to the lab mice, are going to run away tomorrow at midnight. 

Corrected: The raccoon, in addition to the lab mice, is going to run away tomorrow at 

midnight. 

 

3. Use a plural verb with subjects joined with and. 

Example: Tom and Jerry are  going to go the country and to sell their umbrellas to the farmers. 

 

If, however, the two subjects are the same person or thing, use a singular verb. 

Example: Her teacher and friend is going to accompany her on the trip to Paris. 

 

When each, every, or many a comes before the subject, use a singular verb. 

Example: Each kindergartner and first grader is being checked for head lice. 

 

When subjects are joined by or or nor, make the verb agree with the nearer subject. 

Example: Neither the cars nor the bus is going into the city center today. 

                  Neither the bus nor the cars are going into the city center today. 

 

4. Use a singular verb for the singular indefinite pronoun: one, each, either, neither, everyone, 

everybody, anyone, anybody, someone, somebody, no one, or nobody. Do not allow yourself to 

be misled by intervening clauses or phrases. 

Example: Everyone who is participating in the monthly races needs to get his form in soon. 

 

Use a singular or a plural verb for the indefinite pronouns: all, any, most, none, some, or such 

depending on whether the pronoun refers to something singular or plural. 

Example: William bought a number of native grown vegetables; all have been used in the soup. 

Such were the troubles in the middle of the dust storm. 
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5. Use a singular verb when thinking of a collective noun as a unit. 

Example: The audience was left to broil in the sun, waiting for the President to arrive. 

Use a plural verb when thinking of a collective noun as a group of individuals. 

Example: The audience were beginning to leave the stadium in groups. 

 

6. The linking verb must agree with its subject not with it subject complement. 

Examples: His difficulty was the friends that he had begun to associate with. 

     The friends that he had begun to associate with were his difficulty. 

 

7. Some words appear to be plural but they are singular: Measles, mumps, hives (diseases); 

Mathematics, economics (subjects of study); billiards, news, United States (one nation).  Use the 

singular verb. 

Example: The United States has 307,006,550 people within its borders. 

Nouns such as statistics, tactics, athletics, and ethics are singular only when they mean a single 

area of study or endeavor. 

When a noun is a two-part thing use a plural verb. 

Example: My pants were just too tight after I had eaten the whole quart of ice cream. 

 

8. There is not a subject.  Look after the verb for the subject and make sure that the verb agrees 

with that subject. 

Examples: There are two birds fighting over a dead rabbit in the field. 

       There is a snake making his way across the sunny path. 

 

9. If the antecedent of who, which, or that is singular use the singular verb.  If the antecedent is 

plural use a plural verb.   

 

When the word only comes before one, you are safe in assuming that one is the antecedent of the 

relative pronoun. 

Examples: He is the man who is going to come to dinner. 

       They are the men who are going to come to dinner. 

       He is the only one of the men who is coming to dinner. 

       He is one of the men who are coming to dinner. 

 

10. The number takes a singular verb.  A number takes a plural verb. 

 

SAT Review 

Subject-Verb Agreement 

The SAT Writing section tests students’ ability to recognize grammar and usage errors. It has 

several sections, but we will use illustrations from the part of the test that asks students to 

indicate the letter that represents the part of the sentence that is problematic.   

There are three simple steps for ensuring that a subject and a verb agree: 

1. Locate the subject of the sentence (most important!) 

2. Determine whether the subject is singular or plural 

3. Distinguish between singular and plural forms of the verb and make sure that what is 

given matches with the subject 
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Here are some fairly typical problems focusing on subject – verb agreement: 

 

     The field of consumer electronics have never been fixed; DVD’s have replaced VHS  

                                                            A 

     tapes, just as CD’s replaced cassette tapes in the past.  

                  B                  C                                     D 

 

Correctly locating the subject (field) is important here. It would be easy to be thrown off by the 

prepositional phrase (of consumer electronics) that follows it because the plural noun 

“electronics” comes right before the plural-form verb, which makes the sentence “sound” right. 

However, the verb have does not match the subject; the subject is singular, so the verb form is 

wrong. 

 

You would therefore choose letter a on the test.  

 

Here’s another example: 

 

    Organs located in the tail of the electric eel enables the animal to produce electricity,  

                     A                                                      B                              C                                          

    which it uses in hunting prey.  

                                D 

 

Locating the subject here is a little more difficult than the one in the sentence above, largely due 

to the string of prepositional phrases that follow it. This sentence plays a trick on the ear: the 

nouns most proximate to the verb (tail and eel) are both singular, which is why we tend to want 

to hear a verb that matches those nouns instead of the real subject, which is organs. When we 

correctly locate the subject, it’s clear that enables is the wrong form of the verb. 

 

You would, then, choose letter b on the test. 

 

Hint: Don’t be fooled by strings of modifiers placed between the subject and its verb, and don’t 

always trust your ear. Take the time to locate the subject of the sentence accurately. 

 

 

Pronoun-Antecedent Agreement 

agr 
Pronouns must agree with their antecedent in person and in number. 

 

Bill put his flute to his lips as the conductor raised her hand. 

 

1. Do not make illogical shifts to you. 

Wrong: Fishermen like to start early in the morning because you can get more bites in the cool 

morning air. 

Corrected: Fishermen like to start early in the morning because they can get more bites in the 

cool morning air. 
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2. Use a singular pronoun for the antecedents: one, each, either, neither, everyone, everybody, 

anyone, anybody, someone, somebody, no one, or nobody. Do not allow yourself to be misled 

by intervening clauses or phrases. 

 

Wrong: Either of the girls will give their time to help the children learn to read. 

Corrected: Either of the girls will give her time to help the children learn to read. 

 

Good practice suggests: draw a line through the intervening clause or phrase. 

Either of the girls will give her time to help the children learn to read. 

 

3. Use a plural pronoun with the antecedents joined by and. 

The burly football player and the stately ballerina made an interesting couple when they went 

to the gas station. 

If, however, both subjects refer to the same single person or thing use the singular pronoun. 

The  teacher and advisor  said that she was appalled by the student’s behavior. 

 

4. Make the pronoun agree with the nearer antecedent when the antecedents are joined by or or  

nor. 

 

Wrong: Either the dog or the squirrels played its silly games in the yard as the leaves fell 

around the tree. 

Corrected: Either the dog or the squirrels played their silly games in the yard as the leaves fell 

around the tree. 

Corrected: Either the squirrels or the dog played its silly games in the yard as the leaves fell 

around the tree. 

 

5. Use the singular pronoun when the antecedent is a collective noun that works as a unit. Use 

the plural pronoun when the collective noun works as individuals. 

Example: The class was dismissed by the teacher because of its laziness. 

Example: The class were leaving the room in pairs even though they had not been given 

permission. 

 

6. Make demonstrative pronouns (this, that, these, those) used as adjectives agree with the 

noun it modifies. 

Wrong: These kind of shoes are now in fashion. 

Corrected: This kind of shoe is now in fashion. 

Corrected: These kinds of shoes are now in fashion. 

 

 

SAT Review 

Pronoun-Antecedent Agreement 

 

The word “antecedent” is from the Latin and means “that which comes before.” Pronouns are 

used to refer to nouns subsequent to their initial mention, that is, they are used for a person, place, 

thing or idea after it has been introduced.  



 24 

The general rule here is that a personal pronoun must agree with its antecedent in number, 

person, and gender. There are three steps for ensuring pronoun-antecedent agreement: 

 

1. Locate the antecedent (very important!) 

2. Look at: 

a. Whether it is singular or plural  

b. Whether it is speaking (requires a first person personal pronoun), being spoken to 

(requires the second person personal pronoun), or being spoken about (requires the 

third person pronoun) 

c. Whether it is masculine, feminine or neutral 

3. Determine a pronoun that matches all of the criteria in 2. 

Example: 

 

Byron received his M.A. degree from Cambridge in 1808. 

 

The pronoun his agrees with its antecedent Byron because: 

 

a. Byron is singular 

b. Byron is being spoken about (third person) 

c. Byron is masculine 

 

Here is an example of a problem from the SAT: 

 

      Had the sound of children not awakened him when they did, he would  

                                                                 A                        B 

     in all probability have missed his plane. 

                 C                    D 

 

When you notice any pronoun underlined, immediately find its antecedent to rule out an 

agreement problem. This one is tricky. Because the sentence is introduced in a highly formal 

way, it tricks the ear buy burying the subject (the sound) in the middle of things. This has the 

effect of raising the noun in the prepositional phrase (children) to prominence, and the ear wants 

to hear the plural pronoun form for agreement, so we are inclined to hear “they” as correct. But, 

because “the sound” is the subject of “awakened,” it must also be the subject of “did.”  

 

You would choose B on the test, because the personal pronoun (they) does not agree with its 

antecedent (sound). “Sound” is singular, it’s being spoken about (third person), and it’s neutral 

in gender. Because “they” is a plural pronoun, it does not agree. 

 

Here is another example from the SAT: 

 

 

     Species of monkeys living among a variety of creatures in the rainforest come  

                                            A 

    in contact with predators and prey alike as it swings through the trees. 

               B                                                             C           D 
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Notice that in “C” there is the pronoun “it.” We must locate its antecedent.  

 

Hint: If you are unsure which noun is the antecedent, try this: substitute previously mentioned 

nouns for a logical and/or grammatical fit in place of the given pronoun.  “Species” and 

“monkeys” both fit most logically, but it is true that “creatures”, “predators”, and “prey” could 

also “swing through the trees.”  

 

All of these nouns, though, are plural, and none of them would fit grammatically with the verb 

“swings.” That means that there should be a plural pronoun (they), and the verb should be 

changed to agree with its subject, as well. 

 

You would choose C on the test here, then, because neither the pronoun nor the verb agrees with 

“Species.” 

 

 

Here is another example from the SAT:  

 

    As young men, Orville Wright worked alongside his older brother Wilbur, first in  

            A                                                         B                                                   C   

   a printing business and later in a bicycle shop, which soon became the site of  

                                                                                                 D      

  aeronautical experiments. 

 

 

This case of agreement is a little different and a little more difficult than the previous examples. 

The sentence is introduced with a prepositional phrase, and the use of the word “men” suggests 

that the subject, modified by the prepositional phrase, will be plural. The sentence does mention 

two men – Orville and Wilbur Wright – which the ear wants to hear, but the actual subject of the 

sentence (Orville Wright) is singular, so the prep phrase should read “As a young man,” 

 

You would then choose A on the test. 

 

What makes this sentence difficult is that the error is based on postcedent agreement. As we read 

the introductory phrase, we accept it because there is nothing to “challenge” it; the error only 

occurs if we hold the plural “men” in the mind as we read on so most students do not catch this 

error on the first try.  

 

Hint: Never decide on an answer after just one read-through. Always take in the whole sentence 

first and then look for details. 

 

 

Inconsistent Verb Tenses 

vb 
Do not shift tense without reason.  If you are writing in the present tense, stay in the present 

tense.  If you are writing in the past tense, stay in the past tense. 
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Wrong: In the novel A Tale of Two Cities, Charles Dickens writes about the two cities, London 

and Paris, and told that each had its difficulties. 

Corrected: In the novel A Tale of Two Cities, Charles Dickens writes about the two cities, 

London and Paris, and tells that each had its difficulties. 

Corrected: In the novel A Tale of Two Cities, Charles Dickens wrote about the two cities, 

London and Paris, and told that each had its difficulties. 

 

When students write about a book, poem, or play the convention in disciplines within the 

humanities is to use the present tense. 

 

SAT Review 

Tense Shift 

 

Tense shift, like parallel structure, also comes under the category of agreement problems. In 

sentences with more than one verb, it is important to keep the time sequence consistent. 

Generally, the rule is that when you are showing a sequence of events, do not shift tenses 

unnecessarily. This can be tricky sometimes because the sequence of events may not necessarily 

all occur in the same time frame. Choosing correct tenses often depends upon the difference 

between an action that occurs at a point in time and one that occurs over a period of time, or 

whether one action is finished but has relevance to or is a condition to another.  

 

Here is an example from the SAT of the difference between point-in-time and period-of-time 

events: 

 

 

Dr. Chien-Shiung Wu has disproved a widely accepted theory of physics when she showed that 

identical nuclear particles do not always act alike. 

 

(A) has disproved 

(B) having disproved 

(C) disproved 

(D) disproved 

(E) disproving 

 

The key to understanding the problem in this sentence is the word “when,” as it indicates a fixed 

point in time; that is, it tells us that at the moment Dr. Wu showed that the particles do not act 

alike, she disproved an accepted theory of physics. 

 

You would then choose C on the test to correct the tense shift problem. 

 

Here is a problem based on the finished action-continued relevance relationship: 

 

Since earliest pre-history, sculptors created millions of works in many cultures that  

  A                                                        B                                               C 

depict humans in the struggle to survive. 

                                                     D 
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The key to understanding this problem is the word “since,” which indicates a period of time, and, 

in this case, the present time is included, even though the action of the sculptors referred to is 

finished. The present time is also made relevant by the present tense form of the verb “depict.” 

That means that the use of the simple past “created” does not agree; it must be changed to “have 

created” to agree with the notion that the events are still on-going or relevant in present time. 

 

You would choose B on the test. 

 

 

Use of the Apostrophe 

 

We use the apostrophe to show possession. 

1.  To make a singular noun possessive, we must add an apostrophe s. 

Example: That is Emily’s coat. 

Some authorities think that we should not add an s to any nouns that already end in s.  

Example: We did not look at the class’ record. 

2. To make a plural noun that ends in an s possessive, just add an apostrophe. 

Example: We took a walk on the path to see the eagles’ nest. 

3. We use the apostrophe before gerunds. 

Example: Ralph’s running had the whole town collecting money for his shoes. 

4. When two or more nouns possess something together, only the last noun gets an apostrophe. 

Example: Lucy and Mark’s baby was born on Christmas day. 

5. The possessive of personal pronouns never takes an apostrophe: his, hers, its, ours, yours, 

theirs, whose. 

 

Use the apostrophe to show contractions and other omissions of letters and numerals. 

Example: She can’t (cannot) go to the show because she has to wash her hair. 

 

In formal essays good practice suggests that you not use contractions. 

 

Sentence Fragments 

frag 
A sentence fragment is a piece of a sentence that is mistakenly written as if it were a complete 

sentence.  The most frequent sentence fragment is a subordinate clause that is used as if it were a 

sentence.  Sometimes students use a phrase as if it were a sentence. 

 

Remember:  

Phrase—a group of words with either a noun and a verb but not both. 

Clause—a group of words with both a subject and a verb. 

 Dependent Clause—a group of words with a subject and a verb that cannot stand by 

itself.  The clause generally begins with a subordinating conjunction (after, as (if), as soon as, as 

though, before, in order that, provided, since, so that, than, although, though, until, whenever, 

where, whereas, wherever, whether, while) . 

 Independent Clause—a group of words with a subject and a verb that can stand by itself. 

 

Example: The dog no longer ran. Because the dog had arthritis. 
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Corrected: The dog no longer ran because he had arthritis. 

Corrected: Because the dog had arthritis, he no longer ran. 

 

Comma Splices and Fused Sentences/Run-on Sentences 

cs/fs 
A comma splice occurs when a student joins two independent clauses together using only a 

comma rather than a semi-colon or a comma and a coordinating conjunction (and, but, or, nor, 

for, yet). 

 

Example: The man ran through the security gate, his plane was set to leave in fifteen minutes. 

 

A fused sentence or run-on sentence occurs when a student joins two independent clauses 

together using no punctuation or conjunction at all. 

 

Example: The man ran through the security gate his plane was set to leave in fifteen minutes. 

 

How to fix comma splices and fused sentences. 

 

1. Separate the clauses into two sentences. 

Example: The man ran through the security gate.  His plane was set to leave in fifteen minutes. 

2. Join the clauses with a comma and a coordinating conjunction. 

Example: The man ran through the security gate, for his plane was set to leave in fifteen minutes. 

3. Join the clauses with a semicolon. 

Example: The man ran through the security gate; his plane was set to leave in fifteen minutes. 

4. Join the clauses by making one of them a dependent clause. 

Example: The man ran through the security gate because his plane was set to leave in fifteen 

minutes. 

Example: Because his plane was set to leave in fifteen minutes, the man ran through the security 

gate. 

5. Join the clauses with a semicolon and a transitional expression. When a transitional 

expression appears between independent clauses, it is preceded by a semicolon and usually 

followed by a comma. 
Example: The man ran through the security gate; after all, his plane was set to leave in fifteen 

minutes. 

Example: The police chased the bank robber through the streets; however, the robber got away 

by dodging through a dark alleyway.  

 

Transitional expressions: Conjunctive adverbs: accordingly, also, anyway, besides, certainly, 

consequently, conversely, finally, furthermore, hence, however, incidentally, indeed, instead, 

likewise, meanwhile, moreover, nevertheless, next, nonetheless, otherwise, similarly, specifically, 

still, subsequently, then, there, thus. 

Transitional phrases: after all, as a matter of fact, as a result, at any rate, at the same time, even 

so, for example, for instance, in addition, in conclusion, in fact, in other words, in the first place, 

on the contrary, on the other hand 
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Use of the Comma 

The Guidelines of Commas. Remember the acronym LIES   

L: Lists. The comma before the final item in a series is optional 

I: Introductions. Place a comma before elements that precede the subject.  if the element is 

shorter than five words, and if the element would not cause confusion, then the comma is 

optional.  If the introductory element includes a verb, then the comma is required. 

E: Extra Information. Divide extra (nonessential) information of all kinds with a comma on 

each side. 

S: Side-by-Side Sentences. Separate independent clauses (sentences) with a comma and a 

conjunction. (Note: Also, observe the comma rules that apply to quotations.)    

 

1. Use a comma before an “and, but, or, nor, for, yet or so” when they are joining two 

independent clauses. 

Example: We finished our homework at 8:00, and we went to the movies in order to relax. 

2. Use a comma for an introductory adverb clause: 

Example: Because I was exhausted, I went to bed at 7:30. 

3. Use a comma for a long prepositional phrases or a series of prepositional phrases: 

Example: During the long, hot summer, we became conscious of a strange odor. 

4. Use a comma for  an infinitive, gerund, or participial phrase: 

Example: To get to the end of the race, you must run through a muddy river. 

Example: By turning down his request, the manager faced his anger. 

Example: Exhausted by the sheer size of the project, Anne went to the sauna. 

5. Use commas to separate words, phrases, or clauses in a series of three or more. 

Example: I signed up for English, Calculus, and American History. 

Example: The runners sprinted up the hill, over the river, and down the road. 

Example: His father died, his cat ran away, and his house burned down. 

6. Use commas around parenthetical expressions. Parenthetical expressions are words or word 

groups that are not necessary to the sentence; they can be removed from the sentence without 

changing its meaning. 

Example: The student was, in my opinion, not guilty of cheating. 

7. Use commas for nonessential (nonrestrictive) clauses—clauses that are not essential to the 

meaning of the sentence.  

Example:  The heftiest amount of homework was assigned by Mr. Henderson, who had never 

been a child. 

Good practice suggests: One easy way to tell whether a clause is essential (restrictive) is to use 

the that test.  Adjective clauses beginning with that are always essential; so are clauses beginning 

with a who or which that can be changed to that and still sound right. 

Example: Drivers, who think they own the road, make cycling a dangerous sport. 

Drivers that own the road make cycling a dangerous sport.—This sounds right—it is, therefore, 

restrictive and needs to be restrictive. 

Correct: Drivers who think that they own the road make cycling a dangerous sport. 

8. Use commas for names or other words used in a direct address use commas. 

Example:  Explain to us, Brian, why you shouldn’t have to read. 

9. Use commas for Yes and No at the beginning of a sentence. 

Example: Yes, you have to eat your dinner before going to the movies. 
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10. Use commas for mild interjections use commas. 

Example: Darn, I forgot to ask how to do this problem. 

11. Use commas to set off a direct quotation from words that precede, follow, or interrupt it. 

Example: “This,” said Courtney, “is the way to do hop scotch.” 

12. Use a comma before words like such as, especially, particularly or other expressions of 

contrast. 

Example: She read numerous books last summer, especially historical fiction. 

12. Use a comma before a confirmatory question. 

Example: You are coming to the library, aren’t you? 

 

 

Misuse of the Comma 

One of the most common punctuation faults is misuse of the comma.   

1. Do not use a comma if there is no full clause after the conjunction:  
Example: We finished our homework, and went to the movies.  

Corrected: We finished our homework and went to the movies 

2.  Do not use a comma after the conjunction: 

Example: We finished our homework at 8:00 and, we went to the movies in order to relax. 

Corrected: We finished our homework at 8:00, and we went to the movies in order to relax. 

3. Do not use a comma between very short independent clauses: 

Correct: The dog barks and the horse neighs 

4. Do not use a comma between two independent clauses not joined by a coordinating 

conjunction: 

Example: We finished our homework, we went to the movies in order to relax 

Corrected: After we finished our homework, we went to the movies in order to relax.  

5. Do not use commas around clauses that are essential (restrictive) to the meaning of the 

sentence. 

Example: The bone that doctors call the tibia is essential to being able to walk. 

6. Do no separate a subject and a verb with a comma or a verb and complement with 

comma. 

Wrong: Many students, are going to the game. 

Right: Many students are going to the game.   

 

Misuse of the Semicolon 

1. Do not use a semicolon between a subordinate clause and the rest of the sentence. 

Example: Although I have no interest in his project; I should show more interest. 

Correct: Although I have no interest in his project, I should show more interest. 

2. Do not use a semicolon between an appositive and the word it refers to. 

Example: We were studying the semicolon; a mark that is often confused. 

Correct: We were studying the semicolon, a mark that is often confused. 

3. Do not use a semicolon to introduce a list. 

Example: My favorite authors are; Jane Austen, Fanny Burney, and Elizabeth Gaskell. 

Correct: My favorite authors are: Jane Austen, Fanny Burney, and Elizabeth Gaskell. 

4. Do not use a semicolon between independent clauses joined by and, but, or, nor, for, so, or yet. 

Example: We are going to go watch the carpenters work on the sailboat; but we don’t plan to 

stay the whole day. 
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Correct: We are going to watch the carpenters work on the sailboat, but we don’t plan to stay 

the whole day. 

 

Use of Colon 

The colon is used primarily to call attention to the words that follow it.  In addition, the colon has 

some conventional uses: 

1. Use a colon after an independent clause to direct attention to a list, an appositive, or a 

quotation. 

Example: My housecleaning list includes: washing the linens, ironing the shirts, making bread, 

dusting the furniture, and scrubbing the bathtub. 

Example: My border collies love two activities: herding and catching. 

Example: Many speakers refer to the words of Martin Luther King: “I have a dream.” 

2. Use a colon between independent clauses if the second clause summarizes and explains the 

first. 

Example: Children are like dogs: they need discipline. 

(When an independent clause follows a colon, it may begin with either a lowercase or a capital 

letter.) 

3. Use a colon after the salutation in a formal letter, to indicate hours and minutes, to show 

proportions, between a title and subtitle, and between city and publisher in bibliographic entries. 

Example: Dear Sir: 

4:00 a.m. 

The ratio of students to teachers is 13:1 

Get It Together: The real-world money guide for graduates 

New Jersey: Pearson, 2007 

Misuse of the Colon 

A colon must be preceded by a full independent clause.  Therefore, avoid using it in the 

following situations: 

1. Between a verb and its object or complement. 

Example: Some important things to do during study hall are: Math, Science, and English work. 

Correct: Some important things to do during study hall are Math, Science, and English work. 

2. Between a preposition and its object 

Example: The freshmen block classes consist of: health, religion, P.E., and computer. 

Correct: The freshmen block classes consist of health, religion, P.E., and computer. 

3. After such as, including, or for example. 

Example: The news at 6:00 includes segments such as: sports, weather, national and regional 

news. 

Correct: The news at 6:00 includes segments such as sports, weather, national and regional 

news. 

Use of the Dash 

1. Use the dash to set off parenthetical material that deserves emphasis. 

Example: Everything that went wrong—from the peeping Tom at her window last night to my 

head-on collision today—was blamed on our move. 

2. Use a dash to set off appositives that contain commas. 

Example: In my hometown the basic needs of people—food, clothing, and shelter—are less 

costly than in Los Angeles. 
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3. Use a dash to prepare for a list, a restatement, an amplification or a dramatic shift in tone or 

thought. 

Example:  As we walked through the park, we saw wildlife everywhere—squirrels in the trees, 

birds flying overhead, roses in the flowerbeds, and children playing in the pool. 

 

Unless there is a specific reason for using the dash, avoid it.  Unnecessary dashes create a 

choppy effect. 

 

Avoid the passive voice 

pass 
Good writers generally choose an active verb and pair it with a subject that names the person or 

things doing the action.  Active verbs express meaning more emphatically and succinctly than 

their weaker counterparts—forms of the verb be or verbs in the passive voice. 

Verbs in the passive voice lack strength because their subjects receive the action instead of doing 

it.  Forms of the verb be (be, am, is, are, was, were, being, been) lack vigor because they convey 

no action. 

Passive: The visiting basketball team was destroyed by the hometown team. 

Be verb: The hometown team was responsible for the destruction of the visiting basketball team. 

Active: The hometown team destroyed the visiting basketball team. 

 

 

Misplaced, Squinting, and Dangling Modifiers 

mm/dm 
Misplaced Modifiers 

A modifying word, phrase, or clause put in the wrong place can cause extreme confusion.  Try to 

place your modifiers as close as possible to the word that they modify. 

Example: Hidden in the walls of the bedroom, the detective found clues for the ten-year old 

murder. 

Corrected: The detective found clues hidden in the walls of the bedroom for the ten-year old 

murder.  

This applies as well to words like: only, nearly, scarcely, hardly, just, and even.  

Example: Only Ted smiled at the old couple sitting on the couch. 

Ted only smiled at the old couple sitting on the couch. 

Ted smiled only at the old couple sitting on the couch. 

 

Squinting Modifiers 

A squinting modifier comes between two words so that the reader does not know to which word 

it refers. 

Example: The girl vowed immediately to ditch her bad date. 

Corrected: The girl immediately vowed to ditch her bad date. 

Corrected: The girl vowed to ditch her bad date immediately. 
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Dangling Modifiers 

A modifying word, phrase, or clause dangles when it has no word in the sentence that it can 

logically modify. 

Example: Screaming at the top of her lungs, the children realized that they were going to be 

punished. 

Corrected: Screaming at the top of her lungs, the mother decided to punish the children. 

 

 

Faulty Parallelism 

// or par 

If two or more ideas are parallel, they are easier to grasp when expressed in parallel grammatical 

form.   

 

Single words should be balanced with single words, phrases with phrases, clauses with clauses.   

 

Readers expect items in a series to appear in parallel grammatical form.  When one or more of 

the items violate readers’ expectations, a sentence will be needlessly awkward. 

 

When pairing ideas, underscore their connection by expressing them in similar grammatical form. 

  

1. Paired ideas are usually connected in one of three ways:  

a. with a coordinating conjunction such as and, but, or or 

Example:  At Lincoln High School, vandalism can result in suspension or even being expelled 

from school.   

Corrected: At Lincoln High School, vandalism can result in suspension or even expulsion from 

school.   

b. with a pair of correlative conjunctions such as either…or or not only…but also 

Example: Thomas Edison was not only a prolific inventor but also was a successful 

entrepreneur. 

Corrected: Thomas Edison was not only a prolific inventor but also a successful entrepreneur. 

c. with a word introducing a comparison, usually than or  as 

Example: It is easier to speak in abstractions than grounding one’s thoughts in reality. 

Corrected: It is easier to speak in abstractions than to ground one’s thoughts in reality. 

 

Repeat function words to clarify parallels. 

Prepositions (by, to) and subordinating conjunctions (that, because) tell readers the grammatical 

nature of the word groups to follow.  Although they can sometimes be omitted, include them 

whenever they signal parallel structures that might otherwise be missed by readers. 

Example: The teacher told us that no one would do well on the test and that all our grades would 

suffer. 

 

SAT Review 

Parallel Structure 

Parallel structure is the placement of equal ideas in words, phrases, or clauses of similar types. 

Whenever a comparison or a series of ideas is presented that are of equal importance, you 
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should express them in equal or parallel grammatical structures. A series of items is defined as 

two or more in sequence. 

 

Hint: Look for coordinating conjunctions (and, or, or but) and commas as the clearest 

indicators of possible parallel structure. 

 

Example: 

 

If you ask him for advice, you will get an insightful response, a warm smile, and an 

appropriate anecdote. 

 

This is correct parallel structure of three noun phrases. Note the use of commas and the 

coordinator “and” before the final item. 

 

Here is an example from the SAT:  

 

   I try to be honest, hardworking, and to pay attention to my friends. 

             A                       B                             C                     D 

 

The series in this sentence is begun by the repetition of the adjectives “honest” and 

“hardworking,” so the addition of the infinitive phrase “to pay attention” is not in parallel 

structure, and in order for it to agree with the adjectives that begin the series, it would have to be 

changed to read “attentive.” 

 

You would, then, choose C on the test. 

 

(The items in parallel structure do not necessarily need to be in exactly the same form – but they 

must perform the same function. Notice that the adjectives in the corrected sentence above are of 

different forms: “honest” is a pure adjective, “hardworking” is a participle, and “attentive” is the 

verb “attend” with the suffix “-ive.”) 

 

Here is another example: 

 

               

Our lawyer accepts cases that deserve representation and if she feels she will win. 

               A                          B                                               C                       D 

 

Remember that parallel structure can apply to words, phrases AND clauses. Locating the 

markers of parallel structure – coordinating conjunctions and commas – is important because it 

allows you to separate out the structures, no matter how long they may be, and to then compare 

them.  

 

Here we have two clauses in sequence: that deserve representation and if she feels she will win. 

The first clause is an adjective clause modifying the noun “cases,” so we should expect the 

subsequent clause to be an adjective clause, as well. However, the second clause is an adverb 

clause – it starts with the subordinator “if,” which actually modifies the verb “accepts” in the 
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main clause. The way to make this correct, then, would be to change the “if” to “that,” which 

would make the second clause an adjective clause. 

 

You would then choose C on the test. 

 

Faulty References 

ref 

It is important to make sure that your pronouns refer only to its antecedent—the noun it stands 

for. 

 

Ambiguous Reference occurs when a pronoun may refer to several preceding nouns. 

Example: Alex told his father that he was the next in line. (who is the next? Alex or his father?) 

Corrected: Alex told his father, “you’re next.” 

 

Vague Reference occurs when a pronoun has no easily identifiable antecedent. 

Example: In England, they call a truck a lorry. 

Corrected: The English call a truck a lorry. 

 

Incorrect Pronoun Case 

case 
We have three cases that a pronoun can take: the nominative, the possessive, and the objective.  

Most pronouns change their form according to their case. 

 

 

 Nominative Possessive Objective 

Singular I 

he, she, it 

my, mine 

his, her, hers, its 

me 

him, her, it 

Plural we 

they 

our, ours 

their, theirs 

us 

them 

Singular or Plural you 

who 

your, yours 

whose 

you 

whom 

 

1. The nominative case is used only for subjects and subject complements. 

Example: ( subject): I know what needs to be done. 

(subject complement): It is he who will answer the question. 

2. The objective case is used only for direct objects, indirect objects, and objects of the 

preposition. 

Example: (direct object): The witch baked them into the cake.  

(indirect object): The teacher told him that he needed to go to the office. 

(object of the preposition): The quarterback gave the instructions to them as the whistle blew. 

3. A pronoun that follows a noun appositive ( a second noun that renames) takes the same case as 

it would if the noun were not there. 

Example: Only we students know exactly what is going to happen during that production. 

It is after all only known to us students. 

4. A pronoun appositive takes the same case as the word to which it is in apposition. 

Example: Two race car drivers—you and he—will tie for tenth place. 
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The news told us—Sam and me—that we had lost our house to the floods. 

5. A pronoun in an incomplete comparison takes the same case as if the comparison were 

complete. 

Example: The dog liked George more than I (did). 

The dog liked George more than (he liked) me. 

6. Who/Whom as relative pronouns. 

The case of the relative pronoun is determined by its use within the clause. 

Example: Randall is the one (who called the dogcatcher on us). 

Randall is the one (whom we need to talk to about the plans). 

7. Do not let clauses, such as I think, it seems, or we are convinced mislead you. 

Example: Randall is the one who, I think, called the dogcatcher on us. 

Randall is the one whom, it seems, we need to talk to about the plans. 

8. Be sure to use the possessive pronoun before a gerund. 

Example: My mother has become tired of his constant arguing. 

 

Faulty Diction/Idiom 

ww 

Idioms are speech forms that follow no easily specified rules.  Native speakers of a language 

seldom have problems with idioms, but prepositions sometimes cause trouble, especially when 

they follow certain verbs and adjectives. 

 

1. abide by (a decision)—not abide with 

2. according to—not according with 

3. agree with (and idea)—not agree to 

4. angry with ( a person)—not angry at 

5. capable of—not capable to 

6. comply with—not comply to 

7. desirous of—not desirous to 

8. different from ( a person or things)—not different than 

9. intend to do—not intend on doing 

10. off—not off of 

11. plan to do—not plan on doing 

12. preferable to—not preferable than 

13. prior to—not prior than 

14. superior to—not superior than 

15. sure to—not sure and 

16. try to—not try and 

17. type of—not type of a 

18. anyway, anywhere, everywhere, nowhere, somewhere—not anyways, anywheres, 

everywheres, nowheres, somewheres 

19. the reason is that—not the reason is because 

20. could have, may have might have, must have out to have, should have would have—not 

could of, may of, might of, must of, out to of, should of, would of 

21. He was enthusiastic—not he was enthused 

22. Regardless—not irregardless 

23. much, many—not a lot/ a lot 
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24. angry with—not mad at (mad means insane) 

25. not nearly ready—not nowhere near ready 

26. Try to win/ Be sure to vote—not try and win/be sure and vote 

 

Homophones commonly Confused 

1. two, to, and too 

Two is the number word that equals one plus one.  Too has two basic uses: It is used for 

emphasis, as in that’s too bad, or to mean “also,” as in I’d like to go too.  All other uses require 

to. 

2. your  versus you’re 

Your  is the possessive pronoun: Lift your seat cushion.  In contrast, you’re means “you are”: 

You’re  coming with us, aren’t you. 

3. There, their, and they’re 

There word there designates place or is used as an expletive to begin a sentence:  

Look at the giraffe over there! 

There must be some bear cubs inside the den. 

 

The word their  is the possessive pronoun: They all received their diplomas.  In contrast, they’re 

means “they are”: They’re all ready to go. 

4. its versus it’s 

Its is the possessive pronoun: That beaver rebuilds its dam every day.  The word it’s means “it 

is”: It’s funny how the beaver knows its dam has been compromised.  The contraction it’s, like 

the expletive phrases it is and there are, can be used at the beginning of a sentence without 

referring to a specific noun: 

There are many good reasons to leave. 

It is a wonder we’re all safe. 

It’s raining ferociously now. 

5. whose versus who’s 

The possessive pronoun form whose often works like an adjective, as in I don’t know anyone 

whose coat that could be.  On the other hand, who’s means “who is”: Anyone who’s still in there 

at dusk will be stuck there overnight. 

6. accept versus except 

Accept basically means “to receive” or “to take”: I accept your offer; I can’t accept those test 

results as valid.  The word except has to do with exclusion or leaving out: Everyone except Paul 

has brought a permission slip. 

7. affect versus effect 

Affect means to have some influence on.  It is almost always used as a verb, as in  Your speed 

will affect your test score.   In contrast, effect is almost always a noun specifying the result of 

something: I’d like to avoid those adverse effects. (Affect can also be used as a noun and effect 

as a verb: His affect is flat [no expression on his face]; exercise alone can effect [bring about] 

weight loss.)  Anyone experiencing basic confusion between affect and effect is advised to 

master the most common uses first.) 

8. weather versus whether 

Weather has to do with atmospheric conditions: sunshine, rain, and such.  Whether means “if.” 

9. principle versus principal 

A principle is a rule or a truth—principLE = rule 
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A principal means chief, chief part, chief person. 

10. Than versus then 

Than (conjunction) is used in comparing.  She was more fit than he was. 

Then is an adverb meaning “at (or after) that time” or “in that case; therefore”: They then 

replicated the study.  The vote may be tied; then the chairperson must decide. 

 

Similar words often confused 

12. Different from versus different than. 

Formal usage requires different from.  His paper is hardly different from yours. 

13. Like versus as 

In formal English, do not use like ( preposition) where  as, as if, or  as though (conjunction) 

sounds right.  The old house had remained just as I remembered it. It happened just as in the 

novel.  Act as if you belong here. 

14. Imply versus infer 

Writers or speakers imply (state indirectly or suggest): The union’s statement implied that the 

management was lying.   

Readers or listeners infer (draw a conclusion or derive by reasoning): From these data we infer 

that a recession is near. 

15. who, which, that.  Use who to refer to persons; use which only for things; use that for 

person or things: The player who [or that, but not which] scores lowest wins. 

16. Farther versus further 

Farther refers to physical distance: Roadblocks kept the troops from going farther. 

Further means “to a greater extent or degree”: The UN decided to discuss the issue further. 

17. Firstly versus First 

Firstly sounds pretentious, and it leads to the ungainly series firstly, secondly, thirdly, fourthly, 

and so on.  Write first, second, third instead. 

18. Fewer versus Less 

Fewer refers to items that can be counted; less refers to general amounts.  Fewer people are 

living in the city. Please put less sugar in my tea. 

 

 

Troublesome Verbs 

 

Verbs 

Present Past Past Participle 

lie [to rest] lay lain 

lay [to put] laid laid 

drink drank drunk 

swing swung swung 

dive dived dived 

wear wore worn 

lead led led 

hang [suspend] hung hung 

hang [execute] hanged hanged 
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Quotation Marks 

 

1. Use quotation marks around a speaker’s exact words. 

Example: “It is a truth universally acknowledged, that a single man in possession of a good 

fortune must be in want of a wife,” wrote Jane Austen. 

2. Use an ellipsis … to show that unimportant words have been left out of a quotation. 

Example: “The person…who has not pleasure in a good novel, must be intolerably stupid.” 

MLA recommends putting brackets around ellipsis dots […] making it clear that they do not 

appear in the original work. 

If you delete a full sentence or more in the middle of a quoted passage, use a period before the 

three dots. 

3. When writing dialogue, start a new paragraph with each new speaker. 

4. In quoting poetry, use quotation marks around short passages ( no more than three lines) and use 

a slash mark to show the end of each line of poetry. 

Example: “I met a dimpled spider, fat and white,/On a white heal-all, holding up a moth,/ like a 

white piece of rigid, satin cloth” 

5. For longer quotations, use an indented block to show that it is quoted material. 

6. Quotation marks are used to enclose titles of poems, articles, essays, short stories, chapters, and 

songs. 

Example: “Design” by Robert Frost 

 

How to use other forms of punctuation with quotation marks. 

1. Always put periods and commas inside closing quotation marks. 

2. Always put colons and semicolons outside closing quotation marks. 

3. Put question marks, exclamation points, and dashes  inside  the quotation marks when they 

belong to the quotation, outside in every other situation. 
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Fourth Arm: Document Design Format 

 

Every essay produced by a student at Canterbury will conform to the following format:  

Essays will be typed, double spaced, in standard 12 point size, in Times New Roman typeface.   

Margins are one inch all around the page (i.e., top, bottom, and sides).  Paragraphs are indented 

½ inch, without spaces between paragraphs, and every page will have student’s name and page 

number, at the right top of the page, ½ inch from the top.  Whenever possible, essays should be 

double sided.   

On the first page of each essay in the upper left hand corner the following information 

will be listed in four, short, single-spaced lines: the name of the student, the name of the teacher, 

the name of the course, and the date.  The title of the essay will be centered and placed two 

spaces below the course information.   

 

The top portion of an essay should look like this: 

 

Travis Bickel          Bickel   1 

Mrs. Hancock 

English 9 

13 September 2012 

 

Odysseus: Confidence Man 

 

Each essay will conclude with a Works Cited entry.  This need not be listed on a separate 

page.  Four spaces after the last sentence of the essay, the words Works Cited will be centered.  

Two spaces below this, the proper entry for the cited works will be given.  Following this the 

student will declare who has helped with the essay in any way (e.g., proofreading the essay, 

discussing ideas about a particular work or author, etc.).   

 

The last page of an essay should look like this: 

 

By ending his novel with Homais winning the Legion of Honor, Flaubert makes his last and most 

damning ironic comment on the middle class. 
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Flaubert, Gustave.  Madame Bovary: Patterns of Provincial Life.  Trans. Francis  Steegmuller.  New 

York: Vintage Books, 1992. Print. 
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Fifth Arm: The Truth about Plagiarism 
 

Plagiarism may be defined as the attempt to take something that someone else has said or 

written and present it as one's own.    Forms of plagiarism include  

 

   * copying someone else's words exactly, without proper citation.  

   * paraphrasing another's work so that the essential meaning is the  

     same, without proper citation.  

   * representing as one's own an idea or concept created by another,  

     without proper citation.  

 

  In addition to the disciplinary consequences detailed in the Parent and Student 

Handbooks, cheating or plagiarism will warrant an academic penalty.   

 

 

 

Avoiding Plagiarism 

 

 The seventh edition of the Modern Language Association Handbook for Writers of 

Research Papers defines plagiarism as involving “two kinds of wrongs.  Using another person’s 

ideas, information, or expressions without acknowledging that person’s work constitutes 

intellectual theft.  Passing off another person’s ideas, information, or expressions as your own to 

get a better grade or gain some other advantage constitutes fraud” (52).  In other words, you 

plagiarize when you steal either ideas or language from someone else. 

 

There is nothing ambiguous about this.  If you read an article and copy sentences or even 

phrases into an essay of your own without indicating that these were originally written by 

someone else, then you are guilty of plagiarism. If you cut and paste from a website and fail to 

acknowledge where this language came from, you are guilty of plagiarism. 

 

 The more frequent form of plagiarism occurs when an individual takes ideas from an 

article or book or even a speaker giving a lecture, and uses them without indicating that the ideas 

came from someone else.  Such plagiarists fail to recognize that taking someone else's ideas also 

constitutes an act of thievery even when the ideas are reworded into new sentences. Avoiding 

plagiarism, therefore, is not simply about avoiding copying language; it's about being honest 

with your reader and indicating where both your words and ideas came from.   

 

 For example, let's say you were writing an essay on Macbeth and pick up a copy of the 

1992 Folger Shakespeare Library edition of Macbeth, edited by Barbara A Mowat and Paul 

Werstine, in which you read the following passage from Susan Snyder’s essay, “Macbeth : A 

Modern Perspective”: 

 

The natural universe revealed in [Macbeth]  is essentially attuned to the good, so 

that it reacts to the unambiguously evil act of killing Duncan with disruptions that 
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are equally easy to read. There are wild winds, and earthquake, ‘strange screams of 

death’ (2.3.61-69). And beyond such general upheaval there is a series of unnatural 

acts that distortedly mirror Macbeth’s. Duncan’s horses overthrow natural order 

and devour each other, like Macbeth turning on his king and cousin.  (Snyder 200) 

 

If in your essay you write: “The goodness in nature reacts to Macbeth’s evil of killing King 

Duncan with disrupting wild winds and earthquakes. When Duncan’s horses devour each other, 

it is like Macbeth attacking his cousin Duncan,” you have plagiarized Snyder’s essay.  To avoid 

plagiarism, you must identify Snyder’s article as the source of these ideas and put quotation 

marks around borrowed phrases (“wild winds and earthquake,” “devour each other”). 

 

 To be as clear as possible, if the language did not originally come from you or if the ideas 

did not come from you, then they came from someone else.  Indicate to your reader where the 

language and ideas came from and you will join the ranks of honest and professional writers who 

enjoy sharing thoughts and insights and enriching one another's lives.  

 

 Your teachers will instruct you on how to cite sources properly.  Learn the proper 

procedures.  Follow them.  Take pride in your own language and thought and be sure to indicate 

if you have used ideas and language from other sources.   
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Sixth Arm: MLA Style: Quick Reference 

 

MLA: Works Cited: The following is intended as a partial list of the most commonly cited 

sources in high school research assignments. For a complete listing and explanation of 

documenting sources, refer to the MLA Handbook for Writers of Research Papers, Seventh 

Edition. 

 

 Alphabetize by Author’s last name. If no author is given, begin with the first word in the title of 

the work cited.  

 Double space within and between entries.  

 Begin the first line at the margin; indent the following lines one half inch (hanging indent).  

 
Recent MLA Updates: 

 MLA requires that titles are now italicized instead of underlined. 

 MLA requires that citations include the format of the work: web, print, radio, etc. 

 MLA no longer requires URLs if the item can be found by internet search. According to the MLA 

Handbook, Seventh Edition, “You should include a URL as supplementary information only when 

the reader probably cannot locate the source without it or when your instructor requires it” (182). 

 MLA requires that the citation include both the volume and issue number of periodicals and 

journals even if page numbers are included, “since the issue number is essential for identifying 

issues paginated separately in annual volumes” (136).   

 

Electronic Resources  
 
Scholarly Articles from Databases  
 
Author Last Name, First Name. “Title of Article.” Journal Title Volume. Issue 

 

 (Date): Pages if available. Name of Database. Format. Date Accessed.  

 

Example:  

 

Larson, Thomas. “In Spite of Everything: The Definitive Indefinite Anne Frank.”   

    

Antioch Review 58.1 (2000): 140-54. OmniFullTextMega. Web.  

 

9 December 2000.  

 

 

* Omit any introductory article in the title of an English-language journal—Antioch Review, not The Antioch Review. 

 

Websites 

 
Author if available. “Title of work or webpage.” Title of Web Site, Editor of  

 

 Sponsoring Organization-if none use N.p., Date of Publication or n.d for no  

 

 Date. Format. Date of Access.  

 

 

Examples:  
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(Online Article):  

 
Lewis, Jone Johnson. “Mother Shipton and the Prophecies of Mother Shipton.”  

 

About.com. New York Times, n.d. Web. 7 May 2009.  

 

(Wiki):  

 

“Divorce.” Lovetoknow Classic Encyclopedia. Lovetoknow 1911, 27 Oct. 2006. Web. 14 May 2009.  

 
(Blog):  

 

Elementaryhistoryteacher. “Evaluating Websites.” History is Elementary. Blogspot.com,  

 

 13 May 2009. Web. 20 May 2009.  

 

Print Resources 

 
Books 

 
Author Last Name, Author First Name. Title. Place of Publication: Publisher, Date. Format. 

 
(Single Author):  

 

Boyer, Ernest L. College: The Undergraduate Experience in America. New York:  

 

 Harper and Row, 1987. Print.  

 

(Multiple Authors):  

 
Siebert, Al, Laurence N. Smith and Timothy L. Walter. Student Success.: How to  

 

Succeed in College and Still Have Time For Your Friends. Fort Worth: Harcourt, 2000.   

 

Print.  

 

(More than three authors): 

 

Gilman, Sandra, et al. Hysteria Beyond Freud. Berkeley: U of California P., 1993. 

 
** Omit articles (A, An,The) business abbreviations (Co., Corp., Inc., Ltd.), and descriptive words (Books, House, 

Press, Publishers).  When citing a university press, however, always add the abbreviation P (Ohio State UP) because 

the university may publish independently of its press (Ohio State U). 

 

Article in a Scholarly Journal 
 
Author Last Name, First Name. “Title of Article.” Title of Journal. Volume. Issue (Date): Pages. Format. 

 

Example:  

 

Ballard, Mary E., Shavonda Green and Caroline Granger. “Affiliation Flirting, and Fun.”   

 

Psychological Record 53.1 (2003): 33-49. Print.  
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Article in a Magazine 
 
Author Last Name, First Name. “Title of Article.” Name of Magazine. Date: Pages. Format.  

 

Example:  

 

Loomis, Carol J. “Everything in History was Against Them.” Fortune. 13 Apr. 1998: 64-85. Print. 

 

***Spell out the names of the months in the text but abbreviate them in lists of works cited except for May, June, 

and July. 

 

Article in a Newspaper 

 
Author Last Name, First Name. “Title of Article.” Name of Newspaper. [City] Date Month Year, Edition: Pages. 

Format.  

 

Example:  
 

Perlez, Jane. “Vienna to Go Ahead With Holocaust Shrine.” New York Times. [New York] 4 Mar.  

 

1998, Late ed.: A8. Print.  

 

****For nationally published newspaper, you need not add the city of publication. 

 

Article in an Encyclopedia  

 
Author Last Name, First Name (if available). “Title of Article.” Title of Encyclopedia. Edition  

 

 (2nd ed.; 3rd ed.). Date. Format.  

 

Example (no author):  

 
“Dwight David Eisenhower.” Encyclopedia of World Biography. 2

nd
 ed. 1998. Print. 

 

Works in an Anthology  

 
Author Last Name, First Name. “Title.” Title of Anthology.  Edition. Ed. (followed by name of  

 

editor). Volume. Place of Publication: Publisher, Date. Page Numbers. Format. 

 

Example:  
 

Mailer, Norman. “The Man Who Studied Yoga.” Anthology of American Literature. 3rd ed. Ed.  

 

George McMichael. Vol. II. New York: Macmillan, 1985. 85-97. Print. 

 

 

A Complete Previously Published Journal Article Republished in an Anthology 
Author Last Name, First Name. “Title of Article.” Title of Journal.  Volume: Issue (Date, year only): Pages in                

Original. Rpt. in Title of Anthology.  Edition. Editor first-name last-name.  Place of Publication: Publisher, 

Date. Pages in Anthology. Format. 
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Example:  
Appadurai, Arjun. “Disjuncture and Difference in the Global Cultrural Economy.” Public Culture 2.2 (1990): 1-24, 

Rpt. in Colonial Discourse and Post-colonial Theory: A Reader. Ed. Patrick Williams and Laura Chrisman.  

New York: Columbia UP, 1994. 324-39. Print. 

Excerpt of a Previously Published Journal Article Republished in an Anthology 

 
Author Last Name, First Name. “Title of Article as it appears in the Anthology.” Title of Anthology.  Edition. Editor. 

Place of Publication : Publisher, Date. Pages in anthology.  Excerpt from “Original Title of Article,” [if 

different from the title in the anthology; omit if original title and title in the anthology are the same ]. Title 

of Journal Volume: Issue (Date yearly only): Pages in Original. Format. 

Example:  
Sen, Amartya. “How to Judge Globalism.” The Globalization Reader. 3

rd
 ed. Ed. Frank J. Lechner and John Boli. 

Malden: Blackwell, 2008. 19-24. Excerpt from The American Prospect 13:1 (2002): n. page. 

 

Film or Video 

 
Title. Dir. Name of Director. Perf. Names of Performers. Original Release Date. Name of Distributor, Year of 

Release. Format. 
 

Example:  

 

The Godfather. Dir. Francis Ford Coppola. Perf. Marlon Brando and Al Pacino. 1972. Paramount,  

 

2001. DVD. 

 

Lecture 
 

Speaker’s Last Name, First Name. “Title of Presentation” (if known). Sponsoring Organization.  

 

 Location. Date. Descriptive Label (type of presentation). 

 

 

Example:  

 

Crupi, Catherine. “Mid-Century American Masters.” Canterbury High School. Art Institute of  

 

 Chicago. 17 Sept. 2010. Lecture.  

 

 

Cartoon or Comic Strip 

 
Artist’s Last Name, First Name. “Title of Cartoon/Comic Strip” (if known). Description (cartoon or  

 

 comic strip). Name of Publication. Date: Page Number. Format.  
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Example:  
 

Blitt, Barry. “The Politics of Fear”. Cartoon. New Yorker. 21 July 2008: Cover. Print. 

 

Interview published or broadcast 

 
Person interviewed Last Name, First Name. Title of Interview in quotation marks or italicized if published—if 

untitled use the descriptive label Interview. Name of Publication. Date. Format. 

Example:  
 

Breslin, Jimmy. Interview by Neal Conan. Talk of the Nation. Natl. Public Radio. WBUR, Boston. 26 Mar. 2002. 

Radio. 

Interview by the student 

 
Name of the person interviewed. Kind of interview (Personal interview, telephone interview). Date. 

 
 Example:  
 

Reed, Ishmael. Personal interview. 22 July 1993. 

 

 

Government Publication 

 
Name of the government. Name of the agency. Title. Place. Publisher. Date. Medium of publication 

 

United States. Dept. of Labor. Child Care: A Workforce Issue. Washington: GPO, 1988. Print. 

 
 

 If one encounters a source that does not fit the models above, one should accustom oneself to look at the 

MLA Handbook for Writing and Research Papers. 
 

 

MLA Style: Quick Reference 

 
MLA: In-Text Citations 

 
Paraphrasing  
 

There are two primary options for placing references within the body of your work:  

 

1. Author’s name is integrated into the sentence text with page numbers in parenthetical 

citation at the end.  

 

Example:  

Perrine compared radiology readings from the past two year in order to find similarities in 

the test sets (10-13).  
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2. Author’s name is placed in a parenthetical reference, with page numbers, at the end of the 

sentence:  

 

Example:  

The study intended to show the similarities in the test sets from the radiology reading 

(Perrine 10-14).  

 

Quotations  

 

Quotations taken directly from an author’s work must be reproduced exactly. Integrate the 

quoted passage into your text using a signal phrase. 

 

Example:  

Achebe asserts that the writer “is unaware that the life of his own tribesmen in Yonkers, New 

York, is full of odd customs and superstitions” (252).  

(Signal Phrase: Achebe asserts that the writer…) 

 

 

 

 

Long (Block) Quotations  

 

For quotations longer than four lines, do not use quotation marks. Place the quoted text in a 

double spaced block paragraph indented one half inch from the left margin. Introduce the 

block quote with a signal phrase followed by a colon. Place the parenthetical citation after the 

end punctuation.  

 

Example:  

While the writer may have had the best intentions, Achebe concludes that:  

 

 The young fellow from Yonkers, perhaps partly on account of his age, but I  

  I believe also for much deeper and more serious reasons, is obviously  

 unaware that the life of his own tribesmen in Yonkers, New York, is full of  

 odd customs and superstitions and, like everybody else in his culture,  

 imagines that he needs a trip to Africa to encounter those things. (252) 
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Seventh Arm: A final checklist for essay writers 

 

Form and Content 

_____1. Look at your thesis statement—then answer the following questions: 

a) Have you answered the question?—You have reread the prompt and your thesis does 

focus on the prompt. 

b) Have you taken a position that others might challenge or oppose? – You might even have 

begun your thesis statement with words like Although… because it is important to 

consider the position someone else might take, and you  have considered how you can 

counter his argument 

c) Does your thesis pass the ‘So What?’ test?-- If your reader could answer, “So what?” to 

your thesis, you have to find a way to clarify, to forge a relationship, or to connect to a 

larger issue.  

d) Does your essay support your thesis specifically and without wandering?-- If your thesis 

and the body of your essay do not seem to go together, one of them has to change.  

Remember, walking away and coming back and rereading helps you see if you are not 

wandering.  

e) Does your thesis pass the how or why test? -- If your reader’s first response is “how?” or 

“why?” your thesis may be too open-ended and lack guidance for the reader. You also 

need to make sure that you have not chosen vague words—words like nice or good or 

bad or evil. 

f) Can you add anything to give the reader a better take on your position right from the 

beginning. Remember the thesis is like the road map to the essay. 

_____2. After deciding on your thesis statement—make sure that you have come up with a 

number of reasons for believing your thesis.  Look back on your notes. Have you included all 

that you have thought about before coming up with your thesis statement? 

_____3. Be sure that your essay has at least three strong reason sentences/topic sentences that 

branch from the thesis statement.   

_____4. You have not used quotations to begin your body paragraphs.  

_____5. In each of your body paragraphs, you support or develop a single controlling idea, 

which is expressed in your topic sentence.  

_____6.  Your topic sentence substantiates or supports your essay’s thesis 

a) it unifies the content of a paragraph and directs the order of the sentences;  

b) it advises the reader of the subject to be discussed and how the paragraph will discuss it. 

_____7. You have considered a way that pulls the information from the previous paragraph 

down to the next paragraph.   

_____8. The rest of each of the body paragraphs proves your topic sentence with evidence and 

further discussion of that evidence. 

_____9. You have made it very clear how you know what you know and you have explained the 

facts that you have quoted or referenced to prove my topic and ultimately your thesis. 

_____10. You have made sure that if you have quoted any material that you have cited it 

appropriately. 

_____11. You have created an introduction that will not only interest your reader but will also 

move in a logical way to your thesis statement. 

_____12. You have chosen one of the following ways to begin your essay: 

a. a descriptive detail 
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b. an anecdote 

c. a quotations 

d. the thesis statement 

e. a question 

f. a figure of speech 

g. a cryptic statement 

h. an analogy 

_____13.  You have made sure that you have concluded your essay by briefly recapitulating your 

argument, by indicating why your argument is important in a broader context—the “so what?” 

questions—and by leaving your reader with a satisfying sense of closure.  You may have done 

one of the following: 

a. conclude with a prediction or forecast 

b. give my reader an opinion, based on my previous discussion. 

c. discuss the broader implications of my subject. 

_____14. You have walked away from your essay, and you have reread it, after a time.  You have 

rewritten whatever is unclear by finding stronger reasons and better evidence. 

 

 

Style 

 

 _____15. Participles 

______16. Absolutes 

______17. Appositives 

______18. Adjectives out of order 

______19. Specific detail 

______20. Use of parallel structure for effect 

______21. Elimination of being verbs 

______22. Use of figurative language 

 

Conventions 

 

______23. Elimination of run-on sentences 

______24. Elimination of fragments 

______25. Elimination of comma splices 

______26. Spelling corrected 

______27. Agreement between the noun and verb 

______28. Agreement between the noun and pronoun 

______29. Use of the present tense in the analysis 

______30. Elimination of dangling modifiers 
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Eighth Arm: Key Literary Terms* 

Allegory: a narrative or description having a second meaning beneath the surface one. 

Allusion: a reference either implicit or explicit, to something in literature or history. 

Example: When Robert Frost named his poem “Out, out—he was making a reference to the 

famous speech of Macbeth on the death of his wife.  “Out, Out, brief candle!” 

Apostrophe: someone absent or dead or something nonhuman is addressed as if it were alive 

and present and could reply. 

Example: "Bright star, would I were steadfast as thou art"—John Keats 

Characters and Characterization: “Characters are the persons represented in a dramatic or 

narrative work, who are interpreted by the reader as possessing particular moral, intellectual, and 

emotional qualities by inferences from what the persons say and their distinctive ways of saying 

it” (Abrams 42).  A flat character is in Forster’s words, “built around ‘a single idea or quality’ 

and is presented without much individualizing detail, and therefore can be described adequately 

in a single phrase or sentence.”  “A round character is complex in temperament and motivation 

and is represented with subtle particularity; such a character therefore is as difficult to describe 

with any adequacy as a person in real life, and like real persons, is capable of surprising us” 

(Abrams 43).  Characterization involves methods of establishing distinctive characters.  There 

is showing, in which “the author simply presents the characters talking and acting, and leaves it 

entirely up to the reader to infer the motives and dispositions that lie behind what they say and 

do,” as well as telling, in which “the author intervenes authoritatively in order to describe, and 

often to evaluate, the motives and dispositional qualities of the characters” (Abrams 43).  

Conflict: Constitutes a “clash of actions, desires, ideas, or goals in the plot of a story or drama.  

Conflict may exist between the main character and some other person or persons; between the 

main character and some external force—physical nature, society, or ‘fate’; or between the main 

character and some destructive element in his or her own nature” (Arp 1485-86).  In Moby-Dick, 

for example, a major conflict exists between Ahab and the whale. 

Connotation: What a word suggests beyond its basic definition; a word’s overtones of meaning. 

Denotation: The basic dictionary definition of a word. 

Diction:  Related to style, diction refers to the writer’s word choices especially with regard to 

their correctness, clearness, or effectiveness (e.g., formal or informal, ornate or plain, etc.).  

Diction, combined with syntax, figurative language, literary devices, etc. creates an author’s 

style. 
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Figurative Language: This is language using figures of speech, which is “any way of saying 

something other than the ordinary way.”  Figurative language relies upon such things as 

metaphor, simile, metonymy, personification, and hyperbole.  Thus, a figure of speech may be 

considered “a way of saying one thing and meaning another” (Arp 620 ff.). 

Foreshadowing:  "Foreshadowing is the use, in a literary work, of clues that suggest events that 

have yet to occur.  Writers use foreshadowing to build their readers' expectations and to create 

suspense" ( Prentice Hall 836). 

Genre: The major category into which a literary work fit. The basic divisions of literature are 

prose, poetry, and drama.  However, genre is a flexible term; within these broad boundaries exist 

many subdivisions that are often called genres themselves.  For example, prose can be divided 

into fiction (novels and short stories) or nonfiction (essays, biographies. autobiographies, etc.).  

Poetry can be divided into lyric, dramatic, narrative, epic, etc.  Drama can be divided into 

tragedy, comedy, melodrama, farce, etc. 

Hyperbole: overstatement occurs when exaggeration is used in the service of truth 

Example: “I shall be telling this with a sigh 

       Somewhere ages and ages hence” 

Imagery: the representation through language of sense experience. The word image perhaps 

most often suggests a mental picture, something seen in the mind’s eye—and visual imagery is 

the kind of imagery that occurs most frequently in poetry.  But an image may also represent a 

sound (auditory), a smell (olfactory), a taste (gustatory), touch (tactile), an internal sensation 

(organic), or movement or tension in the muscles or joints (kinesthetic) 

Irony:  The contrast between what is stated explicitly and what is really meant. Or the difference 

between what appears to be and what actually is true.  Irony is often used to create poignancy or 

humor.  In general, there are three major types of irony used in language: 

1. verbal irony—when the words literally state the opposite of the writer’s (or speaker’s) 

meaning 

2. situational irony—when events turn out the opposite of what was expected; when 

what the characters and readers think ought to happen is not what does happen 

3. dramatic irony—when facts or events are unknown to a character in a play or piece of 

fiction but known to the reader, audience, or other characters in the work 

Metaphor: A figure of speech using implied comparison of seemingly unlike things or the 

substitution of one for the other, suggesting similarity.  It is the understanding of one thing in the 
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terms of another.  Metaphorical language makes writing more vivid, imaginative, though 

provoking, and meaningful. 

Parallel Structure: This refers to similar patterns or elements in a literary work.  

Example: The relationship between Lear and his daughters and Gloucester and his sons in King 

Lear serves as an example of a parallel structure.  

Parody: “A parody imitates the serious manner and characteristic features of a particular 

literary work, or the distinctive style of a particular author, or the typical stylistic and other 

features of a literary genre, and deflates the original by applying the imitation to a lowly or 

comically inappropriate subject” (Abrams 36).  Jane Austen parodied the gothic novel in her 

novel Northanger Abbey.  The audience must grasp the allusions being made to the work being 

parodied 

Personification: a specialized metaphor in which the figurative term is human and the literal 

term is an animal, an object, or a concept. 

Example:  Fear knocked on the door. Faith answered. There was no one there. 

Plot: In a dramatic or narrative work, plot “is constituted by its events and actions, as these are 

rendered and ordered toward achieving particular artistic and emotional effects” (Abrams 265).  

A plot is often generated from a conflict.   

Point of View: This “signifies the way a story gets told—the mode (or modes) established by an 

author by means of which the reader is presented with the characters, dialogue, actions, setting, 

and events which constitute the narrative in a work of fiction.” “In a third-person narrative, 

the narrator is someone outside the story proper who refers to all the characters in the story by 

name, or as “he,” “she,” “they.”  In a first-person narrative, the narrator speaks as “I,” and is to 

a greater or lesser degree a participant in the story” (Abrams 271-72).  With the omniscient 

point of view “the narrator knows everything that needs to be known about the agents, actions, 

and events and has privileged access to the characters’ thoughts, feelings, and motives.”  The 

semi-omniscient or limited omniscient point of view the narrator presents the feelings or 

thoughts of only one character, and simply presents the actions of the other characters.  There are 

intrusive narrators that comment on the actions and attitudes of characters and there are 

detached, impersonal or objective narrators who merely “show” the action.  The narration can 

also be focalized through a particular character’s point of view (Abrams 272-273).  With the 

limited point of view, “the narrator tells the story in the third person, but stays inside the 

confines of what is perceived, thought, remembered, and felt by a single character” (Abrams 

273).  There are, of course, first-person and second-person points of view (Abrams 274), as 

well as the unreliable narrator, whose perception, interpretation and evaluation of the matters 

he or she narrates do not coincide with the opinions and norms implied by the author, which the 

author expects the alert reader to share” (276). 
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Rhyme: The repetition of the accented vowel sound and any succeeding consonant sounds. 

a. masculine rhyme--When the rhyme sounds involve only one syllable 

Example: Decks and sex 

b. feminine rhyme--When the rhyme sounds involve two or more syllables 

Example: Turtle and fertile 

c. internal rhyme--When one or more rhyming words are within the line 

d. end rhyme--When the rhyming words are at the ends of lines 

e. approximate rhyme--Includes words with any kind of sound similarity, from close to fairly 

remote.  Under approximate rhyme we include alliteration, assonance, and consonance or their 

combinations when used at the end of the line; half rhyme(feminine rhymes in which only half of 

the word rhymes—the accented half, as in lightly and frightful, or the unaccented half, as in 

yellow and willow. 

Satire: A work that targets human vices and follies or social institutions and conventions for 

reform or ridicule.  Regardless of whether or not the work aims to reform human behavior, satire 

is best seen as a style of writing rather than a purpose for writing.  It can be recognized by the 

many devices used effectively by the satirist: irony, wit, parody caricature, hyperbole, 

understatement, and sarcasm.  The effects of satire are varied, depending on the writer’s goal, but 

good satire, often humorous, is thought provoking and insightful about the human condition.  

Some modern satires include Heller (Catch-22) and Kurt Vonnegut (Cat’s Cradle, Player 

Piano). 

Setting: "The setting of a literary work is the time and place of the action.  The time includes not 

only the historical period - the past, present, or future - but also the year, the season, the time of 

day, and even the weather.  The place may be a specific country, state, region, community, 

neighborhood, building, institution, or home.  Details such as dialects, clothing, customs, and 

modes of transportation are often used to establish setting.  In most stories the setting serves as a 

backdrop - the context in which the characters interact.  In some stories the setting is crucial to 

the plot… Setting can also help to create a mood or feeling" (Prentice Hall 844-845). 

Sonnet: This is “a lyric poem . . . of fourteen iambic pentameter lines linked by an intricate 

rhyme scheme” (Abrams 336).  The two major sonnet forms written in English are the 

Petrarchan and the Shakespearean sonnet.  The Italian or Petrarchan sonnet has two parts: 

“an octave (eight lines rhyming abbaabba followed by a sestet (six lines) rhyming cdecde or 

some variant, such as cdccdc” (Abrams 336).  “The division between octave and sestet in the 

Italian sonnet . . . usually corresponds to a division of thought.  The octave may, for instance, 

present a situation and the sestet a comment, or the octave an idea and the sestet an example, or 
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the octave a question and the sestet an answer” (Arp 781).  The English or Shakespearean 

sonnet “falls into three quatrains and a concluding couplet : abab cdcd efef gg”(Abrams 336). 

“The three quatrains. . . may present three examples and the couplet a conclusion or . . . the 

quatrains three metaphorical statements of one idea and the couplet an application”(Arp 782). 

Sound and Meaning 

1. Alliteration--The repetition of initial consonant sounds. 

Example: Tried and true 

2. Assonance--The repetition of vowel sounds. 

Example: Mad as a hatter 

3. Consonance--The repetition of final consonant sounds. 

Example: Odds and ends 

4.  Caesura:  a speech pause occurring within a line. 

Example: “For this, for everything, we are out of tune 

       It moves us not.—Great God! I’d rather be.. 

5.  Onomatopoeia:  the use of words that supposedly mimic their meaning in their sound. 

Example: boom, click, pop. 

Symbol:  Generally, anything that represents itself and stands for something else.  Usually a 

symbol is something concrete—such as an object, action, character, or scene—that represents 

something more abstract.  However, symbols and symbolism can be much more complex.  One 

system classifies symbols into three categories: 

1. natural symbols are objects and occurrences from nature to symbolize ideas 

commonly associated with them (dawn symbolizing hope or a new beginning, a rose 

symbolizing love, a tree symbolizing knowledge). 

2. conventional symbols are those that have been invested with meaning by a group 

(religious symbols such as a cross or Star of David; national symbols, such as a flag 

or an eagle; or group symbols, such as a skull and crossbones for pirates or the scale 

of justice for lawyers). 

3. literary symbols are sometimes also conventional in the sense that they are found in a 

variety of works and are more generally recognized.  However, a work’s symbols 

may be more complicated, as is the jungle in Heart of Darkness. 
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Syntax:  The way an author chooses to join words into phrases, clauses, and sentences.  Syntax 

is similar to diction, but you can differentiate them by thinking of syntax as groups of words, 

while diction refers to individual words.   

Theme: “The theme in a work of fiction is its controlling idea or its central insight.  It is the 

unifying generalization about life stated or implied by the story” (Arp 102).  In Hawthorne’s 

“Young Goodman Brown,” one of the major themes is the loss of faith. 

Tone:  It “may be defined as the writer’s or speaker’s attitude towards his subjects, his audience, 

or himself.  It is the emotional coloring, or the emotional meaning, of the work and is an 

extremely important part of the full meaning” (Arp 704).  Tone may be identified using the 

acronym DIDLS. 

D—diction                                                                                                                                        

I—images                                                                                                                                                           

D—detail                                                                                                                                                               

L—language                                                                                                                                                  

S—sentence structure 

Understatement:  This is a figure of speech which “deliberately represents something as very 

much less in magnitude or importance than it really is, or is ordinarily considered to be” (Abrams 

149).  “A special form of understatement is litotes (Greek for ‘plain’ or ‘simple’), the assertion 

of an affirmative by negating its contrary: ‘He’s not the brightest man in the world’ meaning ‘He 

is stupid.’” (Abrams 149-50).  Preterition is an unusual form of understatement in which 

someone emphasizes something by ignoring it or dismissing it.  Marc Antony’s funeral oration in 

Julius Caesar is a good example. 

 

*These definitions are taken from the following texts. 

Abrams, M.H. and Geoffrey Galt Harpham.  A Glossary of Literary Terms. 9
th

 ed   

Boston: Wadsworth Cengage Learning, 2009. 

Arp, Thomas R. Perrine’s Literature: Structure, Sound, and Sense. 7
th

 ed. New York:  

Harcourt Brace College Publishers, 1998. 

Prentice Hall Literature Bronze Second Edition. Englewood Cliffs, New Jersey: Prentice- 

 

Hall, Inc., 1991.  
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